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Introduction

Introduction
Congratulations on choosing Total Control Software's Dealer Solutions for your company.

For software installation instructions and installing/setting up cash drawers, receipt printers,
bar code scanners, etc., please refer to your Installation, Supervisor And Network
Administrator Manual included with this software.

This manual covers the Parts, Service & Inventory module of the software (including the Wet/Dry
Storage add-on module) program only. References are made to other available modules and their
manuals where necessary. If you have purchased other modules of this software system, please refer
to the Finance & Insurance, and Supervisor/Network Administrator manuals for specific information
about these modules.

You may make photocopies of any portion or all of this manual or any other manual for use at your
dealership by your employees. If you wish to reprint this manual for use at your dealership by your
employees, the files are available on initial install and update CDs included with this software in PDF
format. If you do not have Adobe Acrobat Reader installed on your computers, Adobe has available
on their website a free Adobe Acrobat Reader program (www.adobe.com) that can be installed at your
dealership for viewing and printing these manuals.

Technical Support
Technical Support

For technical support contact Total Control Software, Monday through Friday 8:00 a.m. to 5:00 p.m.
Central Time at:

Main Phone: 501-833-3281
Fax: 501-833-6107
E-mail: support@tcsoft.com

© 2012 ... Total Control Software Corporation
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System Setup

The Total Control Software Corporation Installation, Supervisor and Network Administrator Manual
contains the information necessary to install your software and peripheral hardware. We have
included the general system setup information and instructions in the Installation, Supervisor and
Network Administrator; Parts, Service & Inventory and the F & | Manuals for your convenience in
setting up your system.

After your software is installed, workstations set up, any peripheral
hardware installed (i.e., bar code scanners, cash drawers, etc.) you must
set up the basic information for your system to operate correctly.

You are now ready to set up your company information, default labor rates, tax rates, and other
customized information applicable to your company.

This information must be completely entered prior to using the program.
This information can be entered from the dealership server or any individual workstation.
Please follow the links below in the listed order:

General System Setup (System Setup Form)
Payment Methods

Department Codes

Multiple Cash Registers

Service Codes

Technicians

Work Order Status Codes

Work Order Disclaimers & Terms

Work Order Overrides

Accounting Information Setup

Setting Up Individual Workstations
Individual workstations that have bar code scanners, invoice printers, pole displays, and cash drawers
connected to them require an additional set up AT THE INDIVIDUAL WORKSTATION.

Windows NT/2000/XP/2003

If this workstation has Windows NT, Windows 2000, Windows XP (Home or Professional), or
Windows 2003, installed as the operating system, go to File, then System Set Up, Other
Information, make sure to check the box This Computer Has NT/Win 2000 Installed.

Invoice Printers (40 Column Receipt Printers)

© 2012 ... Total Control Software Corporation
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If you are using a standard inkjet or laser printer to print invoices (Quick POS) on plain paper or pre-
printed paper (8-1/2 x 11"), leave this field blank. This printer can be physically connected to the
workstation or a network printer.

If you are using a 40 column receipt printer that is physically attached to this workstation, you will need
to install the printer according to your printer instructions and select the printer in your Printer Setup
for this workstation. The EXACT name of the printer must be entered into this field. If you are using
carbonless receipt tape, set your copies to one (1).

Cash Drawers

If you have Cash Drawers set up at individual workstations, you must enter the COM Port setting for
the cash drawer at that workstation. From File, System Setup, then Other Info, enter the COM Port
for the Cash Drawer (i.e., COM3), and select the SAVE button for the setting to take effect.

Multiple Cash Drawers

If your dealership has multiple workstations with individual cash drawers attached, and you want to
reconcile the cash drawers individually at the end of each period, you will also need to assign and
enter a number for each cash drawer. This will be the number that prints on the Cash Report — Multi
Register.

From File, System Setup, then Other Info, enter the designated Cash Drawer number (i.e., 1, 2 or
3), and select the SAVE button for the setting to take effect.

Pole Displays/Credit Card Machines
If you have a Pole Display attached to a workstation you will need to enter the COM Port setting for
this display at the individual workstation.

Device Setup - Pole Display

From the Main Menu, select File, then Device Setup. At the Hardware tab enter the COM Port
setting for the Pole Display.

At the time of this printing the Credit Card Machine device settings have not been implemented.
LEAVE THIS FIELD BLANK.

2.1 General System Setup (System Setup Form)

On the Main Menu select File, then select System Setup. The System Setup is divided into 7
sections. Each section is outlined below:

General Information
F & | Department
Parts Department
Service Department
Other Information
User Fields

Accounting

2.1.1 General Information

General Information:

© 2012 ... Total Control Software Corporation
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2.1.2

# System Setup Form !E E
General |FI Settingsl Partz Dept | Service Dept | Other Infa | U'zer Fields I .ﬁ.ccnuntingl
Dealer | Tatal Contral Software Corparation Stare Mo ﬁ
Address | 12010 W atson Road
City State Zip |N|:urth Litthe: Rock, &R 72120-1534
Phore | (B07) 833-3281 Phone 2 | (BO7) 819-7017

State Baze Tax Rate 0.08100 | Break Point I— |pper I—
Courty/Proy Tas Fate Iw Mar Courty T ax I—

City Tz Iw b aw City T ax I—

Starage Tax Rate I—

Ireeoice Remark | Thank ‘You For Your Business!

Billing Remark |
Logo Image File | J

Additional [nvoice Remarks |

Additional *Work, Order Remarkz |

J Save I ¥ Cancel | B Help |

Type in the dealership information and tax rates. If your tax rate is 6.25% (6-1/4) type in 0.06250.
Some states have a maximum sales tax based on the amount of the sale for portions or all of the sales
tax. If your state has that maximum, enter that amount as a dollar figure as shown above in the Break
Point field. Then enter the Upper sales tax rate, if any, on sales over the Break Point. If your state
does not have a maximum sales tax, leave the Break Point and Upper fields blank. If your state does
not charge sales tax on any sales, leave all three fields blank.

-

Remarks 1 and Remarks 2 allow a personalized statement that will be printed on invoices, statements
and other printed forms.

Additional Invoice Remarks and Additional Work Order Remarks allow for large text fields to be
entered (i.e., Winterization warning message) and printed on all work orders or invoices.

If your dealership uses a logo that is stored on your computer as a bitmap image, the location of this
file can be listed under Logo Image File and will be printed on forms.

After entering the information specific to your dealership, press the SAVE button on the browse box to
save this information.

F & | Department
F & | Default Settings:

After completing the information required under the General tab of System Set-up it is necessary to
complete all default information for your F&I Settings. These settings can be overridden for any
individual inventory item or customer deal (See sections on Current Inventory, Active Deals, and Sold
Deals).

© 2012 ... Total Control Software Corporation
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# System Setup Form [ _ O] =]
General | Fl Settings |F'art$ Deptl Sermnvice Deptl Other Inh:ul I1zer Fields | .-*-.u:u:u:uuntingl
Credit Life Type SCLD - ™ Sales Tax Charged On Used Urits
& H Type FiDar = [T Deduct Trade In Amount Before T axing

. p———— Baze Tax Rate I—
Filirg Fees .
Default Interest Rate £.000 Tax Break Point I

Diefault Loan ears 1000 R ate After Break Point I
A + H Camrizzion Percent Maimurn 5ales Tax I
Credit Life Commizsion Percent [ Track Trailer Tax Separately

Acceszones Mark Up Average [ Deduct Trade In Trailer ]
. [T Sales Tax Charged On Service Conbracts
Special Sales Tax Rate I

. . P ty Tax Rate: I
Title/Reqistration Fee I OpEry e niate

) Battery Tax Fate [Each] I
Default Region For Sales Tax I,-’.'-.H
First Pavment D ays |3|:|

[T Canadian Version Default Sales Tax State I

Default Credit Life Ca |.ﬁ.rkansas Barker's Life Citp/County T axes |

Regional Sales Tawes | Document and Other Fees |

4 Save I ¥ Cancel | B Help

Credit Life Type:

Before entering this information, consult your credit life provider for rates and available plans.
Also see section on setting up Credit Life Companies and Rates.

This is where you set your default type of credit life insurance that your dealership offers to customers.
For ease of entry, the default setting will appear automatically each time a new Active Deal is set up.
The default setting can be changed within an Active Deal by selecting a different credit life insurance
plan. If your dealership does not offer credit life insurance, Enter None.

NONE - None

SCLD - Single Credit Life Decreasing
SCLL - Single Credit Life Level
JCLD - Joint Credit Life Decreasing
JCLL - Joint Credit Life Level

Accident and Health (AH):
Before entering this information, consult your credit life insurance provider for rates and
available plans. Also see section on setting up Credit Life Companies and Rates.

This is where you set your default type of accident and health insurance that your dealership offers to
customers. For ease of entry, the default setting will appear automatically each time an Active Deal is
set up. The default setting can be changed within an Active Deal by selecting a different accident

and health insurance plan. If your dealership does not offer accident and health insurance, Enter
None.

NR14 - Non-retroactive 14 days (takes effect on the 15" day after disability begins).
NR30 - Non-retroactive 30 days (takes effect on the 31% day after disability begins).

© 2012 ... Total Control Software Corporation
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2.1.3

R7DAY - Retroactive from the 1* day after 7 days of disability.
R14DAY - Retroactive from the 1% day after 14 days of disability.
R30DAY - Retroactive from the 1% day after 30 days of disability.

Default Interest Rate:
The Default Interest Rate is the average interest rate charged on loans for your dealership. This rate
may be changed to a different rate during the deal process.

Default Loan (Term):

Enter the term of loans in months for the average loan term for your dealership. Note: If most of your
loans are for 10 years use 7 years (84 months) as a default, then adjust the term while entering the
deal to lower the monthly payments.

Accident and Health Commission (A+H):

Enter the commission percent that your accident and health insurance provider allows as a
commission to your dealership as a decimal (i.e., if the commission is 40% enter .40). This will
determine your cost for the accident and health insurance.

Credit Life Commission Percent:

Enter the commission percent that your credit life insurance provider allows as a commission to your
dealership as a decimal (i.e., if the commission is 40% enter .40). This will determine your cost for the
credit life insurance.

Accessories Mark Up Average:
Enter your dealership's average parts accessories mark up as a decimal (i.e., if the average parts
accessories mark up for your dealership is 40% enter .4000).

Special Sales Tax Rate:
Leave Blank.

Sales Tax: IMPORTANT NOTE
If your state/county has a single sales tax rate for all major unit sales, you may use these
fields to enter your sales tax rates. HOWEVER, if your state/county has different rates for
different products or combination, break points, maximum or minimum taxes, YOU MUST
USE THE REGIONAL SALES TAXES.

See:
Regional Sales Taxes

Title/Registration Fee:
Enter the dollar amount that your state charges for title/registration fees, if this amount is to be
included in all new deals. If you are using the Regional Sales Taxes, leave this field blank.

Parts Department

Parts Department:
This is where you set up your default information for your parts sales (Quick POS).

© 2012 ... Total Control Software Corporation
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# System Setup Form !EE

Eenerall Fl Settings  Farts Dept |Service Deptl Other Infu:ul IJzer Fields | .-’-'-.u:u:u:uuntingl

W ¥ Usze POS Terminal For Paint OF Sale

Drefault Make IMEFH:
Sales Code I

Cazh Code: CasSH

Min Partz Sale I
Irveoice Printer | _I Copies |2

‘wiork Order Printer | I
Change Due Dizplay Time [5 econds) 42 [ Do Mot Preview POS Invoice

Partz Markup to Service Dept I ™ Apply tark-Up From List

Parts M arkup YW aranty I
Partz Markup Intemal I ¥ Charge Cost Only On Internal

[T Tax Shipping ¥ Force Dept Code On &)l Sales

|_,-"' Save I » Cancel | % Help

By checking the Fast Invoice box all invoices will be set to a default setting for Default Make, Sales
Code, Cash Code and the Invoice Printer and number of copies required for each invoice. These
settings will appear as the default each time an invoice is brought up, but can be easily changed at
that time.

Use Quick POS Terminal For Point Of Sale. See:

Sales Code

If you want to force a Sales Code (salesperson) for all parts sales, leave this field blank. When an
invoice is started the salesperson will get a pop-up box to enter his/her sales code (initials, etc., that
you have determined). Reports can be generated for sales by the sales codes entered.

Cash Code
The cash code is set for CASH and cannot be changed.

Minimum Parts Sale

You can set a minimum parts sale of any amount (i.e., $1.00). Any parts with a retail list price of less
than the amount set will retall at this price (i.e., a part with a retail list price of $0.59 will charge $1.00,
a part with a retail list price of $0.99 will charge $1.00). If you do not wish to have a Minimum Parts
Sale, leave this field blank.

Invoice Printers (40 Column Receipt Printers)

If you are using a standard deskjet or laser printer to print invoices (Quick POS) on plain paper or pre-
printed paper (8-1/2 x 11"), leave this field blank. This printer can be physically connected to the
workstation or a network printer.

© 2012 ... Total Control Software Corporation
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2.14

If you are using a 40 column receipt printer that is physically attached to this workstation, you will need
to install the printer according to your printer instructions and select the printer in your Printer Setup
for this workstation. The EXACT name of the printer must be entered into this field. If you are using
carbonless receipt tape, set your copies to one (1).

See also, Setting Up Individual Workstations.

Other Default Information

Enter the remaining default information, tabbing through the fields. Press the SAVE button to save
this information.

Service Department

Service Department:

t Syztem Setup Form Nix=] E1

General | FI SEttingsl Parts Dept | Service Dept |Elther Infu:ul Uzer Fields | .-’-'-.u:cu:uuntingl

Retail Shop Labar Rate B5.0

YWarranty Shop Labor Rate |4|:|,|:||:|
Internal Shop Labor Fate:; I 45.00

Shop Supplies Percent IEI.I:IE [ Charge Supplies On Labar Only

kMax Shop Supply Charge IEEI.EIEI
Customer Ma For Intemal w/0's I|NT

[T Do Mot Charge Sales Tax On Labor [T Mo Tax On Shop Supplies
[T Black”w'hite Only ‘Work Orders ™| Show Labor Total Only Onwork Orders

[T Do Mat Print work, Order Disclaimers [ Do Mot Prict Prices On lnkemal A ananty [kems
[T Default Ta Print Job T otals Only On work, Orders

Labor Tax Rate [If Other Than Standard R ates] I

& Save I » Cancel | % Help |

Default Labor Rates
Enter the default Retail Shop Labor Rate, Warranty Shop Labor Rate, and Internal Shop Labor

Rate. These rates can be changed at any time and can be overridden by individual labor codes or for
warranty vendors.

If Labor Charges are non-taxed in your area, check this box.

If your dealership only wants to show a Total Labor charge (no breakdowns, descriptions, quantity) on
Work Order, check this box. The labor items will display a total dollar amount for each problem
entered.

Shop Supplies
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By entering the Shop Supplies Percent (generally 5-10 percent) a charge will appear on all work
orders in that amount up to a maximum set under Max Shop Supply Charge.

If your dealership charges Shop Supplies on Labor Only, check this box. If Shop Supplies are non-
tax items in your area, check this box.

2.1.5 OtherInformation

Other Information:

# System Setup Form !Em

Generall Fl Settingsl Partz Deptl Service Dept | Other Info |L|ser Fieldz | .-i‘-.l:c-:uuntingl

Day Of Morth To Compute Late Fees 1 ¥ Fuoll Payments Into lnvoice Balances

Last Computation Date

Annual Interest Rate I 12.0000 Late Fee GL Acct I 1100

Cazh Drawer Com Port [Thiz Machine] I COm Set Drawer Codes |
Prograrm Serial Nurmber ITES 9131547763707

40 Col Receipt Printer I |
Receipt Printer Port I %‘
Drate of Mest lnventary Lpdate |4£D1 /04

Thiz Computer Haz M T AR 2000 Installed v
Cash Drawer/Register Mo Far This Terminal |5

Force Make Lookup [Packaged Motars & Trailers) r
Force Maodel Lookup '

Draps Back Warming: I
s Btk waming g Change Supervizor Pazswaord |
4 Save I ¥ Cancel | B Help |

This is where you insert information on generating customer statements.

If your dealership has a Cash Drawer attached to one or more individual computers, enter the Com
Port for the cash drawer at this screen from the computer where the cash drawer is attached. If your
dealership has 40 column receipt printers connected to one or more individual computers, enter the
exact installed name of the printer from the computer where the cash draw is attached. (See also,
Setting Up Individual Workstations)

This is also where your Serial Number for the program is displayed. Do not change this serial
number unless instructed to do so by technical support.

2.1.6 User Fields

User Fields
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# System Setup Form !Elm

Eenerall Fl Settingsl Farts Deptl Service Deptl Other Info | User Fields |.-“-‘-.-:|:|:uunting|

Enter the prompts wou want bo uge for your user figlds on the deal form.
Uzer1: ||

zer 2 I

zer 3

|
|zer 4: I
zer 5 I

Enter Custamer Types Uszing | to Separate each type. [10 Chars Mas Per Tepe]

GCMIGCH-DEGIDBC-DEGIOBC-5YC

2

J Save I M Cancel | % Help

User Defined Fields for F&I Module

If you have also purchased the F&I software for your dealership, please refer to the instructions in that
manual for entering this information. If you have not purchased the F&I software at this time, leave
this information blank.

Customer Category Types

Customer Category Types are set up here. You may wish to designate different types of customers
for reports or filters. To set up your customer types, enter each type separated by a | (Shift +
Backslash key on your keyboard). Limit the characters for each type to a maximum of eight (8)
characters.

2.1.7 Accounting

Accounting:

This section is used for setting account codes for your dealership. PLEASE CONSULT WITH YOUR
ACCOUNTANT before assigning account codes to these accounts. These fields are retroactive and
you may set them at any time. See also, Accounting Information for Parts, Service & Inventory
and F&I Modules and The Supervisor/Network Administrator Supplemental Manual.
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# System Setup Form

Cash Haold Acct
AR Aoct

General Sales Taw Acct
BT Sales Tax Acct

Trailer Tax Aot

Default Parts Acct

Default Parts Sales Acct
Default Parts COG Acct
Shop Supplies Acct
Default Labor Sales Acct
W'arranty Recelvables
Internal Sales Acct [Dehit]
Internal Sales Acct [Credit)
Deal Setup Acct

B ank Filing Fees

[ Use Quickbooks Export

Trade Hald Acct;

Trade Overallowance Acct

|1EIEI1EI
I11EI1EI
|2I34EIEI

I 28400
I 2ER00

Boat Sales Dizcount Acct;

Credi Life Sales Acct

12300 .
PN Credit Life Cozt Acct
R Default AP Acct

Trade In Payoff Acct
Sublet S ales Acct
Sublet COG Acct
Document Fees [Sales)

[#6100
EGET
[fios0
—
—
——
——

Finance Reserve [Sales)
Finance Reserves [Cost)

Property Tax GL Acct

Service Contract Sales Acct

Service Contract Cost Acct

19

Generall Fl Settings | Partz Deptl Service Deptl Other Infu:ul User Fields = Accounting |

—
——
r_
45120
[fe120
45110
B5110
[zi000

I 2E000
I 47150

57150
45150

26300

% Other Accts |

4 Save I ¥ Cancel

| ? Help

Now, select the Other Accounts button to enter additional accounting codes.

# Other Accounts Setup

Bat Tax Acch:

Internal Parts Sales |4232I:|

Irternal Parts COG

Internal Labor Sales 4?’1 an

M_J Tire Fee Acct

|251 oo J
Warranty Partz Sales |4234U J

5232I:I j Warranty Parts COG |5234|:| J
J Warrarty Labor Sales |4-” an J

Irternal PrepRigging |5233|:| J

Irternal Sublet Sales |4T"1 a0 J wiarranty Sublet Sales |4T'”| a0 J
Palicy Adjustmernts I J

Rigoing Fee Sales |4233EI

Consignment Sales [45100 Consignment Debit GL: [55100 J

Freight Sales

4 Save

2.2 Payment Methods

Payment Methods

The system is preset with Payment Methods for CASH, OPEN, CHCK (Check) and INT (Internal).

You may add further payment methods specific to your dealership's needs (i.e., VISA, MC, etc.).
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Types of Payment Methods (Examples)

Cash (CASH)
This is a pre-set payment method and cannot be changed. Use this for cash payments to reconcile
the Cash Report (cash register reconciliation) at the end of a period.

Check (CHCK)
Use this payment method for cash

Credit Cards
Each credit card company can be set up separately for reconciliation purposes, i.e., VISA, Discover
(DISC), American Express (it is suggested that EXPR be used as a code for American Express), etc.

Internal (INT)

Internal payments are generally not used in over-the-counter transactions, but internally for transfer of
supplies to the service department. However, when doing a work order that has an internal pay (in-
stock boats — repairs on used units or rigging on new units) the Internal payment method will show for
the work order and does not need to be selected (See, Work Orders)

Other

This payment method can be set up for Accounting purposes and is used exclusively in the Customer
Payments (Accounts Receivable) section of the software. It allows a one-time accounting code to be
applied against a particular payment/credit on an account.

Discount/Coupon (DSCT or COUP)

This payment method can be set up to allow for advertised discount coupons that customers bring in
and use on a purchase. Itis suggested that you set this payment method up as either COUP or
DSCT (so that is does not conflict with DISC for Discover credit card payments). When applying a
discount coupon against an invoice or work order, enter the amount as the first payment and set the
type for Coup or DSCT, then enter the remaining amount tendered in the next payment amount and
the payment method (See, Invoices).

Adding/Changing a Payment Method
From the Main Menu select File then select Payment Methods.

A X

Code |Description |
CASH CASH PAYMENT

CHCK PAID BY CHECK

EXPR  AMERICAN EXPRES

GIFT 3 update Records... X|
INT

OPEN Code CASH

SI-'I'—SI:.E Description |C.&.SH PAYMEMNT

WAR  cash Acct Code ||
Al )8 I Cancel |E

Add | Change Delete

Close
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To add a payment method press the ADD button (ALT + A). Type in the code form the payment
method, enter a brief description, and the GL Cash Account Code, then press the ENTER key. You
will return to the Payment Methods box. After completing entering these items press the CLOSE
button.

You may not delete or change the OPEN or CASH Codes. These Codes are required identify
amounts to be placed into Accounts Receivable, and account for Cash customers and Cash sales.

Next:

Department Codes

Multiple Cash Registers

Service Codes

Technicians

Work Order Status Codes

Work Order Disclaimers & Terms
Work Order Overrides
Accounting Information Setup

2.3 Department Codes

Department Codes:

You may (but are not required) set up various Parts Department Codes for your dealership. These
codes allow you to assign department codes to Part Makes or to individual Parts in your price books
or current inventory (See Part Makes and Price Books/Current Inventory).

You can set up Department Codes for items such as, your state's wildlife department, and track
fishing licenses, registrations, and other related items that are sold on behalf of that state agency.
These items can also have their own designated Part Make Code or can be incorporated into the
Store Make Code (your dealership's Part Make for extraneous items). See also, Part Makes and
Price Books.

If can further assign a Department Code to individual parts within a Make (i.e., Make Code is MERC
and the Department Code assigned to MERC is PARTS, however, Part No. 00012140 is assigned a
Department Code of ACC). The Department Code assigned to the specific part number will take
precedence over the Department Code assigned to the Make.

You can also set a Force Department Code condition in the System Setup/Parts Department for all
sales. Any parts not assigned a department code will require an entry.

Once Department Codes are set up you can print reports by Department Code to track sales and
inventory by department.

From the Main Menu, select File then select Parts Department Codes:
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2.4

2} Department Codes x|

[ Code | Description I GL Acct | Sales GL Acd COG GL Acct

CCo Accessaries

AS Gazoline

W M Wildllife

ARTS Parts Department
TORE Mini-Storage

Inzert | Qhangel Delete Cloze

i

Press the Insert button to add a department code. Key in the Department Code, a brief description
and any related Accounting Codes. Press the OK button to save the entry.

Next:

£\ Record Will Be Changed |

General |

Dept Code ACC

D escription |&cessarie]
R etail |rtermal W arranty
[y GL Aot

Sales GL Acct | J J liJ
coeGLect [ | T | T .

} | Q. | Cancel |

Multiple Cash Registers

Service Codes
Technicians
Work Order Status Codes

Work Order Disclaimers & Terms

Work Order Overrides

Accounting Information Setup

Multiple Cash Registers

To set up your multiple registers (cash drawers) you will need to do the following:

1.
2.
3

At each workstation that has its own cash drawer, open the Parts & Service.

Go to File, then System Setup, then Other Info.

Enter a number for this cash drawer in the "Cash Drawer/Register No for This Terminal" box.
They should be a single numeric/alpha designation (i.e., Front Counter is 1 or F).

Save your change.

Do the same as above at each workstation.

If you have two workstations sharing a cash drawer, give each of those workstations the same
designation.
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7. When you run your Cash Report at the end of the day, select Cash Report — Multi Register.
8. The print out will page break at each register, and give you a total for all registers at the end of
the report.

Next:

Service Codes

Technicians

Work Order Status Codes

Work Order Disclaimers & Terms
Work Order Overrides
Accounting Information Setup

2.5 Service Codes

Service Codes (Labor Items):

From the Main Menu select Service, then select Service Codes:

23 Browse the SERVICE File |
|
Code | Description [ OtwHs | Rate [ Total i‘
01-110 Flat Rate 01 1.00 2200 a2.00
o1z Flat Rate 02 nz0 a0.00 .00
03-160 Home Delivery [per it ch 0.00 .00 .00
DAY Dy Storage 0.0o Q.00 Q.00
IMTERMAL  Intemal Labor [tem 0.oo 20.00 Q.00
LABOR Labar Charge 0.oo 55.00 Q.oo
LaBOR2 Labar Charge 1.00 Q.00 Q.oo
MACHIME  Outzside Machine Shop L 0.0o 55.00 Qoo
SUBLET Sublet Labar 0.oo 5E.00 Q.oo
WINTER Winterization 0.oo 55.00 Q.oo
[C T KNI I I Y T | 2
Print Rates Ihzert | Change I Delete |
Rieprics Cloze | Help |

To enter a new Service Code (Labor Item) select Insert and enter the appropriate information. If a
Rate is not entered the default rate set up in System Setup (Service) will be used.
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£y Changing a Service Code Record x|

Service |

Service Code  [LABOR] % Flat R ate |

D escription | Labor Charge

QtyHrsz 0.00
Rate BR.O0
Total Price 0.00 k

[T Fixed Rate

Sales GL Acct li
(] | Cancel | Help |

Next:

Technicians

Work Order Status Codes

Work Order Disclaimers & Terms
Work Order Overrides
Accounting Information Setup

2.5.1 Technicians

Technicians:

To enter your technicians, from the Main Menu select Service, then select Techs. From the Browse
the Techs File, select Insert. Enter the technician's information and rates, select OK to save.

Technicians — Main
Technicians — Add/Change
2.5.2 Service Codes (Labor Items)
Service Codes (Labor Items):
To set up your Service Codes (labor items) select Service Codes, then select the Insert button:

Service Codes — Main
Service Codes — Add/Change

You must have at least one general retail service code item and one internal service code item for
work performed on major unit inventory. Enter the code, a brief description, a quantity/hours (if a
specific item for a set rate), the hourly rate, mark whether or not this will remain a fixed rate, and any
general ledger accounting codes. Press the OK button to save.

NOTE: Remember that more often than not simpler is better. Too many labor items and you will end
up duplicating items not found immediately.
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2.6 Technicians

Technicians:
To add your technicians to the system, from the Main Menu, select Service then select Techs.

% Browse the TECHS File [ x|

IR ON e
g bdd | o EhEHQEI €, Delete |
m:lilnse | ? Help |

Click on the Add button and enter the information for this technician. If no dollar amounts are entered
for the rates, the default labor rates will be used. Cost is optional. You can use your payroll figures to
determine cost for your technicians or calculate the approximate cost and enter those amounts here.

# Adding a TECHS Record B

Tech Inkarmation |

Tech Code I.JI'-.-1

M ame [ Jimn Martin

Retail Rate Iw
Fetail Cost I—
Wwarranty Fate: IW
WWarranty Cost: I—
Intermal R ate: Iw
Internal Cost: I—
Percent Commizsion I_I_

J Save I » Eancell ? Help | %_

Next:

Work Order Status Codes
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2.7

Work Order Disclaimers & Terms
Work Order Overrides
Accounting Information Setup

Work Order Status Codes
Work Order Status Codes:

Your system is already set up with several status codes for your work orders. The status codes for IN
and BILLED cannot be changed or deleted. However, you can and should have status codes for
Completed work orders, on-hold work orders (awaiting parts), and work orders which have been sent
outside the dealership for service (i.e., canvas work, fiberglass, etc.).

It is recommended that once a work order is completed that its status be changed to COMPLETED.
This notifies the service manager that the customer needs to be called to pick up his boat. You
should never convert a work order to invoice until the customer is in the store and ready to pay (or put
it on open account) or the invoice is being mailed to the customer. The other status codes keep you
apprised of what is going on in the service department.

To insert your Work Order Status Codes select Service from the Main Menu, then select Work Order
Status Codes:

£} Browse Records x|

Status | Description

BILLED BILLED WOREK ORDER
COMPLETCOMPLETED WORK ORDER
HOLD ON HOLD

IN IN SHOP

144 4] 2] kM il

Insert | Qhangt:l Delete | Close |

£\ Update Records... x|
Status Code: |(COMPLETE
Description: |IIIll:nmpIf:tlf:—l'«lu.'ntiiy-r Customer
Record will be Added R
0K Cancel |

Next:

Work Order Disclaimers & Terms
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Work Order Overrides
Accounting Information Setup

2.8 Work Order Disclaimers & Terms
Work Order Disclaimers/Work Order Terms

You can allow the system to use the default Work Order Disclaimers and/or Work Order Terms, set
customized disclaimers and/or terms, or set the system to not print any disclaimers/terms.

If your dealership uses a pre-printed check-in sheet with disclaimers and terms already printed and is
signed by the customer at the time the unit is brought in for service AND you enter this information
into the system after the customer leaves the dealership, you can set the system to not print any
disclaimers or terms on work orders. From File, then System Set Up, select the Service
Department tab, then check the box Do Not Print Work Order Disclaimers.

If you wish to print specific Work Order Disclaimers and/or Work Order Terms specific to your

dealership needs, go to File, then Device Set Up. Select either the Work Order Disclaimer or Work
Order Terms tab and enter the text you wish to have printed on all work orders.

24 Update Records... x|

Hardweare Work Order Disclaimer fork Order Terms

Uze thiz to enter a customer Work Order Dizclaimer entry for &IWork Orders, |
Entering a disclaimer here will override the standard settings for your work
orders |

Il I Cancel Record will be Changed
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£y Update Records... |

Hardware |W|:urk Order Disclaimer  WWork Order Terms

ze thiz to enter & custamer Work Order Terms entey for Al'Work Orders. |
Entering work order terms here will override the standard settings for your
Wk Drders.|

Ol | Cancel Record will be Changed

Next:

Work Order Overrides
Accounting Information Setup

Work Order Overrides

Several new work order override and/or default settings have been added.

Print Job Totals Only as a Default Setting:

If you wish to have a default setting to print job totals only on all work orders (instead of checking the

box in the work order job/problem for each work order), you can set this up from File, System Setup,
Service. Check the Print Job Totals on All Work Orders button.
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# System Setup Form !E m

General | Fl Settingsl Parts Dept  Service Dept |I:Ither Inh:nl I1zer Fields | .ﬁ.ccuuntingl

Fetail Shop Labaor Rate B5.0

Warranty Shop Labor Fate 40.00
Internal Shop Labor Rate: |45.EIEI

Shop Supplies Percent IEI.EIE [ Charge Supplies On Labaor Only

b ax Shop Supply Charge |2EI.EIEI
Custormer Mo For Internal W/0's I|NT

[T DoMat Charge Sales Tax On Labor [T Mo Tax On Shop Supplies
[ Black ' hite Only Work Orders " Shows Labor Tatal Only Onwork Orders

[ Do Mat Print ‘Work Order Disclaimers [T Do Mat Print Prices On Intemal Ad ananty tems
[ Default To PrintJob Totals Only On wWork Orders

Labor Tax Rate (IF Other Than Standard B atesz) I

4 Save I ¥ Cancel | % Help |

You can override this setting for an individual work order job by unchecking the Job Totals check box
at the bottom of the job. You still have the option of printing Labor Totals only on all work orders (this
will still break down and print the individual parts items with dollar amounts).

Save your changes.

Different Labor Tax Rate:

If your labor tax rate is different from the standard tax rate for parts sales in your state you can set up a
different tax rate (Note: this is not the same as Non-Taxable Labor). From File, System Setup, Service
Dept., enter your different tax rate for labor sales here.

Non-Taxable Labor for Specific Jobs:

If you occasionally have specific jobs where the labor will not be taxed (Note: This is not necessary for
Internal Work Orders). You can override the labor tax for this work order. From Service, Active Work
Orders, Add New W/O, check the Do Not Tax Labor check box.

Active Work Order - Do Not Tax Labor

Save your changes.
Next:

Accounting Information Setup
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2.10

Accounting Information Setup

Accounting Information for Parts, Service & Inventory and F&l Modules:
Please note that you will be able to generate all of the reports you need in order to make your general
ledger entries into your existing accounting software. If you are interested in Total Control Software's
new General Ledger/Accounts Payable/Check Writing module, give us a call.

Chart of Accounts
A Chart of Accounts is included for all customers (whether you have purchased the General Ledger
module or not).

From File on the Main Menu select Chart of Accounts. Press the Insert button and begin entering
your Chart of Accounts numbers and descriptions and its related GL Account Type (Equity, Liability,
etc.)

Please consult with your accountant prior to entering your account codes.

Make sure that any Chart of Account code numbers that relate directly to the Accounting
Code numbers in your System Setup match exactly.

The chart of accounts is retroactive. Once you have entered these account codes the program will
pick up all prior activity for these fields and assign the account codes to the transactions.
Please enter your chart of accounts and accounting codes first before making your other entries.

Accounting Codes
A new accounting codes listing is included for all customers (whether you have purchased the
General Ledger module or not).

From File, System Setup, Accounting (tab) enter your account codes for each of the fields allowed.
Please consult with your accountant prior to entering your account codes.
Select SAVE to save these new account codes.

These accounting codes are retroactive and directly relate to your Chart of Accounts entries. Once
you have entered these account codes the program will pick up all prior activity for these fields and
assign the account codes to the transactions.

Other System Accounting Codes (for General Ledger Codes)

Parts Department Codes and Related GL Accounting Codes

You can assign Department Codes and any related accounting codes throughout the system.

From File on the Main Menu select Parts Department Codes. Press the Insert or Change button
for each department, assign the item a Parts Department Code, a description, and assign any
corresponding GL Accounting Codes to the item.

Assigning Parts Department Codes to Part Makes
From Parts on the Main Menu select Part Makes. Press the Change button for each Part Make,
and assign any corresponding Parts Department Code to the Part Make.

Assigning GL Accounting Codes to Payment Methods
From File on the Main Menu select Payment Methods. Press the Change button for each Payment
Method, and assign any corresponding Cash Account Code to the payment method item.

Assigning GL Accounting Codes to Vendors/AP/Warranty
From File on the Main Menu select Vendors. Highlight each vendor, then press the Change button.
Select the Other Information tab and make any corresponding accounting codes to the vendor.
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F&I GL Accounting Codes

From Lists on the Main Menu select Product Lines. Highlight each product line, then press the
Change button. Select the Accounting tab and assign your corresponding accounting codes to the
product line. Repeat this for each of your product lines.

From Lists on the Main Menu select Makes. Highlight each make, then press the Change button.
Assign your corresponding accounting codes for new and used for each make.

2.11 Setting Up Your Lists (F&I)

Setting Up Your Lists

Lists

This is where all information pertaining to your product lines, accessories, options, lenders, credit life,
sales persons, is entered prior to beginning to use the system. This is also where you will select the
lending institution contracts and other forms required for printing for your dealership. Remember,
you must complete all of this information prior to using your system.

IMPORTANT NOTE:

PRODUCT LINES ARE the products that your dealership sells, i.e., boats,
recreational vehicles, ATVs. There are many types of products within each
product line. NOTE: IF YOUR DEALERSHIP SELLS BOATS, DO NOT REMOVE
OR CHANGE "BOAT," "MOTOR," OR "TRAILER" FROM THE LIST.

PRODUCT or UNIT TYPES ARE individual types of products within a
Product Line (i.e., Product Line is "Boat" and Product Types are "Fishing," "Ski,"
IIBaSSII)

Product Lines:
From the Lists Menu select Product Lines. The following Browse the Product File box will appear:
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A x|
Product Line H
4'WHEELER
BOAT
BOAT COMSIGH
BOAT PACKAGE

MOTOR ; ; x
TRAILER £4 Changing a Product Line Record x|

General |5|:ueu:ia| Tax Hates |.-'1'-.|:|:|:|unting |

Froduct Line: |4 wHEELER]
™ Mon Taxable }

] | . Price Group: oz

Irzert | Change | Delete |
Cloze | Help | (] | Cancel | Help |

Select Insert to add each Product Type particular to your dealership. Adding a Products Record will
appear. Enter the name of the type of vehicle you want to add to your Lists. DO NOT USE the NON-
Taxable check box or the SPECIAL SALES TAX rates. This is a hold-over for earlier versions of the
software. PLEASE USE THE REGIONAL SALES TAXES to set up all of your tax rates.

Do Not Complete This Section If This Does Not Apply. Do Not Use This Section If Your
Dealership Has Multiple Tax Regions (See Regional Sales Tax Setup Information). Enter the
Base Tax Rate as a decimal as shown above. Enter the Tax Break Point (if any) as a dollar amount,
the Rate Above Break Point as a decimal, and the Maximum Tax Amount as a dollar amount. Do
Not Enter Any Information under Special Tax Rates if the tax rate is the same as the default
rates set in your System Set-Up information.

Continue adding Product Lines until all products have been entered. You may add new product lines,
change or delete existing product lines and their Special Tax Rates at any time.

Unit TYpes:

From the Lists menu select Unit Types. The Unit Types box will appear. To add a Product Type
select the Insert button and enter the new Product Type at the prompt. To change or delete a make
highlight the Product Type and select the Change or Delete button.

© 2012 ... Total Control Software Corporation



System Setup 33

A

X]
T+PE H
ATV

X

BaSS

BASS BOAT Adding a Product Type
BOAT A v w

MOTOR
RUNABOUT
SALT WaTE  TYPE: ATY |

TRaILER
Save | Cancel | Help |

[CEE KRR T 1 | b~
rzert | LChange | Delete |

Cloze | Help |

General |

Makes (Manufacturers):

From the Lists menu select Makes. The Makes File box will appear. To add a make select the
Insert button and enter the new Make at the prompt. To change or delete a make highlight the Make
and select the Change or Delete button. For specific information on setting up your Makes and
Models for the Product Specification Sheets (window stickers), please refer to your F&l Manual
(Product Specification Sheets).

24 Makes File x|

MAEE i‘
Arhicat Insert

COBALT
CREST I Change
E< LOADER
FISHER
FORCE
GLASTROM
KARAVAN Close
LaRSOM
b b Help
MERCURY
MILAM
POLARIS
RaMGER

A4 A2l o] ]

Delete

Pl

b odelz

Assigning Specific Models to a Make:

You can assign specific models to a Make by highlighting the Make (manufacturer) and pressing the
Models button. Select the Insert button and enter the model information. Breaking down a
manufacturer make into models allows for selective lists of accessories and/or options to be entered
according to make and model designations.
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% Browse Models

Make TRITON

Model

1705C

18 BAYFLIGHT
18 SE

18 SE TUNNEL
18 SEAFLIGHT
18 SEY

18 TUNNEL

185DC
189DC
189DCF
1895C
185F

4] 44] 4] 2] v ] re] ]

1805C %

(g
=9
=

hange

o [ |
]

=

elete

!" Close

Product Lookup List (Catalog):

The Product Lookup List is where you list all products that are available from various manufacturers
that your dealership would stock on order for a customer. This is not where current inventory is
entered. From the Lists Menu select the Product Lookup List.

A Product Listing

[BoaT x| [TRITON x| [1as0c Ra|
Praduct Type Mak e Maodlel
ea| Unit Model [Length Mat hake [t Model [HP  [Trailer Make | a
200015300 18'9"  MERCURY 1 T5EF] 175 TRITON
200015900 18'9"  MERCURY PRE-RIG TRITCHM
200015900 15'9"  MERCURY 115PT 115 TRITON A add
200015900 15'9"  MERCURY 1150PT 115 TRITON —
200015300 18'9"  MERCURY 125PT 125  TRITON Change
200015900 18'9"  MERCURY 1 350PT 135  TRITON
[ 44] o 2| v [ ] 1] v % Delete
Unit Infarmation |Opti|:|n3 |

vear |Make | madiel Price MSRP | Semt |

2000 TRITOM 15900 25442 35 27,500.00 I*‘CIDSE |

2000 MERCURY 1 75EF

2000 TRITOM BRAKES

OPTIONS 52400
Totals 25,966.35 27,500.00 Start Deal

Select the Insert button, and complete information for the Unit, Added Options, Motor & Trailer,

Features.
manufacturers.

You can add an unlimited number of products that are available from various
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This table can be filtered by Product, Type, Make or Model, displaying only the product, type, make
and/or model selected. The default setting is for all available products. Press the down arrow next to
the Product Line, Make, or All to filter the list, and select which items you wish to display. After
selecting the filters the display screen will show only those items on the Product Lookup Table.

Available Products can be sorted by All or each category (i.e., boats, snow machines, consignment)
and a report printed for all products or by category by selecting the Print button. You will be asked if
you wish to preview the report. Selecting Yes will display the report on-screen. You can either review
the report and close it, print the entire report, or print only selected pages.

For ease of entry, highlighting an existing product and selecting the Copy Record button will create a
new record of that product. This record can then be edited (i.e., changing only the year model, cost,
options, etc.).

When choosing the Product item such as Make, Options, etc., that has already been added to the
system a drop down list will appear for the item.

If a particular item (such as Make) is not already listed, that item can be typed into the list box. An
Adding a Record box will appear allowing the item to be entered directly. You will then be prompted
whether to save the record. Selecting Save will add the Make, Option, etc., to your permanent
records.

Adding Options to a Product Item on the Product Lookup Table.
To add an Option to a Product Item on the Product Lookup Table select the Added Options tab. The
following box will appear:

A Changing a Product Record @

Unit Information Added Options |Hutur and Trailer | Cost{/Price | Features | Picture |

Available Options

OPTION | COST | PRICE FS OPTION |
3 Trolling Motor Foo [TN1]1] 12500 Test of Options for All Models and Ma
AM/FM Cazsette Se 0.00 350.00 1400 SKIFF Center Conzole

Boarding Ladder 0.00 49.00

5

Ml | 2o m] <] | H]w IRKIHBNE I
Totals 0.00 52400

Inzert | Change | Delete |

.{ Save x Cancel | ? Help |

To add an Option, select an Option on the right by highlighting it, hold down the left mouse button on
the item, and drag it over to the left side of the screen. Options that are not already listed can be
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added by using the Insert button. To remove an Option from the Product Item highlight the item on
the left side of the screen, hold down the left mouse button on the item, and drag it to the trash can on
the lower right side of the screen.

Cost and Price displays the Cost and Retail price for the product item. Options (if entered) cost and
retail are displayed. The Total Cost and Total Price include any options, trailers, motors or other
items added to this Product.

Motor and Trailer:

If your product item has been listed as a boat, a motor and trailer tab will automatically be displayed
when adding or changing the product. If a motor and trailer are included with the product, select the
Motor and Trailer tab and enter the information for the motor and trailer.

Cost/Price:

Enter the dealer cost and retail price information. Options that have been added will display with the
cost and retail price. Totals will update as options are added or cost and retail price information
changed for the product.

A Changing a Product Record @

Unit Information |A.dded Options | Motor and Trailer Cost/Price |Features | Picture |

Unit Cost Unit Selling Price M5SRP
Unit Invoice Cost [ 21.626.000 Unit Price | 25.442.35 [  27.500.00
Cost OF Options Optionz Price 52400 r
Motor [ Motor | |
Motor 2 Cost [ HMotor 2 PliJ}S | |
Motor 3 Cost [ Motor 3Price | |
Trailer Cost [ Trailer Price | |
Total Cost 21.626.00 Total Price 25,966.35 27.500.00
Projected Other Costs Ii
Price Group Calc|[  H

Service Contract

$/C Cost r S/C Price r—

..,’ Save x Cancel | ? Help

Features:
Features for a particular product can be typed into this screen.

Picture:

If your manufacturer provides pictures of its product in image format, this picture can be inserted here.
The program will support jpg, gif, and bmp images. Select the Picture tab and follow the instructions
on the screen. The procedure for inserting a picture of a product is the same as selecting a
Background Picture for the main menu screen.

Options/Accessories:

© 2012 ... Total Control Software Corporation



System Setup 37

The Options/Accessories list is maintained as a single database in the software. However, Options
are items added to a product prior to offering it for sale to customers. Unlike Accessories, Options are
included with a product regardless of who purchases the product. Any Cost and Retail for Option
items for a particular sale can be adjusted or zeroed out.

Accessories are items that are added to a product for a particular customer deal and not Options,
which are items that have already been included by the dealer for a particular product regardless of
who purchases the product.

From the Lists Menu select Options/Accessories List.

2% Options | Accessories List x|
Search: | Make [ALL |
b ake | Model | Code / Part N| Description | Cost | Price -
TRITOM Shaf 5410 Courtezy Lightz [pair 50.00 a0.00
ARTICAT 5050 Coaver 12500 220 00;
TRITOM Ff B550 DELETE Guide-Ons n.oo 0.00
TRITOM P 4214 Dretwiler Hudraulic Jack-f 1.220.00 1,220.00
TRITOM Fuf 4215 Detwiler b arual J ack-Pl: 32000 320,00
TRITOM Fu B500 Double Bunks 45.00 45.00
TRITOM S 3550 Dravar-nigoer alurminun m 80.00 a0.00
TRITOM P 4100 E Dhual-Pro B attery-charger 265.00 Z65.00
TRITOM P 4105 Dual-Pro B attery-charger 145.00 145.00
TRITOM P 5830 Enclozure Canvas Set T 290,00 290.00
TRITOM P haa0 Enclozure Canvaz Set T 23000 230.00
TRITOM Fu 7000 EVIMNRIIDE / JOHMSO 0.oo 0.00
TRITOM S 7000 EVINRIDE / JOHMSO n.oo 0.00
TR R 1 2l

Inzert | Change | Delete Cloze Copy Heu:u:uru:l| Help |

By selecting Insert an Option/Accessory Item, its cost and retail, can be added.

£y Update Records... x|
Make |ARTICAT| Leawve Blank For All Makes
Model Complete If Only Used On Certin Models

W

Code/Part Mo 2030

A

Descrigtion |Cu:uver
Cost 12500

Price 225.00

Save | Cancel |

Entering a Make and/or specific Model will allow the inserted option/accessory to be made available for
only that Product Make and/or Model. Leaving the Make and Model information blank will allow the
inserted option/accessory to be made available for all product items and deals. Be careful when
entering a Make or Model to

s

Note: Specific accessory items that are added to an Active Deal (see section on Active Deals) that
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are not normal accessory items (i.e., a free ball cap) can be added while performing an Active Deal

and will not be permanently added to the Accessories file.

Option items can be divided by Product Type. Some examples are shown above. Options can be
added, changed or deleted at any time. Changing an Options Cost and/or Price on the Browse
Options menu will not change Options previously added to particular products. Options
already added to particular Product Items will retain the original pricing, but can be changed from the
Product Look-up screen. Options pricing cannot be changed on the Active Deals screen.

Lenders (Financial Institutions):

From the Lists menu select Lenders. This is where financial institutions are added, with all
information about the particular lender, including address, mailing address, any filing fees and late

charge information is entered.

.3 Browse Lenders

X

Name

ank One

]

Bank Two

KeyBank USA

Oklahoma Central Credit Union
[Transamerica Betail Financial

RIRE RER L1
Insert | Change |

2le]
Delete |

Close

The information entered here will print on contracts. If the Mailing Address is different from the
lender's main address, enter it. Otherwise, the main address will be the address that prints on any
contracts generated for this lender. Lender information can be changed at any time by highlighting

the Lender and selecting the Change button.
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24 Record Will Be Changed O] =|
Lendar
M ame: [KeyBank LUSA
Address: [4310 Tideman Road
City: |Brocklyn State: [OH Zip: [44144
kailing Address
Address
City | State | Zip
Loan Fees
Filirg Fee: 0.00
Other Fee: 5000 Description:  |Loan Processing Fee ¥ Prepaid Finance Charge
Other Fee 2: 0.00 Description: | [ Prepaid Finance~Charge
Other Fee 3 .00 Description | [T Prepaid Finance Charge
Late Fees
Late Fee |25_E|E| Fercent Late Fee: (5 D ays Before Late Fees Charged |10
Accounting ]
VenlD: | [ Contracts In Transit Acct Rezerve AR GL
2k, | Cancel | Help |

Enter any Filing Fees that this lender charges the customer (UCC Filing Fee), any other fees that this
lender may charge to the customer.

Enter any Late Fees, percent, and/or days before late fees are charged as shown above. If you do not
enter anything in these boxes, this information will not print on your bank contracts.

Credit Life Information (Credit Life Companies):

Due to the complex nature of credit life insurance rates, after consulting with your credit life provider
and you still have questions, please contact Tech Support. Credit Life Insurance rates are based
either on a fixed rate per $100 financed or taken from a rate table provided by the credit life insurance
provider.

To enter information on companies that offer credit life and/or accident and health insurance through
your dealership. From the List menu select Credit Life Information. From the Credit Life
Companies select the Insert button.
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£ Credit Life Companies O =|
Cornpaty | Cortact | Phone [«]
Western Diversified
Arkanzas Bankers Life 077 3- 2
B A 2 el 4] | LE‘
Select Inzert | Change | Delete |
Cloze | Help |
24 Record Will Be Changed x|

EEﬂElﬂ||.ﬂ‘-.H Rate Table |.-i'-.|:|:|:|unting |

Fates For State Code: |AR :I

Compary |&rkarsas Bankers Life
Address 1: [Post Office Bow 1947
Address 2 |
City State Zip: [Tewarkana, &R 71954
Phone: [870-773-7221
Contact: ||
Life Max Term: Ii
AaH Max Tem: k
Yendor D li
Mor-Table Credit Life R ates
b b | osar a B
W Calculated On Amount Financed Only
| k. | Cancel | Help |

Enter the base information for this insurance provider. If the

credit life rates are based on a fixed rate

per $100 financed, enter the rates under the Non-table Credit Life Rates, per $100 as a decimal.
SCLD (Single Credit Life Decreasing); JCLD (Joint Credit Life Decreasing); SCLL (Single Credit Life

Level); and JCLL (Joint Credit Life Level).

© 2012 ... Total Control Software Corporation



System Setup 41

Credit Life Insurance rates based on a table provided by the insurance provider have a maximum of
60 months (which is then factored into the entire loan, whether it is for 60 months or 84 months, etc.).
It is recommended that the rate tables information be entered only for 12, 24, 36, 48 and 60 months
(normal number of months for loans).

23 Record Will Be Changed x|
General AH Rate Tﬂh||.-'1‘-.|:-:|:|unting |

Morths | SCLD | JCLD | SCLL | MR 14 | NHEDi‘

1 000000 . 000000  0.00000 000000 000000
E 1.458000 022200 000000 1.43000  0.00000
12 078000 014500 000000 073000  0.00000

Irnzert Chanhge | Delete |

ak. | Cancel | Help |

£\ Record Will Be Changed |

General |.-’-'-.H Fate Table J"'ﬂi:i:'-'ll-l"liﬂ!|

Sales GL CL

COG GL CL
Sales GL AH
COG GL AH

Wen D

T

APC ode;

ak. | Cancel Help
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Accident and Health Information (A&H Insurance Companies):
All Accident and Health insurance is based on tables provided by the insurance provider. Use the
same procedure for entering Credit Life Insurance information above.

Floor Plan Companies:

From Lists, then Floor Plan Companies, select the Insert button and enter the Floor Plan Company
Code (maximum of 8 characters), the name of the floor plan company, and any related Accounting

Code for this company.

A X

Company
Bank of the ¥est
Transamerica 24 Record Will Be Changed x|

General |

Floor Co Code lm

Mame [Bank of the ‘wWest

R Acct Code I
] | Caricel | Help
[+] |
Insert Change Delete | Close
Sales People:

From the Lists menu select Sales People. Follow the same procedure for adding Sales People as
the procedure for adding Unit Types above.

A4 A2 e el o] |

Select Forms for Printing:

Browse Sales People O =
A ol x|
Salesman
BILL Insert
,él;l:l?yﬂmith Change
VAL Delete

£\ Changing a Sales Person Record x|

Eeneral |

Sales Perzon  [John Smith] ‘

ﬂ M ak. | Cancel | Help |

Contracts, Bill of Sale, UCC Filing Forms, etc., ordered by your dealership prior to purchase, have
been included here. From the Lists menu select, Select Forms for Printing.

© 2012 ... Total Control Software Corporation



System Setup 43

24 Report Forms x|
[ Show All

F"rint| Description ﬂ
fr'es  American Investment InsAgree

Mes Americaninvestment [1]00]

Mes Americaninvestment [5/00]

Mes  Amerlnvestment Note-Gen 12798
es AR Key Bank 20-0026 [7199] }
Mes Buyers Order

"es Deal Sheet

"es Dealer Information Sheet - Shows Co
es GA 1B RIP 010-4587 [2199]

“es GATB RIP 010-4587 1700

R ETEH NI T i ik

Include For Printing Close |
Press "Alt U" to Unmark All Report Forms

Select which forms your dealership requires by highlighting the form and selecting the Include For
Printing button.

2.12 Regional Sales Taxes
Regional Sales Tax

You should us the Regional Sales Tax settings for your dealership, even if you have only one tax base.
The regional settings allow for multiple item tracking, setting up additional items and/or fees and
allowing for them to be taxed or not as your state requires.

If your dealership is required to charge and/or collect sales tax for a number of counties, cities, or
other tax localities, and the tax rates are different for each, you will need to set up the tax information
for each. After you have set the default sales tax settings for your dealership location, select the
Regional Sales Taxes button from the F&I Settings of the System Setup Form. Sales Tax and
individual taxable items can be overridden in any Active Deal by un-checking the Calculate Tax check
box in the Active Deal and entering the tax (or no tax) manually.

Enter the Default County/City/Region in the Default County or Region For Sales Tax field. This will
be the tax rate that displays whenever an Active Deal for a customer major unit purchase is started.
Selecting the Edit button to the right of the Sales Tax amount on the Deal Information screen of an
Active Deal will display all your Regional Sales Taxes, highlight the correct region and press the
Select button to change the tax base.

From the F&l, select File, then System Setup, then the F&I Settings tab.
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# System Setup Form [ _ O] =]
General | Fl Settings |F'art$ Deptl Sermnvice Deptl Other Inh:ul I1zer Fields | .-*-.u:u:u:uuntingl
Credit Life Type SCLD - ™ Sales Tax Charged On Used Urits
& H Type FiDar = [T Deduct Trade In Amount Before T axing

. = Baze Tax Rate I—
Filirg Fees .
Diefault Interest Fate 2.000 Tax Break Point I
Drefault Loan Years 10,00 R ate After Break Point I

A + H Camrizzion Percent Maimurn 5ales Tax I

Credit Life Cormmiszsion Percent F Track Trailer Tax Separately
Acceszones Mark Up Average Deduct Trade In Trailer

Special Sales Tax Rate I— [T Sales Tax Charged On Service Conbracts
) o F by Taw Rate: I
Title/Reqistration Fee I OpEry e niate
) Battery Tax Fate [Each] I
Default Region For Sales Tax I,-’.'-.H
First Pavment D ays |3|:|
[T Canadian Version Default Sales Tax State I

Default Credit Life Ca |.ﬁ.rkansas Barker's Life Citp/County T axes |

Regional Sales Tawes | Document and Other Fees |
4 Save I ¥ Cancel | B Help |

Select the Regional Sales Taxes button.

# State/Regional Sales Taxes [ x|

State/CountyRegion/Cit

efCounty Region/City = ﬁ.‘; In=ert
AR
= ﬁ Change
MDA, E?‘
ICHAA, S Deite
L&,
e Sopy
MM
OUT-OF-STATE Rle  ciose
™
] 2] v ] = a5

Select Insert, and enter the county, city, or other locale under County, then enter the tax rates, and
select OK. Continue to add additional tax locales, then select the Close button on the Regional
Sales Taxes screen.
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# Record Will Be Changed [ x|

General |Fees I it Type 1 I it Type 2| it Type 3 | Unit Type 4 | Unit Type EI

County/State |&R

Base Rate; I 0.07000 Base Rate 2 I
Break Pant; I 2 R00.00 Break Point 2: I
Ilpper Rate: I 0.06000

kit T aw:

b

¥ Deduct Trade In Amount Eefore Taxing

¥ Sales Tax Charged On Used Units

¥ Trailers Ta=ed Separately

[ Deduct Trade Trailer Before Separate Trailer Tay Cale
[T Do kat Tax Rigging

[T Do kot Tax Freight

J Save I M Eancell

Enter the General information for the regional tax, enter the tax as a decimal (i.e., 2% would be
entered as 0.0200), any break points (as a dollar amount), upper rates (as a decimal), minimum tax
(as a dollar amount), maximum tax (as a dollar amount). If Options/Accessories are taxed at a
different percentage than the unit, enter it as a decimal. Check whether the trade is deducted before
taxing, and whether Sales Tax is charged on used unit purchases.

bl aw T aw:

Il

Optzitcos Tax Aate

If your Trailers are taxed and reported separately see the section on Trailer Sales Tax.

If Rigging and Freight are not taxed, check those boxes.
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# Record Will Be Changed [ x|

General Fees ILlnit Type1 I Unit Type 2| Unit Type 3| Unit Type 4 | Uit Tppe EI
Regztration Fee 5000

Trailer Regigtration 25.00

d:

Documnent Fee 200.00
[T TaxDocFees

[T Tax Service Contracts

Service Contract Tax Rate

Froperty Tax Rate

Prop Taw GL Acct
Battery Fee/T ax Rate [Each]

Battery Taw GL Acct

11

[T TauBattery Fee

Default Tire Fee

W

[T Tau Tire Fee

J Save I » Eancell

Under the Fees tab enter the Registration, Trailer Registration, and Document Fee allowed or charged
for this county/city/region/province. If document fees are taxable, check the box. If Service Contracts
are taxable, check the box.

The Property Tax Rate was specifically set up for dealerships in Texas that are charging a Dealer
Inventory Tax which is listed and charged on major unit purchases. If your state or region also
imposes a similar tax you may enter it here. Enter this tax as a decimal and any corresponding
General Ledger Accounting Codes.

The Battery Tax was also specifically set up for dealerships in Texas (other states may be charging
this tax also) and is again, listed and charged on major unit purchases. If your state or region also
imposes a similar tax you may enter it here. Enter this tax as a decimal (the Active Deal for the
customer purchase will ask for the number of batteries), and any corresponding General Ledger
Accounting Codes. If you are a Florida dealer, these items are considered taxable if you charge
them. Check the tax boxes.
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Product Type | TRAILER

[T Mon Taxable

Baze Rate | 0.07000 Baze Hate 2 |
Break Paint I 2.500.00 Break Paint 2 I
Rate Above I 0. 0E000

# Record Will Be Changed [ x|

Generall Fees | Unit Type 1 |L|nit Type 2| [dnit Type 3| it Type 4| [nit Type 5|

47

Mirirmum T ax I
b awirnurn T ax I %

»  Cancel

|_,-" Save I

If the taxes are different for different Unit Types for this region, you will need to set the tax rate for each
(i.e., Boats with motors attached are taxed at 2%, but trailers are taxed at 3%). The base rate has
already been set up at 2%. Only unit types set up separately under each of the 5 available unit types
for each regional setting will be taxed at a different rate from the one set up in the general settings.
Select the Unit Type 1 tab and enter the Product Type (this must match the Product Type set up
under Lists, Product Lines.

Enter the tax rates as described above. If this is a non-taxable item, or your dealership is not required
to collect or charge the tax for this item, check the Non Taxable box.

After entering the tax rates for each Unit Type (Product Line), press the OK button to return to the
State/Regional Sales Taxes screen. Continue inserting your regions and their individual settings,
then press the Close button.

City/County Sales Tax:

If your dealership is required to collect a separate City/County/Provincial Sales Tax, that needs to be
reported and/or printed on forms separately, from File, then System Set Up, then the F&I Settings
tab, select the City/County Tax button. Generally, the Regional Sales Tax settings will take care of
most regions.

If your dealership collects a total tax (with no breakdown reported on contracts, forms, or invoices),
paid to the same government entity, you should use the Base Tax Rate settings (either for Single Tax
or Regional Tax) with any maximums and break points entered.

Enter the tax rate as a decimal (i.e., a 1% tax is entered as 0.0100). If the tax has a maximum dollar
amount, enter that amount. If the tax is a flat rate tax for major unit inventory purchases only (i.e.,
$20.00 regardless of the amount of the purchase), enter that amount, but do not enter a percentage).
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Enter the associated General Ledger Account Code and select the OK button to save the information.
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3.1

Vendors/Outside Contractors

Vendors/Outside Contractors

Vendors:
There are two options for setting up Vendor information. Initial Vendor information can be entered
from lists already maintained by the dealership or can be entered as needed.

If you have the General Ledger module of the software, any vendors entered here (directly from the
Parts, Service & Inventory module) will automatically be assigned a Vendor Type of Parts (P). This
setting is not visible in this database module. All other vendor types are only available for review,
insertion, or change in the General Ledger or F&I modules.

Types of Vendors
Types of Vendors

Vendors are any person or company that your dealership pays. They include parts distributors and
manufacturers, warranty providers, outside contract labor (See, Work Orders/Sublet Labor), credit
life or accident and health providers. Only those vendors that directly apply to the Parts, Service &
Inventory module will appear in this module of the software. These three vendor types for the Parts,
Service & Inventory module are:

Parts Distributors/Manufacturers

All parts distributors and/or parts manufacturers must be included in the vendor file. The Parts Make
Code for that parts distributor must be included on the Parts/Service section for this vendor and the
Parts Make Code must match exactly those Part Makes provided by Total Control Software (price
books we make available) or the price book you create. If the Part Make Code is not entered for this
distributor/manufacturer the vendor will not be displayed in the list of available vendors for Purchase
Orders.

Warranty Providers — Extended/Manufacturers

Manufacturers and/or companies that provide extended service for your customers must also be
included in your vendors list. A parts manufacturer can also be a warranty provider. The
Parts/Service section for your vendors includes a section for warranty information. If you do not
include warranty information specific to this vendor the default information entered in your System Set
Up (Service) will be used. You can correct any individual work order, or set individual parts and/or
labor rates up for each vendor.

Outside Contractors/Sublet Labor

Any outside contractors you use to perform work that cannot be performed within the dealership (i.e.,
fiberglass repair, canvas repair, welding, etc.), must be set up as a vendor. Also, SUBLET must be
added as a Service Code item. Using the Service Code item of SUBLET triggers the system to
insert the vendor information, cost and retail pricing for the service, fields for the outside contractor's
invoice number and remarks.
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3.2 Adding/Changing a Vendor Record

Adding/Changing a Vendor Record
To add new vendors to the program or change an existing vendor in the program:

Main Vendor Screen

From the Main Menu select Parts, then select Vendors. The Browse the Vendors File will appear.
Press the INSERT button (ALT + 1). An empty Adding a Vendors Record box will appear. To
Change information for an existing vendor, highlight the vendor and select the Change (ALT + C)
button.

) Browsothe Vordon e

By Name |8y Ven No |

3 Amencan Fod And Gun B0 12359345 St Lon
2 | Beniock M anre Supol | 50 §99-£399 | | Lithe R
9 Fuzt Probection | |

1| Mercyry Manns | 555 4564567 | | Frored [
8| Suzuki | | |

| Tracker Manns | 800 345-E578 | | Sperugh
0 T riboe Btz |

& rin_| % e | [ chnge | @ pee |
Fosmat BrowseBos | [lecke | 2 Heo |

A report listing all Vendors entered can be printed by selecting the Print button.

General Vendor Information

Using the Tab or Enter key to move through the fields, enter the name, address, and telephone
information for the new vendor. If you have the General Ledger module of the software, any vendors
entered here will automatically be assigned a Vendor Type of Parts (P). This setting is not visible in

this module.
x|
Genesal |Pats Service | Accounting |
Wendor

Hame: [ Mercany M
Addiess 12 [ 123 Msir: Sirest
Addisss > |
City: Foewd Do Lack
Slate: il
Zip Code: 12345
F et Hurnbser: Hobes

[/ save | x concal| 9 Hep |
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Parts/Service Information

Select the Parts/Service tab at the top of the Vendor Record box.

Genaral Pats Senice Iml

Accounts

AccomtMee 1237

Dhator Mo [T

Pats Code:  [MERC  Enber Parts Make Code If Pasts Vendor
‘e aranly [ ed ks

Pat:Rate:  [150 [ ChageFullList

LaborRate  [F500

I Tauabls For\wananly Salss

s Save | > Concel|

? Heo |

Enter your dealer number and account number.

If the Vendor is also a parts distributor, be sure to enter the vendor's Parts Make Code under
MAKE (it must match the parts make code set up in Parts Makes). Purchase Orders cannot be
processed for a vendor unless the Part Make Code is entered. The vendor will not appear in the list of
available parts distributors when processing a purchase order if the Part Make is not assigned.

If the Vendor is a warranty company, enter the warranty information

o Parts Rate: Enter the rate this vendor allows above cost for warranty repairs, i.e., .15 equals

15%

e Charge Full List: Check this box if the vendor pays full list.

e Labor Rate: Enter the hourly rate this vendor allows for warranty repairs.

e Parts Code: Enter the make code for this vendor for price book display.

e Taxable: Check this box to charge applicable sales taxes on warranty repairs for this vendor.

Accounting Information

Enter your accounting codes, discount information, due day, any special terms, Federal EIN, and
check whether this vendor will receive a 1099 at the end of the year.
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£
Genesal | Pats Service Accounting |
[ Accounting Codes and Tesms
AP Acet Mo [0
Espenss AcctCode  [12000
Wasranty Acct Mo L
Discount Days: | 10
Discount Parcant: [ o
Cutoff Day Of Mosth |
Due Day:

Rebate Expense Acct |

Fhabmnmiubhm|
Tesms: |

Federal Tax D
[l

[V save | 3 Cocel|] @ v |

Pressing the DELETE key (ALT + D) will delete the vendor. A message box will appear asking
whether you want to delete this item. If you are sure you want to delete it, press OK. If not, press
CANCEL and you will be returned to the Browse the Vendors File box.
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4 Customers

Customers

The Customer database contains all customers who have purchased major units through the F&I
module of Total Control Software's package, including information on the unit he/she has purchased,
as well as any customers you enter from the Parts, Service & Inventory module. The only information
not transferred to the customer database is extended warranty information. This must be manually
entered. The Customer database also maintains and tracks all customers you set up for normal
purchases (over the counter parts sales) and work orders (service work, warranty work, etc.).

4.1  Setting Up Customer Phone Types
Setting Up the Customer Phone Types:

From the Main Menu select Customers, then select Customer Phone Types. Press the Insert
button and enter the description for the customer phone type. Please note: You should set these
designations first before entering your customers and their information. When inserting or
changing a customer record you can enter any of the Customer Phone Types set up here, by
selecting Insert, then entering the type and related telephone number directly in the Phone fields.

.4 Browse Phone Types x|

Phone Types - Inzert

Fax Change
Home

Lodoe Delete
Flakbile

ork

L|_| L|L| Close

4.2  Setting Up Customer Categories
Setting Up the Customer Category Types:

You may wish to designate different types of customers for reports or filters. From the Main Menu,
select File, then System Set Up, then User Fields. To set up your customer types, enter each type
separated by a | (Shift + Backslash key on your keyboard). Limit the characters for each type to a
maximum of eight (8) characters. Select the SAVE button to save these new settings.

NOTE: The Default Category for all customers will be the first one entered in the System Set
Up.
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4.3

4.4

These customer categories will then be available for selection when you are inserting or changing a
customer record.

Assigning Customer Numbers
Assigning Customer Numbers:

Customers must be assigned a unique Customer Number. If uniqgue customer account numbers are
not currently maintained by your dealership, it is recommended that the customer's seven or ten digit
telephone number be used as his or her Customer Number.

Adding or Changing Customer Information
Adding or Changing Customer Information:
From the Main Menu select CUSTOMERS, then select CUSTOMERS again. The Browse the

Customer File will display. Press the INSERT (ALT + 1) to add a new customer or CHANGE (ALT +
C) to change a customer's information.

L} Browse the CUSTOMER: File x|

[ Quick Find |

By Mame |B_I.J Customer No |
Cust Mo | h ame | Phone | Address | City 5t Zip | Office Phone | Balance ||;|
B5349753  Brucken Frtz [655) 2341212 3040 taine 5t Morth Little Rock 4R 3112 _|
a7E9 Cazey Kim 1234 Maine 5t Marth Little Rocl AR 7211 -32.00
CASH CASH CUSTOMER 7264
@212 Copeland Johnny [bOn) 3831212 105 Cato Road Morth Little Rock AR 7212
5014364785 Daigle Earl 100,58
1234 Doe Jaohn [R01) 4561234 WA
A014341111 Doe John (501] 4341111 100 W ain Street Cata &R 72120 [501) 599-1212 350,00
12323 Ferricher Andrea [501] 791-0906 1304 ~est 41st St Morth Little Rock Ar 7211 110248
7E4ER39 Ferricher Andrea [000) 7646539 1304 \West 41 MLR &R 33425 [000) 7E4-6529 202.00
A019824852 Fericher Josh [6001] 982-4852 1014 O'Meal Jacksonville AR 72076 [601] 982-4852 945 69

Fa524802 . FemcherJosh Ja 824802 10140 Neal Jacksonvile AR 72076 TO011 982480 1862400
[E KL KT 2 A 1Y T V|-

Frint Activity | Charge Activity | Inzert | LChange | Delete |

Farmat BrowseBox | Cloze | Help |

Print List Query |

NOTE: You can add or change customer information at any time, either from Customers from the
Main Menu or from the Quick POS or Active Service sections of the program. When the Browse
the Customer File screen displays, select Insert to add a customer to the database and follow these
instructions for adding a customer record. Save the information for the new customer, then with the
newly added customer highlighted on the Browse the Customer File screen, press the Select
button. To change customer information, highlight the customer, select the Change button, make
your changes/corrections/additions to the customer's information, select the Save button, then with
the customer highlighted on the screen, press the Select button.

General Customer Information
Under the GENERAL tab enter the name and address information on the customer

NOTE: Pressing the ENTER key after the last field or pressing the OK button at any time in the
screen will return you to the Browse the Customer Files box. If this is done before all of the
information is entered, just highlight the customer and press the CHANGE (ALT + C) button to go
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back to that customer's record.

If your dealership tracks customers by type, select the Customer Type from the drop-down box (See
System Set Up — Other Information for customer type).

The system maintains multiple telephone numbers and telephone designations (See Customer Phone
Types above for designations). Enter the customer telephone numbers.

2% Changing a CUSTOMER Record x|

General |Eredita"Ta:-: Info | IIniits | Other Addrezzes | Motes |

Cuszt Mo 7530652 Type  [Boat -] I Inactive
Last Mame [Beal Cust Type
Boat
First l— Storage
e Brian Diher
Address [1304 west 413t Strest
Address | }
City [North Little Rock
State AR ZipCode (72118
& Mail |

Phones Ord [Tupe | Phone Mo | Ext

1 Business  [501] 3381324 I:| .—L.l

2 Home (5011 753-1234

3 CellPhone [501] 3331212 N Tl
Inzert | Change | Delete |
Save Cancel Help

Credit/Tax Information

After entering the information on the General Information screen, click on the CREDIT/TAX INFO
tab. Enter any pertinent information pertaining to that customer, including discounts, if any. The
Remarks field may be used for a short note about the customer.

If the customer is not set to Allow Charges (Y), if an invoice or work order is set for OPEN account,
only a Supervisor Override will allow the charge.

If this customer is a reseller enter the Tax ID Number.
Set the Discount (if any) and enter the Discount Percent (10% is .10)

Enter any Special Tax Rate
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£y Changing a CUSTOMER. Record |
General  Credit/Tax Info |L|nits | Other Addresses | MNotes |
Allovs Charges IY— M
Credit Limit [ oo
Tax 1D Mo [7108958490
Discount Type [ =] U-Upfrom Cast| D - Dawn Fram List [N - Mane
Dizcount Percent IW
Remarks Il 2
Special Tax Rate[0.0100
AR Aect [beab
Current Balance -40,614.54
Last Sale Date 5001701
Save Cancel Help

Customer Owned Units

After completing the information on this screen, use the mouse and click on the UNITS tab.

24 Changing a CUSTOMER Record |
General | Credit/T = Infa Units |Elther Addresses | Motes |
Cluick Find
Fiea/Lic No [ YR | MAKE [MODEL [SERIAL |
a7 TRACKER 185 ®TEST USED
00 TRITOM 1705C TRABE: < IFL 3845
98 MERCURY 40EPLT TESTS485
a2 FISHER 297 JFISHER®B4593
PRI 1T 1Y 2]
Inzert | LChange | Delete |
Save Cancel Help

This screen allows the dealership to enter information on all boats, motors, trailers, etc., which the
customer owns. If the customer has been added to the database through the F&I module of the
software (has purchased a major unit), his customer information and unit information will be
automatically added to the database. To add customer owned units press the INSERT button.
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24 Update Records...

General |Add'rtiu:unal Engine Information | Engine 3 | Extended Service

Customer Mc [Fs3055s

Purchase Date |

Reqg [ Lic Mo [

Year [57  Make TRACKER

Serial ko [TEST USED In Ser 303101
hadel [185

Engine [MERCURY  Model [150EF] vR: [1987 pp |
Engine | In Ser [3msm1
Trailer [TRACKER vR [1987
Trailer Serial [

Tralling [

Depith [

cace | X

The Customer number is already entered. Enter the remaining information for the item.

Select the Additional Engine Information tab.

£} Update Records...
General  Additional Engine Information |Engine 3 |E>dended Service

Engine 1 Outdrive and Tranzom

Tranzom Serial: T
Ot Drive [
Out Drive Serial |

Enciine 2
Make: [ Model: |
ear: HF:

Serial Mo: | E

Transom Serial Mo: |
Outdrive 2 | Outlrive 2 Serial: |

Save Cancel |

Enter transom and outdrive information for the first motor and information for the second motor. If this
unit has a third engine, select the Engine 3 tab and enter that engine's information there. If the
customer has an extended warranty select the Extended Service tab.
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£y Update Records...

Ext Ser Compary [FPC

General |.ﬂ-.dd'rti|:|nal Engine Information |Engine 5 Extended Service |

7130001 Mext Service Type:

Mext Service Ot

Contract (9455455 Exp Date:  |5/01103
Deductable: 0.0a Flar: [Sportsman

Mairtenanc

Save I

Cancel

Enter any extended service company information. Select the Save button to save the information for

that customer.

Other Addresses

Up to two (2) additional addresses for your customers (lake houses, offices, etc.) can be entered here.

Select the Other Addresses tab and enter the information.

2% Changing a CUSTOMER Record |
General | Credit/Tax Info | Units  Other Addresses |N|:utes |
Address 2
| |
| | |
City State £ip
Address 3 k
| |
| | |
City State Zip
Save Cancel Help

Notes

Notes on a particular customer can be used here (for directions or comments on the customer).
These notes do not print on the customer record, but can be selected for printing in a User Defined
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Custom Report (See User Defined Reports and Spreadsheets).

£y Changing a CUSTOMER Record |

eneral | Credit/T ax Infa | itz | Other Addreszes  Maotes |

Directions to lake house - L
turn nght on Highwaay 89 at 42 mile marker, 2 miles east on gravel road,
12t housge on left

Custorner rezides at lake houze from 641 thraugh 3415

A

Save Cancel Help

Quick Search:

Quick Search allows you to search for a customer by typing in any portion of information already in
that record. Press the Quick Search button and an empty box will appear. Type in the customer
name, a portion of that name, customer number (or a part of that number) and press the ENTER key.
All records containing that information will appear in the browse box. You can then select the
customer. By pressing the Reset key the browse box will return to the screen showing all customers.

4.5  Printing Customer Lists and Reports

Print a Customer List:
Select the Print List button at any time to create a printed list of your customers with their primary
address and telephone numbers.

Query:

You can create a variety of queries (See Query Wizard) to limit what displays in the Browse the
Customer File screen. You can then select the Print List button to print a customer list containing
only those customers meeting the query criteria.

Print Customers With Units Report:
You can print a filtered list of only customers who have units entered by selecting Customers, then
Print Customers With Units Report.

User Defined Customer Reports and Spreadsheets:
You can create custom reports and spreadsheets using data from your customer lists by selecting
Customers, then User Defined Customer Reports or User Defined Customer Spreadsheets.
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See the instructions on the User Defined Report Desigher and Query Wizard for creating your own
customer reports and spreadsheets.

Exporting Customer Information to Excel for Use in Mail Merge or Other

Functions
You can export information from your customer lists to a Microsoft Excel spreadsheet by selecting
Customers, then Export to a CSV File for Use With Excel.

At the Choose Fields for Export screen, highlight each available field on the left side of the screen,
select the Add button. The field to be exported will display on the right side under Export Fields.
You may remove a selected field from the Export Fields by highlighting it and selecting the Remove
button. Fields can be shifted up or down (change the order to export) by selecting the Export Field on
the right side of the screen and pressing the Shift Up or Shift Down buttons to move the field(s) into a
different order.

If you want the header record (Field Name) to be include with your export, check the Include Header
Record box in the lower left corner.

23 Choose Fields for Export... x|
Al Fields i‘ Expart Fields
CUS-CUST_ND CLS-L_MAME
CLS:L_MAME CLIS:F_MAME
CUS:F_MAME &dd > | |CuS.ADDRESS
CLUS-ADDRESS CLS:A1L2
CUS:CITY Bemove | \cps.oiTy
CUS:STATE CLUS:STATE
CLS:ZIP . CLSZIP
CUS:H_PHOME =hift Up
CLS:0_PHONE .

CUS:CREDIT Shift Down
CLS:LINE

CLS:BALANCE .

CLS:TAXID Ficture
CLS:DISTYPE

CUS:SDIS _
CLS:ONAME X Picture
CUS:5pecialT ax N

¥ include header record with field names | 0K | Cancel Help

Once you have selected and arranged your fields to export, select the OK button. You will be
prompted for a field name and location to save your export file. The default location will be the
Winboat directory on the server. Itis recommended that you save the file to the My Documents folder
on the local computer (the one you are working at). Change the drive (if necessary) by select the
down arrow next to the drive shown under Drives. Once the drive is changed and the folders for that
drive appear in the box under Folders, find the folder where you wish to save the file and double-click
onit. A list of all files with the extension of CSV will appear in the larger box under File name, enter a
file name (if you wish to overwrite an existing file find it in the list and click on it) as shown below and
select OK.
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Export File 2] x|
File narne: Folders:
customer. cay £

Cancel
_ £ Midaswin =l 4
£ MOUSE
My Documents N
Cmnewderna
£ Mewlnstall
£ omches -
N hd
Save file az tupe; Diriwes:

|E:-:|:u:urt Files j | =l o j Metwork....

The customer records will process and export to the new file. You can now open Miscrosoft Excel,
select File, then New, change the Files of Type to All Files, and select the file you just created.

Printing Customer Mailing Labels

You can print mailing labels with customer names and addresses by selecting Customers from the
Main Menu and then selecting Print Mailing Labels. You may preview the report by pressing the YES
key and review the mailing labels prior to printing, or send the mailing labels directly to the printer by
pressing the NO key.
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5 Price Books

Price Books

Total Control Software's Boat Dealer Solution Parts & Inventory software comes pre-loaded with Price
Books requested by your dealership. Other available price books are contained on your installation
CD and subsequent update CDs (Please see instructions for the Price Books and Utilities for
information about importing a new price book and updating pricing).

51 Part Make Codes

Part Make Codes

From the Main Menu select Parts, then select Parts Makes. The following Browse Records box
will appear. It is suggested that you add any parts manufacturers at this time. Pressing the INSERT
(ALT + 1) key will bring up the Record Will Be Changed box. Add the new manufacturer information,
assign a department code to the part make (if needed) and press OK.

NOTE: Itis very important that you check your list of available price books (included with
your initial purchase and with Price Book Update CDs quarterly) and make sure that your
Make Codes for each part make are entered EXACTLY as set out in the list. For price books
which you create for your dealership, limit the Make Code to FOUR characters.

A Browse Part Makes
Make | OEM ~
ARG American Rod & Gun
ART Articat

BAR Barclay

BAY US Marine/Bayliner
BEN Benrock

BOM bombardier

© /A Record Will Be Changed x
C&%  C&S Mobile : & Recor e Change X
DIV Diversified Marine " General |
ELL Ellett Brothers E
JHBA  Jimmy Houston BrokenArrow : Make Lode =ou
]z r]m]n] ] | ﬂ v  DEM [Southern Marine

I

Dept Code PARTS
< Add e ¢ Change | % Delete | »

E‘- Close (] | Cancel | Help

You can assign a Department Code (See Setting Up Parts Department Codes) here. All sales for

this Make (either parts sales, or work orders) will default to this Department Code for filtering reports or
for accounting purposes.

You can further assign a Department Code to individual parts within a Make (i.e., Make Code is
MERC and the Department Code assigned to MERC is PARTS, however, Part No. 00012140 is
assigned a Department Code of ACC). The Department Code assigned to the specific part number
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5.2

will take precedence over the Department Code assigned to the Make.

Manufacturer/Distributor Price Books

Manufacturer and/or Distributor Price Books

The Price Books
Toview the Price Books, from the Main Menu select Parts and then select Price Books. A Browse
the PARTS File screen will appear.

2\ Browse the Pricebook Files |
Add ‘ Edit ‘ Delete | Prior | Super I:TEL Stli-:'g k PLEF Order Ei‘: | Cloze
Part No | After Market Parts | Make|EEN ;I Show Order
Part Murnber | Description [5/P | List Price] OnHand] Bin | On Order| Ii‘
#2440 BATTERY ISOLATOR 125,00 b b2 2 i
0005 WiahE-MAKER MOTOR. DECOY B5.00 1 3
000sS MED SOFTSIDE CAk0 COOLER 59.99 2 3
003618 DOUEBLE OPEM TOP TUBE 18395 11
00393 FEMODER TEMC 293
n04-7 OMC STERM DRAVE MAMUAL 3299 1
Q0420 CABLE BUDDY I TH LUBE Jiez 2
00421 CABLE BUDDY I 4395 2
00425 LUEBE Il 2595 1
0055 MERCRUISER MAMUAL “OL.I 3299 1
n0s07 1" CHAIM MATE 1295
n05e-11 56" OPEM TRIAMGLE -RED 4395 2
006E-11 CLOSED TOFP TUBE 56" 7295 4
0071 J/E OUTBOARD kANUAL [16] 3299 1
1ad el ) ripMrl o | Rk

To change Makes, press the Alt + M keys on the keyboard and begin typing in the Make, or select the
drop down box to the right of the displayed Make and select the Make you wish to view.

Parts that have been either superceded or preceded by another part will be displayed with either an
"S" ora"P" in the S/P column. By highlighting the part and then pressing the SUPER button (ALT +
S) or the PRIOR button (ALT + P) (depending on letter displayed in the S/P column, the Parts Book
will then move to the preceded or superceded part.

If the highlighted part has an After Market Part Cross-Reference, the After Market Parts button will
display. Pressing this button will display the Cross-Referenced part numbers.
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.} Browse the XREF File x|
By OEM Mo |

Part Mumhe e

After Mo [ Wendar [ DEM Mo | OEM | OnHar| Bin | List [ Cost
114 AL Power 0727741 Ok .00 1)
B165 AlUA Power 0121731 OmC .00 0.
21180 GLM Prod 0121731 OmMC 0.00 0.
18-3722 Siema 2173 OmC .00 0.
FEFKH Sh 2173 OmC 0.00 0.
FRE RIS 1 A 2

Close | Help |

If the highlighted part is on an Active Purchase Order (saved, ordered, but not received), the Show
Order button will display. Pressing this button will display the order information for this part.

Adding or Changing a Stock Record (Update Stock F5):
You may add/correct stock records directly from the Price Books at any time by highlighting the part
and pressing the F5 key.

i Changing a STOCK Record |
General |
M ake BEF
Part Murnbe #2430
Dreszcription BATTERY 1SOLATL R
[ty Recerved I—DDD
Gty On Hane .00
Cost Each IW
Price Each lw
T
Min 2 Mar 10
O Order I—
Department IW
WV Tax W Allow Digcounts

(o]

Cancel |

Help |

Make any entries you wish, adjusting cost, price, quantity on hand, setting your BIN location,
minimums and maximums, and any department code. (See also, Current Inventory) Press the OK
button to save your changes, Cancel to return to the Price Book without saving your changes.

Viewing The Part Chain (Superceded and Preceded Parts)

You can view the part chain of superceded and preceded parts for any part in the Price Books by
highlighting the part and selecting the Part Chain button.
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2\ Part Chain For 00011000 x|
Part Mo | escription [List Price  [OnHand | Bin ﬂ
FOSE1 429 HOUSIMG ASSY 1,501 .00 0.00
FOSE1423 GiWMBAL HSE 55 1,501.00 0.00
FOSET 214 GIMBAL HEG ASS 1,501 .00 0.00
FOSE14 4 HOUSING ASSY 1,501 .00 0.00
D001 3000 GIMBAL HEG ASS 1,383.40 0.00
D001 4000 GIMBAL HOUSING — 4,279.65 0.00
B 7 el 4] | Ll
Cancel | Zelect
To jump to the superceded or preceded part, highlight the part in the list and press the Select button.
The Price Book screen will jump to that part.
5.3 Creating a New (Custom) Price Book

Creating a Price Book Where None Exists:

To create a new price book open the Parts Makes screen from the Main Menu then Parts. Press
the Insert button and at the prompt add a new make and OEM to the list (see boxes under
Manufacturer Price Books).

This is helpful where a dealership needs an in-house listing of special parts and/or items that do not
come directly from a manufacturer or after-market parts supplier. This is also a good way to track a
limited number of parts you purchase from a local supplier (i.e., NAPA — you only purchase two types
of spark plugs from them).

Select Price Books from the Main Menu, Parts and change the Make to the new price book name
you just created.

Press the Add button (not the Update Stock F5) and begin adding parts for this new price book until
all item for this new price book are entered.
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You will not see a View Sales button when adding a parts record initially, only once the inventory item

£y Changing a PARTS Record x|

Pricebioak, Infarmation

b ake [EEMN

Part Mumber — [#2430
Drescription [BATTERY ISOLATOR
Cost Each 7377
Frice Each Iw
Super Mo I—
PreceedMo [

Stack Information

Wiews Sales

Birn Location

On Hand [E00  OnOrder [
ki [z Max [0
Department [PARTS R

(] | LCancel | Help |

is entered and you highlight the part and select the Edit button.

This procedure can also be accomplished by inserting a new part not found in any existing price book

from the Current Inventory screen using the insert key.

69
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6 Current Parts Inventory

Current Inventory:

Entering Current Inventory for the First Time:

Initial physical inventory of parts on hand must be entered manually, either using a bar code scanner
or by keying in the parts. It is recommended that a complete inventory of all parts on hand, with
location of these parts, be taken prior to entering inventory into the system.

By using the Pricebook Files to enter your inventory a complete listing of all available parts from any
given manufacturer or distributor is already available. You only need to find each part listing and
make your entries for quantity, bin location, department codes and any other special entries you may

wish to list for the inventory item.

After your inventory is entered here, it will be maintained in a separate stock file (Current Inventory).

From the Main Menu select Parts, then Price Books. At the Browse the Pricebook File screen,
select the Make of the parts to be entered by either typing in the manufacturer code or using the

arrow box to bring up the list of manufacturers.

2\ Browse the Pricebook Files |
Add ‘ Edit ‘ Delete | Prior | Super I:TEL atack PLEF Ei‘: | Cloze
Part No | After Market Parts | Make|EEN ;I Show Order
Part Murnber | Description |S.-’F' | Lizt F'rin:e| On Hand| Bin | On Elru:ler| Ii‘
#2430 BATTERY ISOLATOR 125,00 b A2 2 7
0005 WieE-MAKER MOTOR. DECOY E5.00 1 3
nooes MED SOFTSIDE CAMO COOLER 59.93 2 3
o368 DOUBLE OPEM TOP TUEBE 18395 11
0293 FEMDER TEMC 5.99
0o4-7 OMC STERM DRIWVE MaMUAL 3299 1
o420 CABLE BUDDY “wWITH LUBE 33.82 2
o421 CABLE BUDDY Il 43.95 2
00425 LUBE Il 25.95 1
0055 MERCRUISER MaAMUAL *0OL.I 3299 1
0osR07 1" CHAIM MATE 12.95
0056-11 A6 OPEM TRIAMGLE -RED 43.95 2
00&E-11 CLOSED TOR TUBE 56" 72.95 4
0ay-1 J/E QUTBOARD kMaMlal [16] 3299 1
1ad el ) ripMrl o | Rk

For ease of entry you can use the following instructions for keyboard commands to enter your

inventory:

e From the Price Book, do not click in the Part # box, type in the first part number you need to
change, you should not press the TAB or ENTER keys (that is for specific part). The display

will scroll to the part you entered.

e Press the F5 key to make your changes, then when you have completed making your

changes, Ctrl + ENTER to save the change.
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Once you have returned to the display, just press the UP or DOWN arrow cursor key on your
keyboard and immediately type in the next part #.

The trick is not to use the Part # box at the top and to always use the UP or DOWN arrow key
to clear the scrolling function (it allows you to enter a new number).

To enter inventory press the F5 Key (Update Stock Form From Price Book (F5 Key)). The

following box will appear.

Press the OK button when complete.

Enter the starting inventory for this part under RECEIVED, along with its location, a minimum and
a maximum number to be on hand at all times, and any price adjustments, if necessary.

Repeat this process until all inventory on hand has been entered.

£y Changing a STOCK Record x|
General |
Mak.e BEF
Part Murnbe #2430
Dezcription BATTERY ISOLATL k
[ty Received I—DDD
[ty On Hane E.00
Cost Each [ 7w
Price Each [ 12500
I
Min 2 Ma 10
Or Order [
Departren [PERTS
WV Tax W Allow Discounts
] | Cancel | Help |

Viewing Current Inventory/Making Changes/Printing Reports:

After all inventory items are entered, stock on hand can be reviewed from the Main Menu, select
Parts, then select Current Inventory. The Browse the STOCK File screen will display all inventory
on hand, its location, cost and retail, minimum number and maximum number to have on hand.
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£} Browse the STOCK File x|

Frint YWigm Count Forrnat

Ingert ‘ Change Delste Feport Sales Sheets List Close ‘

| Quick Find |
By Part Murnber |E=_|,| Dezcriptian | By kake and Part Hurnber | By Bin Location |

[ Mik] PART_NO | DESCRIFTION [ ON_HAND | COST | PRICE [ BIN i‘
D=L # BR AL 1000 4081 -0 2000 158,00
Q=L # 84 1000LE CACACITY 407 -13.00 70.00 139,95
QLI # 86 Ex W 4677 1000 LB -8.00 a0.00 139.00
D=Ll #83 1800LE 4071 S7.00 F0.00 123.00

BEM #2430 BATTERY ISOLATOR 9.00 777 125.00 A-2
ChS #2430 BATTERY ISOLATOR 200 24.00 4800 A-2

MISC 14b-42 44 BATTERY -14.00 2995 4395
BEM 14442 14 BATTERY -3.00 2995 4395
BEW 0-82020 J50CFM 2-BARREL CAF -2.00 150 516.94
D=L 082020 -1.00 0.00 Q.00
BEN 0-82021 BOOCFH 2-BARREL CAF -3.00 28877 4a1.28
DCRI. oA O FEATCkAd A DADDCI AL 2 nn eI~ b | FoO7 24

a2 el 4] | Ll

Cluery | | E Mark, Urnark, Frint Labels |

Viewing Stock File/Printing Reports

Stock on hand can be viewed as follows: By Part Number, By Description, By Make and Part
Number, or By Bin Location by selecting the corresponding tab at the top of the screen. Stock
records can also be added, changed or deleted from this screen by selecting the INSERT (ALT + I),
CHANGE (ALT + C) or DELETE (ALT + D) keys.

Reports of stock on hand can be generated by pressing the Print Report button (See chapter on
Creating and Printing Reports). If Current Inventory is being viewed from the By Parts Number
screen, selecting Print Report will generate a list style report by vendor. This report can be filtered to
include zero and negative items or by summary for each vendor.

If Current Inventory is being viewed from the By Bin Location screen, selecting Print Report will
prompt the user for a range of bin locations (leaving the bin locations blank will generate a report for all
locations). This report also displays extended prices for each bin location as well as totals of all
current inventory.

Changing a Stock Record/Adding a Cross-Reference
Information and/or quantities for stock on hand can also be changed here. From the Browse the
Stock File, highlight the inventory item, and select the Change button at the top of the screen.

Make your corrections to the stock record. If you are adding a cross-reference to this stock item,
select the XRef Parts tab and make your entry.
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6.1

£\ Changing a STOCK Record Rl (N x|
General |>< Ref Parts | General # Ref Partz |
Make [BEN -] N Efteo [Vendor |
Part No [#2430 #2430 L33
. Changing a ¥REF Record b
Description  |BATTERY ISOLATOR A amnd X
Oty oon General | k
Oty O Hane 90 AfterMo: [#24300
Cost Each 7977 Vendor. ChS
Price Each 125.00 OEMMNe: | #2430
BIN 5D Department [FARTS Make: BEN
kin 2 bl 10 1444 (] | Cancel | Help
I:I I D[dEI li lrl [0 8 I LITarmge I L L o) I
W Tax W Allow Discounts :
Wiew Sales
[ Serial Mumbered Item
Special Tax Rate [0.0000
ok | Cancel | Help | ok, Cancel Help

For information on Serial Numbered Parts, see below.

Scanning Parts Into Inventory

Scanning Parts Into Inventory
If you are equipped with bar code scanners, you can enter your beginning inventory using the bar
code scanner.

IMPORTANT NOTE: Many of the distributors and manufacturers supply bar coding information with
their price book files, others have bar coding information for only their newer parts, other have no bar
coding information contained in their price files. When entering your inventory for the first time, if a bar
code is not in the price book you will have to enter the related part number information, ONCE. After
the initial entry the bar coding will be retained by the price books files.

Scanning (Bar Code On File)
To begin scanning your inventory into the system, go to Parts, then Scan Parts Into Inventory.

£y Scan Or Enter Part Number x|

Scan Code |

Quit

When the pop-up box appears, scan the bar code on the inventory item, or manually key in the bar
code/part numbers.

If the bar coding is in the price book file, an Update Inventory box will display. Enter your quantity on
hand, bin location, minimum or maximum setting, department codes. Pressing the Enter or Tab keys
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on your keyboard will move you through the fields. If you press the Enter key while the SAVE button
is highlighted the record will be saved.

You will be returned to the Scan Or Enter Part Number box. Scan or enter the next part number.

Adding a New Bar Code Reference
If the bar coding for the inventory item scanned (or manually entered) is not in the price books file you
will get one of two possible prompt boxes.

Bar Code Reference May Be On List

If the scanned or entered part is a close match to a bar code file already in the price book files you will
get a prompt box with all possible matches. If the part you have scanned is on the list, highlight it and
press the Select Part button. If the part is not on the list Press the Cancel button. If you select a
part on the list the Update Inventory box will display for the part you chose, enter the information for

the part.

.3 Browse Barcode Records x|
|| [ By Barcode No
Make |Part No |Bar Code |Dt:scri|]tiun|i|
BEN 004-7 1556800004 OMC STERN
OMC 0042137 745419207250 STR ROPE
OMC 0044019 745419238544 STARTER R
BEN 005-5 1556800005 MERCRUISE
BEN 0071 1556800007 JIE OUTBOA
BEN 008-¥ 1556800008 JIE OUTBOA
BEN 009-8 1556800009 JIE OUTBOA
BEN 0101 1556800010 JIE OUTBOA

0105888 745419243760
0105889 745419243777
LA F e 4] | v~
Insert Edit Delete Close

Adding a Bar Code Reference/Cross Reference
If you did not find the part on the list or the system could not find a possible match, you will get a
message box up, prompting you to add the part.

Add New Part? ]

The Part *'ou Scanned YW as Mot In File,
Would *ou Like To Add [k How?

Selecting Yes will bring up an Add New Barcode Cross Reference Part. Selecting No will return
you to the Scan Parts Into Inventory box, to either rescan the item or enter a different one.
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2} Add New Barcode Cross Ref Part x|

Make || |;|
Part Number | Pricebooks

Description |

Cost | 0.00

List Price | 0.00

Avail Code: T

Super No | A

Save Cancel

Select the Make Code and enter the Part Number. If the correct part number has been entered the
Description, cost and list price will display.

If you are adding a new bar code cross reference part to the bar code files, select the Make, either
enter the Part Number or use the Pricebooks button to look up or add a part. Once the part number
is selected the description, cost and list price should display. Select the SAVE button to save the
crossreference.

Rescan the part you just added. You should then get the Update Records box to make your
inventory entry for this part.

Duplicate Bar Codes — View/Edit Bar Code Files
A complete listing of all bar coded parts is maintained under Parts, View/Edit Bar Code Files. These
bar code records can be edited, inserted, and/or deleted here.

Some manufacturers and distributors use identical part numbers, descriptions and bar code scans for
after-market and OEM parts.

In order to get the bar coding to read both items and return the correct part
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.3 Browse Barcode Records

[ By Barcode No

77

X

Make |Part No |Bar Code |Dt:scri|]tiun|i|
BEM 004-7 1556800004 OMC STERN
OMC 0042137 745419207250 STR ROPE
OMC 0044019 745419238544 STARTER R
BEM 0055 1556800005 MERCRUISE
BEM no7-1 1586800007 JIE OUTBOA
BEM 008-% 16556800008 JIE OUTBOA
BEM 009-3 16556800009 JIE OUTBOA
BEM 010-1 16556800010 JIE OUTBOA
0105888 745419243760
0105889 FARA19243777F
LA F e 4] | v~
Insert | Edit Delete | Close |
To add a new bar code record, select Insert.
23 Update Records... |
Part Number ||
Bar Code: |

Record will be Added

oK

Cancel

To edit an existing bar code record, find the record in the list and select Edit.

23 Update Records...

x|

Part Number ||]|]4-?|
BEN

OMC STERN DRIVE MANUAL

Bar Code: |1 hhbH00004

Record will be Changed

0K

Canceg
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6.2

After Market Parts & Cross-Referencing

After Market Parts and Cross-Referencing:

In today's competitive markets many parts are available "After Market". The After Market Cross
Reference allows you to check manufacturer parts by make and part number for the availability of
after market parts.

Cross references for parts in inventory can be added as inventory items are entered (See, Changing a
Stock Record/Adding a Cross-Reference).

You can view a complete list of all cross-referenced parts in your database, go to Main Menu select
Parts then select After Market Parts Cross Ref. The Browse the XREF File screen will appear.

£} Browse the XREF File x|

By OEM Na |E_I,I After Market Mo |
|

Make| DEMMNo | AfterMo | Wendor IiI
BEWN #2430 #2430 CES

AQUA 007 FES40E5 MER

QMC 01714509 0114503 BEM

OMC 012173 119 AQUA Power

OMC 012173 5165 AQLA Power

OMC 012173 21180 GLM Prad

OMC 012173 18-3722 Sierna

QMC 012173 FEETE] S|

OME . 0122838 18-8052 SIErna

OMC 07124249 18-8201 Siera

OMC 0125530 914 k AQUA Power

EEE KRR I Y | 2k

Inzert | LChange | Delete |
Cloze | Help |

To add or change a Cross-Reference to an OEM part, locate the part number on the list and select
Change, or if the part does not appear, select Insert. Enter the After Market Part Number and
Vendor, enter the OEM Number and OEM Make Code.

£\ Changing a XREF Record x|
General |
AfterM o | 182052
Yendar: Siena
OEMMa: |0122835

b ake: [oMd }
k. | Cancel | Help |

Parts may be searched by OEM number or by After Market number.
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Cross References can also be entered directly in the Current Inventory by highlighting the inventory
item, selecting Change and then the XRef tab.

6.3  Setting Minimum and Maximum Stock Levels
Setting Minimum and Maximum Stock Levels
Minimum and maximum stock levels can be set as you enter your inventory for the first time or as you
update your stock, using the Update Stock from either the Price Books or the Current Inventory
screens. Minimum and maximum stock numbers can also be set or adjusted when processing
received purchase orders (See Purchase Orders).
To enter minimum and maximum stock levels (as well as assigning bin locations) to a large number of
inventory items, using the Set Stock Min/Max Levels can be used.
From the Main Menu select Parts then select Set Stock Min/Max Levels. A Browse Records box
will appear showing all current inventory (including current negative and zero quantities) along with
each items location and minimum and maximum inventory levels.
23 Browse Records x|

| Make |[MERC -]

PART_HO [MAHDESCRIPTION [ONM_HAND  [BIN [Dept M [max [«]

o0 4000 MERCGIMBAL HSG A 1.00 ACC 2 4

o001 1330 MERUGIMBAL HSG A £.00 PARTS 2 5

D001 2140 MERUGIMBAL HSG A 1.00 BCC

D009 3330 MERCGIMBIAL HSG A -3.00 PARTS

D009 4000 MERIGIMBAL HOUSIR 0.00

00210110 MERCSTERN DRIVE UI[ 1.00][A1 | | 2 5]

pO022310 MERLSTERM DRIVE LI 0.00

100 MERCFLEL TARK 0.00

00 A 1 MERCFLEL TARK &.00 k PARTS 2 g

a0t A, 2 MERCFLEL TARK 1.00 FT-3

tad ozl ol 4] | ;d

Cloze
Simply double-click the left mouse button on the part you wish to change, the Bin (location), Minimum
and Maximum will highlight and the items can be changed by keying in the new information. Pressing
the TAB key will move you to the next column. Pressing the Up or Down Arrow keys on the keyboard
will move you through the line item parts. Pressing the Close button will close the box.
6.4  Serial Numbered Parts

Serial Numbered Parts

Maintaining and tracking your serial numbered parts (depth finders, lifts, rifles, etc.) is simply a matter
of entering your base information for the part either in the Price Books or Current Inventory, and
checking the Serial Numbered Item check box. From Parts on the Main Menu, select Current
Inventory and then change on the Serial Numbered Item. Check the Serial Number Item check box
for this part. When this box is checked an additional tab (In Stock Serial No) will display for this part.
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24 Changing a STOCK Record x|
General ||n Stack Senal Mo |>< Ref Parts |

Make [JHEA =l
Fart Mo [B3384LIFT

D escription [LIFT

» T
&t_.,- I:I.n H;anc a0c

Cozt Each 1 EE.EIEI
Price Each 275,00

EIN _ Department [PARTS
Mir P a
O Orde

W Tax W Allow Dizcounts \iw 5 ales

W Serial Mumbered e

Special Tax Rate {0.0000
k. | Cancel | Help |

A x|
General In Stock Serial Nao |>< Fief Parts |
Serial Mo [Date In | Cost |
938456 91500  125.00
B9384LIFT 941500  125.00
faq 4l 2] piefrr] 4] | il
Inzert | Change | Delete |
i

k. | Cancel | Help |

By selecting the In Stock Serial No tab you can insert the serial number, date in, cost for this item
and retail price. Sale Information for this serial numbered part is also maintained.
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ﬁ Record Will Be Added {Hew) ﬂ ﬁ Record Will Be Changed (89334LIFT) ﬂ
General |Sale Information | Gereral Sale Infarmation |
Part No BI3G4LIFT Invoice Mo IT
Make JHBA Irvoice Date (10703700
Senal Mo |EE|4I5'-EEIEI
Cost 150.00
Price 300,00
Date In 03/15/mM %
| (] | Cancel | | ] | Cancel

When a Serial Numbered Part is sold either through the Point-Of-Sale or on a Work Order, you will
be prompted to select the serial numbered part from the list for this part.

Viewing/Editing/Reports for All Serial Numbered Inventory
To view, edit or print reports on complete listings of all Serial Numbered Parts in stock, select Parts
from the Main Menu, then View/Edit Serial Numbered Inventory.

Items can also be inserted, edited or deleted from this screen.

The Browse Records screen can be filtered by All, In Stock, or Sold, and reports generated based
on the filters.

£} Browse Records |
I Status  [BLC 2
Matki| Part Mo | Serial Mo Dateln [Inv Mo |Date Out |
WHEI253354LIFT 5935456 5415100
HEI2G3354LIFT 5935473 92000 145 10M0300
UHEI289384LIFT 89384LIFT 915100

A

FRE RTINS 1 i 2
Inzert | Change | Delete Print Close |
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Serial Numbered Inventory Report
All tems
Report Date 4729401
JHEA,
BY384LIFT BH35456 12600 25000 945100
BY384LIFT 8938473 12500 25000 920000 145 10/03/00
SYE84ALIFT B9384LIFT 1265.00 25000 945100
3
6.5 Non-Inventory Parts

Non-Inventory Parts

The Non-Inventory Items listing replaces the old XXX entry for non-stock items sales on Point-Of-
Sale and Work Orders (although you can still use the XXX designation for the occasional item that
you do not need to track, if necessary).

The Non-Inventory Sales Items record allow you to add and track a non-stock item (i.e., gasoline,
dock fee, freight), assign a Department Code and Accounting Code to the item, but not have to track
it as a re-order item for purchase orders, nor maintain an inventory for the item. You can also set the
item for Non-Taxable, a Special Tax or Discounts (checking the Tax box will charge sales tax on the
item, checking the Allow Discounts will allow a discount to be taken for the item).

This is where you also maintain separate items for the Wet/Dry Storage module (See Wet/Dry
Storage) for tracking items other than the standard Storage Fee for billing your storage customers.

Adding a Non Inventory Item
To add a Non-Stock Item, select Parts from the Main Menu, then Non-Inventory Items. From the
Non Inventory Sales Items screen select the Insert button.

23 Non Inventory Sales tems |
tem Mo | Description Price
FENES BELL 7600
DOCHAGE DOCKAGE CHARGE 25.00
sASOLIME GASOLIRE 1.39
LRI 1 i 2]

I_nsert}l Change | Delete | Close
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24 Changing a Non-Inventory Record x|
General |
M ake M5
tem Mo |DOCKAGE

Diezcription |DOCKAGE CHARGE

Frice Each 25,00
Department STORE

W Allow Discounts
[ Tax

§pe.:ia| Tax E Wiew Sales
| 1] | Cancel | Help |

Assign a unique Item Number to this item (it should be kept simple, i.e., Freight, Shipping,

Gasoline), a current price, and a Department Code. If the item is taxable check the Tax box. If the
item can be discounted, check the Allow Discounts box.

Printing Reports for Non Stock Iltems

If you have assigned a Department Code to any of these non-stock items you can print a report by
Department Code or create a User Defined Parts Report or Spreadsheet (See, User
Defined Reports and Spreadsheets).

6.6  Multi-Vendor Setup
Multi-Vendor Setup

From the Part & Service, select Parts, then Part Makes. Add a make code: MULT (OEM description
Multi Parts), assign a department code if needed (i.e., P for Parts Department, etc.).
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A

Make | OEM

MISC Miscellaneous
MULT Multi Parts
NAPA  NAPA

A Record Will Be Changed

General |

b ake Code FULT

OEM | kil Partz

il Dept Code |F'.-’-‘-.F|TS

bl

k. | Cancel |

Help | J

! * Close |

Now, go to Parts, Current Inventory, select the By Make & Part Number tab, change your Make Code
to MULT and click the Add button.

The Make will default to MULT. Assign a part number and description to the part you will be
setting up. Enter the total quantity (from all vendors), and enter the cost and price.

The related parts (i.e., from Hannay and Barclay) are only used in the future for ordering/receiving
purposes — so that you can select which distributor to order the parts from and receive them in,
however, the part once received will show in the quantities for the MULT make part, not the Hannay or

Barclay part.
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A Changing a Stock Record

85

General |>< Ref Parts | Remarks | Muli Bin |
Make 'w-'I MULT

Part Humber |

Description |44 BATTERY

Aty Aecerved I—r

Qty On Hand 1.00

Cost Each 23.95

Price EE

Department PARTS

Min [ Max [
On Order

BIN Location [A-03 [ Multi Bin

[T The Price/Cost Iz Maintained By Dealer

Special Tax Rate

W Tax W Allow Discountz [ Serial Numbered ltem

Yiew Sales
Yiew PO's |

{ Save I

¥ Cancel | ¥ Help

Now select the X Ref Parts tab. Click the Insert button.

A\ Adding a XREF Record

General | m

AfterMa Il

Yendor: li
CERMa: [9853

M ake: W

! Save I ¥ Eancell ¥ Help |

A Adding a XREF Record

General |

Aftert o [39924T 4

Wendor: W

OEMMa: [3254 RYS
M ak.e: W

/' Save I > Eanu:ell ? Help |
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6.7

A Changing a Stock Record
General * Ref Parts |Hemarks | Multi Bin |
AfterMo [Wendor
00T 84 W
266121 D

4] 44] 4] 2] v | e 1]

Ihzert | LChange | Delete

! Save I ¥ Cancel ¥ Help

The part number you just created will display. Enter the distributor or manufacturer's part number you
will be assigning to this part. (See above). Continue adding parts. Save your record.

We have just created Part Number JR1234 (spark plug)
It cross-references to XYZ Hannay and ABC Barclay
If the UPC is different from JR1234, scan the UPC and assign it this part number.

If you already have a UPC assigned to the XYZ and/or ABC, go to the View Edit Bar Code file
and assign the JR1234 part number to the bar code record.

Alternative Parts Search

Alternative Parts Search

You can search for parts in current inventory from a work order or point-of-sale by using the Alternative
Parts Search function.

From a Work Order, click on the Insert to insert a new part. At the part number field press the F4 key
on your keyboard.
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A Record Will Be Added (Mew)
Work Order Mo Pay Type warranty

Lire Mo li

Part Mo I— Priceboak Lookup 2

hilake Ii

Description |

Department I—LI Stock Information

= 1.00 o Hanid
Zeling Price 0.0o Lizt Price

Extended I—DDD Bin Location I—

Cost Each
0.00 Order Part
Total Cost 0.a0
W Taxahble Q
£OOK »  Cancel | 2 Help |

The Alternative Parts Search is divided into three screens, Price Books, Current Inventory and Non-
Inventory ltems.

A Part Finder

By Part Mumber  Current |fWEf"[%‘r' |N|:|n [Feenbary

take | Part Mo | D escription [OnHand  [Bin [ Price [~
OrC 0000012 SPCL PRCE “WHTR PK -1 0.00
LAM - 1-04E834800307 43BC CABLE 11 FT 55T 1 0.o0
BEM 1234 BOWL GASKET -1 0.o0
MERC 19183E WASHER (=360 -2 0.o0
Fox 4323 MGE SPaRK PLUG -1 0.o0
MERC 4323 CARBURETOR -2 0.o0
LU 573513 TOURM SERIES SLYRAWINE 4 0.o0
LU &73R18 FRO W SILVER AWIME 4 0.o0
LU 573519 STRIFE SMGL 144 BLE 72 0.o0
L  &73RZE STRIFE DEL 1 3/8" WINE/SL 72 0.o0
LU &73R37 1775 SILVER DECAL 4 0.o0
LU 573547 FEMDAMT MED "WAWE WINE /S 2 0.o0
L &73553 LUMD SILVER AWIME 99 4 0.o0
L 573564 TRFL STRIFE 1/8""IME 93 72 0.00
L &735E6 STRIFE 1/4" SILVER 12 0.o0
L  B73E53 SE SILVER " wIME 4 0.o0
MERC 80283741 ACYL MPP4C320E 2 0412 0.o0
e oz v )] <] | H]w

Double Click On The Part You Want To Select Cloze

The by Parts Number (the entire Price Books File) allows you to scroll through to search for parts.
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X Part Finder

By Part Number |Eurrent | Fiventony | Mon [rentory |

Make | Part Murmber | Description [On Hand | Bin [ List Price| &
s, H5Y INTERLL #99 AEROSOL Pl 1] 4100
OrC 0000012 SPCL PRCE “WHTR PK -1 47218
DT 0000040 1] 0.o0
DT 0000041 1] 0.o0
DT 0000042 1] 0.o0
DT 0000043 1] 0.o0
DT 0000044 1] 0.o0
DT 0000045 1] 0.o0
DT 0000046 1] 0.o0
DT 0000047 1] 0.o0
OwC 0000048 1] 0.o0
DT 0000049 1] 0.o0
DT 00000SE 1] 0.o0
OrC 0000097 1] 0.o0
DT 0000110 1] 0.o0
OrC 0000114 1] 0.o0
DT 0000120 1] 0.o0
a2 v )] <] | H]w

Double Click On The Part You Want To Select Cloze |

The Current Inventory screen allows you to scroll through for parts or search for a part by a keyword,
description or partial description. Click on the Search button and enter your keyword, description or
partial description.

A Part Finder

By Part Mumber  Current Irventary |N|:|n [reventany |

aoaoo 2 [CaRE] Rget

Make | Part Mo | Deseription [OnHand  [Bin | Price [ A
OMC 00000 2 SPCL PRCE "WHTR P 1 Q.00
Lam  1-04634200301 43BC CABLE 11 FT 557 1 0.00
BEM 1234 BOWL GASKET 1 Q.00
MERC 13183B WASHER @50 -2 Q.00
Paxd 4323 MGE SPARE PLUG 1 0.00
MERC 4323 CAREURETOR -2 Q.00
Lu a73513 TOURM SERIES SLVRAWIME 4 Q.00
Lu 57318 PRO W SILVERAWIME 4 Q.00
Lu A73613 STRIFE SMGL 144 BLE T2 Q.00
Lu a73628 STRIPE DEL 1 348" WINE/SL 72 Q.00
Lu B7IRE7 1775 5ILVER DECAL 4 Q.00
Lu A73n47 FEMNDAMT MED WAWE WIME /S 2 Q.00
Lu G73653 LUWD SILVERAWIME 33 4 Q.00
Lu A7 3664 TRPL STRIPE 1/8"WIME 39 2 Q.00
Lu A7 3566 STRIPE 144" SILVER 12 Q.00
LU a7 3653 SE SILVER wAWIME 4 0.00
MERC 80283741 ACvL MPPAC32E0 2 0412 Q.00
] oz ]| 4] | b

Double Click On The Part You Want To Select Close |
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Pressing the Enter or Tab key will filter your current inventory and return only those items in inventory
which contain the search criteria.

A Part Finder

By Part Mumber  Current Inventory |N|:|n [reeenbary
[CARE Reszet
Make [ Part No | Description [OnHand  [Bin | Price
tERC 4323 CARBURETOR -2 .00
a2 v m]n] <] | ]
Double Click On The Part You Want To Select Cloze |

Double Click on the Part you wish to add to the Work Order or Point-Of-Sale ticket.

% Part Finder

By Part Mumber  Current Inventory |N|:|nln~.fent|:|r_l,l
[CARE Feset
M ake | Part Mo | D escription [OnHand  [Bin | Price |
MERLC 4323 CARBURETOR -7 .00
Copy Part Mumber Ta Clipboard %
E it
a4z m]n] 4] | o
Double Chck On The Part You Want To Select Cloze |
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6.8

Click on the Copy to Clipboard and the part will be inserted into your work order or point-of-sale ticket.

A Record Will Be Added {Mew)
Wiork Order Mo Pay Type  Warrarty

Lire Mo li

Part Mo |4323— Priceboak Loakup 2

Make li

Description |CARBURETOR |

Department m Stock Informsation

Gty 1.00 Cn Hand |
Selling Price 1261 Lizt Price |

Exterided 1261 BinLocaon [

Cost Each
1281 Order Part
Tatal Cost 1261

W Taxable

£ 0K W Cancel | ? Help |

End Of Month Inventory Values
End Of Month Inventory Values

On the first of each month — the first time that the Parts & Service module is opened a pop-up box will
display:

Month End Inventory Update

Thisz Wil Save The Current Inventory Balances Ta File.
' 'ou will normally use “Last Maonth'
L

Laszt Month or Current Month?

FM Current Month Cancel
by,

You will always use Last Month on the first day of the new month. The only time you should use
Current Month is if you wish to generate the report during that month for that month (i.e., you wish to
generate the End of Month Inventory Balance on September 30" for the month of September — select
Parts, Parts Reports, then End of Month Inventory Values, then click on the Auto Update button.)

This creates an ending inventory balance for the prior month based on Current Inventory Cost x
Quantity. If does not factor in zero or negative quantities and the cost is calculated on the item's
current cost.

To adjust the cost totals for a Make (i.e., Benrock, Hannay's, etc.) for a particular month, select Parts,
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Parts Reports, End of Month Inventory Values.

A End Of Menth Inventery Balances
Month-Year j j Auto Update
Month YR |Make | Tot Cost | Tot Retail ~
9-02 BAY 301.26 502.10
9-02 BEN 2,789.79 4,564.26
9-02 C&s 24.00 45.00
9-02 COA 12.62 22.95
9-02 DIv 35.98 55.96
9-02 ELL % 6.80 11.31
9-02 KEL 10.76 21.50
9-02 MC 82017 1.117.47
9-02 MERC 31.394.43 50,722.23
9-02 MID 2.00 2.50
1 b
Insert ‘ Change | Delete Print Close |

Highlight the Make, select Change, make your changes and select Save. Then you can reprint your

report for that month.

A Record Will Be Changed

General |
tonth *R:
M ake: [Bav

Tot Cost: 01,26
Tat Retail 50210

/' Save I » Eancell

The changes you make will not affect any other month's inventory value for that make.
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7 The Purchase Order Pad (PO Pad)

The Purchase Order Pad:

The PO Pad is a convenient way of adding items to a future purchase order directly from the point-of-
sale, or special orders for customers. The PO Pad can be accessed directly from the Main Menu by
selecting PO Pad and manually inserting any parts to place on the Purchase Order Pad, the Quick
POS (Point-Of-Sale) by entering a part number and then selecting the Order button, or from the Price
Books, and highlighting an item and selecting the Order button.

24 Purchase Order Work Pad x|
Partz Wil Be Added To Mext Purchase Order.
Make | Part Mo | Oty |  Date | Description | Bemarks H
BEM 00420 1.00 5/05/01 CABLE BUDDY “WITH L
BEM  0OROT 2.00 B/05A01 1" CHAIM MATE
MERC 1008 2.00 5/05/01 SWIVEL BRACKET
MERC 101 .00 5/05/01 LEVER
MERC 10284 2 1.00 R/05/01 COWL FROMT COVER
MERC 14756 1.00 5/06/01 SEAL Special Order JFeric
LAl 2 el o] | Ll
Format Browvwsed o | Irnzert Change | Delete |
Cloze | Help |

7.1  Manually Adding Items to the PO Pad
Manually Adding Items to the PO Pad

To manually add an item to the PO Pad, select PO Pad from the Main Menu and then press the
Insert button.

POPad — Add/Change
Enter the part make and number. Enter the quantity to be ordered and any remarks. Press OK.
Items can be changed or deleted at any time from the PO Pad by highlighting the item and pressing

the Change or Delete button. If you do enter the correct part number the Price Books File will
display. Find the correct part number and press the Select button.

7.2  Adding Items to the PO Pad from a Pick List
Adding Items from a Pick List to the PO Pad

When creating a Pick List for a job, a customer, etc., you can add these parts to the Purchase Order
Pad by highlighting the pick list (Parts, Saved Pick Lists) and selecting the Print/Order button.

Parts — Pick Lists — Add to POPad
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7.3

7.4

7.5

Selecting the Order Parts button will prompt you whether you want to order only needed parts or all
parts on the selected pick list.

Order Parts — Add to POPad Prompt
Order Parts — Add to POPad

Selecting the Needed Only parts option will bring up only those parts on the pick list that are not in
stock. Selecting the All Items parts option will bring up each part on the pick list.

Adding Items to the PO Pad from Point-Of-Sale
Adding Items to the PO Pad from Point-Of-Sale (Quick POS)
When selling items to customers through the Point-Of-Sale, you can either Special Order a part for a
customer or add an item to the PO Pad to replace a part being sold by highlighting the item being
purchased and selecting the Order Part button.
Quick POS — Main - Order Parts
Order Part — Add

e Enter the Quantity

e Enter any Remarks
e Select OK

e The item will be placed on the PO Pad for inclusion on the next Purchase Order for this Part
Vendor

Adding Items to the PO Pad from a Work Order
Adding Items to the PO Pad from an Active Work Order
When adding items to an active work order, you can order a part for this work order or add the item to

the PO Pad to replace the part being used by highlighting the item being purchased and selecting the
Order button.

Reviewing and Printing a Lists on the PO Pad
Reviewing and Printing a List of Parts on the PO Pad

You can review the parts placed on the PO Pad on-screen or print a list of all parts placed on the PO
Pad. Open the PO Pad and select the Print List button.

POPad - Main

POPad Report
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The next time you begin a new purchase order for that vendor from the Purchase Order screen, you

will be prompted that you have items on the Purchase Order Pad, Would You Like To Add Them
Now? (See also, Purchase Orders)

By selecting Yes the item(s) will automatically be placed on the purchase order.
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8 Purchase Orders

Purchase Orders
Items to be included in new Purchase Orders can be generated in the system in several ways:

e Minimum/Maximum settings in your Current Inventory or Price Books files
e Automatically Adding Parts placed on the PO Pad

e Selecting the Order button from the Price Books files

e Special Orders of parts for customers

e Manually adding parts to the PO Pad or to a new Purchase Order

e Pick Lists can be selected and special remarks added to the items.

IMPORTANT NOTE: You must have a Part Make Code assigned
to your each of your Parts Manufacturers and/or Distributors
(Vendors) or the Vendor will not be available on your list of vendors
(See, Vendors).

From the Main Menu select Parts then select Purchase Orders. The Purchase Order screen will
appear. Filter the listing of purchase orders using the Orders To Display drop down box.

Purchase Orders — Main
To search for a specific purchase order (and you know the purchase order number) enter it in the field
directly below the Purchase Orders label. To search for a specific purchase order(s) by a keyword,
part number, etc., select the Search Orders button.
Purchase Orders — Search String

All Purchase Orders containing the entered word/number will display on the screen.

Existing Purchase Orders can be changed by highlighting the order and pressing the CHANGE
button (ALT + C), deleted by pressing the DELETE button (ALT + D).

8.1 Adding a New Purchase Order
Adding a New Purchase Order

To generate a new Purchase Order press the INSERT button (ALT + 1). An Update Records box will
appear on the screen. Select the manufacturer from the drop down box or by typing in the
manufacturer's code. The address for that vendor will automatically be added to the Purchase Order.
Enter the name of the person placing the order as well as the method of shipping.

If the vendor you are entering does not pop-up or does not display from the drop down list, either the
vendor has not been entered into the system or you have not assigned a Part Make Code to that
vendor. If this happens, cancel the purchase order, go to Parts, then Vendors, and either insert the
Vendor and its related information (including the Part Make Code), or if the Vendor is on the list,
check the Part Make Code and make sure it is the correct one for this vendor. (See also, Vendors)

Purchase Orders — Add - Main

Below are the different methods for adding items to a Purchase Order. Any combination or all of the
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8.1.1

8.1.2

8.1.3

methods can be utilized in generating a single purchase order.
Adding Items from the PO Pad (Automatic)
Adding Items From the PO Pad (Automatic Add)

If there are any parts for this vendor that have been added to the PO Pad for this vendor (either from
the Price Books by highlighting the part and selecting the Order button, or when doing a Point-Of-

Sale or Work Order and ordering the part on those screens), as soon as you input that vendor in the
vendor box you will get a pop-up box that items are on the PO Pad, Do you want to Add them Now?

Purchase Orders — Add — POPad Notice

Selecting Yes will add the parts and the quantities pre-set on the PO Pad. You can then make any
adjustments to these items by highlighting each and selecting the Change button.

Adding Items Manually to the Purchase Order
Manually Adding/Changing Items to Your Purchase Order

Items to be ordered can also be manually entered by pressing the INSERT button (ALT + I) and
entering the make, part number, description, quantity ordered, cost, etc., into the Update Records
box.

Purchase Orders — Add — Manual Add/Change

Selecting the button to the right of the Part Number will bring up the Price Book List for the Distributor
for this Purchase Order. Highlight the part number to be placed on the purchase order and press the
Select button (Alt + S).

Price Book Main

The part description, and cost will display on the update records box. Enter the quantity to be ordered
and any special remarks.

Adding Minimum/Maximum Order Levels (Auto Process)
Adding Minimum/Maximum Order Levels (Auto Process Order Mode):

The Auto Process Order Mode searches the minimum and maximum stock level settings you have
set up. If a minimum and maximum quantity for parts has been previously entered (See, Setting
Minimum and Maximum Stock Levels), an Auto Process List can be generated showing inventory
items that have fallen below the dealer recommended minimums and maximums for ease in placing
purchase orders.

Purchase Orders — Min/Max Order Levels Prompt
Highlight any item(s) to be ordered and press the TAG button (ALT + T). Items may be "untagged" at
any time by highlighting that item and pressing the UNTAG button (ALT + U). After tagging all

desired items, press the Process Tagged button.

The Auto Process Order Mode remembers the minimum and maximum settings for each part in
inventory and will automatically default to order the maximum on hand setting for items tagged.

After pressing the Process Tagged button, the following box will appear, one at a time, for each item
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tagged:
Purchase Orders — Min/Max Add/Change Items
e On Hand Inventory is displayed
e Order Qty. can be re-keyed for a lesser or greater amount than the default setting.
e Cost can be adjusted at this time.
e Press the OK button to complete the order of this item.

e The next item on the Auto Process Order will be displayed.

8.1.4 Adding Pick Lists to the Purchase Order
Pick Lists (Adding Pick Lists to Your Purchase Order)

If you have created any pick lists (either from the Electronic Parts Catalog, or in the Saved Pick Lists)
you can bring these parts directly into the purchase order only if the parts on the pick list are for this
vendor.

Purchase Orders — Add New — From Pick Lists
Select the Pick Lists button on your purchase order.

Saved Pick Lists

Highlight and select the Pick List containing the items you are adding to this Purchase Order. If the
part make code for any of the items on the pick list match the part make code for the vendor on this
purchase order you will be prompted for a Special Remark for the parts on the pick list.

If any items on the selected pick list are not for this vendor you will be prompted that those parts
cannot be added to this purchase order. (See also, Pick Lists for more information about pick lists).

8.1.5 Changing/Adding to a Purchase Order
Changing/Adding To A Purchase Order

If you need to make changes or additions to an existing Purchase Order that has not yet been
submitted to the vendor, find the Purchase Order on your list (Parts, Purchase Orders — use the filter
or Search options if necessary). Select Change.

If items have been added to the Purchase Order Pad (PO Pad) since you originally generated this
purchase order, you can select the PO Pad button. This will prompt you to bring in any items added
to the PO Pad.

You can also manually insert additional items or use the Pick List selection (see above).
8.1.6 Exporting Your Saved Purchase Order to an On-Line Vendor

Exporting Your Saved Purchase Order To An On-Line Vendor

If you have on-line capabilities with any of the manufacturers/distributors that this system supports you
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8.2

8.2.1

8.2.2

can export a Purchase Order to their system. The next time you log-on to the
manufacturer/distributor's website you can select to send the Purchase Order (Please be familiar with
your on-line manufacturers requirements and use of their software).

Once you have completed your Purchase Order and are ready to submit it to an on-line vendor
(Mercury, OMC, Yamaha). If your system is set up for on-line compatibility with this vendor an Export

button will display on-screen. Select the Export button to send the Purchase Order to the related file
in the vendor's system.

NOTE: If you do not have on-line service with this vendor or not configured your Pars, Service &
Inventory software package to this service, the Export button will not be available for selection.

Receiving a Purchase Order

Receiving A Purchase Order
When a purchase order is received from a vendor, items received from that vendor can be checked
against the purchase order and received directly into inventory. From the Main Menu select Parts

then select Purchase Order. Highlight the purchase order received and press the Receive
Purchase Order button.

Parts — Purchase Orders — Main — Pending Sort

Manually Receiving Purchase Order Items

Manually Receiving Purchase Order Items
Processing received purchase orders can be performed manually in the same manner as described
above for placing a purchase order or by using the Auto Process Receive Mode button on the
Purchase Order screen.

Parts — Purchase Orders - Receive

Highlight each item, select Change, and enter the quantity received.

Parts — Purchase Orders — Receive - Items

Auto Process Receive Mode
Auto Process Receive Mode

To automatically process a purchase order, Tag the items received. After completing this procedure,
press the Auto Process Receive Mode Form. The Update Records box will appear for each item,
enter the quantity received for each, make any corrections to cost, retail price, bin locations, and/or
adjust your minimum and/or maximum settings.

After completing receipt of new inventory either manually or by the automatic method, the items
received are automatically updated into inventory.

© 2012 ... Total Control Software Corporation



Purchase Orders 101

8.2.3 Adding Items to the Print Label Queue
Adding Items to the Print Label Queue

After you have tagged and entered the items received on this Purchase Order and made your
corrections, you will be prompted whether or not you wish to add these items to the Print Label
Queue for printing labels to place on the parts received.

You can View and/or Print your labels by selecting the View/Print button. You are not required to
print them if you select this button. Or, you can save the file for editing and/or printing at a later time
by selecting the Save button.

The items on the Print Label Queue can be edited for quantity, deleted from the queue, and/or new
ones inserted. You can also view/edit the Print Label Queue from your Current Inventory.

Instructions for printing labels and bar code labels are found in the section below, Bar Code and
Parts Labels.
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9 Bar Code and Parts Labels

Bar Code and Parts Labels

Bar Code and Parts labels can be generated and printed either from Current Inventory or directly from
received Purchase Orders. The same database file is used. If you have items on a received
Purchase Order and do not elect to print them at that time, the database file can be retrieved from the
Current Inventory.

This system supports the 3 of 9 UPC type bar coding and actually creates an alias file that uses the
part number to reference the bar code assigned to that part number. If there is no related bar code to
a particular part number the part number will print in place of the bar code with asterisks on either side
of the part number. All other information will be correct.

If you do not have a bar code scanner, but wish to print labels for your parts with a description, part
number, and pricing information you can do so using these same instructions. The part number will
display as *part number*. The part number can be entered at the Point-Of-Sale or Work Order (parts
insert) manually.

Setting Up and Printing Bar Code and Parts Labels
Bar code labels are programmed to print on standard 1" x 2-5/8" (30 to a sheet — 8-1/2"x11" paper)
labels, from either the Current Inventory or Purchase Orders (received).

Installing the 3 Of 9 Bar Code Font

Each computer that will be printing bar code labels (to a printer directly connected to the workstation)
will need to have the 30f9 font installed. This font is included in the software and located in the
WINBOAT directory on the server. To install the font at the workstation, close all programs, go to My
Computer, then Control Panel, then Fonts. Select File, then Install New Font. Under the drives,
find the mapped network drive to the server, then under folders, find the WINBOAT directory. The
30f9 font should display. Select the font and click the OK button.

9.1 Printing Bar Code Labels from Current Inventory
Printing Bar Code Labels from Current Inventory
To print bar code labels for your current inventory with your pricing information, from the Browse the
Stock File screen shown above, highlight each part which is to have a label and then press the Mark
button (Alt + M). Pressing the Unmark button (Alt + U) will remove the part from the list of bar codes
to be printed. Once all parts have been selected, press the Print Labels button.
Print Label Queue
You can edit quantities (for printing the number of labels to be printed for a part) or other information
about the bar code/part labels to be printed by highlighting each part and selecting the Change
button.
Print Label Queue — Manual Add/Change

Make your corrections and select the OK button to save the changes for printing the labels.

Make sure that you have your labels in the printer that is set up at this workstation, the printer is on-
line and ready.
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9.2

At the Browse Print Label Queue Tag the parts for which you are going to print labels and select the
Print button. The print job will go directly to the printer.

Sample Bar Code Labels
Printing Bar Code Labels from Received Purchase Orders

Printing Bar Code Labels from Received Purchase Orders

You can also print bar code labels for your parts which you bring into the system through the
Purchase Orders (See, Purchase Orders).

Exceptions to Printing Bar Code Labels

A few manufacturers/distributors use some part numbers that are too long or the part numbers
contain characters that the UPC bar code system does not recognize and cannot create a standard
bar code (UPC) label based on that part number.

These manufacturers/distributors generally supply bar code labels with parts ordered that can be read
by any standard bar code scanner.
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10  Pick Lists
Pick Lists
Types Of Pick Lists
Pick Lists can be created and saved for use in Point-Of-Sale, Work Orders, and creating Purchase
Orders (either directly from a new purchase order or insertion into the PO Pad). There are several
types of Pick Lists available throughout the system.
There are two types of Pick Lists available in the system, the Saved Pick List which is for parts only,
and the Service (Work Order) Pick List which can be created for jobs that include parts and/or labor
items.

10.1 Parts Pick Lists
Enter topic text here.

10.1.1 Creating Parts Pick Lists
Creating Parts Pick Lists
The Saved Pick Lists contain parts only (for pick lists that include labor items as well as parts see
Service Pick Lists). To access Saved Pick Lists, select Parts, then Saved Pick Lists.
These are pick lists that are created from your dealership price books for packages you sell (i.e.,
create a ski package to include life jackets, skis, tow ropes, etc., with a special retail price), items
ordered by a customer in a different department to be rung up at a central register, importing a pick
list created from an EPC (Electronic Parts Catalog) when looking up parts to complete a service ticket,
etc.
After creating a pick list in the Saved Pick Lists, directly from the Price Book, or Importing an External
Pick Lists (created through a EPC) you can Print the pick list or place the items on the PO Pad for
inclusion in your next Purchase Order. You can also access this list directly from the Point-Of-Sale or
Work Orders.

10.1.2 Creating a New Parts Pick List from the Price Books

Creating a New Parts Pick List from the Price Book Files

You can create a pick list directly from the Prick Book files which can be saved in the Saved Pick Lists
or immediately printed and then cleared.

From Parts, then Price Books, select the Price Book file (Make) you are going to use to create your
pick list. Find and highlight each part, select the Pick List button, then select the Add to Pick List.
The parts added will display at the bottom of the Price Book screen.
Parts — Price Books — Pick Lists
If you wish to Print the Pick List you just created, select the Pick List button and then Print Pick List.
Parts — Price Books — Print Pick List

If you wish to save the Pick List you just created to the Saved Pick Lists, select the Pick List button,
then select Save Pick Lists. You will be prompted to assign a Pick List Name for these items.
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Parts — Price Books — Save Pick List

The newly saved pick list can be accessed directly from the Saved Pick List screen, an Active Work
Order, the Point-Of-Sale (Quick POS), from a Purchase Order or sent to the PO Pad.

10.1.3 Creating a New Parts Pick List Manually

Creating a New Parts Pick List from the Saved Pick Lists

If you know all of the part number necessary to create a new pick list (you do not need to look them up
individually from the Price Book files, you can create a pick list directly in the Saved Pick List

Parts — Saved Pick Lists - Main
Select the Insert (Alt + 1) button to begin a new pick list

Parts — Saved Pick Lists — Add/Change 01
Parts — Saved Pick Lists — Add/Change 02

Give this new pick list a descriptive name and begin inserting your parts by selecting the Insert button.
Adjust the quantity for this part, and cost and price. Select OK and insert the next part to be included
on this pick list.

When you bring this pick list into a work order or Point-Of-Sale the items will list out separately, with
the quantities set out in the original saved pick list. If you need to make any adjustments to the
guantities, highlight the individual part and make your adjustments (See Work Order, Point-Of-Sale)

10.1.4 Creating a Special Pricing Package of Items
Creating a Special Pricing Package of Items for a Parts Pick List

Sometimes a dealership will want to offer a special pricing package of certain items that if purchased
individually would retail at a higher price than if included in this special package. You may have
included these items in a special wrapping, or they will be picked by the customer or parts employees
from items on the dealership shelves. You may also want to track the number of these special
packages you sell.

e Create a new part in your dealership price book (i.e., C&S price book — the dealership's
special items price book).

e Insert a new part, give it a short part number and a description (i.e., SKI, for the part number,
Special Ski Package for the description).

e Give this new part a special retail price, you may wish to leave the cost blank (the individual
items to be included with the package can have their cost remain in place)

e If you are only going to offer a certain number of these special packages, enter an on-hand
guantity.

e Save your new part.

e From the Saved Pick Lists record, insert a new pick list. Give is a descriptive name (matching
the special part you just created is recommended).

e Insert the part you just created as your first item for this pick list.
e Begin inserting each of the items that will be included in this new special package. As you
insert each item adjust the quantity, but delete the retail pricing from these parts.
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10.1.5

10.1.6

10.2

When you sell this package through a work order or point-of-sale the pricing will list under the part you
created for the special package, each item included in the package will list with no retail pricing. The
individual parts will be removed from inventory and if you assigned a quantity to the special part
created above, the number of packages can also be tracked using various reports.

Parts — Saved Pick Lists — Print Quote/Reports

Ordering Parts from the Pick List
Ordering Parts From The Pick List/Adding Pick Lists to Your Purchase Order

If you have created any pick lists (either from the Electronic Parts Catalog, or in the Saved Pick Lists)
you can order the parts (placing these parts on the PO Pad for use with your next purchase order) or
bring these parts directly into a new purchase order (See, Purchase Orders, PO Pad)

Importing a Parts Pick List from an Electronic Parts Catalog

Importing a Parts Pick List from an Electronic Parts Catalog

If you have one of the supported electronic parts catalog installed in your system, you can create a
parts pick list from that electronic parts catalog and then access the pick list and import it into the

Saved Pick Lists. This is helpful when you need to print a quote for a customer, order parts, add
parts to an invoice or work order.

NOTE: You should be familiar with your electronic parts catalog software, it should be correctly
installed at each workstation according to the software instructions, and the EPC database properly
linked to Total Control Software's system.

After creating the new pick list in the electronic parts catalog, and exporting it to the DMS, from the
Parts, Service & Inventory module, select Parts, then Saved Pick Lists. To access this EPC pick list,
select Import External Pick Lists, then select the EPC (Midas, ARI OMNI, or Yamaha).

Parts — Saved Pick Lists — Main Import EPC Parts
Parts — Saved Pick Lists — Import EPC Parts

Highlight and press the Save button for the Mercury Midas Pick List you wish to import. The newly
imported pick list will display as "Midas — Name of Pick List" on Saved Pick Lists screen.

Service Pick List (Canned Work Order Jobs)
Service Pick Lists (Canned Work Order Jobs)

TCS has added a Canned Work Order Job to its Service Pick Lists. This new item allows you to pre-
set items for a work order problem with description of the problem (job to be performed), add parts
and labor, and pre-set a list of work to be done (specific numbered items) to the problem.

You can still use the Service Pick List for entering only a description and/or parts and labor, however,
now you can also add more information for your service department and the customer, set up custom
jobs for special service items. You can also change any items, parts, and/or labor on a work order
once you have selected the job.

Next:
Setting Up Service Pick List Jobs
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10.2.1 Setting Up Service Pick List Jobs
Setting Up Service Pick List Jobs

From the main menu of the Parts, Service & Inventory module select Service, then select Service Pick
List (Canned Jobs).

The Service Pick List (Canned Jobs) will display. Press the Add button to insert your new Service
Pick List item.

Entering the Job Description, Parts and Labor Items:
The main screen for adding a service pick list item has not changed. However, there are additional

tabs for Repair Items Listing and Fixed Job Pricing. Enter a brief description for this job (i.e.,
Winterization, or 226 Cobalt 20 Hour Service, etc.):

Insert the parts to be used for this pre-set service job and any labor items.

Entering the Repair Items List:

Now, select the Repair Items List tab and from this screen press the Insert button.

Insert each item to be included on this service pick list job by entering the item and selecting the OK
button, select Insert again and continue until you have entered all the items to be included on this job.
These items will list in the Problems section for the Work Order when inserted into an Active Work
Order.

Entering the Fixed Job Pricing:

If this job will have a fixed parts and labor price (regardless of actual parts and/or labor used), you will
need to set up a JobParts code in your Non-Inventory Parts and a JobLabor code in your Service
Codes.

Select Parts, Non-Inventory Parts from the Main Menu.

Insert the new Non-Inventory item as shown above. Assign it a Department Code (if needed).

Now, select Service, Service Codes from the Main Menu.

Insert the JobLabor Service Code as shown below. Enter the appropriate Sales General Ledger
Account code if needed.
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Next:
Adding your Service Pick Lists Jobs to a Work Order

10.2.2 Printing A Report of Your Jobs
Printing a Report of Your Jobs

You can print a report of all Service Pick List (Canned Work Order Jobs) from Service, Service Pick
List (Canned Work Order Jobs) screen and selecting the Print button.

10.2.3 Adding your Service Pick List Job to a Work Order
Adding Your Service Pick List Job to a Work Order

Once you have set up your Service Pick Lists jobs (Canned Work Order Jobs) you can add them to
your work orders. From Service, select Active Work Orders and either select Add New WO or find a
work order in progress and select Change.

From your Changing (Adding) a Work Order screen select the Problems tab, then select Insert.

Press the Work Order Pick Lists button to bring up your list of Service Pick List Jobs.

Highlight the job you want to add to this work order and then press the Select button. You will be
prompted whether or not you wish to add the parts and labor items to this work order. Select Yes to
add the description (will insert in the problems section) with its individual items, the parts and labor
items.

You will then be prompted to enter the technician assigned to this work order.

The information you entered into the Service Pick List job will now be added to this work order. You
can make modifications to the items, add or delete parts, change labor items and enter corrections.
Select the OK button to add this problem to your work order.
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Point-Of-Sale Terminal

Invoices (Point-Of-Sale)

When you make an over-the-counter sale and create a new invoice, items that have been sold are
removed from inventory. On-hand inventory will be adjusted and if minimum and maximum levels for
these inventory items have been set, these adjustments will appear when you generate new purchase
orders (See Purchase Orders).

New invoices are created through the Quick POS. A history file of all invoices (including work orders
that have been converted to invoice, invoices created in the wet/dry storage module, and invoices for
major unit sales) are maintained from Sales, then Invoices. You can review an invoice from the
history files, reprint an invoice, and with supervisor access make corrections and/or void an invoice.
You cannot insert/add a new invoice through Sales, Invoices.

The POS Terminal
The POS Terminal

After you have set up the individual workstations that will be using the POS Terminal program, open
Parts & Service at that workstation. The POS Terminal is initiated from the Parts & Service Main
Menu by selecting Quick POS.

You will be prompted for the Sales Code. Enter the Sales Code and press the OK button.

The POS Terminal screen stays up on the workstation at all times and is always ready for a new
invoice. Invoice numbers are not generated until the sale is completed.

The functions you have been used to with the Quick POS are essentially the same, however, the
new POS Terminal allows for easier entry, check out, printing, and immediately being able to begin
another ticket.

The Main POS Terminal screen is shown below:
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All options are available on-screen at all times. Using the F keys from the Action Menu will initiate
the action, or use the Alt + the underlined letter in the Action Menu item (i.e., to add an item to the
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order pad use Alt + O).

11.2 Entering Part Numbers and Quantities

Entering Part Numbers and Quantities

The Point Of Sale Terminal is alway "up" on screen at the workstation. All items and quantities are
entered or scanned in the Enter Item Number or Qty field box. Quantities are entered as 1
through 99, with a quantity of 1 being the default.

Enter the Part number (or scan it using a bar code scanner) and press the Tab key on your

keyboard.
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Enter the quantity (1 through 99) and press the Tab key on your keyboard.
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After you have enter several parts, you can move through the various items by using the Up and
Down Cursor Keys on your keyboard. With the part highlighted you can adjust quantity by simply
entering a number between 1 and 99 and pressing the Tab key on your keyboard. For other

options, see below.

As each item is entered, Stock Information for that item is displayed in the lower left corner of your
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screen, with the Bin Location (if any), On Hand Quantity, and any On Order information. The
subtotal, tax due, and Total Due is displayed on the lower right corner of the screen and changes as
parts are added, removed, etc.

11.3 Customer Lookup

Customer Lookup

The default setting for all POS Terminal sales is Cash Customer. If you are doing a sale for a
Customer in the database, you can look the customer up using the F3 key on your keyboard.
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The Standard Locate a Customer Record screen will display. Find your customer, highlight him/her
and press the Select button.
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If the customer has been set for any discounts or special tax rates, the POS Terminal screen will
handle these items automatically.

As before, you can always discount an individual part by highlighting it and use the Alt + F keys at
the bottom of the screen for discounting, marking up, or returning an item to retail.

© 2012 ... Total Control Software Corporation



Point-Of-Sale Terminal 115

11.4 Price Book and Inventory Lookup
Price Book and Inventory Lookup
You can look up parts using the Price Book Lookup or the Inventory Lookup.

Price Book Lookup

The Price Book Lookup (F4 key, or select by clicking your mouse on the Price Book Lookup in the
Action Menu) brings up the standard Price Book screen, sorted by Make.
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The Inventory Lookup (F5 key, or select by clicking your mouse on the Inventory Lookup in the
Action Menu) allows for more specific search parameters.

Inventory Look Up By Part Number

Just begin entering the part number you are looking up. It will display in red on-screen and the
screen will scroll down until it matches or finds the closest match to the part number entered.
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Inventory Look Up By Description

To look up parts by description, check the By Description check box. Begin entering the description
of the part you are searching for. It will display in red as you type it in and the screen will scroll to
the part matching that description.
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11.5 Multi Lookup

Multi Lookup

The Multi Lookup Function allows for multiple searches within the same screen (F6 key, or click your
mouse on the Multi Lookup in the Action Menu).

You can search by Part Number, Current Inventory or Non-Inventory.

My Pt Kuambae h—l Iremercay | Ko ireverizry |
MR,
[Hoa [Pt [Oewcremorn  JOoded  JBe | LowPece]s
[T
[T
[
2 F LM DA B [
I I LM DHSC 5 Lk
2 LM DHSE 5 i
il FiLM DFSE 5~ S
M O b LM DS P A
3 IFil AL DASC 6™ S
R i
1.;% nm
Ut MAMLLAL B
SEDL ENSHE M
i b
Dressble Clich 04 Pyt Enter Dn The Pait Yieu Want To Seleet Semet | Dem |

For Current Inventory lookup in the Multi Lookup screen, click on the Current Inventory tab.
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Entering the Part Number will scroll to the nearest match.
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Selecting the Search button, opens the Search Field. Entering a partial description will return all
parts with that keywor(s) in the description. Use the Reset button to return the Current Inventory
screen to full display.
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The Non-Inventory Tab allows you to lookup non-inventory items by entering the item number.

11.6 Cancel Sale

Cancel Sale

A sale can be cancelled in two places, at the main POS Terminal, which will return the POS Terminal
screen to an empty screen allowing you to start the next sale, or from the Cash Out (Invoice Payment
Form).

Cancelling a Sale from the POS Terminal screen:
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Selecting No will return you to the screen with all information intact. Selecting Yes will return you to an
empty screen, ready for the next sale.
11.7 Print Price Quote
Print Price Quote
You can Print a Price Quote based on a pending sale in the POS Terminal at any time (F8 key, or
selecting Print Price Quote on the Action Menu).
Ewrld Price Gt
Waks  Far Me Dercriphios _Gb._ Price Fotandad  Din O Hand
MERC GrouEdl d mdFELLER a 20 [-F £
BEM LB WiLEEw 3Tam BEWOVER i T i A
Bwn Todal T
T acas 850
Tohal TS
You will be prompted to Preview or Not (this is an override from the Standard POS Terminal Cash
Out).
11.8 Invoice Notes

Invoice Notes

Invoice Notes can be added to any ticket by selecting Invoice Notes from the Action Menu, entering
your notations and clicking the Save button.
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11.9 Pick Lists
Pick Lists

Inserting a Pick List to a ticket is the same as the Quick POS. Select Pick Lists from the Action
Menu, then choose from the Saved Pick Lists or use the Import External Pick Lists option.
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11.10 Add Item to Order Pad
Add Item to Order Pad

Adding an item to your Purchase Order Pad is the same as in the old Quick POS. Highlight the item
to be ordered (status displays in the lower left hand corner of your screen) by using the up and down
cursor keys on your keyboard. Select Add Item to Order Pad, enter the quantity and any remarks and

click the Save button.
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11.11 Edit Item Information
Edit Item Information

You can edit information for an item on the POS Terminal. Highlight the item using the up and down
cursor keys on your keyboard, select Edit Item Information. Make any corrections and click the Save

button.
- .
Y Ao o - T i % o8
Cusemet [F3] CASH SdeTe [ 3 Due nam e
. £ AR P S - ——— Y | P Ha'% Autlan Meou
| 4 P05 nem Edit Fom ﬁlﬂl‘wﬂ i
rr= [ — Prce Bech Lisbup F&)
Pmie [T Brvvaniny Locku [FS)
Bercrgene  [MPELLER] bl Locmts [FE]
rtmho-wum - sl Comcel e 7]
7] Ory e — | Pt Prce Gucie [FE)
P . — o o o R | e
Tosi ] 1248 Pick Uiy
24 T e P
mhwb
oo | ot
vil o] o] w]mnfun] W] |
ek Ebpmier el e
.‘I-m 3 0 | amemn
.ln Bty ] e 2243 R

11.12 Edit/View Item Cost
Edit/View Item Cost

This is generally used for non-inventory items or XXX parts. Highlight the item using the up and down
cursor keys on your keyboard and select Edit/View Item Cost.

© 2012 ... Total Control Software Corporation



Point-Of-Sale Terminal 121

=23

* Tatal Cenrel Seftware - Point Of Sale Terminal
Chpors [P CASH SdeTiee [FT 3] Owe awiim T AdianMeny
Gabei Coe  [VTH Canh Dhornti Pt K5
I Tobomct Cuors Lisshags [F3)
e Prew Besi Lisskup F4)
Brvvmriany Lookoug P9
bl g [FE|
[imten Iogam Murvioas (1 P
—r Cacl
Pt Prce: Guscle: [P
Taiad] ~
R e T R LR | tocers
—____L_L_ Pk s
I - | Ak B T
& [veied Pl
Lot I £ e ot
| ol ¥
Lot e
vilwl a2 feefm] 4]
ik irfomaton:
- s O e 2l S

11.13 Canceling A Sale
Canceling A Sale

Canceling a sale from the POS Terminal screen will delete all items from the screen and allow you to
start over again.
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Canceling a sale from the Cash Out (F2) screen returns you to the Sale with all items still on screen.
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You will be prompted whether to continue to cancel the sale (returning you to a blank POS Terminal
screen) or by selecting No, leaving all items on screen (so that you can edit, add, delete individual

items and then Cash Out).
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12

Work/Repair Orders

Work Orders

Items and Codes Setup
Before you begin you should set up your base Service Codes (labor codes), Flat Rate Codes, Work
Order Status Codes, Technicians, and Vendors (parts distributors, warranty providers, and
sublet/contract labor). You can always add more as you begin adding new work orders. If a Service
Code, Status Code, Technician, and/or Vendor is not already set up it can be inserted while adding or
changing a work order (See, System Set Up)

Most of the general settings for work orders are found under the Main Menu, Service, as well as
various reports. Vendor records are located under Parts, special Work Order Disclaimers and
Work Order Terms can be set up from File, then Device Setup.

A Browse Active Work Orders
[0 Guick Find
By work Order Mo |E_I,I Customer Ma | Ey Tech |
Order Mo | Status | Dateln | Tech | Tupe| CustMo | Customner [ Urit]
10400 (M 2/058/02 WOR 5017219728 Brown, Yirginia TRIT
10399 [N 1/28/02 Wil IWT Srrith, Jahn
10333 M 118/02 WiR 501753068 Beal, Brian THRAI
102334 M 1043001 WOF 501753068 Beal Brian TRAI
10381 N 10/114M WOR 9331212 Copeland Jahnny FISH
10373 M 104034 WOR 9331212 Copeland Johnny FISH
10377 N 10034 WiR BEE2222 TRIT
10376 M 3/20/01 Wil IMT 123 Boat Sales LaR:
10373 N G/06/01 WOl B01721972% Brown Yirginia % TRIT
10369 HOLD B/29/01 WiOR 501436473 Daigle Earl Sprik
10361 M 4/25/01 Wil B01833342F Cazey Kim hen
10356 COMPLET 3/29/M WOl 98331212 Copeland Jahnny FISH
oz v ] o] | ]
iew Parts/Labor | Add New'wD || Change/EditwD | Voidwork Order |
AddPats | AddLaborltem | Fomat BrowseBox | Close | Help |

12.1 Adding a New Work/Repair Order

Adding a New Work Order:

From the Main Menu, select Service then select Active Work Orders. To add a new work order,
press the Add New WO button.
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A Browse Active Work Orders
[0 (uick Find
By ok Order Mo |B_I,I Custormer Mo | By Tech |
Order Ma | Status | Date In | Tech | TI,I|::E| Cust Mo | Customer | UﬂitlA
10400 [N 2A05/02 WIOR B01721972F Brown, Yirginia TRIT
10339 (M 1/28/02 Wil IWT Srith, John
10393 [N 1M18/02 WiOR 501753068% Beal, Brian TRAI
10384 N 104304 WiOR 501753088 Beal Brian TRAI
10381 M 104114 WOR 9331212 Copeland Johnny FISH
10373 [N 10/034M WOR 9331212 Copeland Jahnny FISH
10377 M 104034 WiR BEEZZ22 TRIT
10376 M 3/20/01 Wil IMT 123 Boat Sales LARS
10373 N BA0E/01 Wil BO1721972F Brown Yirginia % TRIT
10369 HOLD 5/29/01 WiOR 501436478 Daigle Earl Sprin
10361 [N 4/25/01 Wil B01833342F Caszey Kim Merc
10356 COMPLET 3/294M WOl 9331212 Copeland Johnny FISH
a2 r]m]n] o] | v
iew Parts/Labor | Add New w0 || Change/Edit W0 | Void Work Order |
Add Parts | £dd Labor ltem | Format BrowseBox | Close | Help |

To change or edit an existing work order, highlight the work order by using the mouse or Up or Down
arrow keys on the keyboard and press the Change/Edit button. To void an existing work order press
the Void Work Order button (A supervisor override is required to void an existing work order).

The Quick Find button filters the list searching for any field that contains the string you type in the
quick find box (see also Quick Search in Vendors and Customers). This includes partial matches.
For example, you need to find a unit and you only know the last 6 digits of the unit's serial number.
Key in the last 6 digits of the serial number and press the ENTER key. All units containing these
numbers anywhere in the records will appear. To return to the listing of all work orders press the
Reset button.

12.2 Selecting the Customer/Customer Owned Unit
Selecting the Customer/Customer Owned Unit

From the Browse the Active Work Orders screen, press the Add New WO button. The Adding a
New Work Order screen will appear.
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General [F3 Key) |F'ru:u|:u|ems (FE Key] |

Adding a New Work Order - 10364 Beal Brian

1304 West 41zt Street
Morth Little Bock AR
Phone 1: [501) 888-1324
Phone 2: [501]) 753-1234

Select Customer [F7] |

Drate Promized PO Hurmber

[~ Oweride Shop Supplies

Order Ho 10364 Dateln 540401 T_'r'F'E WIOR vI Chatys IM -
Tech [ Tawx Exempt

CUSTOMER =l UNIT INFORMATION -
Customer Ho: 7530688 Stock Ho:

Beal Brian 87 TRACKER 185

—

WIN No XTEST USED
Motor MERCURY

Lookup Unit (F8) |

Description | Arnount |

A

Remarks |

0.00

Price Adjustment

Erint ‘work, Order | Corvert Ta lnvoice |

Save |

Cancel

The Browse the Customer File will immediately display. Select the Customer for this new work

order.
24 Browse the CUSTOMER File |
[ Lk Find
By Mame |B_I,I Customer Mo |
CustMo | Hame | Phore | Address | City St Zip [+]
INT 123 Boat Salez
FralbEs Eeal Enan [RO7] HaE-1324 1304 Wiest d1st Stre Morth Little Rock AR 7200
B3E Beal Jeremy 1521 Chippewa Morth Little Rock AR 7211
BRR1212121 Brown John [R01] 833-3281 1304 wwest 41st Stre Maorth Little Rock AR 7212
BEEZ2222 Brown John Mew Orleans LA 72120
219725 Brovan Yirginia [FB7] 7219725 111 Viginia Bled.  Virginia Beach Wb 23456
9321111 Brown [Cash Deal] Ke (501159331111 100 Shady Valley D Jacksorvile AR 72076
E5343753  Brucken Fritz [BB5]) 2341212 3040 Maine 5t Morth Little FRock AR 3112
ﬁ.’-"EiEI I;-gs_e__l,_l P:iir!'n_ o 1234 Maine St Marth Little Rocl AR 7211
a4z <[] il s
Print &uctivity | Charge Activity | Select Ihzert | Change I Delete |
Prink Lizt Huem | | Fu:urjmat BrowseBox | Cloze | Help |

The list of Customer Owned Units will display, highlight the unit and press the Select button.
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24 Customer Owned Units x|
Gvick Find
ARLicMo | vR | MAKE | MODEL [ SERIAL
g7 TRACKER 183 KTEST U=ED
oo TRITCM 170SC TRASEWEHIFGE
95  MERCURY 40EPLT TE=TA485
g2  FISHER a7 FISHERG4:3293
[+ | ]
Inzert | Change | Delete | EEIEJ Close
Press Insert To Add & Mew Fecord

If this is an Internal Work Order and the dealership (INT) is selected as the customer (and you have
the F&I module installed), a complete list of all major units in Current Inventory will display. Select the
inventory unit.

12.3 Work Order Types
Work Order Type — Retail or Internal?
The Type field in your new Work Order uses the following:

WOR - Work Order Retail — Customer pay

WOI - Work Order Internal - requires a Stock Number input, Charges cost back to Unit.
WOW - Work Order Warranty - Warranty pay

WOP - Work Order Prep/Rigging - requires a Stock Number input, charges cost back to the
unit.

Selecting a Different Customer and/or Unit

If you selected the wrong customer or the wrong customer owned unit, once the Adding a New Work
Order screen is displayed, use the F7 (Select Customer button) to bring up your Customer file and
select a different customer. Use the F8 (Select Unit button) to bring up the list of Customer Owned
Units for the customer selected, highlight and select the correct unit.

Work Order Status

The default setting for all new work orders is IN. However, you may select any status that you have
entered into the system, except BILLED (this is reserved for work orders that have been converted to
invoice). See also, Work Order Status Codes.

Other General Information
You may enter a Purchase Order number for this customer's work order, a Date Promised, any
Special Remarks about this customer, unit, or work order.

If you want to Override Shop Supplies, check the Override Shop Supplies check box and at the
field prompt, enter the amount for shop supplies to be charged on this work order.

If this entire work order is to be Tax Exempt, check the Tax Exempt box.
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Price Adjustments can be entered (the amount entered will be subtracted from the total amount
owed on the work order.

After completing the General information (F5 key), use the mouse and click on the Problems (F6
key) tab.

Adding a New Work Order - 10364 Beal Brian
General (F& Key) Froblems (FE Key) |
Froblems
Parts ||_a|:||:|r |
Itern Mol Type [ Problerrs -
Lin| PART NO [ TOTAL \i|
hd
EIRE R R A 1 Y ahd
Insert | | | Inzert | |
Eriet ‘wéark, Order | Corvert Tao lhvoice | Save | Cancel |

IMPORTANT NOTE: You must have at least one
problem entered (you do not have to enter parts and/or

labor items at this point) in order to save your Active
Work Order.

There are three steps for this procedure:
e Setting out the Problems
e Adding Parts and Labor as the work progresses
e Converting the Work Order to an Invoice.

Work to be Performed (The Problem)

All work orders must have assigned to it at least one problem (work to be performed) before saving the
Active Work Order.

You can have multiples of problems (work to be performed) for any given work order. Enter each
Problem or work to be performed. To do this press the Insert button under the Problems list. Each
problem item is assigned a line/item number.

You can have any combination of problems (payment types). Each part and labor item is entered
against the problem and is charged by problem type. The default problem type is Retail, which is
paid by the customer. If the problem will be charged back to the dealership (sales department), select
Internal. If the problem is a warranty item, select Warranty, then select the Claims button. Select
the Claim from the list or press inset to add a new claim and then press select. All parts and labor will
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be charged back to the Claim information entered.

23 Update Records... |

Work Order Mo 00010364 Problem Mo 1 Tvpe: [Retail -]

Wwaranty Claim Mo | FadBy | Claims
Laower Uit Oil Change k '>
Corrections "
Lin| FART HO [DESCRIPTION [QUANITY [TOTAL |

1 80283741 2840 40 0T @12 5.00 16.00
1 8028654 1 LUBRICAMT @4 1.00 475
1 80286301 GREASE-1402 (34 1.00 B.70
Inzert | Charge | Delete
Lin] CODE [TECH [DESC [QTY  [RATE [TOTAL |
1 LaBOR TH Labar Charge 1.00 A5.00  B5.00
Irnzert | Change | Delete Clear Claim | Esternal Fick Liztz |
ok | cancel | Work Order Pick Lists |

You cannot combine different payment types within the same problem. If a customer brings in a unit
for an oil change (customer pay — retail), and also has warranty work to be performed (warranty
provider pay — warranty), you must assign each with a separate problem and set the type for each.
Inserting a New Problem

Select the Insert button (Alt + 1)

Select the Type (Retail, Internal or Warranty) for this problem. Enter a brief description of the work

to be performed. It is not required that you add any parts and/or labor items at this point. Select the
OK button, print the work order for the customer to sign.

Work Order Print Setup

|1 3: Copies To Print

W  Print Work Order Notes

[W  Prirt Blank Lines Far Tech

|3 El: Mumber of Lines

Ok

A

12.4 Updating or Changing an Active Work Order
Updating or Changing an Active Work Order

As parts and labor items are added, you can reprint this as often as needed. It is recommended that
two copies of the active work order be printed, one for the Service Manager's file and one for the
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12.5

technician to use as a working copy for adding parts, labor and other charges on the work in progress.

From Service, then Active Work Orders, highlight the work order and select the Change button.
Additional problems can be added, current problems can be edited or deleted.

NOTE: You cannot delete a problem from an Active Work Order before you remove all associated
parts and labor items from it first.

Adding Parts and/or Labor Items

Adding Parts and/or Labor Items

Once the work is in progress you can add or correct parts or labor items to the work order at any time
by pressing the Insert or Change buttons below the list you are working with. When finished entering
items, press the OK button to save your work. You will be returned to the problems list. You can

reprint the work order at any time.

You can also add or correct parts or labor items directly from the Problems list. Select the Parts or
the Labor tab, then press the Insert or Change buttons as needed..

Once the work order is finalized, Press the Convert to Invoice button. You will be asked if this is
what you want to do. Press the OK button to continue, or by pressing the Cancel button, you will be
returned to the Work Order Form.

Comvert Work Order To Invoice? ]

Mote:
& Preszzing OF Wil Corvvert Thiz Work, Order Tobn Invoice.
Frezzing Cancel Wil Beturm vou To the Work, Order Form.

Cancel

Invoice Payment Form

Inwvoice Grand Total 02 75

Warranty Paid

Internal Paid 0.0n

Amourt Received 9275

Paymert Method  [CASH =1

Balance Dus E 0.00

Save + Print [F2 Key] Cancel

After pressing OK, another form will be presented asking about payment information. (See also,
Invoices, for more information about taking a payment and the various payment methods.) Note:
The Invoice Payment Form for Work Orders shows notations for Warranty and Internal payment
amounts.
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After entering the cash received amount, press Save + Print. The invoice will print similar to the one
shown below:

Total Control Software
12010 Watson Road
M. Little Rock, %A 72120 .
(501) B33-3261 Invoice
7530658 Irwoice Mo 276
?éga;%ealt i1t Street Irvaice Date 5112101
est 415t Stree
North Little Rack, AR 72118 Work Order MNo 10364
Tax Permit Mo xx71-08958490 Date In 541011
Reg/Lic YREY Make TRACKER Model 185 Serial Mo XTEST USED
Engine MERCURY HP Serial Mo Trailer TRACKER
Problem Mo Problem Description
1 Lawer Unit Oil ChangeLower Unit Qi ChangeLower Unit Qil Change
Paid By Customer
Part Mo tdake Description Gty Price Each Total
S02569 1 MERLC GREASE-140Z @4 1.00 6.70 6.70
SO25E58 1 MERLC LUBRICANT i 1.00 475 475
S0253781 MERLC 25040 4CY QT 2 5.00 3.20 16.00
Parts Sub Total 27.45
Code Tech Description Rate Extended
LABOR ™ Lahor Charge 55.00
Laboar Sub Total A5.00
Invoice Summary Parts Total 27 45
Labar Total 55.00
Thank You For Your Business. Shop Supplies 4.85
Fayments due by 15th of the month StatedFed Tax 4.45
County/Prov Tax 0.687
Grand Total 9275
Amount Due By Customer 9275
FPaid CASH 9275
Balance Due 0.ao

You will be returned to the Work Order Form, Press the Save button and you are done.

After you have converted a Work order to an invoice, the work order will move off of the Active Work

Order list and can be found on the Billed Work Order List or in Sales, Invoices from the Main
Menu.
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13 Create and Print blank Work Orders

Create and Print blank Work Orders

If your dealership needs blank pre-printed work orders for checking in boats (these are especially
useful when the service manager or technician is doing a walk-around the boat with the customer),
you can now set up and print a blank work order with disclaimers and terms, a check in list, and room
for entering up to 5 different problems or jobs to be performed.

After entering the information for the customer and his/her unit, making your notations, getting the
customer's signature for your disclaimer and terms, a service clerk can use this form to do your data
entry into Total Control Software's system.

Be sure to save your signed work order as it is your copy with the customer's authorization and
agreement to your disclaimers and terms (See also, Parts, Service & Inventory manual for information
on how to use your own disclaimers and terms for work orders rather than using the default settings).

If you choose to use these blank forms you may wish to remove the disclaimers and terms information
from your system work orders (this will save printer time, ink, and paper, and will not print everytime
you have to reprint a work order). You can remove the disclaimers and terms information from your
work orders by selecting File from the main menu of the Parts, Service & Inventory module, then
selecting System Setup, Service and checking the box "Do Not Print Disclaimers on Work Orders"
and pressing the Save button to save your changes.

Next:
Set up the Check List Items

13.1 Set up the Check List Iltems

Set up the Check List Items

Check List Items can be any items (up to 10) you want to ensure that the service writer, manager or
technician asks your customer or checks on the unit you are doing the repair work.

To set up a list of items, from the Parts, Service & Inventory module main menu, select Service, then
select Check List Items:
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A Work Order Check-In Check List Items

ftem Description

Ak Ahout Winterization
Check for Loose kems
Check far Prior Damage

Get Crvner's Signature on Form

4] 4] 4] 2] v ] e M)

by

|

AL Add

I W;I;: Change I&Qelete |

i
j = Close |

From the main Check List Items screen, select Add to insert up to 10 items you want pre-printed on
your blank work orders. The items will automatically insert a blank line between each check list item.

These items will print in alpha-numeric order (i.e., 1, 2, 3, a, b, ¢). If you want these items to display
in a particular order, please either number each item in the order you wish them to print (i.e., 1. Ask
about Winterization; 2. Get Owner's Signature on Form, 3. Check for Loose Items).

iy
=
o

Ch
Ch

£\ Record Will Be Added

Item Descrption

[Get Dwner's Signature on Form

! Save I ¥ Cancel

2 Help |

] 4] 4] 2] v ] ]

|

3 pdd | £ change | &, Delste |

Enter your item description and select the Save button.

2
] miCloze |

After you have finished adding and saving your Check List Items you can now print your blank work

orders.

Next:
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13.2

13.3

Change the default settings
Print your blank work orders

Change the default settings
Change the default settings

If you choose to use these blank forms you may wish to remove the disclaimers and terms information
from your system work orders (this will save printer time, ink, and paper, and will not print everytime
you have to reprint a work order). You can remove the disclaimers and terms information from your
work orders by selecting File from the main menu of the Parts, Service & Inventory module, then
selecting System Setup, Service and checking the box "Do Not Print Disclaimers on Work Orders"
and pressing the Save button to save your changes.

Next:
Print your blank work orders

Print your blank work orders
Print your blank work orders

Once you have changed your default settings (if needed), and set up your Check List Items, you can
print one or more blank work order (you can photocopy these or just print them in batches as needed).

From the main menu, select Service, then select Print Blank Check In Form.
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Total Control Software Co
12010 Witatenn Rnad
MNarth Little Rodk, AR F2120-1594
(5017 833-3281
Tarm 1 Cluclalmar ©F “hiamantan
"TERM=:STRICTLY CASH UNLESS AR RANGEMENTS MADE. | THE OMLY WARRANTY APPLYING TO THE PARTS AND SEAVIGE FAOWIDED,
AS PERTHFE REPAIRORDER ARE THOSE WHIGH MAY BE 0FFERED BY THE
:Egﬁngﬁr::qw:ég EEQSE TJ;\E{ I:ﬂ:?;}i ﬁfgﬁ,iﬁumﬁ EESE DOHE MANUFASTURERS OF THE PARTS USED. TOTAL GO NTROL S0 FTWARE
; CORPORATION HERERY E<PRAESSLY [ FEC LAIE ALL WARRANTIES, ETHER
EMPLOYEES MeY ORERATEMATERCRAFT FOR FURPOSES OF E<PREZZ OR MPLIED, NCLUD NG ARY MPLIED WWARRANTIES OF
TESTING, INSPECTION OR DELWERY AT MY RISK. AN EXPRESS MERCHANTABILITY OR. FITHESS FOR A FPARTICULAR PURPOSE, AND TOTAL
MECHANICS LIEN Bs o5 KNOWILEDGED ON WATERCRAFT TO CONTRIL 0 FTWARE G0 PO RATION NETHER ASSUMES NOR AUTHOREES
SECURE THE &MO UNT OF REPAIRS THER ETO. w0 L NIILL HOT BE ANY OTHER PERSON TO ASSUME FOR IT ANY LIBILITY 4 CONMECTION IWITI
HELD RESPONSIALE FOR LOS5S0R DAMASE TO WRTERC RAFTOR THESALEOF PART= ANDK A SERWICE. THE C USTOMER. F= HOT ENTITLED
ARTICLES LEFT IN NSTERC RAFT IN CASEOF FIRE, THEFT T REGOWER FROMTOTAL S0 RTROL =0 FTUARE GO RRORATION AR
! - CONSEQUENTIAL DAMAGES, DAMASES TO PROPERTY, DAMAGES FOR
ACCIDENT QR ANYOTHER CAUSE BEYOUND YOUR CONTROL LOS= 0F USE, LOSS OF TME, LOSS OF PROFTE OR IMGOME O R ANY OTHER
X INC 1D ENTAL b AMAGES.
L meEr
rakE N \nkark Order No
rake Promized n=zuie ak
EenlE Coniac
Reg Mo R 1= | Madel Sz Ho
Ergire HP =zl Ho | Traller Sz Ho
Check-In Check List r Job 1 - Pay Type: Custamer s Internal # Prep-Rig # Wamantyr————————
r Job 2 - Pay Type: Custamer s Internal # Prep-Rig / Wamrmante————
r Job 3 - Pay Type: Custamer s Internal & Prep-Rig S Warantr————————
r Job & --—- Pay Type: Customer f Internal /¥ FPrep-Rig f Warrantp——
Remarks:

You will be prompted whether or not you wish to preview this form. Select No to send the form directly
to the printer (only one will print), or select Yes to preview the form and by selecting the Print Options
icon you can change the number of copies you wish to print or change to a different printer.
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14  Print Set-up Options for Printing Work Orders

Print Set-up Options for Printing Work Orders

Work Orders now print a complete listing of the unit including hull, motor, and trailer along with the
make, model, serial numbers of each item.

You can also set up the work order to print multiple copies, print from a Notes section that has been
added to all work orders, and print blank lines for your technicians to manually fill in information.

14.1 Adding Customer Notes to a Work Order
Adding Customer Notes to a Work Order

You can import Customer Notes to a Work Order from the Customer information file, edit these notes,
or enter notes to a work order. Notes entered on a work order do not transfer back over to the
customer information file (Customers/Notes), they are specific to the work order being added.

Changing Work Order - 10400 Brown Yirginia

General [F5 Fey] | Problems [FG Key] Motes [F7 Eey |
Thiz 1z a test of Mates to be added to a wark aorder far directions, ete.
tultiple lingz of type are available.
Line 2 -
Edit Hotes | Import Cust Maotes |
Print Wwork, Order | Coreeert Ta lhvoice | / Save I » Cancel I

After you have entered the General Information (selected the customer and his/her unit), entered your
Problems, select the Notes Tab (F7 key).

You can enter notes by select the Edit Notes button - make your entries and press the Tab key on
your keyboard to save the notes to this work order. Selecting the Import Cust Notes will bring in the
customer's notes record from his/her file. You can further edit these notes after the Customer Notes
Import. Press the Tab key on your keyboard to save the notes to this work order.
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If you want to import the notes from the customer's notes in his/her record, click the Import Cust Notes
button.

14.2 Print Set-up
Print Set-up

When you are ready to print your Active Work Order, selecting the Print Work Order button will bring
up a Print Set-up options box.

Work Order Print Setup

|1 El: Copies To Print

W  Prirt Wiork Order Notes

[w  Print Blank Lines For Tech

|3 El: Murmber of Lines

Select the number of copies to print, check whether you wish to print the work order notes entered for
this work order, whether you wish to print blank lines for technicians to make manual entries to this
work order, and how many blank lines you wish to include.

14.3 Print Setup Internal/Warranty WOs
Print Setup Internal/Warranty WOs

When you have converted an Internal or a Warranty Work Order to an Invoice you will be prompted to
print a customer and/or dealership copy of this invoice. The customer copy prints all items,
descriptions, corrections, but does not print individual dollar amounts. The dealership copy prints a
complete listing, including all dollar amounts.

After you have printed the customer copy you can then print the dealership copy or click done.
Reprinting an invoiced work order from Sales, Invoices will give you the same prompts.
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15 Work Order Deposits

Work Order Deposits

1. Set up a Non-Inventory Item (Parts, Non-Inventory Items) called Deposit (Description
Work Order Deposit), make sure to un-check the Taxable, check the Allow Discounts,
give the part no price or cost. (if you want to assign it a department, it should be
miscellaneous rather than parts).

2. To take a deposit:

a. Go to Quick POS, select Customer, find the customer and sell him/her Deposit,
Quantity 1, amount of the deposit he is giving you on the work order, Save the
Invoice, enter the payment method and close it out. You can print a copy for the store
and/or for the customer.

b. To record the deposit to the work order, open the work order, if there are multiple
problems, | would suggest Inserting a new problem, enter as the Job/Problem —
"Customer Deposit", reference the Invoice # and date if you wish.

c. Onthe parts part of the problem, select Insert, Enter the Part Number as "Deposit",
enter the quantity as a negative 1 (-1), enter the amount as a positive number (the
system will handle the credit), save your problem.

d. You may wish to attach the Quick POS copy of the Deposit to the Work Order for your
hard copy file.

3. When you close out the work order the amount the customer owes will be correct and you
will have accounted for the original deposit on your cash report for that day, as well as
accounting for the remaining amount the customer owes on the day the work order is
converted to an invoice.
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16 Internal Work Orders - Rigging Sheets

Internal Work Orders - Rigging Sheets

On Internal Work Orders for rigging on a new deal, you can now enter the customer's name. The
work order will still display as Internal (INT) on the Active and Billed Work Orders screen, but will
display the customer's hame instead of the dealership hame.

% Browse Active Work Orders H

|0 2 Tuick Find | Scan Parts |
By whork Order Mo |B_I,J Cuztomer Mo I By Tech I By Statuz Code I
Order Mo | Status Dateln | Tech Type| Cust Mo Cuigtomer Lnit |;|
134 IM 5422404 WO INT Internal 5 ale Mercury 150LPT
133/ I 5422404 WO INT Mation, Joh . | Broant 200 Mercury 150
131N 4/20/04 WwOR| 50183332871 Rollinz, Yal P3| Mercury 150int
1300 1M 4/20/04 WwWOR| 7035551211 Kovac, Andrew M. | Triton 1705C
127 11N 3/24/04 WwWOR| 501258216] Beal, Brian TRITOM 1705C MERCURY 150
12414 1/08/04 WO INT Crane, Charles Eirwant 200
123N 1110403 WwOR| 5635551211 Smith, Jane
1091 1M 372403 TN WwOR| 5012582161 Beal, Brian TRITOM 1705C MERCURY 150
1081 1M 3/24/03 WwOR| 5012582161 Beal, Brian TRITOM 1705C MERCURY 150
107 11N 3M9/03| TN WwOR| 5012582161 Beal, Brian
22703 5018333281 Folling, al | M
] ] 2] e ]| 1 _rd
View Parts/Labor | A pddNew  |[£2 Changs/Edt | @ veidwn |

Add Partg | Add Labar lkem | FormatﬁmwseBoxl E: Cloze | ? Help |

Note Work Order #133 above (Internal Work Order/Customer Name John Smith). Also, Note Work
Order #134 is also an Internal Work Order, however, it is for a unit in stock (customer name remains
as Internal Sale).

You will still select the dealership as the customer when adding a new internal work order, enter the
stock number for the unit the work is being performed. There are also two new fields on the General
Information screen for the Active Work Order to enter the customer's name. Enter the purchasing
customer's last and first names.

The printed work order will print the customer's name along with the unit information, etc. If no
customer information is entered under Last Name, First Name, the work order will still print with the
dealership's information in place of the customer's name.

This option does not appear on Retail work orders.
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17  Warranty Work Orders/Claims

Warranty Work Orders/Claims:

There are three steps to creating, maintaining, and tracking Warranty work for your units in stock and
for your customers' units that are brought in for warranty (manufacturer or extended) repairs:

1. You must have the companies that provide warranty coverage set up under your Vendors
database.

2. Any work orders for warranty work must have the claim and warranty company (vendor)
information that is associated with the work order entered and selected.

3. You need to be able to track warranty claims after the work orders are completed.

Please refer to other sections of this manual for more complete information on entering all vendors
and work orders. This section is specific to Warranty Claims and Warranty Work Orders.

17.1 Adding a New Work Order (Warranty)
Adding a New Work Order (Warranty):

You should have your Service Codes, Work Order Status Codes, and Technicians already set up.
Please refer to the manual sections on System Set Up for instructions. Also, refer to the manual
sections on Work Orders for general work order instructions.

Warranty Work Orders are created in the exact same manner as any other work order with the
exception of the set up of the Problem itself. You can have multiple warranty claims on a single work
order as long as each claim is separated as a unique problem. You can also have multiple pay types
(i.e., customer pay, internal and warranty) on the same work order, again, as long as each is
separated as a unique problem.

¢ From the Main Menu, select Service then select Active Work Orders
e To add a new work order, press the Add New WO button.
e Select the type of Work Order. The Type field uses the following:
WOR - Work Order Retail
WOI - Work Order Internal - requires a Stock Number input, Charges cost back to
Unit.
e Select the Customer either by looking up the customer from the Customer database or keying
in the customer number
e Pressing the Lookup Unit button will give you access to units assigned to the customer you
selected. Press the Select button and the unit information will be pulled into the work order
screen.
o After completing the General information, use the mouse and click on the Problems tab.

There are three steps for this procedure: Setting out the Problems, Adding Parts and
Labor as the work progresses, and Converting the Work Order to an Invoice.

17.2 Adding a Warranty Job/Problem and Claim Information
Adding a Warranty Problem and Claim Information:

Problems: Enter the problems or items to be worked on. To do this press the Insert button under
the Problems list. Each problem is assigned a unique problem line/item number.
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e Select Warranty from the drop-down box for Type.
e Press the Claims Button. A Browse Work Order Claims screen will display.

Enter the following information for this claim:
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17.3

e Claim authorization or pre-authorization date

e Warranty Company (or select the Warranty company from the drop-down list by clicking on
the down arrow)

e Claim Number

e Pre-Authorization Number

e Customer Deductible (if any)

e Any Remarks

e Enter the Unit Information for the warranty work (or use the Select Unit button)

Note: You must select a warranty company and enter either a Claim Number or Pre-
Authorization Number for the warranty information to record and bill correctly. If you do not
have a claim number or pre-authorization number you may enter "Pending” under either.

Select the OK button once the claim information is entered. You will return to the Browse the
Work Order Claims screen. Highlight the Claim and press the Select button.

Correcting or Changing Claim Information

Correcting or Changing Claim Information:

If you have previously entered a temporary or pending claim authorization number and must make
corrections to the claim information, YOU MUST FIRST CLEAR THE CLAIM INFORMATION FROM
THE PROBLEM AND RE-SELECT THE CORRECTED CLAIM.

If you will be using a temporary or pending claim authorization number until after the claim is
submitted to the warranty provider, you can enter the correct claim information while working in
Accounts Receivable, Warranty Claims (See

Highlight your Active Work Order, select Change. When the work order displays, select the Problems
tab, highlight the Warranty Problem, select Change, and press the Clear Claim button.

A Uppetate REcords... x|

‘Work Ordes Nc 00000042 Problem Mo 1 Tj.'pl: IEEIITEII"&' 'I
Wlananty Claim Mc [757 Paid By [1cicoy Ealerded Claims I
Shatber '_
Conestions |:
[Lif[F2AT NO [DESCRIFTION OLUAMITY [ TOTAL |
1 ‘I]IZI-EEIII‘I BLAN-0-GRAM S TARTER 1T 1.00] 36293

It | Change | Deiste |

[tdfCODE  [TECH  JDESC [aTr_[mate  [707]
1 LABOR_ SHOF  |LaboiCharoe 1 |~ 100 42004200
irset | Charge | Delete | ClearClam | Ewiemal Pick Lists |
O | Cancal | :? wfonk Dickan Fick Lists |

You will receive a warning message. Answer Yes.
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17.4

%]
A wiaming, Answeiing Tes Will Clea The Clam Foe This Line
! E Neen

=) Plagze Arsvwer By Pressing Button, Ve ar Mo

e | [
a3

The Problems, Corrections, Parts and labor items added to this line item will not be removed,
however, the claim information for this problem is removed from the problem.

i Upeiate Records.., |
hork Oider Me 00000042 Peoblem Na 1 Tipe [ofananty =]

‘wfanranty Clam M Paid ) — Clames |

Sharter '_

2 Browse Work Order Claims x|
WO NO [Claim No | Date [vendor [Name |
42 5678 C1F24nn 4  Mercury Extended YWarrar:
L] | =
Insert I Iml Delete | Select ﬂ Close |
nooooon4z

Select the Claims button. Highlight the existing claim, select Change, make your corrections to the
claim, select OK. At the Browse Work Order Claims, highlight the corrected claim and press the
Select button.

Make any further corrections notations, add any parts and/or labor items to this problem in your work
order and select the OK button to save the corrections to this warranty problem. At the Changing a
Work Order screen you can re-print the work order, save the work order to save your corrections and
return the work order to your Active Work Orders, or convert it to an invoice if it is ready to be billed out
to the customer/warranty company.

Adding Parts and/or Labor
Adding Parts and/or Labor:

Once the work is in progress you can add or correct parts or labor items to the work order at any time
by pressing the Insert or Change buttons below the list you are working with. When finished entering
items, press the OK button to save your work. You will be returned to the problems List.

You can also add or correct parts or labor items directly from the Problems list. Select the Parts or
the Labor tab, then press the Insert or Change buttons as needed..

Converting the Work Order to an Invoice: Once all work is completed on an active work order you
can convert it directly to an invoice. When ready, Press the Print Work Order button to print the work
order.
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17.5 Processing and Reviewing Warranty Claims

Processing and Reviewing Warranty Claims:

Warranty Claims can be printed for review at any time while a work order is in progress (See Work
Orders).

Once a Work Order is completed you will need to submit the claim and be able to track the date it was
submitted, and any payments or credits issued by the warranty company or manufacturer.

You will then be prompted whether or not you wish to preview the report. The Warranty Claim
Summary report is shown below:

e Total Contral Software W g
[ S ey Summany
M. Lirtle Rock. AR 72120

{500) H33-3261
Cumarar bo  BE43E42 [ L1500 sk (dir Ha EE]
Jessie Jones
123035 Frenchman ktin Rioad D Mo TR
Morh Litle Rock &R 72120 Mercury Exterded Waranly Co
Fag Wa YRIS  |ubss TRITON sl 17050 serial i EI0DE3E]
Egra  MERCURY HE 15D | Sarmd e MIED0DETEST e TRITOM
Foddp. My Fradsm Daporpdas
] Tesl problern
ek By Wannarily™ " Claiim Mo 272323 Ml cuny Bslended Wairanty Co
el Mo P Qaacrpdon Gty Frige Bach Togal
Do 4 000 MERC VDAL M55 ARSY 1o 13080 1. 340
DCr Z330 WESD CANBAL HSG ARSY 100 3904 B0 5504 H)
Farte Sub Togsl 520820
i Paris Tota 528820
Claim Summary
Chaim Mo Lakor Total oo
Mtercury Extandad Wamarty Co Claim Total 5 B3 54
123 Main Sirest
Arrytran AR 72110

Warranty Claims Summary reports can also be accessed directly from Accounts Receivable (A/R),
Warranty Claims.

After a warranty claim work order is completed, information about the claim can be reviewed and
payments recorded by selecting A/R (Accounts Receivable) from the Main Menu and then selecting

Warranty Claims.
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& Browee ‘Wananby Claims

[ o

By WO Number | iy Claim Mumber | By Vend |

" 20,199
845040 4/07/00
Kkl frrrrr 00| 4A01/T0| Mecuy Exdended| 3745 | 50/00
35| TESTWAR DLA A0 BASTD0 Mecuy Exended| 5500 | 7A5/00
M| TESTWAR ES01A00 WMemcuny Emtended| 333220
20112341234 ES15/00 Mercuy Extended|  B5E.28
411234 B15/00 41667
&2 | BT Meicuay Extandad|  42.00
48| 24400 Wercury Extended 0.00
i “Iil'l‘lll» l-ll 1 l'I'T
Dispsy [5L =] treet |[ Change | Dok |
& Fien Cism Summary | Print Claims Repast | Cose | Heb |

Claims can be reviewed and/or printed by selecting from the display box at the lower left side, All,
Unpaid, or Paid.

To record the date a warranty claim is submitted or to record a warranty claim payment, highlight the
claim and press the Change button.

t Changing a Wananty Recod kS
General |Clsim Problems |
Viendor Meicury Extended Waranty Co Dats:[6115/00
T‘Jﬂﬁhh‘? [ 4 Claim e [ 1747774 Preduth No: 12301238
Medet  [180SC | InSardcs Datef11/11/99 | SesalMo [TRZ24AFD %640
~ Claim T edale

Labor Hows |25 Shop Hate: [0.00 TotalLabor  [105.00
Tax 0.00 Total Partz: [575 28 Totat [e5E.28

— Claim Payment Inlcemation
Diste Subenilbed |5,'z:.-'c||:| Rematks |J. Feniche: LAHG BLATG AFDASE

Diate Paid: [ Amt Paid: [0.00 Balance: n.on

ok | cenes | ke |

Enter the Claim Payment Information at the bottom and press the OK button.

To review the claim information for an individual claim select the Claim Problems tab.

Motes | Genersl | LABOR | Parts |
Mates: IF et of W amanty Claim.
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Information can be reviewed by selecting any of the tabs for Notes, General, Labor or Parts. This is
for review only. Information or data cannot be changed from these screens. For information on
changing a Billed Work Order see the Supervisor Manual.

Warranty Claims Report can be printed by pressing the Print Claims Report button on the Browse
the Warranty Claims screen, selecting a date range for the report and selecting whether to print All
claims, Paid claims, or Unpaid claims. Warranty Claim Summary reports for individual warranty
claims can also be accessed from this screen by highlighting the claim and then selecting Print
Warranty Claim.
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18 Accounts Receivable

Accounts Receivable:

Customer Accounts:

Customer Accounts can be maintained through Accounts Receivable, tracking purchases, payments
and maintaining current balances for each customer.

Customer payments can be taken at any workstation, by any employee. Invoices placed on open
account, adding or changing an Accounts Receivable (Open Invoice), deleting a Customer Payment,
or voiding any Invoice, Customer Payment, Accounts Receivable (Open Invoice) cannot be performed
without a Supervisor Override.

From the Main Menu select A/R.

18.1 Accounts Receivable Report

Accounts Receivable Report

e After you have entered all the customers' beginning balances select A/R then Customer AR
Balance Report. You can also print an Open Invoice report directly from the Accounts
Receivable (Open Invoice) screen

e Type in a beginning date that will include all accounts receivable entries (i.e., 01/01/90), when the
prompt box for one customer only appears, press the No button and either preview the report or
send it directly to your printer.

o Check over your customers and their current balances, make any corrections to beginning
balances by selecting from A/R, Accounts Receivable (Open Invoice), highlighting the
customer's transaction, and select change. Make any adjustments and save it.

18.2 Customer Payments

Customer Payments

e After an invoice or beginning balance has been placed on open account for the customer
you can enter payments for that customer
e Select A/R and then Customer Payments, then Insert
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# Adding a Rpay Record

General |

Date: I'II:I.-"EEI.-"EIEI Type: IF'.-'E-.YMEN' *I
Cuszt Mo |1231 23 J

M ame | Ferricher Andrea

D ezcription: |Enter a dezcription if needed here

Arnount; I'IEE.EIEI FPaymode | CHECE. Check Mo ISEEIB

Zrior Payments

Pending
125.00

|

b ark:. | Llnmarkl 125.00

k. I Cancel | Help |

[l ad ol 2] v frelm]

e Enter the date the payment was received (if different from the default date)

e Select whether the type is a payment or a credit.

e Credits should be used for non-specific invoice payments, i.e., someone purchases a
gift certificate for another customer, or prepays against a future invoice—this type of
payment will display differently on reports

e Payments. Type in the customer's number or select him or her by pressing the
button to the right of the customer number, after the customer is selected, tab down
to display the customer's name.

e Enter any remark

e Enter the amount to be paid, payment method, and check number

e Highlight the invoice(s) the payment is to be applied against and press the Mark button,
then select OK.

o NOTE: If the customer is paying only a partial payment on his or her balance (for multiple
or single invoices) — mark the invoices from the oldest to the newest. The payment will
apply proportionately against the invoices, leaving amounts owing against the newest
invoices.

e You will be prompted whether you wish to preview the customer receipt or send it directly
to the printer.

e Customer payments cannot be deleted without a Supervisor Override.
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Total Control Software
12010 Watson Road
M. Little Rode, &R 72120
(A01) 823-3281
(G011 819-70417

Custorer Payment Receipt & Current Balance Report

123123 [rate 10720400
Andrea Fericher

1204 Wiest 41t 5t

MNorth Little Rock, Ar721138

Feceived On Account 125.00

Open Invoice Summany

[rate Irw M Irw Amound Frior Payments Late Fees  Amt Applied Balance
Q40400 20987 125.00 0.00 125.01 0.0a
Current Account Balan 000

e NOTE: You cannot reprint a customer receipt once it has been completed and saved.
However, you can print a customer's charge activity (with payments, credits, and charges)
at any time by selecting Customers, then highlighting the customer and pressing the
Charge Activity button.

Total Comtrol Software
12010 Watson Road
H. Little Rodk, AR 72120
(5011 833-3281
(5011819-7017

Custorner Charge Auctiwity

Account Mo 123123

Andrea Fericher
1304 Wiest 41t St
Morth Little Rock, Ar 72118

October20, 2000

[rate Crescription Amount
90100 CHARGE Inw Mo 99937 12500
1042000 Fayment- CHECHK -155.00
104200 CHARGE Inw No 151 53 8!
10420400 CHARGE Inw No 150 3210

Current Balance 50.95

18.3 Voiding or Changing Invoice in AR

Voiding or changing invoices placed on Open Account:

¢ Invoices cannot be Voided without a Supervisor Override.
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e If you have to void or change an invoice for a customer. when the original balance has
been placed on open account, through Sales, Invoices (historical record of all invoices
and billed work orders), the system will also remove the invoice from Accounts
Receivable, AS LONG AS NO PAYMENTS HAVE BEEN POSTED AGAINST THIS
INVOICE. If payments have been posted against this invoice you will not be able to void
the invoice. YOU MUST FIRST go to Accounts Receivable (Open Invoices) and delete
any payments applied against the open invoice first.

18.4 Credit Invoices in AR

Handling credit invoices (returned items) that have been placed on open
account:

e If a customer purchases an item on open account and then subsequently returns the item
and you create a return invoice (negative purchase):

e Select A/R from the Main Menu, then select Accounts Receivable (Open Invoices),
highlight the original purchase invoice and select change. Enter the amount of the return
under prior payments. Select OK

¢ Now highlight the second credit invoice for that customer and select change. Enter the
amount returned under prior payments as a negative amount. Select OK

e The invoices will still be retained for sales and inventory purposes.

Do Not Make Changes to the original invoice, especially the payment method,
i.e., adding a second payment method. If payment information is changed on the
original invoice that information will revert to the original invoice date and Cash
Reports for that day and the day that the change was made will not report correctly.
You can, however, correct the payment method if it was originally posted incorrectly.

If you only need to review the invoice, select Sales then Invoices. When the screen displays,
highlight the invoice and press the Printer icon in the upper right portion of the screen to reprint
the invoice.
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Processing and Reviewing Warranty Claims

Processing and Reviewing Warranty Claims:

Warranty Claims can be printed for review at any time while a work order is in progress (See Work
Orders).

Once a Work Order is completed you will need to submit the claim and be able to track the date it was
submitted, and any payments or credits issued by the warranty company or manufacturer.

You will then be prompted whether or not you wish to preview the report. The Warranty Claim
Summary report is shown below:

1OLE LOTI o1 S010LWEl e

1700 Niatenn Foad Warranty Summary
N. Little Rodk, AR 72120
(5017 8333281
axt By 2333281 e Iy F121/00 Wik Crder Mo 2
Wal Rollins
12010 Watson Road nEeCa34088
Marth Little Rock AR 72120 Mlercuny hdarine
feg o SOGISSS51 YR Q  [make Triton vodel 1T0SC Beral o 258941255
engire - MERC HE 50 |Sedal Mo S553E25MEGE Traile Standard
1 Test of Problems
Pt e Oy Prics Exch Tt
#2430 1.00 (1K) [): N
Parts Sub Total T
a ] Hrs Rinder Extancdad
01-110 11K 20 20
@1=-110 1100 I200 I200
Labor Sub Total G4.00
: Farts Total a7
Claim Sumrmary
Claim Ho CJ34955 Labar Tatal G400
hlercurny hdarine Claim Total 14377

Warranty Claims Summary reports can also be accessed directly from Accounts Receivable (A/R),
Warranty Claims.

After a warranty claim work order is completed, information about the claim can be reviewed and
payments recorded by selecting A/R (Accounts Receivable) from the Main Menu and then selecting

Warranty Claims.

© 2012 ... Total Control Software Corporation



Processing and Reviewing Warranty Claims 159

2% Browse Warranty Claims x|
[ 0
By w0 Mumber |B_I,I Claim Mumnber | By Wendor | Ey Other Fef Ma |
WO NO | Claim No/Ref Mo | Other Bef  Date [t Submitted Yendor [ Total]
| av 344 Herddad 952999 BA2200 ]| Mercury Extended Yae 55
261234 12345 12408400 kercun Marine A7
28| 3456 4567 1240600 MNappa 553
39 TEST WaR Test 'War B/01/00 bercure Extended Warrg 337
400 12341234 12341234 E/1500 Mercuny Extended Warrd G5
41| 789054 W 1/24/M kercun Extended wWarrg 73
41| 789567 E/15/00 bercurny Extended 'wWarrg  36E
42| 573 3345 1/24/M kercuny Extended Warrd 44t
LT Yaies 3/14/00 b ercuny Extended 'warrs 0.
10342 | #4345 w4 1/08/M bercurny Extended wWarrg  12(
10345 | 3456 457 2428/ Mercuny Marine 120
[CT N e S T I T | Ll
Digpay (UMPAID = I E gt | Chanhge | Delete |
&5 Print Claim Surnmary | Print Claims Feport | Close | Help |

Claims can be reviewed and/or printed by selecting from the display box at the lower left side, All,
Unpaid, or Paid.

To record the date a warranty claim is submitted or to record a warranty claim payment, highlight the
claim and press the Change button.

ﬁ Changing a Warranty Record ﬂ

General ||:Iaim Problems |

Vendar: Mercury Marine Drate: |12/06/00

Wiork Order Mo Claim Mao: Pre Auth Ma: |1234§

IIrit Information

todel: |K|TTY CAT In Service Date:| £/14/93 Serial Me: |9901172

Clairm Tatals
Labor Houwrs | 1.00 Shop Fate: |I:|_|:|I:| Total Labor:  |RR.00
Tax 0.00 T atal Parts: |2_25 Tatal: a7.25

Clairn Payrnett [nfarmatian

D ate Submitted Remarks |
D ate Paid: Apnt Paid: |IJ_EIEI B alance: 0.00

] | Cancel | Help | }

Enter the Claim Payment Information at the bottom and press the OK button.

If you have received a final Claim Number for this warranty claim you can use the Other Reference
Number (Pre-Auth No.) as you claim number. The claims can be sorted and viewed by this number.
To review the claim information for an individual claim select the Claim Problems tab.
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Information can be reviewed by selecting any of the tabs for Notes, General, Labor or Parts. This is
for review only. Information or data cannot be changed from these screens. For information on
changing a Billed Work Order see the Supervisor Manual.

Warranty Claims Report can be printed by pressing the Print Claims Report button on the Browse
the Warranty Claims screen, selecting a date range for the report and selecting whether to print All
claims, Paid claims, or Unpaid claims. Warranty Claim Summary reports for individual warranty
claims can also be accessed from this screen by highlighting the claim and then selecting Print
Warranty Claim.
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Customer Statements and Billing

Customer Statements and Billing:

e Late Fees/Finance Charges: If your dealership assesses finance charges on invoices
placed on open account you must set this up in your System Set Up. From the Main Menu,
select File, then select System Set Up. Then select the Other Information tab.

Enter the day of the month you want to use for calculating late fees (i.e., if you send
statements on the first day of each month, select 10 for the day of the month to begin
incurring late charges). If you do not charge late fees or finance charges leave this field
blank.

Enter the Late Fee Percent (based on a monthly basis, i.e., if the annual rate is 12% enter

1.0, if the annual rate is 18% enter 1.50). If you do not charge late fees or finance

charges, leave this field blank.

You can always correct, delete or enter late fees/finance charges for any customer(s).

e You should run the Customer AR Balance Report (see below) prior to making any
corrections.

e Select A/R, then Accounts Receivable (Open Invoices). Check the Show All
Transactions box. Highlight the open invoice, select the Change button. Under the
Late Fees at the bottom of the Open Invoice record for that customer, make your
corrections and select OK.

e Generating your Customer Statements:

From A/R on the Main Menu select Recalculate Customer Balances. A processing

records box will display briefly. Once you are returned to the Main Menu:

From A/R on the Main Menu select Balance Forward Billing.

e You will be prompted for a Starting Date for your billing cycle. NOTE: Any invoices
incurred or payments made prior to your start date will not itemize, they will be
included in the "Balance Forward" portion of the customer's statement. Type in the
starting date and select OK.

A Feport Doto Range |
Starting Date: 1101703
Ending Date: LH2i04

[T Print Current Details

% 0K

e At this point you may generate statements for all your customers.

e You will be prompted whether you wish to preview the statements. To preview the
statements select Yes. To send the statements directly to your printer, select No.
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Total Comtrol Software
12010 Watson Road
M. Litte Rod, AR 72120
(501 833-3281
(A011819-70417

Custormer Charge Awctiwvity

Account Mo 123123 October 20, 2000
Andrea Fericher

12304 Wiest 412t 5t

Marth Little Rodk, Ar 72118

[rate Crescription Amount
200400 CHARGE Inw No - 99987 2500
102000 Fayment- CHECK -155.00
102000 CHARGE Inv No 151 55.5¢
1052000 CHARGE Inv No 150 2.0

Current Balance G085

20.1 Printing Single Customer Statement
Print a Single Customer Statement

To print a single customer statement or review their activity, from the Main Menu, select Customers,
then select Customers again. Find and highlight your customer.

Selecting the Charge Activity button will prompt you for a date range, whether you wish to include
invoice details for this date range, and print a single customer statement.
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Total Control Software Corporation
12010 Wiatsan Road
Morth Little Rock, AR 72120-1594
(5017 833-3281
Custorner Charge Actiwvity Staterment
Charge Activity From 152103 thro 50209

Account Mo 7179424040 May 22, 2004
Charles Crane
2120 Bluff BI.
Holiday, FL 34691
[rate Crescription Amount
20604 Deposit CHECK 8997 Deposit -500.0¢
M504 Deposit CHECK 9000 Deposit -14,220 .80
2Ma04 CHARGE Inv Mo a5 14,720 .81
ol fems
SOl UNMTS Trhoe 17O 22060 1 1idom 1,Jnm
S04 TaX Saks Tai 1 &0 &0
SO TTAx TaAlkrsaks Ta 1 am s0m
J1sOf DER Payme vt Depos it 1 -30m -1nm
NSO DER Payme vt Depoe it 1 12050 -1 zZnsa
Current Balance 0.aa

You can also preview all of a customer's general activity by selecting the Print Activity button.

7179421040
Charles Crane

Invaices
Imw Mo
a5

AR ChargesiCredits

Lrate Inw Ho Twpe
235049 95 Charge

AR Payments
Crate

Customer Actiity Report
Feport [ ate52209

20604 Deposit
2504 Deposit

wig Ma Lrate FO Mo Inw Total On Acct
21504 14,720.50 14,720.50
Total Sales 14,720.50 1472050
Inv Amt On Acct Late Fees Frior Paid Balance
14, 720.560 14, 720.560 0.0o 14,720.60 0.00
14,720.50 0.0o 14.720.50 0.00
Lrescription Amount
500,00
14,220 50
Tatal Payments 14, 720.50

You can preview on screen a customer's current balance, a list of payments, charges, credits by

selecting the ACTIVITY button. Selecting an item from this list will also allow you to preview and/or

print that item.
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# Customer Charge Activity m

Crane

D ate D ezcription .&_L'nu:uunt Prior Paid Fun Bal
306404 |DEPOSIT -500.00 -500.00
31504 |lrvoice 95 1472050 1472050 14,220.50
3A15/04  |DEPOSIT -14,220.50 0.00

P

)44 o | 2] ] e wi]

Current Balance Q.00

20.2 Customer Activity and AR Reports

Customer Activity and A/R Reports and what they do:

e Charge Activity — from the Customers list — (Customer Charge Activity): This report
displays only invoices and payments that a customer has on open account. It does not
display invoices or returns that were not placed on open account, or credits/adjustments.

e Print Activity — from the Customers list — (Customer Activity Report): This report
displays only a listing of all invoices/work orders and an amount for that ticket. It does not
display any totals, credits or payments.

e Accounts Receivable (Open Invoices) — from the A/R - (Open Invoice Report): This
report should be used for reviewing and later making corrections to a customer's account, but
not for reporting an actual balance to send to the customer. It only displays invoices placed
on open account and any payments made directly against the invoice. It does not display
payments against the account balance total or other credits.

e Accounts Receivable — from the A/R — (Customer AR Balance Report): This report can
be printed for all customers with any open account activity for the time period selected as a
single report, or selected for a single customer only. The balance should match the balance
shown on the Customer Statement.

e Balance Forward Billing — from the A/R (Customer Statement): This is the customer
statement generator. Statements can be generated for a single customer or for all customers

e Whenever you are prompted "Would you like to Print One Customer Only", and you select
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Yes, the Customer list will display. Highlight that customer, and then press the Select
button. Do not press the Charge Activity or Print Activity buttons.
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Creating and Printing Reports

Creating and Printing Reports

Reports are displayed on the Main Menu or on screens throughout the program. Once you have
decided to print a report, select the report you wish to print.

Many of the reports have a date range that can be selected so that only the items within a certain time
period are displayed for printing. Whenever this option is available key in the dates you want the
report to print and continue with the print procedure.

Once you have selected a report to print a box will appear, Do You Wish to Preview This Report.
Selecting Yes will bring up a box similar to the one below:

Using the Report Preview

<. Repott Previes  [Brother HL-6& an VWWalane\brother]

B Wl o QI O o] ™G roesi— e

Cash Report
From 101598 thu BA1593

Report Date  B41550

Inw Mo W'o Mo Date Customes Parts Lahor Tax Parts Cost Labar Cost Toal Warardy Prafit

a3 54 anTes BOSEMAN JEREY TIEQ 100 00 000 SO EE 2400 18369 000 S0.03 '

You may view each page of the report by using the icons on the window heading. If you wish to print
the entire report simply press the printer icon to the right of the Pages to Print box. If you only want
to print selected pages, select the page number to be printed and then press the printer icon to the
left of the Pages to Print box that has a number superimposed on it

The printer where the report will print will display in the upper left portion of the Report Preview bar. To
change to a different printer, select the printer icon to the left of the number of copies.
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FrioeDa Do Prise  Bapassods L Bafz 1200
0 ] 100
[lals]
2
" 200 100
Lt A0 200
o LT L
TR 1w 100
as
000
19 BR7E S0 a0
=335
EL ] G am
w1 e 100
AT e s 1

Select the printer you wish to use by pressing the Down arrow to the right of the printer name. After
you have selected the printer press the OK button.

If you do not wish to print the report select the Red X on the right side of the Report Preview menu to
return to the program.

The following are examples of some of the reports available.

Invoices By Date Report
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Imvoices By Date Report
From S0MA3S thru SMS0S
Report Date 5515053

I Ho D=tz Type Customer Total Tax rand Tot Payment
== 0SS MIOR BAKER KEH 53202 0.oc Sd43.0c 10007
= =] S0 MIOR SADIN SCOTT 22713 o.oc =7 AT 2000
= =] S0 MI0R BONDE MIKE 14406 0.oc 15486 2000
= n ] B0 MIOR SMITH JERRY 25291 [WAN N 2938 2000
= nj] =limcti=-S oyl el SCATES BROOK 21423 [WAN N 4.2 1380
a0z =limcti=-S oyl el GRS JR T5.00 0.oc THOC =30
= 0] a0Eas MINR LAMB JACH 20.580 0.oc Q0480 CASH
Q04 S0EE WOR BARIOLA LY 100,00 o.oc 10000 CASH
ans 0SS MIOR BOHLKE JERRY 176323 0.oc 177822 2000
= 0 =] =him et ST a ]| MCCUIN TIM 100,00 0.0c 10000 1310
a7 S0 MI0R GARRETT CLARENCE =590 [WAN N ZEEC CAGH
an= =limchi=-S oyl el MCCUIN TIM 25222 0.oc 2E2.2: 1310
= 0= S0 MI0R LAakELAND MARINE MEUW 262 .27 [WAN N 28223 1310
Q10 =imcti=-S oyl ]] FOX LvLE E12.00 0.oc B12.00 1210
11 S0 MIOR ROBERTSON GORDOM 46,52 o.oc 4652 CASH
912 S04 WOR SMITH MIKE 452 .82 =080 S2zE 2000
913 0452 WIOR MCBRIDE ROBERT 257 65 o.oc 2578 1210
16 0523 RS CASFER 3ARY 544,00 2400 Sra0 CASH
Q14 S0EE= Mo | REESER BRI =238 [WAN N B2=E 1280
15 a0ares o | BASHOR JEFF 40.20 0.oc 4020 CAGSH
17 811533 RS CASH CUSTOMER 557 .24 =571 E24.0E 0008
Q12 11523 RS CASH CUSTOMER 2429 1.56 26,45 10006

Totalk 7 555.34 10207 T8

Parts & Labor Sales Report
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Parls and L abor Sales Repor!

From S04/88 thn 1508
Report [ate BA1502

LI Cuslamai Fat LAkt Ta:  Paris Cosl  Labor Cost Tolal Frofit
Retal Gaks
L] SUGGE PR Gy ) ] ] Ty ] S0 19159
Ll W M CUSTOMES = oo =T Fman om a0 E=TE
e AR OB CUSTOMER i ] ] fLF-] o] Mg 126
145820 [ T BT o 120650 aa)
ieinal Wok Qrden
i S SACATIED BflOG el 1500 [51] iy i e 1
=] T GHGE 8 i et am o Hm T i
EL WV ACCUM TR i 1000 oo 0o = 0000 T
] A WACCUIM TR o) 500 [ AT il 30 B AT
L] T 1770 S oo kg 1200 [ L
T el OEESR pREY 6o s ] [11= =] 6o [t =25 168
HE WO BSHOR JETT an o) nan W o ] 115
NEE 100 i 01 T Fre) 1 ik 27
Redsi ivos Ouden
a AV EWER CEH A5 7E0 0o WETT (1] 5108 12
] S Sl SCOTT a1l i (1] ) iy A L
] W 0N DS WIKE i 7E) oo RO e LA a0
i SV SRITH JERAY 091 17500 o (R ] 2 18]
=] S LB ARG [T i (4] il s i ]
Lo A BORELAGY oo oo L] non 1] "0 wm
W WESE  BOHWEEJERRY 141RZ 000 oo 52 20600 b Tl s
L I GORRLCTT CLARD aa) B [ g A ] 50
- MO LAELAMD AR g Fa i} o nr ] e 17
M SOV ROMERTROM GOF LT w [1=] L i EL =TI
L] A ST WD i i ) E] WP s X 1B
w13 MW WCRRIDE ROBES 12 FL o W0 114 b 13100
TE 1S L] LIRS ada Lai R Pk
Repoit Toksk cEtEaE g N Qi T LR I R
Cash Report
From BO1SBE thu 31593
Report Diate G556
Ime fo Wy Mo Date Customer Parts  Labor Tax Parts Cost Labor Cost Total ‘Warmnty  Proft
DISCOVER
@y O @M1EE CAGH CUGTOME BE7 2 ati ] = RR A0 Qo B24.08 [a1i ] AR
wE D OAVED CAGHCUBTOME 2466 0] 1,80 1120 o) AT o 130
L b oo @|maT = rl ] ooc [ i) oo 2 =1 r]
WIEAMC
Detailed Invoice By Date Report
From 80U fru 51598
Ciate e M Cust M Mairse
Fart Ma Casonphon ity Cost Fatail Extendad Tas
anian BT ATGHATS KENBAKER
1 S0RDER SR3-548 T 1 B8 @18 95 i Bl T
E I ) RECEFTRCLE TROINZMMAR 1 4.5 555 545 ¥
4 0164 PLUGTROLL 1 X2 AHOLEE 1 1.53 2114 214 T
5 LABOR SHOF LABDR 2 1463 5000 7500 T
e Tobals 53308 Chscourts 0a0 T 030 Total S308
0398 o=l T8 SCOTT SADIM
1 BF&H-M-10 ME SFARK PLILKES 3 4.0 1.1 G641 A
. dzgrsisalo AL 122554 00 1 id.00 13000 13100 T
1 0282 BChW CORNER CASTING F 36 166 537 b
4 LABOR SHOF LABOR [ 43 00 4111 18500 ¥
tem Totals ERIRE Drscounts 0o Tae a0 Tokal 327143
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Parts & Service Activity Report

From BONA2Y They 8558
Repor Dals M558

Ma Cinl Ma Cuslomar Mams Eluck Ma

JEELNE BATHO® EFF ETE
ey bl P Bra DiT LD
T Gk Frow L Frem Tt Frim L L T Ty

oo S coo [=2v ] [l==) [ e} ooo [iL=t] [:==) oo
i I ] =1 [:t.5) 5] 1] =T
020 =, oo om [=L==] o [1L==] L=k
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Sample Listing of Reports for Parts, Service & Inventory:
Sales Reports:
From the Main Menu select Sales:

Invoice By Date Report

Parts and Labor Sales Report

Cash Report

Detailed Invoice By Date Report

Parts/Service Accounting Report

Create and Print Account Report (for Accounting)
View Unposted Account Entries (for Accounting)
View Posted Account Entries (for Accounting)

Parts Reports:
From the Main Menu select Parts:
Stock Status Report
Superceded Stock Report
Parts Sold By Date Detail Report
Parts Sold By Month Count Report
Parts Sold By Department Report
Under Stock Report
Over Stock Report
Min/Max Stock Report
Parts On Order Report
Print Count Sheets
Print Part Labels
Purchase Order Item Report
End of Month Inventory Value

Service Related Reports:
From the Main Menu select Service:
Tech Productivity Report
Active Work Order Report
Billed Work Order Report
Work in Progress Detail Report
Voided Work Order Report
User Defined Labor Report (See User Defined Reports/Spreadsheets)

Other Reports:
A variety of other reports can be generated throughout the program wherever a menu item is
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displayed for printing. See Accounts Receivable for printing customer statements, and accounts
receivable reports. See User Defined Reports and Spreadsheets for creating your own custom reports
and spreadsheets.
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22  User Defined Report Designer

User Defined Report Designer

User defined reports and spreadsheets are available from Sales and Parts from the Main Menu and
allow you to custom design any number of reports and spreadsheets. From the Main Menu select
either Sales or Parts and then User Designed. The following is a step-by-step instruction for
creating and sorting a simple report or spreadsheet. Instructions for using the Query Wizard follow
these instructions.

Reports
If you are designing a report for Sales, a Select a Date Range box will display. Type in the date
range for the report and press the OK button..

Starting Date:
Ending Date: Ti2am9

A Custom Reports box will display.

Custom Reports K|
REI Dnﬁm Hew.. I
besst s Cony. . I

Moddy. I
Rename, |
Delete I
Close |
Columis Printesd

Iree Date, |rvoice Mo, Ful Mame, Pay Type, Tax, Inv Tol

St Oechee
Default sor ceder.

o New: Create a new report. At times the Copy command may be a better alternative.

e Copy: Copies the highlighted report and then asks for a new report name.

o Modify: Modifies the highlighted report's layout options.

e Rename: Changes the highlighted report's name.

o Delete: Deletes the highlighted report.

o Select: Selects the highlighted report for printing.

e Columns Printed: Display the list of columns selected for the highlighted report in the order to be
printed on the report.

e Sort Order: Displays the list of fields selected for the highlighted report's custom sort order.
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To Create a New Report

After selecting a date range for Sales reports and the Custom Report box is displayed select New.
At the prompt enter a report name.

Enbes & Mames for this Mew Report %

Report: |5 des Report

[Tok ] canca |

Defining the Report Column Layout:
This is the first of three steps when creating or modifying a report. This is where you select the
columns to appear in the report, the column order and which columns will be totaled or averaged.

Modily Feport Format [Sales Report)

Define the Report Column Layout
Sedect Irom the “Ayvalable® falds thote fiedds pou weth o pint in the teport. The
Fiehcs vl ber prinbed Froem bedt b right in you repart

Aovailable fiskds: Sheow these fiekds in this order:

[AamiPad AI Aodd > 'm
Chk Mo Irovcace Mo

Cass Lab Cost £-Remove | |Ful Hame

Cazz Lab Price _I Pay Type

Cuez Pants Cost Tam
Cus Paits Price Irew Tod
Cusz Sub Lab Cost
Cuzz Sub Lab Price
Cues Sub Parts Cost
Cust Sub Pars Price
Cuest Mo
Deductable

Grard Tot e | * I * F ’::Im

[
s

|[ Hew> ok | cance |

The list on the left side of the box are available fields (columns) and the list on the right side of the box
are those fields (columns) which you have selected for your report. The name of the field will become

the column heading in the report. Selected fields will print from left to right as they appear from top to
bottom on the right side of the box.

To add fields to the report:

e Highlight a field in the left list and press the Add -> button to move the filed from the
available field list to the selected field list.

e Double click any field in the available field list to move the field to the selected field list.
e Drag-and-drop any field from the available field list to the selected field list.

To remove field from the report:

e Highlight a field in the right list and press the <-Remove button to move the field from
the selected field list back to the available field list.

e Double-click any field in the selected field list to move the field back to the available field
list.

e Drag-and-drop any field from the selected field list back to the available field list.

To change the column layout:

o Selected fields will be printed from left to right as they appear from top to bottom in the
selected field list.

e To move a column up (or to the left in the report, highlight the field you wish to move
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and click the |é| button.
e To move a column down (or to the right in the report, highlight the field you wish to

move and click thel Tl button.

To add column totals or averages:

e The Average and Total checkboxes will normally be enabled if the highlighted column is
numeric.

e Highlight the Total checkbox to enable column totaling or the Average checkbox to
average all values in the column.

Press the Next button on the screen to continue.

Report Sort Order
Defining the sort order for your report is the next step in creating your user defined report.

Default Sort Order
This option uses a preset sort order and generally is sufficient for most reporting purposes. When this
option has been selected, however, group heading and footing options are not available.

Muodily Heport Format [5ales Hepot)

Select a Sort Order for the Report

o may sebect fioen & predalined sorl cider of eissbe & cuslom soit onder of your
owen Cushom soel otders should oy be uzed when acceszing a Brited amourt of
data or when defining the: sort order for & report oo other output.

(= Uz the Diefauk Sort Ord
" Selact a Predefined Soit Order (fastest)
" Diefine Yo Oven Cusbom Sort Ordar [zhowest]

« Back M 113 Cancel
| | | |

After pressing the Next button your will be prompted for any Query Options. For information on how
to use the Query Wizard, see below. For this report example and instructions, select Do Not Apply

a Query.
. Pleate Select a Query 0ption
(52 Selecta Pieviou Saved Quee |

(2] Creste o New Query |
(] Do Not Apply a Query |
L]

After selecting your query option, your custom report will be generated.
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Sales Report

Date: DatesTine 72683 7102305
Irrw Dl Iveice bC Full Mams Py Tyim Tax I Tot
BASEE 1  Cash Sals CASH k| SET 34
BATEE 2 Yol Roling CasH o000 4932
BR238E 3 Cash Sals CASH <032 58
TR3me 4 Cash Sale CasH 1508 26300
TREME 5 Johh Smith EXPR 982 prird
TR2EE 6 Josh Ferricher CasH o000 118.00
TR28E 7 Val Rolng CASH oon 14377
TG 8 Mapa CASH B26 111.20

Predefined Sort Order
This option provides a list of sort orders that have been pre-defined.

Modily Report Format [5 abes Repodt)

Select a Sort Order for the Report

“Yiou ey sedact from a predefined soit oder of creste a cuslom sor coded of your
owr Custom soit orders should one be used when accessing a lmbed amount of
ot o when defirang the sort order for a report or other oulpul.

© Use the Diefoukl Sort Ordes
(¥ Select a Predafned Sort O [iastest]
" Define Your Own Custom Soot Order [zowest]

Select the sort order (example by Payment Method). Press the Next button.

Group Heading and Footing Options
After selecting the sort order for your Predefined Sort Order you can control how you want your
report to group together items.

Modify Report Formal [Salez Report]

Group Heading and Footing Options

v'ou may choose bo create breaks on the st and second levels of the
seleched sol oeder, Group are commonly used for displayang subtotals and

Harting & new pags o sach group.
EwstBveak Level —— [Second Bresk Levet
Pay Type
¥ Group Identifier in Headng [T Geoup Identiies in Headrg
™ oo Identihier in Factng I Gecup ldankhies i Focting
F* Group Totals T Group Totals
[T Mew Page After Gioup [T Hew Page Altes Giroup

ok | Conca |

When selecting a Predefined Sort Order you can select group breaks for your report. When selecting
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a Custom Sort Order you can select up to two group breaks for your report (see below for Custom Sort
Order instructions).

A group break occurs each time the breaking field's value changes. This enables the report to
subdivide itself into sections (with subtotals and/or to start a new page) as the report pertains to a
specific group.

Group Break Levels
e Group Ildentifier in Heading: When enabled, this option creates a group heading break
and prints the value of the group field in the group heading.
e Group ldentifier in Footing: When enabled, this option creates a group footing break
and prints the value of the group field in the group footing.
e Group Totals: When enabled, this option creates a group footing break and prints the
totals (or averages) for those fields where you have selected totaling (or averaging).

o New Page After Group: When enabled, this option forces a hew page after the group
break.

Suppress Report Detail Rows

Selecting this option prevents report detail rows from printing (thereby printing group footings and/or
headings only). This feature is useful for producing summary level reports.

As shown in the picture above, the sort setting is now set for Payment Method (Pay Type). By
selecting Group Identifier in Heading and Group Totals and then pressing the Next button the
following report will be generated.

“~Sales Report

Dt DasbefMimed T30S 51110038

rve Dol Irpwoace e Full HMeme Py Type Tax rrv Tot
CASH
B S 1 Cash Sabe CASH = | 58T
TIr2ras E  Mapa CASH E.25 1M
el 7 el Riolins CASH 0.00 14357
TIE2aE E Jash Ferricher CASH 0.00 118,00
BATEE 2 al Rolins CASH 0.00 498
THIREE 4 Cash Sabe CASH 1508 263,00
EI23/0C 3 Cash Sabs CASH 03z =505
ExPR
THERE & John Smith EXPR 962 ek

Custom Sort Order

The Custom Sort Order option allows you to display the report in any desired order. When this option
is selected the sort designed allows you to create up to three sort levels. Each level may be
ascending or descending and the entire sort may be case sensitive or insensitive.

After selecting the Define Your Own Custom Sort Order checkbox from the Select a Sort Order
screen, the following Sort Designer box will display:
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St Dezignen
Sout View b
— e
" Descanding Cancel

Then by Clear A |
[rore] =] el

19

fror | Ak

¥ lgrione Distinction Between Upper and Lower Case

Select the Sort View by, for up to three levels, choosing from the available fields in the drop down
box.

Then select each sort for Ascending or Descending. When viewing alphabetic data, Ascending will
start with A and end with Z and Descending would start with Z and end with A. When viewing
numeric data, Ascending will start with 1 and progressively move higher, while Descending would start
with the highest value and progressively move toward 1.

Checking the Ignore Distinction Between Upper and Lower Case will sort both upper and lower
case letters in the same manner.

Proceed with creating your report as explained in Predefined Sort Order instructions above to
complete your report.
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User Defined Spreadsheet Designer

Spreadsheets
The procedures for creating and sorting a user designed custom spreadsheet are the same as for
creating a report.

Exporting And Saving your Spreadsheet
After creating and saving your spreadsheet, or selecting an existing spreadsheet format, and setting
any queries, you will be prompted for a destination and application option.

Microsoft Excel
You can save your spreadsheet in Microsoft Excel format for use in Microsoft Excel. Select the Excel
software version you have installed.

Select a Spreadsheet Destination Option

™ Echt or View the Results

" HTML Docurment [wfeb/Intemel]
" ASCI Expoet [Tab Delerithed)
[ Launch the Associsted Apphcation

Drestination Fllename

[ ioxﬂ

o] _cwea |

Select the format, then select the Browse button to set a location where you wish to save your file.

How ould you like to save the file?

Fils name: Foldess:
[ exhany dhacuments

- B et a
= My Documents
CoEa
(£ C&S klobde Home 5
(. HcM'}h
£ My Fictures =

i

=l
Save fle 2 by Direvers:

[Sprestitmets s =] | @ 2] Hetork. |

Saving the file into the My Document directory on your local computer makes the file easier
to find at a later time. Enter a name and the file extension for your new spreadsheet in the
File Name box, change drives if necessary by selecting the down arrow to the right of the
Drives field, then the folder where you wish to save the file. Select the OK button. YOU MUST
GIVE THE FILE NAME THE XLS EXTENSION or Excel cannot find the file.
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Select a Spreadsheet Destination Option

™ Edit oo Yiew tha Rests

™ Excel 4 Speeadshast

% Excel 5 or 7 Spreadiheet

™ HTML Document fweb/ntamet]
(™ ASCI Expest [T sb Diseratted)

I Launch the Associsted Apphcation

Drestination Flerams
[y documents\myspreadshest gz [ Browss |

mq}_| Carcel |

If you want to open the program where you will be saving the file check the box Launch the
Associated Application. Your screen will return to the main F&I screen, the application program will
be minimized at the bottom of your computer screen.

Saving Your Excel Spreadsheet for Use With Microsoft Works

If you do not have Microsoft Excel, but have Microsoft Works, you can save you spreadsheet in Excel
format and import it into your Works program.

You must have Microsoft Works 5.0 or later to do this.

After saving your spreadsheet in Excel format:
e Open the Works Spreadsheet
e Onthe menu bar, click File then Open and select an Excel file (.xIs) that you want to open.
Functions and formats created in Excel are converted to Works functions and formats. All
data is retained, but objects such as charts are not.

If you have an earlier version of Works (4.x) you can obtain a special filter from Microsoft.
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24  Query Wizard

Query Wizard

The Query Wizard allows you to customize access to your dealership's data from various browse box
screens and reports throughout the program. Wherever a Query button is displayed in a screen or a
prompt for using a query when you generate a report is displayed these instructions will apply.

A query a question you ask your computer program (i.e., to only find data about customers who have
made a purchase within the past 6 months; or only find and print a report about customers who have
an outstanding balance, etc.).

Each query may consist of one or more questions, logically connected with an AND or an OR logical
operator. In order to complete your query the Query Wizard must collect three components of
information: Field, Operator and Value.

Whenever a Query button has been activated (these buttons are directly displayed in certain screens
in the system), information will remain activated (displayed) according to the query selected. Pressing
the Reset button will inactivate the chosen query.

Query Options
When beginning a query procedure you will be prompted whether you wish to select an already
existing query, create a new query, or not apply a query at all. Select the option you wish to use.

Query Dptions E
Please Select a Query Option
% ket  Prerviowsly Saved Quond I

{<] Create aNew Query |

{E) Do Mot Appy & Duery |

Creating or Modifying a Query

Field Selection

The Field is information contained within the database and is the "subject" of the question. A few
examples of fields would be Customer Name, Account Balance, or Zip Code.
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[Mew Querny)

Query Wizard
Field Selection
Select & hield rom the kst below,

|F'ﬂ‘h'bﬂEval.l-H.ﬂ a.|

Cist

Dept
[azcaphion

I Discount

Make:

Manual | CERE et > Cancel I

To select the field, simply highlight it and press the Next button.

Operation Selection

The Operator is the comparison to be made between the Field you have selected and the Value you
will select in the next step. Operator selections for numbers are limited when compared to operator
selections for text.

Hew Queiy)

Query Wizard
Operation Selection

Select a query operation lo pefoem on the selected held
Bin
Dpetah

13 HOT Equal Te
1z Greabesr Than
Iz Less Than
Iz Greabesr Then oo Equal To
Iz Less Than o Equal To
Begn: wWith

Corlairs

Dioes HOT Bagan With
Dioes HOT Conkan

Manual | <Back | Neu> Cencel |

Common Operators (numeric and text)

e Equal To: The field and the value must have the same value.
e Greater Than: The field must be greater than the value.

e Less Than: The field must be less than the value.

Text Operators
e Begins With: The field must begin with the value.
e Contains: The field must contain the value at any position within the text.

To select an operator, simply highlight the desired operator and press the Next button.

Value Entry
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This is the last step in creating your query. The value will be compared to the field in your database.

Query Wizard
Value Entry

Erber o wabhuse lo comphebe pour erpoession.
+ Corstant Yalue © fnother Fisld | Egpiassion
Bin |+ Eual Tex

e

™ Compare Using Cave Senstive Mabching

fanual | < Back I et » I Cancel I

The Field you previously selected plus the Operator you selected will display. Type in what you wish
to query, i.e., Bin (field) Is Equal To (operator) A-1 (value) (this will generate a report of all parts
located in Bin A-1).

Value Options

e Constant Value: This option allows you to type the value directly into the query. This is the
default option and is normally used with most queries.

e Another Field: This option is used for comparing two existing database elements. If you select
this option a second list of all available fields will display identical to the list for your first Field
selection. Select the second field and its value will be compared to the first field you selected.

e Expression: This is an advanced option requiring a general knowledge of computer language.

After selecting your value option press the Next button.

Query Review
The query review allows you to modify, add, or delete your existing query.

[Mew Query)

Query Wizard

A condiion:s by pressing the AND of OR butlons.
Press Change or Delets 1o modily & condition.
Cumerd

A i
AND | _OR | Chenge | Delate |

Wanual Einish Cancel I

To create a query with more than one question within the same query (compound query), press the
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AND or the OR button. You will be guided back to step one of the Query Wizard. Upon completing
the three steps, a new sentence will appear in the review list.

When formulating a compound query, please be sure that you do not mix an AND with an OR, use all
ANDs or all Ors, but never an AND and OR together in the same query.

When the query is complete, press the Finish button to apply the query.

You will be prompted whether to save the query. Press the Yes button and you will then be prompted
for a description (name) for your new query.

Save Query

:\?) ‘Would you ke to zave thiz query?

| oot

Adding a Mew Query E

Ouaiy Deseiiption: I

Erter a descrption for the new querny., IT, Cancel |
=

Selecting a Saved Query

All saved queries with the same classification throughout the system are displayed in this box in
alphabetic order. To select a previously saved query, from the Query Options box, press the Select
a Previously Saved Query. From the Saved Queries screen, highlight the specific description, then
press the button for the action you wish to perform.

Saved Queriss E

7

Tesl of Queny Wizasd

e Select: This button selects the highlighted query for use with the current report or screen you are
using.

e Insert: This button allows the creation of a new query.

e Change: This button selects the highlighted query for modification. Upon completion of the
modification, the query may be saved with a new description, creating a modified copy of the
selected query, or you can overwrite the existing query.

o Delete: This button will permanently delete the currently highlighted query.
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Price Book & Utilities Program

Price Book and Utilities Program

The following are instructions for the Price Book and Utilities Program. Please read these instructions
completely before beginning your price book updates. A sample listing of available Parts Books is
included below.

Parts Price Import Utility Program:

Before using the Price Book and Utilities Program you MUST shut down all other computers on the
network. From the Server on your network (see also below), after doing so, go to Start/Programs/Total
Control Software/Price Book and Utilities. The following screen will display:

Program ‘Wamning Mezssage
WARNING I1im

Before Aunning This Program - Make sure all other users are
oul of any Tolal Contiol Soltwaie Programs.

*'J.!B Undess pou need to access price hles stored on one of the
other computers on the netwomk, it iz best for them o be
turned off while running this program.

Thank You.

After checking your workstations, click OK. The following Main Menu will appear:

.'ﬁ. Total Contral Software - Pailz Price Impodt Uity Program !E' E

File  Mereury OMC ‘Yamaha  DiherVendars  Uliies

If your system has a dedicated server (accessed from a workstation), be sure that the Data Path is
correctly set. From that workstation, select File on the Main Menu, then Set Data Path, at the prompt
box make sure that the drive letter for your server is correct (i.e., f:\winboat).
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File Maicuy OMC ‘Yamshs  Ofhe Vendore  Diile:

Data Path |CAWINBOAT
Lok |

Directosies:

o winboat

e =
) winbiat

i =

Dy s:
|Q|.:.'
=

) e

S I Wipa-seiveric

[— k4 -
I |

Simply go to On-Line Updates at the top of the screen, then select Price File Updates. A list of all
vendors you have set up in TCS will display with two date fields: Last and Current. These are the
price file dates based on the last file you updated and the current file that TCS has available. If the
two dates do not match, highlight the price file you wish to update, click on the Update at the bottom
and let the file load and install.

For Land N Sea please go to www.tcsoft.com/update/update.htm and follow the instructions for Land
N Sea. These price files are dealer specific.
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Set Price Levels

193

Note: These levels should be set prior to importing parts into the price books.

This utility allows you set up your own custom retail pricing for each vendor. If you don't use custom
pricing, all prices will be MSRP. To set up custom pricing select open the TCS Price Book and Utilities
program. Go to Utilities then Price Book Utilities from the Main Menu and then select Apply

Markup to Parts

The following screen will appear:

3| Browse the Markup File

mE N

Maikup Factors Used
Up Erom List
Mulply By Rate

To Margin
Lewvel 1 10,00 1.250
Level 2 20,00 1150
Level 3 3000 1.080
Lewvel 4 0.00 Qoon
Level 5 0.00 Qoon
Level B 0.00 nono
Level 7 0.00 nono
Level B 0.00 oo
Level 8 0,00 Qooo
Level 10 0.00 nono
i aom = L

o | [ ] e |

Capy Recard|

Chse |

Hep |

Since this process is done by make, you can set up custom pricing for select vendors at different

levels or types of mark ups.

When setting up a new vendor press Insert:

3| Changing a Markup Hecord L.

[/ Check To Mask Lip Froen DEM List
¥ Check To Mutiply Cost/List By Factor

Lizing “WharkUp From 084
List” will apply the mark up

the: list proe.dn example

cosld b F150 ° 108 =

1. T21F wou use the
Feuhtipdy Fomul te st
WO markup, make sure
o e 10, where XE b
|Ee % you desice o mark
up the tem from kstkos

Amount Factar
1 wom [ 10
E ETT IR
3 | BN D
a | o0 | oom
5 | 000 [ 00m
& | 000 [ 0000
7o 000 [ 00m
g | oo [ oom
3 000 [ oo
10 | oo [ oom
A | 000 Maeimum = List
ok | cCanes | Hep |
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Key in the Part Make Code for that vendor.

If Check to Mark Up From OEM List is checked, markups will be applied to the list price, otherwise,
the markup will be applied to the item cost. If you choose to mark up from cost and the MSRP is
greater than the markup formula you set, the MSRP will be used as the list price of that part.

If you check Multiply Cost/List by Factor the formula will multiply the cost or list of the item by the
factor you supplied for the price level. You may use up to ten (10) price ranges. The example above
takes all parts with a suggested list of $0.00 to $10.00 and multiplies the suggested list by 1.25; parts
between 10 and 20 will be multiplied by 1.15; between 20 and 30 will be multiplied by 1.05; List above
30 will be at list.

When using division as a formula, the factor is set by using the decimal .80 an example would be a
part that costs/lists for $8.50/.80 would have a list of $10.63.

The first time that you set a markup to a part make, use the Select button at the bottom of the screen
to apply the markups to your price file. After setting your price levels, they will be applied each time
you import prices into your system from the price books.

Rebuild Key File and File Repair Utility:
The Rebuild Key Files and File Repair Utility on the Utilities menu should only be run when
instructed to do so by Total Control Software Technical Support.
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Wet/Dry Storage System

Wet/Dry Storage Module:

If your dealership has included the Wet/Dry Storage System in its software package, you will need to
set up the Storage Locations, Units, Unit Types, and assign customers to the storage units. The
Parts & Service module is an integral part of the Wet/Dry Storage. You will need to set up certain
items in the Parts & Service prior to using the Wet/Dry Storage.

You must first set up your tax rates, departments and non-inventory items in the Parts & Service.

Mapping a Drive and Creating a Shortcut:

e Ashortcut icon for the Storage Module will need to be created on each workstation that will be
accessing the module. If you already have Parts & Service installed on the workstation, you will
not need to map a drive, just create the shortcut.

e Mapping adrive to the server:

From the workstation, with the server on, but all programs closed:

Double-click on My Computer

Select Tools from the menu

Select Map Network Drive

At the Map Network Drive Wizard, select the Browse button to the right of the Path

The Entire Network option should be open, with Microsoft Windows Network open below that.
The workgroup name should show (i.e., Workgroup).

Double-click on the workgroup name. Available shared computers should display.
Double-click on the server computer's name.

Click once once on the shared directory (i.e., the c: folder or winboat folder). The OK button
should now be available for selection. Click on the OK button

The customer should decide on a mapping drive letter and use the same one for every
workstation on the system (i.e., F:/), the next available drive letter will automatically display. If
a different mapped drive letter is to be used, click the down arrow and use the cursor keys to
go up or down to the mapped drive letter to be used. If the drive letter is already in use a path
name will display. Select a different drive letter.

The path will display below the drive letter (i.e., \Server\c — which is the name of the computer
and the drive to be mapped — or \Server\c:\winboat — which is the name of the computer, the
drive, and the directory to be mapped)

Make sure that Reconnect at Log-on is checked and click the OK button.

Close out of Network Neighborhood

To check and make sure that the network connection worked, double-click on My Computer,
the newly mapped drive should be showing as an icon of a computer hard drive with (C on
Server (F:\) displayed below.

e Create Your Shortcut:

Right-click the mouse anywhere on the desktop, then left-click on NEW, then left-click on
SHORTCUT

At the Command line, select the BROWSE button, at the LOOK-IN prompt click the down
arrow, find the drive where the Winboat directory is located..

Find the file named TCSSTORE.EXE (or TCSSTORE if the computer is not set to display file
extensions). The icon picture will be the red, yellow and blue one of the sailboat. Click on the
icon, the file will display in the OPEN box below, the files of type will be set for PROGRAMS,
select OPEN

The Create Shortcut box, Command Line should now display as the drive letter, and the file
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name (i.e., CAWINBOAT\TCSSTORE.EXE). Click the NEXT button at the bottom.
e The next box allows you to type in a name for the shortcut, have the customer type in TCS
Wet/Dry Storage in the prompt box, then select the FINISH button at the bottom.

e There should now be an icon on the desktop.

27.1 Set Your Tax Rates
Set Your Base Tax Rate for Storage Units:
e Even if your sales tax rate for storage is the same as your regular sales tax rate, you still must set
the rate in your System Setup.
e From the Main Parts, Service & Inventory module, select File, then System Setup. On the
General Information tab, enter the Storage Tax Rate. Then select Save.
*+ System Setup Form _ O] x|
Gieneral |FI SEttingsl Partz Dept | Service Dept | Other Info | IJzer Fields | .-’-'-.u:u:u:uuntingl
Dealer DEMO SOFTWARE
Address [ 12010 W atson Road
City State Zip [N, Little Fock, AR 72120
Phone |[501) 8333221 Phane 2 |[501) 5551212
State Baze Tax Rate 0.05000 Break Point I pper I
County/Prow Tax Fate I 0.01000  Max County [ 50,00
City T I Mazx City T ax I
Starage T ax B '
Invoice Re )
Billing Remark: B : =T hank *voul
Logo Image File | J
Additional lnvoice Remarks |
Additional ‘Work Order Bemarkz |
& Save » LCancel % Help
o If you have multiple storage items (i.e., Storage, Docks, Slips) they may have a different tax rate
depending on your state regulations. Each of these additional items will be set up in your Non-
Inventory Items and a special tax rate can be set there.
Next:
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27.2 Create Your Department

Enter topic text here.

#+ Parts Department Sales Codes x|
Code | Description Inw GL Acct | Sales GL Acd COG GL Acct

P Partz Department 12010 42010 52010

STOR  |Storage k 42010

[+ | i

S Add ||5F";:gnange| €, Dekete | <5 Print | copy | [+ close |
# Record Will Be Changed |
General | k
Dept Sales Code Im_
Description | Storage

—Retal—— Retal RO |nternal Prep/Rigaging—— " aranty

|rventany GL Acct I J
SalesGLAcct |[d2010  .||[@20t0 o |[ezoo ) \[EEme ||z L

COG GLAcet | | |l i -] -

[~ Mon Taxable

M ote:

If ltemz Sold Are Removed From Inventory, You kust Fill In The Inventor Account And All OF The Other Accounts.
[f The Item Sold 1= & Mon-lnventary ke, Complete The Sales Line Only.

o Save I »  Cancel
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27.3 Additional Storage Iltems

Adding a Second Type of Storage Fee to the System:
e Sometimes it may be necessary to have two different types of storage fees, with different tax
rates, i.e., Storage which is taxed at a rate of 5%, and Dockage which is a non-taxed item.
You will need to set up the second (or more) types of fees as a non-inventory part.

o From the Parts, Service & Inventory module of your software, select Parts, then select Non-
Stock Parts, then Insert.

e Enter a Part Number for the item, the part number does not have to be numeric (i.e.,
Dockage), and a description of the item, set a base price (which can be overridden in the
Storage module), and enter the Department Code for your Storage department. If this item is
non-taxed, uncheck the Tax box, otherwise the tax will be charged at the rate set for your
Parts Department in your system setup. Press the OK button

+ Non Inve PNl # Changing a Mon-inve ory Record |
STORAGE Print | Eenenall

ftem Mo Description Price | Make L
CLEAN SQ FT BOAT CLEAN 2.50
CUSTBBAL BEGINNING BALAMCE 0.00 Item Mo IEIEIEE!
DEP DEPQSIT 0.00 -
DOCKAGE /VET DDCKE 0.00 Diescriptian ['WINTER STORAGE
GIFT GIFT CERTIFICATE SALE 000 Picefach [
WOBPARTS CANHED JOB PARTS 0.00
WINTER STORAGE Department ISTEIF! J
¥ Allow Discounts
[ETRE JEN ed W3 L2 0 TC ] W Tax
g Yigw Sales
S Insert | £~ Change I @, Delete | ! * Close | Special Tax [ 0.0800 _l

(1] I Cancel I Help |

27.4 Storage Locations & Unit Types

Setting up Storage Locations and Unit Types:
e You will need to first set up each storage location(s) and each Unit Type(s) for your storage facility.

Storage Locations:
e Open the Wet/Dry Storage module and select Storage, then Locations.

File | Storage Reports Tools  Help

View Units
Storage Unit Listing

Unit Types
Prirt Storage Invoices
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e Once the Storage Locations screen displays, select Insert and enter the location information.
If you have only one location, you will still need to enter this information. Continue inserting
locations until complete.

& TCS Storage
File Storage Reports Tools Help

3| # Record Will Be Changed b

Marne A A General |
Eiack Building &1 < Insert
ET _*__I | Mame: M

| Charge | | address [111 Highway 21

@, Delete® | | ity State Zip |&nptown, AR 72120

¥ o Comments: |Central5torage Location

[l Close | o Save I b4 Eancell ? Help |
<] | I | A
Unit Types:

o Now, set each of the Unit Types your storage facility has. From the Wet/Dry Storage Module,
select Storage, then select Unit Types.

[ TCSStorge
i File Storage Reports  Tools  Help

View Units

Storage Unit Listing

Locations

Print Storage In'u'ui:E

File Storage Reports Tools Help

x x
Unit Type -:-'. e Unit Type ||:|u.:|4—
|[Open Lot ﬁ.’i.' .ln..ser.t [7 save | x cancel |

ﬁ .Qhange
i @ ﬂ.;ﬂﬂtﬂ k

Y - Clu-se

4l | A

e Set each of your unit types by selecting Insert and entering the unit type, and pressing the OK
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button.

27.5 Storage Units

Setting Up Individual Storage Units:
e After setting up your locations and unit types you must set up your individual storage units.
From the Main Menu select Storage, then select Storage Unit Listing.

File | Storage Reports  Tools  Help
View Units

Storage Unit Listing
Locations

Unit Types
Prirt Storage Invoices

+ Wel/Dry Storage Units x|
By Unit No. | By Customer | By Location | it Ml :
Location Unit o Unit Type Size Rental Type Start Daty Expirez E‘.Ll

-01 Open Lot 35" Monthhy &01/04 | 401408 (AN
I ain W02 Open Lot 25" IMonthhy
|I'|'I ain 1503 Open Lot 25 IMonthhy
Back Building(B-01 Inzide 32 Quarterhy
B-02 Inzide 32 CQuarterhy &01/05 | 401108 [PA
Dock #2 0-01 Dock 40 Weekhy
[Dock #2 D-02 Dock 40 Weekhy

a2 e o] | o
| & AIC Rented C Vacant | Vacate Unit ‘ Rental Information |
Inzert I Change | Delete | ; Format BrowseBox I Print Form | Cloze |

e Select the Insert button. At the Adding a Storage Unit screen enter the storage location, Unit
number, unit storage type, size, enter a description, the Rental Type (monthly, annual, etc.),
the fee (which is the base fee for the unit either set for feet, per unit, etc.), the fee multiplier (if
the fee is set for a unit then set the multiplier for 1, if the fee is set for the number of feet then
set the multiplier for that number, i.e., 24 for the length of the unit), then enter the fee
multiplier description (i.e., Unit, Foot, Square Foot, etc.), the total fee for the rental type period
will calculate under Total Fee. Enter any Comments.
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x

Gerneral |
Location |Dack #2 =l
Urit M IF
Storage Type |D|:u:k ;l Size |4IJ Fart Mumber IW
Description; f
Hental Type
& Daily & weekly " Monthly " Bi-bdonthly

© Quarerly 0 Semidnnual O Annwal  © Other

Fee: I 100.00

Fee Multplier | 1.00  Per | [Le. FOOT]
Total Fee: I 100.00
Commerts: |

|J Save I ™ Ear‘u:ell ? Help |

o [f this individual Storage Unit is being charged out at a different rate type from the basic
Storage type, enter the rate type (as described above for non-stock parts) in the Part Number
field.

27.6 Renting Your Storage Units

Rental/Customer Information:
Once you have entered all of your storage units with their associated rate types (if needed), you will
need to enter your rental/customer information for the units that are rented or leased.

From the Main Menu select Storage, then Storage Unit Listing. Highlight the unit and press the
Rental Information button. The default unit listing information will display.
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+ Wel/Dry Storage Units x|
By Unit No. | By Customer | By Location | it Ml :
Location Unit o Unit Type Size Rental Type Start Daty Expirez E‘.Ll

-01 Open Lot 35" Monthhy &01/04 | 401408 (AN
I ain W02 Open Lot 25" IMonthhy
|I'|'I ain 1503 Open Lot 25 IMonthhy i
Back Building(B-01 Inzide 32 Quarterhy
B-02 Inzide 32 CQuarterhy &01/05 | 401108 [PA
Dock #2 0-01 Dock 40 Weekhy
[Dock #2 D-02 Dock 40 Weekhy

a2 e o] | o
| & AIC Rented C Vacant | Vacate Unit ‘ Rental Information |
Inzert I Change | Delete | ; Format BrowseBox I Print Form | Cloze |

# Record Will Be Changed (STOR:UnitNo) x|

General |St|:|reu:| Unit Infarmatian I

Rental Type
B-02

" Daily = Wweekly T Monthly & Quarterly
¢ Bitonthly ¢ Semi-dnnual © Annual © Other

Fes: [2200 Mul [2200 Per [FOOT Tatal [ 70400 ltem No [STORAGE

Additional Charge
) I F'er:| Total: I Itern Mo I
Fee: I b LilE:
Total Fees 704.00

. [f Mext Bill Date |z Lezs Than
StatDate: | 401705 Eypies: [ 4/01708 Today, You Wil Be Asked IF You
T 401 /05 Mest Eill | 7/01/05 wiould Like To Create An [nvoice
Lesi Bl | SHES! e T s i
Cust Ma: IEEEE?EEDES 2;,'] Lookup Customer

Customer: [PARISI EDWARD k

133 KENSETT ROAD
BIG FISH LAKE. &R 12345

o Save I » Eancell ? Help |

o Enter the Start Date for the rental, the expiration date, when the last bill was invoiced, and

when the next bill is to be invoiced.
e Enter the customer number or lookup a customer by pressing the down arrow to the right of
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the Customer Number field, a list of all customers in the Parts, Service & Inventory customer
database will display, highlight the customer and press the Select button.

x
By Name [F5 Key] |E|'_.-' Customer No [F& Key] | View Customer [F7 Key] |
£ Find |

AR, MR DAVID 55537 }323-3880 2072 VILLAGE
4nderson, Tom 5018341234)501) 834-1234 1234 South St
[ANTONACCI, ANTHONY 5555316257/(555) 531-6257 55 NORTH STI
4 QUIND, ANTHONY V. 5553231330/555) 323-1330 PO BOX 351
|[4RAPIS, MICHAEL SES7061555/555) 706-1595 36-17 32ND 5
4 RTESE, JOANNE 5554730332)555) 473-0332 PO BOX 1616
[ATLANTIS MARINE WORLD 5552089200/555) 208-9200 431 EAST MA
BADGER, MATTHEW 5557451379/555) 745-1379 43 EAST 13TH
BAGLIO, BENEDICT SES7SEEE07/555) 758-8607 12 SPINNAKEF
BARR, KEVIN SES7R50033/555) 765-9033 11 DIRKSEN D
BARTOLDUS, MICHAEL 5550120684/555) 912-9684 103 STANTON
BEHR, STEVE 5553679174(555) 367-9174 4 LOUIS DRIVI
a2 o] | -l

Print Activity | Chargeﬁdwﬁylgh select | G add | £ change | R, Delete |
printList |  auery | meset | Achﬁy | [l+close |

e After the Customer information is entered, select the Stored Unit Information tab and enter
any information about the unit that will be stored or docked.

x

General Stored Unit [nformation |

[nit Type
{r‘ AUTO @ EBOAT: ¢ MOTORHOME ¢ TRAILER © OTHER
Make: [GRADY WHITE
Model | 228 SEAFARER
Lic Mo: [NvaO7sUX

Y'ear: IW

Color: I Blue
Length: I 22
Feg Mo I MY B0TEL

k Laokup Custamer Units

o Save I M Eancell ? Help |

e You can look up the customer's unit by clicking on the Lookup Customer Units button.
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5 Costomer Owned Ut

Quick Find |

MODEL
F23MLHY

1598 YAMAHA

F25MLHY

[« |

mset | [ change Select

Delete

G6oWL-251526

Close |

Prez= Inzert To Add A New Record

e Press the OK button to save the information.

27.7 Vacating Your Storage Units

x|

o Cup}.r Reourd |

ﬁyumtﬂu—| E},rﬂ‘lmlemnar | By Location ] A e e
Location I..Inrtl"lu Unrt Type Size Rental Type Start Dat Explres CL|
-01 Open Lot 35" Monthhy 4/01/04 | 40106 AN

[Main Wa-02 Open Lot 25" Monthhy

|I'|'Iain a-03 Open Lot 25" WMonthhy

Back Building(B-01 Inzide 32 Quarterhy ;
- B-02 Inzide 32" Cuarterhy 0105 | 40108 [PA
~ |Dock #2 D-01 IDock Weskty 1

Dock sz D2 ]

Are Yau Sure Yaou Want To Clear The Rental Information On Hhis

' It
L
Anzwering es Wil Wipe Out Benter [nformationl !
ez Mo 1
I I I I I
RTRE N e W L TR I R
@ Al Rented Vacant | Vacate Unit 4 ; Rental information |
¥ - - . = = 5
JFBSEI'T | Ehﬂﬁgﬂ | [_)elete I R Format Elruwseﬂ-nx I Print Fun-n | Close I
1 i 4 e £ " i
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27.8 Printing Your Storage Contracts

“f ﬁ!’“ﬂi"ﬂ_".{l’ﬂyw | E‘]"L‘Jm II ; .;I- ; _'__. . :
Location Unit No Unit Type Size Rental Type Start Daty Expires CL|
-1 Open Lot 35" Monthhy 401/04 | 40106 |ANT
Main A-02 Open Lot 25" Monthhy
i |I'.'Iain 1A-03 Open Lot 25" Monthhy
Back Building(B-01 Ingide 32 Quarterhy e
B-02 |Inside 32 Quarterhy H00S | H0108  |PA
40 Weekh

.+ CopyRecord |

X

IDock #2 D-01 IDock
Dock #2 I¥# + Do Mot Print Disclaimers x|

[T Do Mot Print Disclaimers

KIRER N R LN |

| -

Rental Information |

| & AIC Rented O Vacant |  VacateUnt k2

nsert | change | Deete | FormatBrowsesox | kEn‘n.t Fom | Cese |
- s z e fiacs z D ; z . |

Sample Storage Contract with Disclaimers/Terms
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Rental Agreement
Between

Total Contrel Software Corporation
12010 Watson Read
M. Little Rock, AR 72120
(501} 833-3281

AND
Mame: PARIS|I EDWARD Oate: Aprl 5, 2005
Address: 139 KENSETT ROAD City: BIG FISH LAKE State: AR Zip: 12345
Home Phone: (555) 578-8083 'Wodkd/'Cffice Phone{555) 578-8083
Total Contrel Software Corporation hereby agrees to provide storage space for his'her property desoribed

Unit No: B-02 Storage Unit Typelnside

Property Type: BOAT

hMake: GRADY WHITE Model: 228 SEAFARER Reg Mo: WYBOTSLUX Year 2002
Color:  Blue Length: 228" LicMNo: WNYB07TELX

Customer Agrees To Rent Space:
Tn a Quarterly basis @ 5704.00 Every Three Months, payable in advance.
For a pericd from 4/01/05 to 4/01/08
inclusive at the rate of 5704.00 Every Three Maonths.
Receipt For Initial Payment: Received § to be applied on rental of space or dod.
{ 1Cash [ 1 Ched # {ITMC [ 1 Wisa [ IDisc { 1Other
Interest at the rate of 1.00% per month will be charged on past due accounts.

1. Thils Is an agresment 10 nent spece of sumclkent dimension nesded 10 2CComModans e Droperty aboe descriped

2. Remier agrees 1o cary hiks own IEDIRY and comprehenshe INsurance 1 prodect agalnst thed, plierage, fire, windsionm, water damage, hall and
vandzlism. As renter of sEE0e e Lessar canndt and will not e respons ke Tr kss of any kind, and | ks mutually undersiood Iat customer herely
relezses Lessor from amy and all IR

3. The sharing of personal propersy witnin e unl is discouraged

4. e carmot be responsile for e continued Infation of tines

5 omcs rental s 90 02 ka0t pEkd I ataEnce

6. Owmer agness o ghe Landiard at least iy (30 days nofles of canceliation of agresment, and twenty-Sour (247 hiours Rotice of In and out moving of
unikt

7. Rental zs well 35 2l 130T Changes, pans, Sccessorkes and senices must b pEkd In 2l beore remoual of Fenier’s DIoperTy

5. Customer acknowledges Tet e Lessor ls given mereby 3 lien upon T2 property described above i secure @y and 2l si@cs rental fes, repairs
reEndwane, materiats, tEhor or senices rendensd §o or supplisd 10 cusiomer during e tenm of Tils agreement

9. DWNET 3QNees 50 GEIMET, O DIk up. fils propery during DUsINEss Nours 35 Dosisd I e oTIcE Or on T8 Drooeny

10, W will not e responsiie for freezing or hest ss of any nature

11. | AGREE TO GIVE TWENTY-FOUR (24) HOURS NOTICE TO REMOVE MY UNIT FROM STORAGE (irikLzls)

| HAVE READ THE ABOWE RENTAL AGREEMENT, UNDERSTAND AND AGREE TO THE TERMS AND
COMDITIONS SET FORTH HEREIN. | HAVE RECEIVED A COPY.

Customer: Date:

Authorized Signature

Sample Storage Contract without Disclaimers/Terms
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Rental Agreement
Between

Total Contrel Software Corporation
12010 Watson Road

N. Little Rock, AR 72120
{501} 833-3281

AND
Name:  PARISI EDWARD Date: April 5, 2005
Address: 139 KENSETT ROAD City: BIG FISH LAKE State: AR Zip: 12345
Home Phone: (555) 5788083 Wor/Office Phone{555) 5788083

Total Control Software Corporation hereby agrees to provide storage space for his'her property desoribed

Unit No: B-02 Storage Unit Typelnside

Property Type: BOAT

Make: GRADY WHITE Model: 228 SEAFARER Reg Mo: MYBOTELX Year: 2002
Color:  Blue Length: 228" Lic Mo: NYBO7THLX

Customer Agrees To Rent Space:

On a Quarterly basis @ 3704.00 Every Three Months, payable in advance.

For a pericd frem 4/01/05 to 4/01/08

inclusive at the rate of §704.00 Every Three Months.

Receipt For Initial Payment: Received § to be applied on rental of space or dodk.
{ ) Cash [ ) Ched# [ YMC [ 1\isa [ 1Disc { ¥Other

Interest at the rate of 1.00% per month will be charged on past due accounts.

| HAWVE READ THE ABCVE RENTAL AGREEMENT, UNDERSTAND AND AGREE TO THE TERMS AMD
CONMDITIONS SET FORTH HEREIN. | HAVE RECEIVED A COPY.

Customer: Date:

Authorized Signature

27.8.1 Changing Your Term and Disclaimers
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|Fi|e Storage Reports  Tools Help
Print Setup...

Update Terms and Condiions

7 Storage Unit Tems K

Yau may enter any Term: and Conditions pau wish here, [t will =]

replace the standard terms and conditions that print on the
Rental Agreements

o Save I % Cancel | Becord will be Added
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.%

Rental Agreement
Between

Total Control Software Corporation
12010 Watsen Road
M. Little Rock, AR 72120
(501} 833-3281

AND
Mame:  ANTONACCI ANTHONY Date: April 5 2005
Address: 55 NORTH STREET City: BOAT CITY State: AR Fip: 12345
Home Pheone: (555) 531-8257 Wodk/Office Phonef555) 724-5000

Total Contrel Software Corporation hereby agrees to provide storage space for his'her property desoribed

Unit Ma: A-01 Storage Unit TypeDpen Lot

Property Type:

Make: Madel: Reg No: Year:
Color: Length: Lic Na:

Customer Agrees To Rent Space:
Cn a Monthly basis @ 3150.00 Per Month, payable in advance.
For a pericd from 4/01/04 to 4/01/08
inclusive at the rate of $150.00 Per Month.
Receipt For Initial Payment: Received § to be applied on rental of space or dodk.
{ ) Cash [ ) Ched:d# { YMC [ 1 Wisa [ 1Disc { ¥Other
Interest at the rate of 1.00% per month will be charged on past due accounts.
Yo may enier any Tenms and Condiions you wish here. R will replecs e standard tems and condRions Bat print on e Rental Agreements

| HAVE READ THE ABOVE RENTAL AGREEMENT, UNDERSTAND AND AGREE TO THE TERMS AND
COMNDINTIONS SET FORTH HEREIM. | HAWVE RECEIVED A COPY.

Customer: Date:

Authorized Signature

Enter topic text here.

27.9 Generate & Print Your Storage Invoices

Printing Storage/Dockage Invoices:
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e Once you have entered the rental information for your storage units and set the next billing
dates for each rental unit, you will be prompted upon opening the Storage module of the
software that there are storage invoices created and whether you would like to print them.

e This is automatic based upon the billing dates.

You can also generate your storage invoices manually. This is helpful if you want to get your
invoices ready on a different day of the month (i.e., generate your invoices on the 30th of the month
for those invoices that would generate on the 1st. The invoice will have an invoice date of the 30th
with the terms of the contract period set out as you have entered it in the rental information.

Invoices for Storage are automatically placed on open account for the customer. When you receive
payment from the customer you will need to record the payment in Parts & Service under Accounts
Receivable, Customer Payments.

From the Storage module, select File, then Generate Storage Invoices.

|F|Ie Storage  Reports Tools Help
Prirt Setup...

|Update Terms and Conditions

Generate Storage Invoices

Exit

Enter the date.

x

Enter The Ending Date For This Billing Cecle

[ O )|
] I Cancel |

Set your "Starting Invoice" and "thru" numbers. It is suggested that when you initially start these
billings, you set the starting invoice at 1 and the ending number high enough to cover all existing
invoices in your Parts & Service software program plus several hundred.

Tag those invoices you wish to print, you can also use the Tag All button to tag all invoices. Click on
the Print Invoices button to print your invoices.
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x
1] Starting [nwoice | 1 thiu | 10000 Frint |

Cuztomer |

Irvoice Mo [ [ ate

HI*!*I?IPIFHHI 4| I _LI
< Tag [ untag |3 7agan | 2F untagan |
&h Frint Irvoices | El: Cloze |

Main System Storage Fee Invoice:
e Depending on how you set up your main storage fee information (in the examples the primary
fee for Storage is a taxable charge), your invoice should look similar to the one below:

Total Control Software
12010 YWatson Road
M. Little Rock, AR 72120
(501) 833-3251
{B071) 819-7017

Invoice
5019824852 Irvoice Mo 206
Josh Ferricher Date 227
1014 O'MNeal
Jacksonwille, AR 72076 Sales Code ALTO
#  Make Part Mo Description ity Price Extended
1 STO  STORAGE Manthly Storage Fee 1.00 85.00 85.00
Location Annex Storage
Unit No A346
From 2/27001 Thru 3/27/101
Storage D=3
Payment Method ~ OPEN Sub Total 95.00
Shop Supplies 0.00
§85.00  Placed On Account Taxes 4.75
Tatal 99.75
Price Adjustments 0.00
Amount Paid 0.00
Balance Due 9975
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Secondary Unit Type Invoice:
e Depending on how you set up your secondary (or subsequent) storage fee information (in the
examples the secondary fee for Dockage is a non-taxable charge), your invoice should look
similar to the one below:

Total Control Software
12010 Watson Road

M. Little Rock, AR 72120

(501) 833-3281
201y 8197017
Invoice
7219725 Invoice Mo 205
Yirginia Brown Date 227101
111 Wirginia Blvd.
Wirginia Beach, WA 23456 Sales Code ALTO
#  Make Part Mo Description Oty Price Extended
1 STO  DOCKAGE Annual DOCKAGE CHARGE 1.00 G00.00 G00.00
Lacation Main Storage
Unit No B345
From 2/27001 Thru 2/27/102
Storage D=4
Payment Method ~ OPEN Sub Total B00.00
Shop Supplies 0.00
§600.00 Placed On Account Taxes 0.00
Tatal G00.00
Price Adjustments 0.00
Armount Paid 0.00
Balance Due &00.00
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Total Control Software Corporation
12010 Watsen Road
M. Little Rodk, AR 72120
(501) B22-2281

(501} B55-1212

FEERI{825T m Invoice Mo 54
ANTHOMNY ANTONACC Date 40105
55 NORTH STREET

BOAT CITY, AR 12245 Sales Code AUTOD

Tax Permit Mo: 71-0000123

# Make Dep Part Mo Desoription ity Price Extended

1 S8STO STOR STORAGE Manthly WINTER STORAGE 1.00 150.00 150.00
Location Main
Unit Mo A-D1
From 4/01/05 Thru 5/01/05

“Tax Fate 005
Payment Method OPEN Sub Total 150.00
State/Fed Tax 5.00
$159.00 Placed On Account Invoice Total 158.00
Balance Dus 155.00

Reprinting a Storage Invoice:

e You can reprint a storage invoice two ways, directly from the Storage module by selecting
Storage, then print Storage Invoices.

File | Storage Reports Tools Help
View Units
Storage Unit Listing
Locations
Unit Types

Prirt Storage Invoices

Set your starting and ending Invoice numbers, then tag those invoices you want to reprint.
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x
1] Starting [nwoice | 1 thiu | 10000 Frint |
Typy Invoice No Inw Date Cuszt No Cuztomer |

T0 9/20/04 55663125 AANTOMACCI AMTHOMNY
5TO 5 {THO

HI*!*I?IPIFHHI 4| I _LI
< Tag [ untag |3 7agan | 2F untagan |
&h Frint Irvoices | El: Cloze |

You can also reprint your Storage invoices from the Parts, Service & Inventory module.
e From the Parts, Service & Inventory module, select Sales, then Invoices. Highlight the
Storage invoice you wish to reprint, and press the Printer Icon on the screen.

27.10 Taking Customer Payments

Taking customer payments for storage invoices is the same as taking customers payments for any
tickets placed on open account.

From the Parts & Service module, go to A/R, then to Customer Payments.

AR Service Quick POS Find Pat PO Pad Tools Help
Accourts Receivable (Open Invoices)

Customer AR Balance Report E
Calculate Late Fees (Apply Late Fees To Unpaid Invoices)

View Edit Late Fees
Balance Forward Billing

|User Defined Customer Payment Repaort

Wamanty Claims
User Defined Wamanty Reports

Click on the Add button to begin recording the payment.
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Parts, Service & Inventory Manual

# Browse the Receivable Payment File x|

By Date |B_I,I Customer I
Date Type Cust Mo From Description Aoy =
3/29/05 DEFOSIT 93755 TaplorChad  Deposit 0 2F i
3/28/05| DEPOSIT A019331 234 | Schiffler Paul Deposzit A00
202205 DEPOSIT AR9ZE167ET | Scott William Deposit 20,675
3/14/04| DEPOSIT A013333237 | Ralling Val Deposit a00
3/02/04 | PAYMENT ARE3472463 | LAMEDICA PALL A0
7430/04 | PAYMENT | BEE4472463 | LAMEDICA PAIL 41
71804 | PAYMENT ARRA472463 | LAMEDICA PALL 300
71304 DEPOSIT AN 3341234 | Anderzon Tom Deposit 2,000
71304 | PAYMENT AEEERIT 345 | CAPESAA JOSEPH Fayment 400

LA 4 2 eivee] 4] | 2=

-‘i.i; Add ﬁ Change | &Qelete |

@ Prirt | F'rintFieceiptl

!tl:lnse | ? Help |

Enter the date you received the payment (the default will always be to today's date). Enter the
customer number or use the lookup button to the right of the customer number, find the customer,
and click on the Select button. When you press the Tab key the customer's information will display

along with a listing of all of his open tickets.

Enter the payment amount, payment method, and check number if applicable. Make sure that you
mark the invoices this payment is being applied to. Save your payment record.

General |

Date |4HEIE.-’EI5 Type IF'.&YMEN' 'I
Cust Mo |555531 B257 J

Mame |ANTOMACCI AMTHOMY

D excription |

Acct Code 11500

Aot I A09.00 Payment T_I,IpeIEHEEK *I Chi Mo IEIEIEIEI

X

[ ate I Mo Amount | Zrior Pavmentz]  Pending

B alance a]

28

H|'l!4|?| }|PHH| 4| |
Mak | Unmark | Applied 309.00

150.00

303.00

0.00
0.00

4 Save | » Ear‘n::ell ? Help |

You will be prompted whether you wish to print a customer receipt for this payment.

© 2012 ... Total Control Software Corporation



Wet/Dry Storage System 217

Total Control Software Corporation
12010 Watson Road
M. Little Rod, AR 72120
[501) B33-3281

(501) 6651212

Customer Payment Receipt & Current Balance Report

5555316257 Date 40505
AMNTHONY ANTONACC

55 MORTH STREET

BOAT CITY, AR 12245

Received On Account 209.00 CHECHK 2009

Open Invoice Summany

Date Inv Mo Inv Armouni Prior Payments Late Fees Amt Applied Balance
S/20/04 28 150.00 0.00 150.0 Q.00
40105 B4 158.00 0.00 158.0 0.00

Cument Account Balano oo

Enter topic text here.

27.11 Reports

Storage Listing (Unit) Report:
You can print a report listing the storage units by selecting Reports, then Storage Listing Report.

Sterage Units Listing
Report Date 2027101

Unit Mo De=cription Bernt Type Fee Multi Total Date Rerted Custorner Mext Bill Ot
Location  Anhex Storage

Unit Type Hi-Dry

A3G5 hdonthhy 85.00 1.0C 25.00 10101 Brown Virginia 224401

Unit Type  Outside
AZAG Monthly 95.00 1.00 95.00 10101 FericherJosh 312701

Location Dock #1

Unit Type  Dockane
B345 Annual Dockage Fee Annual 25.00 24.00 GO0.0C 2427404 Brown Wirginia 2270z

The report is broken down by Location, then by Unit Type, then in order by Unit Number.

You can also create user designed reports and queries for the Storage module. Please refer to User
Defined Reports and Spreadsheets and Creating Queries in the Parts & Service manual for
instructions on how to do this.
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