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Parts Look Up

Muffler Manager 5P

File Eweryday Other ‘Window Help

44 Q¥ EX Ealﬂ"

I:cu:k Enqulr

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

Vehicle Profile

Muffler Manager 5P
File Ewveryday Other ‘Window Help

4P P Q¥ HX &

Wehicle Profiles

CLICK ON CATALOG, MODEL, YEAR AND ADD. SELECT
ITEMS, IF YOU’RE ON AN INVOICE CLICK OK

Vehicle Enquiry

File Ewerwyday Other indow Help

4P Q¥ HX &

Vehicle Enquiry

TYPE IN REGO (F9) THIS WILL GIVE YOU ALL DETAIL

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

IN STOCK MAINTENANCE: AFTER TYPING IN THE PART # HIT

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

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

(FF5) WILL CLEAR CURRENT OR ADD A NEW RECORD
(F2) WILL SAVE
(SHIFT + F2) WILL DELETE THE CURRENT WORK



Raise a Quote:

“Remember to Quote + GST on Quotes”

I Quote Entry |Z”E|[gl

MNew Quate ‘ Load Yehicle Prafile Cancel Quate Partz Total 0.00
Labour 0.00

| J | Margi Dizcount 0.00
Quate [on hold) Mame argn Gst 0.00
| J | TOTAL 0.00
Account 1D ; Finalise

General lEuslomerNehicle] Parts ] Packages Laboun"Discountl Eommenls]

=

Price:

Inclusive hd

Gt Type:

$0.00

Sundries:

—

Cust Ref:

Click on Everyday
Click on customer Quote

Click on New Quote or customer on hold or account cust. If you know
it’s on hold.
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Raise a Quote: (cont’d)

Customer/Vehicle:

General EUStDI'ﬂ'3l-""~""3hi0|'3]F'arts | Packages | Labour/Discount | Comments

- FLIN 321 _...| |KDKFO233040EKDL

Bees Fiegistration Wi Murnber
[DOwWNING | |STEVE a4
Surname Given Mames Title |MEF|I:EDES |35E'SL
9533 BECKETT RD = Make Modsl
[BRIDGEMEN DOWNS B 1974 /SEDAN
Address & Suburb Past Cade ear Style
1244524 |978-02-4911 | 12| 5  |09DODFKESED KOKLK
Buzineszs Phone After Hours Mabile Rego Day/Month Engine Mumber
|steved@clockworkcomputing. comm |S ILVER ,7
Email Calour Odometer:
v Direct Mail

Customer/Vehicle:

Click on customer/vehicle

Click on surname, enter customer’s details after entering suburb click on
drop down to retrieve post code, tab through to vehicle details.
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Raise a Quote: (cont’d)

Parts:

General | Customer/Vehicle Parts lPackage& Labour/Dizcount | Comments

Part »> | Description Supplier | Oty | Frice | Exempt | Total -
1.00 $0.00

Group Dezcription 2 Gty On Hand

Parts:

Click on parts — type in parts if you know the part number
“USE THE SHIFT F2 TO DELETE LINE IF WRONG PART #
USED”
Click on vehicle profile if needed to retrieve part number, after clicking
on vehicle.
Click on model, type in model example falcon, commodore, and magna
Click OK
Click on year and scroll for right year
Click on catalog type, type in - example (brakes)
Click add
Click which brake parts you need — If other parts needed like exhaust, go
back to catalog type and click standard exhaust then click add again.
When finished click ok.
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Packages

How to use Packages:

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

I [nvoice Entry

Mew Invoice ‘ Load Quate | Load Yehicle Prafile Cancel Invoice ‘ Parts Tatal 0.00
b4 argin Labaur 0.an
| J | Dizcount 0.an
b I Narne: Payment | | TOTAL 0.0
| =l i
Cusm Ik Finalize
[v Calcdeflabour
General] EustomerNehicIe] Party  Packages lLaboun’Discount] Comments]
Type > | D escription | Package D | Labour | Tatal Package price A
$0.00 $0.0C
hs
Part >3 | Description | [ty | Price | Tuokal
1.00 $0.00
| ‘Load Vehicle Profile}
D escription 2 Oty On Hand
Click on Package
Click on type >>
Arrow up or down to pick package
Click on package
Click ok

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

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

Labour/Discount:

Genelal] CustomerNehicIe] Parts ] Packages Labour/Discount ] Comments]

| Mech. = | REL:

| Hrs | Min | Labour

Digcount

Parts tatal

Jobtype »» | Name

Dizcount

1

0

30

23.00

Y

Labour/Discount:

Click on Labour/Discount
Click on mechanic then choose, click ok
Click on hours input hours

Click on minutes inputs min.
Click on labour if you wish to change labour rate.
Click on Margin to confirm correct Margin, if margin is not enough,
then click on labour and change the amount.
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Raise a Quote: (cont’d)

Comments:

General CustomerNehicIel Partz lPackages Labour/Dizzount Comments]

vour hext ol change will be at 5000 kilameters or 3 months, which ever come first A
pour nest oil change will be at 10,000 kilometers or 3 months, which ever come first Load Part Comments
Supply and over haul front calipers.
supply and over haul rear calipers.

Standard Comments
maching fromt disc. rators

maching rear dizc. rotars

supply and fit frant wheel cylinders and bleed system.

Comments:

Click on comments

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

Click ok

Click on finalise quote:

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

M [nvoice Entry

Mew Invaice MNew Cash Sale Load Quote Load Yehicle Profile Cancel Invoice Parts Tatal 0.on

Margin L.?'nbour 0.00

| J | Digcount 0.00

Invoice [on hold]  Mame Fayrnent TOTAL 0.00
Account ID Faele

v Calculate Labour

General l CustomerNehicle] Parts ] Packages] Labour!Discount] Comments

Price 1 -

Price: Inspection

Incluzive hd | ﬂ

Gst Type: “Where did you hear?

$0.00 A
Sundries: Follow Up Date
26112004 |14:40

Cust Ref: Feceived Date: Received Time:
Click on everyday
Click on new invoice
Click on load quote

Click on Qtem Id and scroll to customer

Click on customer

Click on load quote

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

Before finishing invoice:

Click on general, parts, labour/discount, customer /vehicle and make
sure details are ok, Re-enter comments.
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Raising an Invoice from a Quote: (cont’d)

Margin:

Click on Margin again to make sure that margin is correct, if margin is

not enough, then click on labour and change the amount.

b argin

Payment details:

New Imvoice ‘ Load Qucte

Load Yehicle Profil

Cancel Invoice

Ireeh I

]|

N arie

Cusm It

Click on payment details:

]|

Click on new

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

Click on ok
Click on close
Click on Finalize payment
Click yes to comment
Click ok to print

v Calcdeflabou

Exit back to main Muffman screen
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Findlise

Fats Total
Lahaur

Discount
TOTAL

0

000
000
000
000




Raise an invoice ‘“‘without a quote’:
or
Raise an Account Customer Invoice

M [nvoice Entry

Mew Invaice MNew Cash Sale Load Quote Load Yehicle Profile Cancel Invoice Parts Tatal 0.on
Margin L.?'nbour 0.00
| J | Digcount 0.00
Invoice [on hold]  Mame Fayrnent TOTAL 0.00
| J | Finalise
Accaunt D v Calculate Labour

General l CustomerNehicle] Parts ] Packages] Labour!Discount] Comments

Price 1 -
Price: Inspection
Incluzive hd | ﬂ
Gst Type: “Where did you hear?
$0.00 A
Sundries: Follow Up Date
26112004 |14:40
Cust Ref: Feceived Date: Received Time:
Click on Everyday

Click on customer invoice
Click on New invoice or “New Cash Sale” if you want a cash sale only

Click on customer on hold or account ID. If you know it’s on hold
otherwise
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Raise an invoice ‘““without a quote”: (cont’d)

Customer/Vehicle:

General CustomerNehicIe]Pans ]Packages Labour/Dizcount | Comments

1005506 ) .| |KDKFO393040EKDL
Code L .
Fiegistration Win Mumber
|DOwNING | |STEWE |MF:
Sumame Given Mames Title |""|EF“:EDES |35DSL
999 BECKETT RD e hizeld
[BRIDGEMAN DOWNS N 1974 /SEDAN
Address / Subuib Post Code ear Shyle
| 0412621619 | 12| &  |09DODFKESED.KOKLK
Business Phone After Hours I obile Rego Day/Month  Engine Mumber
|steved@clockwolkcomputing.com.au |SIL\:"EF| ,7
Email Colaur Odometer:
[v Direct Mai
Customer/Vehicle:

Click on customer/vehicle

Click on surname, enter customer’s details after entering suburb click on

drop down to retrieve post code, tab through to vehicle details and enter
details.

Page 9



Raise an invoice ‘“‘without a quote”: (cont’d)

Parts:

General | Customer/vehicle Parts ]F‘ackages Labour/Discount | Comments

Part > » Diezcription Supplier | Oty | Frice | Exempt | Tatal -
CENTRE MUFFLER &55EMBLY 3 100 $151.80
w
TOP 50 MUFFLERS [M] |FDHD FalLCam | 0.aa
Group Description 2 [ty On Hand
Parts:

Click on parts — type in parts if you know the part number

“USE THE SHIFT F2 TO DELETE LINE IF WRONG PART #
USED”

Click on vehicle profile if needed to retrieve part number, after clicking
on vehicle.

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

Click on year and scroll for right year

Click on catalog type, type in - example (brakes)

Click add

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

How to use Packages:

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

I [nvoice Entry

Mew Invoice ‘ Load Quate | Load Yehicle Prafile Cancel Invoice ‘ Parts Tatal 0.00
b4 argin Labaur 0.an
| J | Dizcount 0.an
b I Narne: Payment | | TOTAL 0.0
| =l i
Cusm Ik Finalize
[v Calcdeflabour
General] EustomerNehicIe] Party  Packages lLaboun’Discount] Comments]
Type > | D escription | Package D | Labour | Tatal Package price A
$0.00 $0.0C
hs
Part >3 | Description | [ty | Price | Tuokal
1.00 $0.00
| ‘Load Vehicle Profile}
D escription 2 Oty On Hand
Click on Package
Click on type >>
Arrow up or down to pick package
Click on package
Click ok

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

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

Labour/Discount:

Genelal] CustomerNehicIe] Parts ] Packages Labour/Discount ] Comments]

Jobtype »> | Mame | Mech. = | REL: | Hrs | Min | Labour Digoournt Parts tatal
1 0 a0 23.00

Dizcount

Y

Labour/Discount:

Click on Labour/Discount

Click on mechanic then choose, click ok

Click on hours input hours

Click on minutes inputs min.

Click on labour if you wish to change labour rate.

Margin:

b argin

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

Comments:

General CustomerNehicIe] Partz ]Packages Labour/Dizcaunt Commentsl

Fieline front brake pads -
flush and bleed brake sysytem Load Part Conmments

blzed and adjust brakes

supply and fit brake master cylinder

i Standard Comments

supply and fit frant cail springs

supply and fit clutch slave culinder

Supply and fit rear brake pads

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

Click on comment you want
Click ok
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Raise an invoice ‘“‘without a quote”: (cont’d)

Payment details:

Click on payment details:

Click on new

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

Click on ok
Click on close

Click on Finalize payment
Click yes to comment
Click ok to print

Exit back to main Muffman screen

Hew Invoice ‘ Load Quate Load Vehicle Profile | Cancel Invoice
Irveh I - N ame
Cusm It -

v Calcdeflabau
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..............................

Finalise

Pats Tatal
Labour

Discourt
TOTAL

§

000
000
000
0




Raise a Customer credit note:

M Credit Note Entry f'-_IIEI f'5__<|
Mew Credit Mote Load Invaice Load Yehicle Profile | - Cancel Credit Note Partz Total 0.00
b4 argin Labaur 0.a0
| |J | Discount 0.00
Credit fon hold]  Name Papment | |TOTAL a.00
| J | | . . Finalize
Account |0 Qriginal Invoice

Iv Calcdeflabour

General lCustomerNehicIe] Parts ] Laboun’Discount] Eomments]

Price 1 -
Frice:
Inclusive -
Gzt Type:
$0.00
Sundries:

Customer Credit Note:

Click on Everyday

Click on customer credit

Click on mm Ref # if you know it’s on hold.

Click on new credit note

Click on Account Id if you want an account customer
Click on Load invoice if you know the #
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Raise a Customer credit note: (cont’d)

Customer/Vehicle:

General\ Farts l Labour/Discount - Customer/Vehicle ‘ Eommenlsl

.- o

Code — .
Reqishation Yin Humber
| [ |
Surname Given Names Title | ‘
‘ J Make Model
| | - | |
Address £ Suburh Post Code Vear ke
| | ]
Business Phane Aifter Hours Mobile Rego Day/Morth — Engine Mumber
|
Al ‘Euluur
[ Direct Mal
Customer/Vehicle:

Click on customer/vehicle

Click on surname, enter customer’s details and vehicle details by using
the tab key.
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Raise a Customer credit note: (cont’d)

Parts:

B Credit Note Entry

Mew Credit Mote Load Invoice Load Yehicle Profile | - Cancel Credit Mote Parts Total 000
Margin Labour 0.an

| J | Dizcount 0.00

Credit [on hold) Mame Papment | |TOTAL 0.00

o ] | —

Account 1D Original [rvoice natss

v Calcdeflabaur

General lEustomerNehiclel Parts ] Labour.-’Discount] Commenls]

Frice 1 -

Frice:

Inclusive -

Gzt Type:

$0.00

Sundries:

Parts:

Click on parts — type in parts if you know the part number

Click on vehicle profile if needed to retrieve part number, after clicking
on vehicle.

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

Click on year and scroll for right year

Click on catalog type, type in — example (brakes)

Click add

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

“USE THE SHIFT F2 TO DELETE LINE IF WRONG PART #
USED”
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Credit note
Packages

How to use Packages:

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

I Credit Note Entry

Mew Credit Mote ‘ Load Invoice ‘ Load Wehicle Profile ‘ Cancel Credit Mote ‘ Partz Total 0.an

Margin Labour 0.00
| J | Dizcount 0.00
Creditfon hold] ~ MName Payment | |TOTAL a.o0

| =] |

Account |0 Qriginal Invoice
¥ Calcdeflabaour

il

Finalige
General lCustomerNehicIe] Partz ] Laboun’Discount] Comments]

Price 1 hd
Frice:

Inclugive hd
Gzt Type:

$0.00

Sundries:

Click on Package

Click on type >>

Arrow up or down to pick package

Click on package

Click ok

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

Click ok

Continue on with Labour / Discount
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Raise a Customer credit note: (cont’d)

Labour/Discount:

I Credit Note Entry E| |§| fgl
Mew Credit Mote ‘ Load Invoice Load Wehicle Profile ‘ Cancel Credit Mote ‘ Partz Total 0.an
Margin Labour 0.00
| J | Dizcount 0.00
Creditfon hold] ~ MName Payment | |TOTAL a.o0
Account |0 Original [nvoice M

¥ Calcdeflabaour

General lCustomerNehicIe] Partz ] Laboun’Discount] Comments]

Price 1 -
Frice:
Inclugive hd
Gst Type:
$0.00
Sundriex:
Labour/Discount:

Click on Labour/Discount

Click on mechanic then choose, click ok

Click on hours input hours

Click on minutes inputs min.

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

Comments:

I Credit Note Entry

Mew Credit Mote ‘ Load Invoice Load Wehicle Profile ‘ Cancel Credit Mote ‘ Parts Total 0.00

Margin Labour 0.0
| J | Dizcount 0.00
Credit [on hald) Narne Payment TOTAL 0.00
Account |0 Qriginal Invoice Finalise

¥ Calcdeflabaour

General lCustomerNehicIe] Partz ] Laboun’Discount] Comments]

Price 1 hd
Frice:

Inclugive hd
Gzt Type:

$0.00

Sundries:

Comments:

Click on comments

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

Click ok

Finishing Customer Credit note:

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

Payment details:

B Credit Note Entry

New Credit Note Load Invoice Load Wehicle Profile | - Cancel Credit Note Parts Total 000
Margin Labour 0.00
| J | Dizcount 0.00
Credit [on hald) Marme Payment | |TOTAL 000
L.ccount D J | Original [nvoice M
v Calcdeflabour

Click on payment details:

Click on new

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

Click on Finalize payment
Click yes to comment

Click ok to print

Exit back to main Muffman screen
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ENTERING A SUPPLIERS INVOICE

M Supplier Invoice Entry Z |§|g|
EEEE 3..| [WALKER AUSTRALIA PTY LTD Subtotal el
MM Fief & Supplier |0 Supplier Name Freight: 0.00
|Inclusive j |33 J |1 32425 Slslie: 0.00
Gzt Type Purchase Order 8 Suppliers Docket Gisttotal 5.35
Total h8.91
Part > | [ty Ordered | ToDate Supplied Cost | GST >3 | Tatal ~
b 3BES 1.00 58.91 [V $58.91
| | r $0.0C
%
| Carrnit
Group Description 2 Gty On Hand
Everyday

Suppliers invoice

Click on suppliers drop down box
Scroll up or down to choose supplier
Click on supplier then click ok

Click in purchase order # then type in #

Click in supplier docket #

Click in part and add parts tab through
Click in freight then sundries if you need to add amounts in.
Make sure totals are correct and commit.
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Raise a Suppliers credit entry:

Supplier Credit entry:

M Supplier Credit Entry

EED ... 5 ..] |TRR.AUTOPARTS Subtatal 48.50
Credit # Supplier [D Supplier Mame Fieight: 0.00
ies: 0.00
| Seperate ﬂ | | Sundries:
Gst Type Order # Docket Gisttatal: 465
12291 Total: 51.15
rig Recpt:
Part >3 | D ezcription Arnount Cost | GST »» | Total ”
B $0.00
b
Commit
[Srowin [N esrnnbing 2 Ll Mn Haed

Supplier Credit entry:

Click on Everyday

Click on supplier credit

Click on supplier Id

Click on supplier and ok

Click on parts — type in part #, tab all the way through to next line
Click on freight and sundries enter amount if any

Click on commit

Click on yes to commit
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Raise a Suppliers Purchase Order

M Supplier POrder, Entry K

PQrder # Supplier (D Supplier Mame

|Inclusive j | | J | Subtlntal:

Gst Type Date Required Shipto Id: Descript: Freight:

’7 I—_I | Sundries;

Exp Code: Buyer Id: Descript: Biiole

| Total

Carnrnent:
Fart > D escription | Cuartity Cost | GST = | Tatal ~

v
| | Cornmit
Lo [esrnntioe 2 Lo e Hoaed
Click on everyday

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

M Yehicle Enquiry

| 144-PIZ R
Reniztration Wire Engine Ho:
|MITSLUBISHI MAGNA, |MAGNA SEDN |
M ake: Model: ‘Year Type
Heferenc:el Type | Date | Customer | Armnount
18076 Invoice 140341335 VITANZA TYRES 120.00

Print

Customer

Click on everyday

Click on vehicle enquiry — type in registration # if customer has been in

before, details will pop up.
Click on preview for details

Click on whole page and arrow down to 150%
Exit to return main menu

Page 25




Customer enquiry:

B Customer, Enguiry k

.| [Steve 1005355

Surnarne: Given Names: Title: Code:
360 Beckett rd, Bridgeman Downs 40350
Addl:
Heference| Type | Date | Customer | Aot Provien
373 lrwoice 02/09/2004 Steve Downing 1358.00
Print
ehicle

Click on everyday

Click on customer enquiry — type in customer’s surname

Click on box next to surname to display name, arrow up and down for
correct name and ok

Click on preview for details

Click on whole page and arrow down to 150%

Exit to return main menu
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End of day procedures:

M End Of Day

Petty Cash |

¥ Daily Sales and Cash
v Sales Summary

¥ Petty Cash

End of Day Processing

Bl Petty Cash Entry

Petty Cazh Type Aok
POSTAGE & FREIGHT 11.00

FMOTOR YEHICLE EXPEMSES 11.00 E dit |
Drelete |

Petty Cash Details

F4 - MOTOR YEHICLE EXPEMSE Sjid

Total Armount: I

Gzt Armount I

LCancel

Click on everyday

Click on end of day

Click on end of week or end of month

Click on petty cash

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

Click on end of day processing
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Packages

How to use Packages:

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

M Invoice Entry

o)X

Mew Invoice ‘ Load Quote ‘ Load Wehicle Profile Cancel Invoice ‘ Packages 99.00
Margin Parts Total 0.00
EEE Labour 0.0o
Invoice [on hold]  Mame Papnent Dizcount 0.an
| i J | o TOTAL 33.00
Finalize
Account D

v Calcdeflabaur

General] EuslomerNehicIe] Parts

Packages Labour;"Discount] Comments ]

Type >> | Description | Package ID | Lahour | Total Package pice |4
BRKED $39 FROMT DISC RELIME OFFER $35.00 $39.0C
v
Fart»» | Deseription | oy | Frice [ Tatal ~
BF1036 RE&R BRAKE PADS 1.00 $69.00
[ | 1.00 $0.00
v
| Load Yehicle Profile
Dregcription 2 Gty On Hand
Click on Package
Click on type >>
Arrow up or down to pick package
Click on package
Click ok
Click on part >> or Load Vehicle Profile bottom right “only”
Add parts that are need
Click ok

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

Account Customers Payment (CUSTOMER) 8

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

Create Customer Letters (CUSTOMER) 4



STOCK TAKE

I Stock Take Entries

Fart »» | Group | [ty | Dezcription | Binxy )
M3E7E 10 00000 STAHDARD MUFFLERS (k) 10

(T

=

Post Stock Take

Stock Take Post

1 Stock Take Entries

[ iZemo all Stock Quartities before Posk

Post | LCancel

Click on other, maintenance

Click on stock take

Type in part number, tab across

! To do a complete stock take enter all parts first !!!!!!!!!
Click zero all stock quantities before post

Click post

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

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

I Stock Maintenance

| J [v Active |

Part |

Group Group Descrption |

| sno0 | $0.00 e

ezcrphions

Rietail without GST Retail with G5ST

General l Pricing] Alternates] M akeup Parls] Transactions] Motes ]
[10 .| [MOM STOCK ITEMS I~ GST Exempt
Bin Bin Mame
| 1 .| [AUSSIE EXHAUST & REPAIRS I~ Serial Mo Tracking
Prefemed Supplier Supplier Mame
Mormal Pat - ¥ Auto Calc
Tupe Min Reorder

1 ¥ Dizcourt Flag

Sales Units Max Reorder
EACH [ [ |
lesue Usage Category Labour Hours/Min

—

Qty On Hand

$0.00

Walue On Hand

—

[ty On Purchase Order

Z—

Last Changed

Click on other, maintenance
Click on stock maintenance
Type in part number

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

To add your own comment:

M Standard Comment Maintenance

| 26 .| |tail pipe ]

D zcarmm 1d: I arne:

—

[Eroup:

supply and fit tail pipe

Click on other, setup scroll over to standard comments and click
Click on Dscomm Id:, scroll down to last # , cancel out and type in #,
Click in name area and type in description example (muffler), then click
in big area and type in full description, example (supply and fit rear
muffler). Then go to save. Exit back to main screen.
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To change customers details

Il Retail Customer Maintenance

| o

Code

| ]| |

Surname Given Mames Title

Addrezs Prode

Phonel Phone b obile

E rmail

| ] ] W Direct Mai

Code; Dezcription:

Last Date Account

Click on other, maintenance

Click on retail customer maintenance
Click on code box to drop down customer
Click on surname, type in

Click ok, find customer then ok

Hit tab to make changes

At end click save, click yes to save
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To change Account customers details

M Account Customer, Maintenance

|KEDF|EIN MECHANICAL SERVICES J [v Active
Account 1D: Descript:
|LANCE JAGGER | $0.00
Contact 1 Owed:

General lEDntactInformationl Transactions] Maotes l Dizcounts | Mew Transaction

| 1 .| |WORKSHOP TRADE
Group: Dezcription
4 [v Dpen ltem
Price:
IW [T whaolezale
Credit Limit:
| |08/09/1939
AEN. Last Payment D ate
| soon | s000 | 000 | soo0 | $0.00
90 D ays+ B0 Drays 30 Days Current Total

Click on other, maintenance

Click on Account customer maintenance

Click on Account ID box to drop down customer
Click on Account Customers name

Click ok, find customer then ok

Hit tab to make changes

At end click save, click yes to save
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Changing Packages

B Package Maintenance

| o | o
Code Mame
active ~| |/ |/ ¢
Status Start Date: End Date:
| | |N-:une j | $0.00
Labiour Amonk Actual Price Lewvy Tyupe Lewy Amont
| = |
Code: Jobtype
Stack Part »> Group > Description 2 | Quantity A
b/

Click on other, maintenance, down to package maintenance
Click on package maintenance

Click on code

Arrow up or down to choose package

Click ok

Click in different areas to change then save
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STOCK MAINTENANCE

“MAKE UP PARTS”

I Stock Maintenance

| o

Part

Group Group Descrption

| sno0 | $0.00
Rietail without GST Retail with G5ST

[v iuctive

Srange o

General l Pricing] Alternates] takeup Parls] Transactions] Mates ]

[10 .| [MOM STOCK ITEMS

Bin Bin Mame

| 1 .| [AUSSIE EXHAUST & REPAIRS
Prefemed Supplier Supplier Mame

MHormal Part

Tupe Min Reorder
1 [
Sales Units Max Reorder
lesue Usage Category

Degcriptions
[~ GST Exempt
™ Serial Mo Tracking

v Auto Calc

¥ Dizcourt Flag

|

Labour Hours/Min

—

Qty On Hand

$0.00

Walue On Hand

—

[ty On Purchase Order

Z—

Last Changed

Click on other, maintenance
Click on stock maintenance
Clear all if part comes up
To make up a new part

Type in part number and tab all the way through to alternates and then

exit out to save
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Account Customers Payment

M Account Customer Maintenance

E . |E.-’-\LTE>< 5/5 BAGLE FARM J v Active
Account 1D Descnpt;
|H'\)’&LN MOMINEES PTY LTD | $0.00
Contact 1 Owed:

General] Enntactlnformatinn] Tramactiu:m] MHotes ] Discounts  Mew Tranzaction

|F'a_l,lment j

Type

Amount Gst GL Code

Reference GL Marrative

Details Payrment Post

Other
Maintenance
Account customer maintenance
Click on account ID drop down box and choose the acc. Customer you
want.
Click ok
Click on transactions write down the Ref # and amount you want to pay
off.
Click on new transaction
Click on amount and type in the amount paying
Click on Reference and type in the Ref # you wrote down.
Click on detail, this can be what ever you want, example check #, cash,
credit card.
Click on payment
Click on new
Click on drop down box, choose which method of payment
Click ok
Click close
Click post
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Click on others, reports,
Click on sales analysis by job type
Click on today, this week, this month or enter date range you wish to use,
example: 01/09/04 to 30/09/04

Click on preview, and then click on print to preview

Sales Analysis by Job Type

All walues are exclusive of GST

Hum ber O Jobs

Fart Zalas
Labour

Servlce Chargas
Pachagss

Total
Dl scount On Retall

Grose Revenus

costotGoods

Gross Promt

Hum ber < Jobs

Fart Zalas
Labour

Servlce Chargas
Pachages

Total
DA scount on Retall

Gross Revenue

CostatGoods

Gross Promt

Front 0102004 fo SOMOE004

Store: 0004 Clockwork Computing Test Site

Reports ‘“‘Sales Analysis Report”

24 Imwoices, No Credit Notes

Eshau st Gystem s Eraking System Shocks & Springs Al Zhangs Malntsnance Sarvlces
23 4 b 1n 4 b o4 o 3§ e E I ] b
IEEE AR SiE40 (=5 000 [a]] oo on [ 251
794 18.1 817.00 A 000 oo oo oo 700 e
0o [afx] [ifxx] [fx] 000 oo 0o {afx] [xfxx] [fx]
oo [ufx] 19500 105 000 [a]] ABES 1000 ooo on
R 186340 0m W0ES TOEE
-TEEE -178 =000 =04 [xixx] oo oo oo -05s oo
o 185340 000 A TalE1
125377 331 24532 13.3 000 [a]] oo on 2151 .
2335 %] 160655 @ 000 oo aBES 1000 araal 728
Allgnm art & Steering Crlvetraln & Cluteh Zooling System & ZTHER TOTAL
o % b o % b o4 T o % T P ] b
oo [fx] [ixx] oo [xixx] oo 0o 1000 saz &1
oo [afx] 111 x] oo 000 oo oo oo 195500 i
0o [afx] [ifxx] [fx] 000 oo 0o {afx] [xfxx] [fx]
oo [ufx] oo on 000 [a]] oo on o ss 56
oo oo 000 o0 TZ.07
oo oo om oo 000 oo oo oo -T903 -108
oo 111 x] 000 000 SET 1
0o [afx] [ifxx] [fx] 000 oo BTl 3] 173211 o
oo [ufx] oo on 000 [a]] 3328 a3z s 733
Tot=l Rounding: -0.0z2
Total GET: 545 .41
Gross Revenue [with GST]: T142 532
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Reprint

Customers Invoice

Click on other, reprint

Click on customer invoice

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

Click on ok

Click on preview and print

Click on print to print

B Customer Invoice

— Select Range

From: | 37378 .| Ta | 37378 |
[ Reprint?
[ Frint Packages?

— Print to

" Preview il

" Prirter Cancel |

Customer Invoices

Invoice # I D ate I Account # I Mame I Statuz
AFaTE 092004 0 kdr Steve Downing Complete
IFAFE 082004 0 kr Kim Henderzon Complete
A7ara as09se004 0 kdr Steve Downing Complete

37300 25/03/2004 0 AUSTOTEL TRADING T4 ALBIOM HO Comnplete
3738 28/03/2004 0 PEMMY SOLORAZNO Comnplete
37302 28/03/2004 0 Held
37303 29/03/2004 0 Held

< i |

Cancel Search..
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Reprint

Customer Quote

Click on other, reprint
Click on customer Quote

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

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

B Customer Quote

— Select Range

Fram; I

1] To: | 11 ..
[

“E

— Print to
i+ Preview
™ Printer

Frirt |

Customer Quotes

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

| Status

121/09/41338
9021149392
11.17/11/13392

13 25/11/413392
14 07/12413392
15 08/02/1333
16 17/0259593

i |

0 MRS JULIE JULIE DEMPSTER
0 MR GEMMELL
0 MR BRIAN THOMSPON

0 MRS MIERS
0'waRREM T/ TEL
0 DARREM

0 CASH-SALE

Cancel

Complete
Complete
Complete

Complete
Complete
Complete
Complete
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CREATE CUSTOMER LETTERS

Bl Export Invoice Information

Select Date R ange
7 Today © Thisweek © This Month

* ponth ko Date ™ “Yearto Date

" Enter Date Range

Fram:

Select Ranges

Jobtype: |.-'l'-.|| Jobtypes ﬂ

Firirnurn T otal:

Pozt Code: | Ta: |

[ Include Account Customers
I Include Ma Direct b ail

Output
" Email " Print * View

Subiject Line

|C: MM SPAR e ports' T est] itf
erge File

Click on other, reprint

Click on create customer letters

Select date range:

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

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

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

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