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Introduction

Workshop Manager provides the automotive repair workshop and spare parts business with a simple and effective computer based accounting system.  The package uses the Open Item accounting method that allows you to keep track of all details of each invoice raised until it has been fully paid.

Day to day operations are kept simple and easy to perform for office staff while the software performs all normal accounting procedures in the background to provide power and information to the business manager.  Passwords protect sensitive information and also limit access to more sophisticated functions.

Customer information can be accessed using either vehicle registration or the customers unique account code.  Mechanics hours, parts used and maintenance records are all linked with the supplier ordering and customer invoicing databases.

The manager has at his fingertips, current and historical information on all vehicles and customers serviced by the business, allowing intelligent control and operation of the business and the ability to quickly determine its financial position: i.e. Is it making a PROFIT or a LOSS.

Installation

Please read all the instructions carefully before starting the installation.

System Requirements

· An IBM compatible 386 or better, with a minimum of 20MB hard disk space. 

· DOS version 3.3 or later.  

· A minimum of 580kB RAM (you may need to increase the amount of available RAM i.e. run MEMMAKER or remove certain memory resident programs - call your hardware supplier or C.A.M.S. for help on how to do this.)  To check how much memory is available go to the DOS Prompt and type MEM.  The figure given for Largest Executable Program Size must be greater than 580,000 bytes.

To install the Workshop Manager program from floppy disk.

Windows 95 or 98 instructions:

Insert the program disk into your floppy drive (A:).

Click on Start - Run,

In the empty dialogue box type A:\SETUPA and press e
Windows 3.11 instructions:

Insert the program disk into your floppy drive (A:).

From Program Manager select File - Run,

In the empty dialogue box type A:\SETUPA and press e
DOS instructions:

Insert the program disk into your floppy drive (A:).

Exit to the DOS prompt (C:\>) from your menu.

Type A:\SETUPA and press e
To install the Workshop Manager program from hard disk or Internet.
Windows 95 or 98 instructions:

Copy the installation files to the C:\> (root directory)

Click on Start - Run,

In the empty dialogue box type C:\SETUP and press e
Windows 3.11 instructions:

Copy the installation files to the C:\> (root directory)

From Program Manager select File - Run,

In the empty dialogue box type C:\SETUP and press e
DOS instructions:

Copy the installation files to the C:\> (root directory)

Exit to the DOS prompt (C:\>) from your menu.

Type C:\SETUP and press e
Follow the on-screen instructions, accepting the defaults and changing them only if you know exactly what you are doing.  All the relevant files will install on your hard drive and a Workshop Manager Folder/Group will be created.  

Before running Workshop Manager the first time please ensure that you remove the disk from the floppy drive and restart your computer.  Some changes have been made to your start-up files and these will need to be run before the program will work properly.

When you first start the WORKSHOP MANAGER or the TUTOR program, you will need to REINDEX FILES.  This option is found under the Utilities menu - Reindex Files (option A).

The setup program will automatically create the directories and files required for the WORKSHOP MANAGER program.  It will also create a TUTOR program.  This is an exact duplicate of the live system except that it doesn't update the live data files.  This is useful for training and learning about the program before entering information in the live system.

If you are registering a demonstration version or bought this product off the shelf, you will need to enter the serial number, either obtained from C.A.M.S., or found in the About section of the Help menu.  

You will need to type in your company name exactly as you want it to appear on all printed forms, and a registration number which is obtained from C.A.M.S..  

At a later date, if you need to change the name of your company you will need to call C.A.M.S. on (03) 9737 1566 to obtain a new registration number, or the program will cease to work.

At any stage to run the program from the DOS prompt type \WORKSHOP and press e.

To set up the program in Windows or Dosshell the properties are as follows:

Description:

WORKSHOP MANAGER
Command Line:

C:\CAMS\USER_1\WORKSHOP.EXE
Working Directory:
C:\CAMS\USER_1




















Changes to Startup Files

The setup procedure should make the following two changes to your  start-up files, CONFIG.SYS and AUTOEXEC.BAT.  You should check that this has been done and do it by hand using DOS’s EDIT.COM program, if the change wasn’t made automatically.  (The only reason this is likely, is if the files were set as READ-ONLY, and the setup process was unable to edit them.)

CONFIG.SYS should contain the line FILES=119 or an odd number greater than 119.
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AUTOEXEC.BAT should contain the line SET CLIPPER=F69 or a number approximately 40 - 50 less than the FILES= statement in the CONFIG.SYS. (Must be a Capital “F”)
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After modifying the files, you then need to restart the computer for these changes to take effect.

If you are unsure how to modify these files see “Modify files - how to” in the Appendices Section for a detailed guide through making these changes.  

Please note: even though Windows 95/98 on the surface does not require an AUTOEXEC.BAT file and a CONFIG.SYS file, the above lines of instructions must be present in the start-up files or Workshop Manager will not run.

At any stage to run the program from the DOS prompt type WORKSHOP and press e.

To set up the program in Windows or Dosshell the properties are as follows:

Description: 
 
WORKSHOP MANAGER

Command Line:

C:\CAMS\USER_1\WORKSHOP.EXE

Working Directory:
C:\CAMS\USER_1

If you are running a multi-user version, each additional user will be setup as USER_2, USER_3 etc.

An icon library will be placed in the \Windows directory if required.  It is called CAMS.ICL.  If you need an icon for any C.A.M.S. product it will be in this Library.

Suggested Quick Start

The following steps give you a logical introduction to Workshop Manager.  Try them in Tutor first.
Important!  When you first start the WORKSHOP MANAGER or the TUTOR program, you will need to REINDEX FILES.  This option is found under the Utilities menu - Reindex Files (option A).  This needs to be done before entering any data.  If you get an error message number (2), you have probably not run this option.  It is a good idea to Reindex once a week to keep all the files sorted.

1. Enter your mechanics details (Utilities menu - Mechanics), but don't enter hourly rates.

2. Print a list of Service Codes and descriptions (Utilities menu - Services).

3. Add a Supplier (Suppliers menu - Maintenance)

4. Add several new parts (Parts menu - Maintenance)

5. Add a new customer and vehicle (Customers menu - Job Entry) .

6. Invoice a customer (Customers menu- Job Entry - Invoice)

7. Add Labour and parts to the invoice, then Finish and print the invoice.
(If the invoice doesn't print correctly, check the settings in Utilities - Printers)

8. Enter a Receipt (Customers menu - Receipts)

9. Look at the various reports.

Don’t try to learn the whole program in one sitting.  Concentrate on getting familiar with one section at a time.  For example, enter some of your commonly used parts with their details and prices, or enter all of your main suppliers.  Once you have mastered this, move on to another section.  You will find that having mastered one section, the other parts of the program become easier to use, because they each operate in much the same way.

Practice and more practice is the only short cut we can suggest.  If you feel it would be beneficial, you can book into a C.A.M.S. training session.

Topics and times can be found in our newsletter, which will be sent to you on a regular basis.

Program Fundamentals

The following simple rules will help you use this manual and gain further understanding of computer terminology.

When you are requested to press one of the keyboard keys it will be represented in a square to catch your eye.  For example the 'Enter' key will be identified as e.

As with many other programs this package uses menus and data entry screens to give you access to the many functions and features available.

To change from one screen to another you make a selection from a menu by pressing the key corresponding to the first letter of the desired menu option.  An alternative method is to move the highlight or colour bar to the desired menu option with y and z and then e.  This method means you can be sure you have the right option before executing (ie. processing) the selection.

Data Entry Screens are used to get information from the user.  Certain areas of the screen are highlighted to prompt you for information.  These areas are known as fields and will either display existing data, such as a customers name, address or phone number; or will be empty and you will fill them with new data as you progress through the screen.  The name of the field, if written in this manual will be shown in bold, such as Acc Code, used for the account code in customer data.  The cursor or current position pointer will move to the next data location each time you press e or t.  Some fields can remain empty: for example a customer may not have a Fax number so there is nothing to insert  - skip the field by pressing e.  If a field must be given data you will be prompted for an acceptable value from a look-up table, usually a red search screen, if you try to miss the field out.

Pressing v will cancel the current operation and return you to the previous screen unless you have progressed too far and changes have been made to the databases.  (In this case changes may have to be deleted later if they are unwanted).  Pressing v will also cancel certain processes such as printing reports.

Some fields such as memos and invoice descriptions are for writing freehand notes and so are unstructured.  To save your data you must press ) when you have finished typing your message or editing.  You will be given a message prompting you to do so.

Our usual suggestion is, when in doubt look at the screen.  There are usually instructions explaining what you should do next, somewhere on the screen.

GST - The Process and the Application

The following notes give a summary for upgrading too and using the GST with Workshop Manager.

*CAMS and its' representatives make no claims as to the accuracy of any information regarding GST or other tax legislation included in this document or other materials, software or training aids.  You should consult your accountant or the Australian Tax Office for current information.

Basics

GST is a far simpler method of dealing with tax, except that small business is required to do significantly more work to calculate and collect tax on the governments' behalf.

Having made the political point, the process is simple.

You pay for your goods and services as before, but instead of sales tax, you pay 10% GST on top of the purchase price.  In some cases this reduces the cost of goods, and in most cases increases the cost of services which were tax free.

When you sell, you calculate your selling price based on the cost of goods or services to you without GST plus your markup, then add 10% GST to the price.

The difference between what you were invoiced or paid in GST and what you invoiced or were paid in GST is paid to the government (unless you are in credit, in which case you receive a refund).

Simple!!

Accrual or Cash

The GST legislation allows for two methods of reconciliation.  

Accrual is by far the simplest method from an accounting (and programming) point of view.  It is the difference between the GST charged on your supplier invoices and the GST you add to your customer invoices.  For example, you pay $10 plus $1 GST on a part from your supplier and charge your customer $20 plus $2 GST.  You have to pay the $1 difference to the government.  The problem for small business is that they often don't get paid for the work charged out until after they have already paid for the goods they received, so cash flow becomes a problem.

Cash reconciliation solves this problem.  This works on the basis that you have actually paid for the goods and been paid by your customers.  The GST is calculated on payments to suppliers and receipts from customers, so you only pay the difference when you have been paid.  For example, if you paid the $11 to your supplier, but your customer hadn't paid you for the $22, you would still be $1 in credit and therefore not pay any GST.  In practice because you generally are being paid more than you are paying out, you will always be paying some GST to the government, but if your cashflow dries up for a short period, your GST liability also reduces.

For most small businesses (under $1 million turnover) the Cash system is recommended.

What to do when!

Please follow these steps very carefully, as doing things in the wrong order will create major problems as far as your tax and accounting is concerned.

1. Under no circumstances should you install the Workshop 6 GST version prior to the 30th June 2000.  

2. You will have received a new tutorial version to install, test and learn about the program.  It will install into a WORK6 directory on your computer.  Please use this for all training exercises.  Give it to staff to put on their home computers as well as taking it home yourself.  

3. You will receive the upgrade version in June (after the tax office releases any final changes).  This should be installed after you have closed off your end of year.
4. The 30th of June is a Friday.  We suggest you consider closing for the weekend to do your end of year.  It will be time consuming and require your complete concentration.  CAMS will be available for calls all day from 9am until 6pm.  Users who have attended the training sessions will not be charged for calls.  Other users who have not attended training sessions will be charged for telephone support calls at the rate of $180/hour.  Our advice is to attend training and ensure you have become familiar with the tutorial version.

5. On 30th June, you need to do a stocktake.  This is critical if you wish to get a tax credit for stock purchased at the 22% tax rate.  You need to have copies of the original invoices as well as the stock actually on hand.  Start planning for this now.

6. Once you have done your stocktake, you need to adjust the figures in the Workshop program and print a stock value report.

7. BACKUP - BACKUP - BACKUP
One more time BACKUP.  Please make sure you have done a backup that is a complete backup of all your data files.  If you don't and something goes wrong you will probably be in a queue to get help.  If you are unsure if your backup is working correctly, contact us in May to get it checked.

8. On 30th June you need to do an end of month as usual for customers, suppliers, stock and make sure everything is posted to the general ledger.  As it may not be possible to enter all your transactions for suppliers until you get statements, you may need to consider getting this information early from them.  The other alternative is to run manual invoices until you can close off.

9. The following figures need to be correct in the general ledger.
Debtors - get this from your customer aged balance
Creditors - get this from the suppliers aged balance
Stock - get this from the stock value report
Bank - get from your bank statement and make sure you have reconciled against unpresented cheques or deposits
If any of these accounts do not match the ledger amounts, do a journal adjustment to correct them.  If you are unsure what to do with the balancing entry, post it to a holding account and let your accountant deal with it later.
Make sure you post to the General Ledger in the GL section after any journal entry

10. Once the general ledger figures are correct, print ledger reports and do an end of month.

11. Do another BACKUP to another zip disk, hard drive or floppy disks, even if you did one earlier.

12. Once you are certain that all end of month reports are complete and end of months done, do an end of year for customers, suppliers, parts and ledger.

13. Now you can run the Workshop 6 GST upgrade.  Follow the instructions enclosed with the upgrade.  If something goes wrong, read the error message, write it down, rerun the upgrade and if the error repeats itself, ring CAMS immediately.  You should not get any error messages (unless you are out of disk space so make sure your hardware is adequate for the upgrade - talk to CAMS about new hardware or upgrades to existing hardware - it is 100% deductible for GST).

14. Once the upgrade has installed, there are a number of critical steps that need to be done immediately.

15. Go into the program and reindex your files

16. Go to the General Ledger and enter the following new ledger codes
These are all Asset and Liability accounts so usually start with the number 5 - suggestions for codes in brackets
(5410)
GST Accrual Debits
(5420)
GST Accrual Credits
(5430)
GST Cash Debits
(5440)
GST Cash Credits
(5450)
GST Accrual Liability
(5460)
GST Cash Liability

17. Go to Company Setup and Edit the company details
Enter the new GST rate of 10%
Enter the new ledger codes in the appropriate fields

18. While in Company setup change the Invoice and Statement Headers to add you A.B.N..  The Workshop program will automatically print TAX INVOICE or TAX CREDIT where appropriate.

19. You have now made the necessary changes to work with the GST.

Changes to be aware of

You will have noticed that the new program is missing some sections.  No you have not been short changed on the upgrade.  The program has been broken into two separate programs.  

The WORKSHOP program deals with all your normal day to day running.  

The second part WORK2, contains data entry, changes or access to critical business information and utilities not used in the normal course of events.  It can be setup so that only the owner or manager has access to this program for security.  

A third program WORKUTIL is for CAMS supervised use only.  Please do not use this unless asked to by CAMS.  Unsupervised, you could delete all your data.

Basic principles of operating Workshop under GST.

· All prices for parts and labour are shown without GST

· For customer invoices and credits, GST is shown separately on the bottom of the invoice but calculated and stored with each invoice line.

· Supplier invoices and credits are entered including GST (as the total will always be on the invoice) and GST will be back calculated and displayed

· Customer receipts and supplier or other payments are entered and shown with GST included.  The GST Cash component is calculated and stored with each transaction.

· Parts pricing and markups are based on the cost price without GST

· Where appropriate all reports show the cost, GST on cost, sell price and GST on sell price or in the case of receipts or payments they show the total amount and then the GST Cash amount.

· We have assumed that most businesses are operating on a CASH basis, but have included ACCRUAL in all reporting.  To this end, you need to make adjustments to your ledger accounts at the end of the next financial year depending on which option to use.

In most other ways, there are no major changes to the way you use the Workshop program.

Please make sure you use the tutorial version supplied to learn how the changes work.  Let us know of we have missed anything - given the way the tax office keeps changing the rules it is easy to do.

On-screen Help

On-screen Help is available at all times by pressing !.  The resulting screen provides information relevant to the procedure being used.  The information provided is basically the same as that shown in the following chapters.  To exit out of the on-screen help area press v.

Pop-up features using Function Keys

The Function Keys ! to ) on your keyboard have some special features.  When they are active or available, a message on the screen usually lets you know.

!
As described above, pressing ! will bring you a help screen.  Press v when finished.

@
Pops up the buy-in screen during parts entry on the customer invoicing screen.

#
Pops up the customer memo anywhere in the job entry or invoicing screens.

s#
Pops up the full customer maintenance screen in the job entry screen.

$
Pops up the vehicle memo in the job entry or invoicing screen.

%
Pops up parts details in the parts entry part of a customer invoice.

^
Pops up a profit calculator when doing a customer invoice.

&
Gives a list of repair codes and descriptions to be added into any comments area or letters.

*
Gives a pop up list of 1 line comments (edited or entered in the Utilities - Comments menu).

(
Pressing ( anywhere in the program will pop up a simple calculator for you to use.  Press v when finished.

)
The ) key is used to save memos and written information in an editing field.  It is also a shortcut key for saving a section when editing during data entry.  It basically ‘completes’ a data entry process.

Software Support

The software is written, maintained and supported by Creative Accounts Management Systems who can be contacted during business hours.  Please fax details of your problem and state clearly the details and how urgent the problem is.  The fax number is (03) 9737 1555 or you can e-mail to cams@camsoft.com.au.  If it is extremely urgent, ring on (03) 9737 1566.  Further training or support can be arranged by calling C.A.M.S..  A rate sheet for these services appears in Appendices - Support rates and charges.

Please take note of any error messages displayed either on the screen or on the printer and notify us when ringing for assistance.  Before calling refer to the Error Message appendix in Part 3 of this manual to see if you can easily solve the problem yourself.

Software Disclaimer

Creative Accounts Management Systems have made every endeavour to produce a high quality, effective and powerful software package to meet the needs of the automotive service industry.

We will make all reasonable efforts to assist registered and prospective customers to set up their computer systems and software in a way that will maximise the benefit available from this package but make the following disclaimers:

No claims as to the functionality or usefulness of the package for any specific purpose are made by Creative Accounts Management Systems or its representatives.

Because of the divergent nature of personal computer systems and the end users, Creative Accounts Management Systems provide no guarantee of performance by way of speed or memory processes but will gladly advise customers on ways of improving or optimising the systems on which the software is installed.

Creative Accounts Management Systems actively promotes safe computer operating and data backup procedures through training courses and this manual.  The application of these procedures and the backing up and storage of data disks or tapes will always be the sole responsibility of the user.  No consideration will be given to claims against Creative Accounts Management Systems for loss of any kind due to loss or corruption of data for any reason.

Copyright Notice ©

Workshop Manager, Workshop Apprentice, Cycle Manager, Wrecker Manager and all associated literature, including this manual, invoices and other documentation are Copyright © to Creative Accounts Management Systems, 1985-2000.

You may use them for your own personal use within your business, but the material is not to be used by others without the express permission of Creative Accounts Management Systems. Such unauthorised use could result in prosecution.

Part One - Getting Started

Simple Business Principles

In any business the objective is to sell goods or services at a price which results in a profit once the costs associated with providing those goods or services have been deducted.  In order to determine the current profit or loss status of the business, certain accounting tools must be used.  This package provides these tools but to properly use them, you - the user, must understand what the tools are, and how they work.

Services Provided
Your business supplies spare parts or services (ie. roadworthy testing, regular maintenance, etc.) to a customer who becomes a debtor to your company (if a charge is made).  This is done using an invoice.  If the customer is a cash customer, e.g. passing trade or a bad risk, they must pay the due amount at the counter and a receipt will be printed on the invoice.  Account customers can purchase goods or services from time to time and will be provided with an invoice but are not normally expected to pay until their monthly statement of accounts is received from you.  They should then pay you for all unpaid invoices according to your agreed terms; e.g. 30 days and upon such payment will receive a receipt.  Customers with unpaid accounts are called outstanding debtors.

Stock Bought


In order to supply spare parts or expendables, such as oil, spark plugs etc., to your customer you must buy stock from another supplier.  In this case you become the customer and your supplier becomes a creditor of your company.  You will be issued with invoices and statements of account of outstanding balances. When you pay for the goods received you will be issued with a receipt.  All suppliers you owe money to, are called outstanding creditors.

Gross Profit or Loss
The financial state of your business is determined by subtracting the cost of sales from the proceeds of sales.  This yields a gross profit or loss for your business.

Nett Profit or Loss
Your nett profit or loss must consider the costs of running your business and paying tax.  You must pay regard to your wages, property rental, phone, electricity and gas bills along with cost of stationery, such as pads, pens, stamps etc.  These components all form the group called overheads, the hidden menace to any business.  As they don't generate income they have the ability to eat away at the foundations of your business and must be kept under control.  Your selling price must contain a component to cover your overheads and may be as much as three times the cost of the material to you.

Rollovers


In order to keep your accounts to a manageable size they are "rolled over" at the end of each month and again at the end of the year.  All complete transactions, ie. fully paid invoices and associated customer receipts or supplier payments, are removed from the main databases and stored in a history file.  All month-to-date figures are zeroed and the aged balances are "rolled over" by one month to ensure your accounts are in order.  At the end of the year, the year-to-date figures are also zeroed.  At the end of each month and at the end of the financial year, reports are also printed to show summaries of your business operations; ie. sales summaries, invoice summaries etc.

Starting to Use the Software

The paragraphs in the next section of this manual will assist you in running your business effectively, and show you how to produce the paperwork required to satisfy your customers, suppliers and accountants!

Setting up Opening Balances

Once you have learnt how to use the basics of Workshop Manager, you need to set up opening balances for your customers, suppliers, parts and general ledger.  Unless the balances are set up before commencing your normal day to day data entry, you will not have a true picture of the current financial position of your business.

To set up a true and accurate picture of your business, the following steps need to be take.

General Ledger
You need to enter journals for your Bank, Business or Personal loans to the business, Profit or Loss Accrual and any other Asset of Liability account that you wish to maintain.

Customers
You need to create an account for each customer with an unpaid account.  Do this through Customers - Job Entry.  You then do an invoice for the total amount the customer owes you.  If you want more detail, you could enter each outstanding invoice, but for simplicity and to save time, one invoice per customer is sufficient.  The reason for entering the invoice is to create an outstanding or unpaid transaction so that when the customer does eventually pay, you can enter the receipt against this amount and also reduce your outstanding aged balance.  Once all the customer invoices have been entered, you need to do an End of Period Rollover (see End of Period).  This will post the balances to 30days for the customers so any new invoices will become current.  It will also post the figures to the General Ledger, giving you an accurate Outstanding Debtors amount.  Once this is complete, you can commence invoicing and processing transactions for customers.

Suppliers
Your suppliers are set up in much the same way as customers.  Ideally, you should be able to enter the closing statement balance from each supplier as an opening balance invoice.  Do this on the Suppliers - Maintenance screen.  Once again, you could enter each outstanding invoice, but it serves no real purpose at this early stage.  Once all the suppliers’ balances are entered, do an End of Period Rollover, and then you can commence processing suppliers ‘transactions.

Parts
In an ideal world, you would have a complete list of all parts that you intend to sell already in the computer.  Unfortunately, unless you can get a parts list from your supplier(s), you will need to enter the most common parts you use into the computer one at a time.  Once again, ideally, before you start invoicing customers and receiving invoices and parts from suppliers, you should do a stocktake and enter these parts and stock on hand figures into the computer.  If time is a premium, leave this step until you are able to do a complete stocktake and enter accurate figures in both the parts area, and also the Stock on Hand account in the General Ledger.  Note that if you do it at a later date, you may need to do a General Ledger Journal to adjust the stock on hand figure.

How to Add a Customer or Vehicle or Change Details

New customers or vehicles are added and existing ones changed through Customers - Job Entry.  All the details can be changed except the customer’s code and the registration number of the vehicle, as these are unique "link" codes.  If you wish to change them see Utilities - Modify Codes. 
How to Add a Supplier or Change Details

New suppliers may be added or the details of existing suppliers may be changed from the Suppliers menu - Maintenance.  If you need to change the account code of a supplier (if a supplier changes his business name, for example) you must use the Utilities - Modify Codes menu option.

How to Add a New Stock Item

Stock may be added to your database at four different times; when processing a customer invoice, a supplier invoice, a supplier credit or from the parts menu.

How to Raise a Customer Invoice

The Customers menu -Job Entry - Invoice menu item allows you to enter and print a detailed invoice and automatically updates the customer, and parts files.  It also allows the entry of receipts before printing.  An open invoice may be maintained for account customers, using Save and Exit.  Repairs, parts and comments may be added to it until it is closed using the Finish menu.  An open or incomplete invoice can be printed but has * printed on it, indicating the transaction has not been posted to any transaction files.

How to Enter a Receipt

If an invoice is settled immediately, as for a cash sale, you can process the payment before printing the invoice, and a receipt will appear on the bottom of the invoice when it is printed.  If the invoice goes on account, or is paid at a later date, the details can be entered through the Customers - Receipts menu.

Aged Balance

The Customers - Aged Balance menu option indicates the outstanding money owed to you by your customers (ie. debtors).

The Suppliers - Aged Balance menu option indicates the outstanding money you owe to your suppliers (ie. creditors).

The Ledger - Trial Balance menu option indicates the health of your accounting procedures.  It should normally produce a ZERO result indicating that all transactions have been correctly posted.

Sales and Profit

The Customers menu - Sales option creates a series of reports for the screen or printer, showing all invoices, receipts and credits for a nominated period, normally the current day.  The report shows a gross profit figure for parts and labour, including subtotals.  This is the excess potential income after the cost of the materials and labour sold has been subtracted.

Issuing Statements

The Customers - Statements menu option prints a statement of accounts for each account customer with a non-zero balance.  Statements may be sent to all customers with outstanding balances, or selected customers.  Statements are normally sent each month, prior to the end of month rollover.

What to do at the End of Each Month

To keep your databases small and easily managed, all transactions (where possible) should be completed and posted to the General Ledger at the end of each month.  All invoices should be completed and printed and all sales reports printed.  The Aged Balance reports should also be printed.

Once these operations have been completed for the Customers, Suppliers, Parts and Ledger files the Post to GL menu in the Ledger menu should be executed to write all temporary files to the General Ledger, and the Trial Balance report should be printed.  The End of Period procedures can be performed.  These procedures transfer all completed transactions (paid invoices) to a history file and “age” the Customer, Supplier, Parts and Ledger account balances from current to 30 days and from 30 days to overdue.  The monthly sales are reset to zero.  A complete list of all daily and monthly procedures is included as an Appendix in Part Three of this manual.

End of Month processing can be done at different times for each of Customers, Suppliers, Parts and Ledger, but don't do any further posting to the Ledger until after they have all been completed.  Workshop Manager has a built-in safeguard to stop this from happening.
There is also a tick sheet at the back of this manual for you to photocopy.  This sheet allows you to tick off each step during the End of Month processing to make sure all steps are completed in the correct order.  Please use it to avoid time consuming (and expensive) service calls to correct any mistakes.
What to do at the End of the Year

At the end of the financial year the same procedures occur as for the end of month except that the year-to-date figures are also zeroed.  All end of month processing for Customers, Suppliers, Parts and Ledger must be completed and no new transaction processing be done until the end of year processing is completed.  NOTE: you must perform End of Month procedures FOLLOWED BY End of Year procedures at the end of your financial year.

End of Year processing can be done at different times for Customers, Suppliers, Parts and Ledger, but don't do any further posting to the Ledger until after they have all been completed.

Part Two - Menus by Function

Customers Menu

These menu options deal with all transactions involving your customers and their vehicles.
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The Workshop Manager Opening Screen

The best way to use this section of the manual is to read it while actually using Workshop Manager.  To begin any of the exercises, you need to be at the main Workshop Manager menu.

Use the Job Entry menu to enter customer and vehicle details, create estimates, jobcards and, invoices.

Further customer details may be entered from the Maintenance option.

All other transaction entry and reporting are available from this menu.

A - Job entry

Introduction

This is the main screen for customers and their vehicles.  From this screen you may add a new customer and their vehicle, new vehicles for existing customers, modify details of existing customers or vehicles and process all your paperwork.

The fields Acc Code, Reg. No., and Phone Work are ‘search’ fields.  You can enter partial details into these fields and Workshop Manager will present you with sorted lists, starting from the closest match to your entry, from which you may then select the required customer or vehicle.  Pressing v here will allow you to immediately enter a new customer and/or vehicle, without using the Job Entry Menu.
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When the Job Entry screen first opens, the Acc Code field is initially highlighted, prompting you for a customer’s account code (defined below).  If you don’t know the account code, you may press the e key to move to the  Reg. No. field instead, and enter the vehicle’s registration number.  Pressing e once more takes you to the Phone Work field, and e once again brings up the Job Entry Menu, with an empty customer screen.  (You may then use the Add, Find, Next or Previous menus, discussed later in this chapter, to view vehicle and customer information.) 

If you know the account code, registration or work phone number for the customer and vehicle you are seeking, and enter them in one of the three search fields just discussed, all the  details for the corresponding customer, and their vehicle (or the first one if they have more than one) will be displayed on the screen and the Job Entry Menu will appear across the bottom of the screen as shown in the screen capture below.  If the customer has no vehicles, a notification message will appear. 

Example of the Job Entry Screen once a customer has been  selected

All customers are represented by a unique account code of 1 to 6 characters or numbers.  This code is created at the time the customer is added to your records.  The most useful code is one that is easy to remember, such as the first 4 characters of the company name, the company name initials, or in the case of an individual, the first four or five letters of the surname followed by the first initial.  For example, Colin Gillam could be GILLC or GILLAC.  For companies you could use the company initials such as MTR for Melbourne Truck Rentals.

The customer details displayed on the Job Entry screen are:

Account Code
A unique account code for each customer, as explained above.  This field is a ‘search’ field, allowing you to enter the first few characters of the account code only.  When you press the e key, you will be presented with a list of customers in account code order starting with the closest to your entry.   You can then select the actual customer you require, if they exist.

Type
Is a 5 character sorting key for reports and can be anything you want.  Most workshops use this to classify customers into ACC for account or CSH or CASH for cash only.  The field will flash red for customers of type CSH or CASH.  If you attempt to finish an invoice for such a customer, a message will pop-up, warning you of their ‘non-account’ status, but you will be able to process the invoice as unpaid, if you wish. 

Total Due
The outstanding account balance for this customer.  This figure will flash red if the customer has an overdue balance.

Name
The name of the customer or the business representative.

Contact
The contact name or first name of the customer.

Company
Use only if a company owns the vehicle.

Address
The customer or business street address.

Suburb
The customer’s suburb or city.  An incorrect spelling entry will result in the display of a list of nearest matching names and postcodes from which the correct selection must be made.  If the suburb is not present, select the nearest adjacent suburb, add the new suburb from the Utilities - Postcodes menu at a later date, and come back and change it.  (At this stage it is not possible to add the new suburb ‘on the fly’.)

Phone Work
Useful if you need to contact the person to authorise repairs.  This field is a ‘search’ field, allowing you to enter the first few digits of the number only.  When you press the e key, you will be presented with a list of customers in work phone number order starting with the closest to your entry.  You can then select the actual customer you require, if they exist. 

Phone Home
As for phone work, except that it is not a search field.

Mobile
Enables you to contact your customer wherever they are.

The vehicle details displayed on the Job Entry screen are:

Reg. No.
The registration number of the vehicle.  This field is a ‘search’ field, allowing you to enter part of the registration number only.  When you press the e key, you will be presented with a list of customers in registration number order starting with the closest to your entry.  You can then select the actual customer you require, if they exist.

Vehicle
The vehicle make, eg. COMMODORE, FALCON etc.

Model
The vehicle model number, eg. VN (Commodore), EA (Falcon) etc. or details that specifically identify the manufacturers model number.

Body Type
The body type eg. SEDAN, WAGON etc.

Chass/VIN
This can be used to store the chassis or vehicle identification number, depending on which is more important for your type of business.

Engine No
This is used to store the vehicle’s engine number,

Colour
Of the customer’s eyes of course.  This will tell us if you actually read the manual.

Month/Year
The date of manufacture of the vehicle.

Cylinders
The number of cylinders in the engine.

Capacity
The engine capacity eg. 3.6, 4.2 or 1600.

Letters
The number of service reminder letters that this vehicle’s owner has been sent.  This number will reset to 0 when they next come in for a service.

Fuel Type
The type of fuel: ie. L for leaded, U for unleaded, G for LPG, B for both or D for diesel.

Transmission
The type of gearbox/transmission in the vehicle.  A suggested format for this field is to use A for automatic, M for manual etc.  So A4 would be used for a four-speed automatic transmission, while M5 would be appropriate for a five-speed manual transmission.

Driver
The name of the normal driver if the vehicle is owned by a company or a person other than the driver.

Other Details
A spot for any other information you wish to collect on vehicles. 

Service Type
These columns give the most recent history of the vehicle, (up to the last
9 services performed on the vehicle).  The information shown is the Service Type, Date of the service, the Odometer reading, the Invoice number and the Mechanic who did the work.  Each major service type has its own line in the history table so any one date of service may show several lines of history.  A more detailed history is available from the History option at the bottom of the screen.  See the Job Entry submenu section for further details.  If the ‘Overdue Service Flash’ flag has been set in the Utilities – Company Setup menu, the service dates will flash for services which are overdue.

Job Entry Menu
When a customer brings a car to your workshop you must enter or check the customer details, add or check the vehicle details then record the customer’s requirements on the job card and issue it to the workshop.  The mechanic must add to the card all parts used, time spent and additional comments such as results of road tests.

At the completion of a job the mechanic’s comments and part allocations are added to the jobcard on the computer and an invoice is created and printed, ready for the customer when the car is picked up.  If the customer is a cash customer, or you know they will be paying when they pick up the car, the invoice may be receipted immediately.  A receipt will appear on the bottom of the invoice.

  If you are uncertain of the payment details, the completed invoice may be saved until the customer comes in, and a receipt printed on it then.

If the above approach is used properly the workshop will become far more efficient and profitable, because all work and parts are recorded as they are used, instead of relying on memory.  Information can be written straight onto jobcards and invoices as needed, and incomplete jobcards and invoices continually updated with parts and comments, until completed.  Jobs can therefore be invoiced correctly and spare parts can be re-ordered as they are used.

The procedures outlined above are effected using the options at the bottom of the Job entry screen once a valid customer account code has been entered.

These options are:

Add
Add a new customer and vehicle or add a vehicle to the customer currently displayed.

Credit
Enter and print a credit note for the current customer.

Delete
Delete a vehicle and its details from the customer’s records.  (The vehicle remains within the database, and the service details will re-appear if the vehicle is assigned to a different customer at some later date.)

Edit
Change any of the details for the customer or vehicle.

Find
Clear the screen and ask for a new customer or vehicle code.

History
Display or print a detailed history for the vehicle displayed or for all vehicles belonging to this customer including every service or repair and parts.  It includes the date, speedo, invoice number, amount charged and the mechanic who did the work.

Invoice
Enter and print a detailed invoice based on the completed jobcard, listing the work done on the vehicle and any parts used.  This automatically updates the customer, vehicle and parts files.  It also allows the entry of receipts before printing.

Jobcard
Enter the services requested by the customer as you would if you were doing an invoice and modify the description if necessary.  Press the ) key when finished with each service description and press "Finish" when you have completed the job card.  You can enter a time for the work to be completed so the vehicle can be finished in time for the customer to pick it up.

The printed jobcard should go in a folder with a pen and stay with the vehicle until the work is complete.  The mechanic should enter all work done and any parts used.  Add any additional comments such as road test results completed.  The jobcard forms the basis for the invoice.

Memo
Allows comments to be entered into a notepad.  It is useful for notes on warranties or future work required.  It automatically picks up the comments made on the bottom of an invoice when it is printed, along with the printing date.  For example, if you put a comment on the bottom of the invoice about the vehicle requiring a brake service at the next general service, this note will be appended to the vehicle comments with the date of the comment.  Do not store confidential information in this area as it prints on the customers copy of the invoice.  Store confidential information in the customer memo.  See Customer menu – Maintenance.  (Short cut - Press the # key to access the Customer Memo).

An * indicates that there is something stored in either the vehicle memo or the customer memo.

Next
Display the next vehicle owned by this customer, or skip forward alphabetically to the next customer if no more vehicles are recorded for the current customer.

Previous
The reverse of the Next command.

Quote
Enter a job estimate and print without affecting stock levels etc.

Reprint
View or reprint an invoice, credit note or quote for the displayed customer and vehicle.

Transactions
Allows all transactions for the period you select to be viewed.

Esc
Exits out of this area back to the main Customers menu.

To add new customers and their vehicles, press A (the first letter of the option Add) or navigate to the Add menu, using the y or z keys. Then press the e key. You will be presented with a blank screen into which you may enter as much, or as little information as you wish.  Note that every vehicle must have an Acc Code and Reg. No.  All other fields are optional.

Using the Find menu you may also display the customers details by entering the registration of a previously recorded vehicle.  This is useful for finding details for a vehicle in the workshop about which you know only the registration number.

When you enter an unidentified code or registration number you will be shown a sorted list of existing customers or registration numbers starting with the nearest match to  the data you entered.

You may then select the vehicle or customer using z and pressing e or press v to add a new customer.  In this case you return to the data entry screen to create the new customers account code.  (If you try to use an existing code the details of the existing customer will be displayed and your only option will be to add a vehicle.  You must delete the first customers records before you can reuse an existing code.  Please ensure you no longer wish to keep a record of the first customer if you intend deleting their information).
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We will enter a new customer.  Enter CAMS2 in the Account Code field and press e.  If an account code of CAMS2 already exists, the computer will display all the details of this customer and his first vehicle.  However, as this is a new customer, the computer will not find the customer and will try to help by giving you a list of the nearest matching customers.  You can move up and down in this list to check that the customer is not already on file, and if you don’t find him, press v to add the customer.  You are given the chance to change the code if it is incorrect, but leave it as CAMS2.  You will notice that the customer CAMS already exists.  This has all the relevant information for contacting us and is set up on installation.

The Type field is used to group various types of customers, eg.CASH , ACC, or T for trade etc.  This field is used in various reports and letters.  Type ACC for account and press e.

You are then asked for the customer’s name.  Enter his name exactly as you would write it on a letter, as this is the name that will be used for sending letters and invoices to all customers.  Type MR COLIN GILLAM and press e.  You can use upper and lower case by turning |l on or off.

The computer will automatically place ‘Colin’ into the Contact field.  Contact is used when sending letters to customers and is the salutation; ie. Dear Colin.  If you wish to address the customer differently you can change the contact name ie. he may have a name that everybody knows him by such as ‘Col’. Otherwise press e to leave it as is.

If the customer is also a company, enter the company name.  Type in CREATIVE ACCOUNTS MANAGEMENT SYS and press e.  The full company name is too long to fit so you can abbreviate, you may even wish to type in just CAMS.

Type in the address as 10 BIRMINGHAM RD and press e.

Next type the suburb as MOUNT EVELYN and press e.  You will notice the computer pause briefly and then automatically inserts the correct postcode for Mount Evelyn.  The computer contains almost all postcodes for Australia.  If the postcode and suburb are not there, choose the nearest adjacent suburb, and come back later, after adding the one you want from the Utilities – Postcodes menu option.  

Next enter the customers Work and Home telephone numbers including STD area codes if appropriate.  Type 03 9737 1566 press e, and the home phone number if you know it then press e.  There is also provision to enter a Mobile Phone Number if required.  Same steps as before.

The customer has now been successfully entered and saved.

Now enter a Registration Number for the vehicle.  We suggest you enter the actual letters and numbers without “spaces”, “-“ or any other characters for the sake of consistency, making sure that a vehicle is not accidentally entered 2 or 3 times with slight variations of the Reg. No. Eg. ABC123, ABC-123, ABC 123 are all the same to you, but the computer treats them as 3 unique Reg. Nos.  Type ABC123 and press e.

The Vehicle field is used to describe the particular type of vehicle, eg. Commodore, Falcon or Magna and Model is to describe the specific model eg. VL, VN, VK etc. as this is useful when ordering parts.  To save some typing, because you know that a Commodore is a Holden, don't put Holden in the Vehicle field, same with a Ford Falcon etc.  In the Vehicle field type COMMODORE and press e, then VT and e.

The Body type may be  Sedan, Wagon, Coupe etc.  Enter SEDAN and e.

Chass/VIN is used to enter the Chassis or vehicle identification number.  Type in AIN12345 and  press e.

Engine No. is the field used to enter the engine number.  Type HGY7657N89 and press e.

Type in RED and press the  e key, in the Colour field.

Month/Year is the date of manufacture of the vehicle.  Type 0593 and press e.

Cylinders could be 6 and press e.

Capacity is the engine capacity (assume litres, or cubic inches if you prefer).  Type 3.8 and then press e.

Letters is the number of reminder letters that have been sent to the owner of this particular vehicle about this vehicle.  As this field is automatically updated when you send out service reminder letters leave it blank at this stage by pressing e.

Fuel is the type of fuel the car uses i.e. L for leaded, U for unleaded, G for gas, D for diesel and/or P for petrol.  Choose the one you need and press e.

Transmiss(ion) M5 (Manual 5 speed) (Automatic 4 is entered as A4) and press e.

Driver is used when the vehicle is owned by someone other that the person that regularly drives it.  This is particularly important in fleet work where the driver of the vehicle is required.  On a statement to the account holder this information will be printed so that the customer can reconcile his/her account easily, with identification as to whom made the charge.

Other can be used to store additional brief details on the vehicle or if more space is required, a memo can be added to the vehicle (see further into this tutorial).  Type AC (Air conditioning) and press e.

If at any stage you realise that you have made a mistake don’t panic.  Either use y and z to go back to the incorrect information or you can edit any of the details later as they become available.

* Short Cut -  If you have entered all the information you have about the customer and vehicle or are editing the information at a later date, and get to a point where you don't need to add any further information, pressing the ) key will Save and Finish the section you are in.

Always try to gather as much information as possible from your customer as it can be very helpful if you need to contact them or send them promotional material, and always be consistent with the way you enter information.

The computer will automatically save this information and then present you with the full details on the customer and vehicle, and at the bottom of the screen display the available options you can select.

For more information see Customers menu - Job entry or Customers menu - Maintenance.

Credit, Invoice, Jobcard and Quote/Estimate Options

At the top of each of these screens are a number of fields for you to change as required.  The screens look similar - the only difference is the descriptor word 'Credit', Invoice', 'Job' or 'Estimate' which depends on the menu option selected.

Note: If you start these procedures by mistake, press the v key to exit once you reach the Invoice* Date field.  Also, once the date field has been set you may press the ) key or q to leave the rest of the data as displayed.  You will then be taken to the next section.
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Invoice* Number


The Invoice* Number is automatically incremented after each invoice* is completed. However, you can insert a different number if the need arises (e.g. if you are changing from a book of invoices and need to start at a specific number).  If this number is lower than the automatic number, any subsequent invoice* numbers will continue on from the automatic number.  If, however, you need to use up invoices from a book with lower numbers than the automatic number you will need to go to the Other menu - Company set-up option and change the starting number of your invoices* until you have used up all the low numbers.  If you enter a higher number it will subsequently increment from the higher number.

Invoice* Date
By default this is the date of entry, but you can change it if you are running late with an invoice*.

Odometer
The odometer allows you to keep track of how many kilometres, miles or engine hours (for those machines with counters) the customers vehicle covers between services.  It also allows you to keep a check on warranty work or regular service items such as brakes which are usually done every 20000 kms etc. 

Sales Tax No.
If the customer has a tax exemption form, enter the number here and no tax will be added to any parts purchased from you.  If you leave the field blank, it assumes the customer is paying sales tax, which is included in the retail price.  If the customer is a wholesale customer and already has a sales tax number in their file, (refer to Customer - Maintenance) the number will automatically be displayed.

Order No.
If the customer has given you an order number you can enter it here.

GL Code
If you wish to post an invoice or credit to a General Ledger account other than the normal sales account (i.e. Sales - 1001) you can change the ledger code at this point (for this transaction only).

If you haven't set up your General Ledger or don't know which account to post to, leave the ledger code as displayed.

Collect Sales Tax on this Sale

You can override the sales tax collection option so that if a trade customer to whom you normally charge sales tax, comes in for a service that is a retail sale, you can change the default from Y to N so that sales tax is not charged.

Code of Customer paying Invoice
If a person other than the vehicle owner is to pay this account, you can change the Customer Code to the customer paying the account.  This customer must already exist in the computer database.

*  The 'Invoice' descriptor used above should be read as 'Credit', 'Job' or 'Estimate' if that is the term appropriate to the menu option you are using.
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Once you have completed the top part of the screen, the following options will appear across the bottom of the screen:

Labor
Asks you to enter the repair code for the work done on the customers vehicle.  A list will be displayed for you to choose from.  To search for a particular service, type the first few characters of the code, for example pressing the S then e keys will show all codes starting with S such as Service Minor.  Once you have found the repair code, press e and a brief description is displayed and you are then asked for a mechanics code.  A list is displayed from which to select the mechanic performing the work.  It is useful to enter their code, because if you need to find out what was done on a car and by whom, the code will be displayed in the vehicle history. 

If you have entered a description in the repair code that you selected, it will now display on the screen.  Note that although only about 10 lines actually display, the description can be up to 10 pages if necessary.  To see the rest of the description, use z, y, p or q to move up or down.

If the description is correct, press the ) key to continue.  If not, go to the section that is incorrect and overwrite it or delete it using d or other editing keys (cT for a word or cY for a line).  If you wish to add more to the end, go to the last line and begin typing.

If you wish to insert something in the middle of a description without overwriting what is already there, press the j key.  When you type now, everything to the right of the cursor will be moved along.  When you have finished inserting, press j again to switch it off.

When you have finished entering or editing the description for the service, press ) to save the details.  You can then enter the number of hours and the hourly rate.  However, if the service you chose is marked as a fixed price service, the hourly rate will change from its normal amount to the fixed price charge for this service.  Also note that if the mechanic you chose have a different hourly rate than the workshop, then the mechanics hourly rate will be displayed.  Both the hours and the rate can be overwritten by you and are then totalled.

Once the cost has been entered, you are given the chance to change the brief description of the service.  The information displayed here is stored in the vehicle history, so if you did something that you wish to make a note of in the history, change the brief description to highlight this, e.g. change Tune to Dynotune or Electrical to Starter Motor.

You can continue to add a number of different service descriptions until all work is detailed.  After all the labour service details are entered press v to return to the main selection screen.
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Parts
Allows you to enter all the parts used in the repairs or services.

Enter the part number and if it is on file the detailed description and price will be displayed.
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If you don’t know the part number just put in the first few letters or numbers of the part code and press e.  This will bring up a list of parts to choose from.  Using the arrow keys you can scroll through the list and press e to choose parts.  If a part is not on file or you can't remember the part number, a list of the nearest matching parts will be displayed for you to select from.  If you can't remember any of the code, you can press the e key to go to the description field, type in part of the description and press e again.  A list of parts containing the description you entered is displayed from which you can select the required part.  You can press e again, and you will be prompted to enter either the Generic Code or Bar Code of the part.  At either the Part Number or Generic/Bar Code, you can use a bar code scanner to enter the part number.  Note that you must have the cursor positioned in the correct field (Part Number or Generic/Bar Code) before scanning the part.
If the part is not on file, you can add it without having to exit the invoice.  Press v and the parts entry screen will display.  If you then press e, you can enter the parts details as you would if you were in the parts maintenance area.  Once you have completed the details, the screen returns to the invoice and displays the new part, ready for you to continue. 

Type in Z9 to select a filter and press e
Next type in the quantity, (e.g. 1 filter) quite simply the number of these parts used.  Then there is the unit price (e.g. $9.95).  If you put in a figure that is less than the cost price the computer will ask you if you want to sell this part for less than cost price (answer Yes or No).  The computer then calculates the total of these part/s. i.e. unit price x quantity.

Pressing % will display the cost, list, retail, and trade prices as well as the current stock on hand.

After this it will go back to the part number column ready to enter another part or you can press Esc to finish parts.

Down the bottom of the parts screen there are three function key options. The first one is F2- Buyin.  This is for parts that you bought only for this job, or  one-offs.  When you are in the part number column, press @.
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Replace the Buyin name with a part number, such as the one that the manufacturer/supplier uses, or your own.  Move down to the part description using the e or arrow keys, then to the supplier field where, like the new parts screen, a list will pop-up if you are unsure (put in one or two letters to get this list).  Now you put in the supplier’s invoice or docket number, how it was paid , and the chq/card number.  The next detail, cost inc. tax, is similar to the new parts screen, just enter the cost, either including or excluding tax, and the tax rate and the rest will be calculated for you.  Finally enter the margin you want to make on this item.  Using the arrow keys you may move up and down the screen to change things before pressing the e key.  Once you’ve finished the Buyin screen, you get another chance to edit the description, quantity, and unit price of the part.  NOTE: processing a part as Buyin has no affect on supplier records.  You must process the invoice from (and remittance to) the supplier separately, without updating stock.  A history of all stock purchased as ‘Buyin’ appears in the Buyin Report in the Parts - Reports menu.
The next function key option is F5- costs.  This will display the cost, cost inc. tax, retail prices, trade price, and the quantity in stock, of the part that is highlighted or the part you have just finished editing.  Press } when you’ve finished viewing these figures.

The last function key option is F6- profit.  This will display the total of the invoice, the total cost to you, and gross profit as a dollar value and percentage.  This is an estimate based on the cost of parts and labour.  Press } when you’ve finished viewing these figures.  Now that we have done everything in parts, press v to go back to the main invoice screen.
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Del  (delete)
Can be used to delete a line of the invoice if you are unhappy with it or added it accidentally. Put in the line number (e.g. 4) you wish to delete (the number appears in the left column beside each item), and then that line/item is removed.  Be careful not to delete the wrong line.

Edit
Gives you the chance to change the details of either parts or labour that you have already entered.  This is particularly useful if you are invoicing from a jobcard already entered.

If you decide that you want to change a line/item in the invoice, you can do it with this option.  Once you put in the line number you want to edit (the numbers are beside each of the items in the invoice), if it’s labour the program will take you back through the labour process again, and if it’s a part it will take you back through the parts entry process again. 

View
Displays details of the invoice that are below the bottom of the screen

Memo
Memo allows you to add notes or reports to the invoice or jobcard.  These will be printed on the finished invoice and also stored in the vehicle memo in the main Job Entry screen.  When you finish the invoice, you will be prompted to make any changes to the memo before printing.

If you have completed the invoice to your satisfaction, you have several options open to you to save the invoice. 
Finish
Will save and post all the details of the invoice to all the relevant files and then print the invoice if required.  Also use this option when doing Credits or Jobcards.

If you are certain that the invoice is complete, choose finish.  This allows you to print the invoice, and the invoice will then be internally posted to all the relevant places.  Once finish is chosen, you cannot edit this invoice again.  The finish option doesn’t allow you to receipt this invoice before printing.  (See Customer menu - Receipts to receipt a finished invoice).  If you’ve chosen finish, you will be asked to confirm the invoice is complete.  Choose yes if it is.

You will get a Comments/Report screen.  This is where you can make additional comments about the vehicle or the work done.  These remarks will print out at the bottom of the invoice.  If you wish to insert a repair description just press &, or a one line comment *.  This can save time and allows consistent and regular comments to be added to invoices.  Once you’ve finished making comments, press ).  You will now be asked if you want to print the invoice, and then whether you want to print a second copy.

Make sure the printer is switched on and the invoice paper is lined up before starting to print.  Note that if the paper is not lined up or the printer jams, you can reprint the invoice (see Reprint), thus ensuring a professional looking document or simply choose to reprint the invoice when asked “print again”.

Receipt
Will save and post all the details exactly as Finish would and then gives you the chance to enter payment details if the customer is paying on the spot.  When you choose receipt it will check with you if this invoice is complete, and if so, you can enter comments for the invoice.  Once you have finished the comments and pressed ), the program will take you to the receipt screen.  To enter the receipt, you need to enter the date (todays date by default), receipt amount, a settlement discount if you want (either a dollar value or a percentage of the total amount you are receiving)  Put in how they are paying, cheque or card number if applicable, the cheque drawer or card holder, which bank and branch they use, if it is an EFTPos transaction and the computer will then ask you if these details are correct.  If yes a list of outstanding invoices will then be shown for this customer.  Select the invoice(s) that are being paid by pressing e (see Customer menu - Receipts for more information) and ) when finished.  Once the details are complete, you can print the invoice and the receipt will appear across the bottom.

Save-Exit
Can be used to save the invoice if you haven't quite finished it, but need to do some other work on the computer and come back to the invoice later to complete it.  If you choose this option, no details of the invoice will appear on the customer or vehicle files until the invoice has been completed (finished or receipted).  When you come back to complete the invoice, the invoice number will automatically appear at the top of the screen and all the details will reappear on the screen for you to edit or finish and post.  You may print the incomplete invoice but it will have * printed in the top right hand corner.  (You are offered the printing option automatically.)  To help you remember which jobs have not been finished and posted, an Incomplete Jobs report lists all unfinished jobs in the computer.  If you come back in to do an invoice for a customer that has an incomplete job the computer will find the incomplete invoice and prompt you with a message to use this incomplete job or start a new job.  If you do not want to use this saved invoice select start a new job and the next invoice number will be selected. 

Esc
Will exit from the procedure and not save any of the details.  This is the way to back out of mistakes as it completely removes all trace of the job you have started.  Note: it will delete permanently the details, so if you wish to keep them choose Save and Exit.

B - Cash Sales
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This option allows you to sell parts, goods and labour on a cash only basis without having to raise an account invoice.  I.e. if somebody walks in off the street and you know you will never see them again you can use this option to process the transaction.

It works in much the same way as entering an account invoice, but bypasses the need to enter a customer and vehicle.

The computer still behaves as though you were raising an invoice and uses the next available number, which appears at the top centre of the screen.  However, you don’t have to enter any of the normal data details, which normally is displayed at the start of the Customer - Job Entry - Invoice screen.

Note: the program automatically creates and maintains an account code called “~~CASH” which holds all the cash sales information.  DO NOT DELETE IT if you want to keep records of cash transactions. (Month-to-date, Year-to-date etc.)

Enter an invoice or credit in the same way, as you would do a normal account transaction.  I.e. enter all your Labour, Parts and the Finish, Receipt or Save and Exit.  Note that you MUST RECEIPT a cash sale invoice at the time of entering therefore eliminating the need to do a separate receipt.  You will usually get paid by the customer immediately anyway.  If you are not being paid immediately, you should enter the customer and their details into the main Job Entry screen so a separate record of their transaction can be kept.

C - Maintenance
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This is where you can add, edit, and delete customers without doing a job entry.  It also shows the customers account balance.  When you choose this option the first item you are asked for is the customers account code.  If you are unsure of the code, leave it blank and press e, a list of codes will come up for you to choose from.  When you have inserted the code, the customer details will come up with options down the bottom.

You may modify customer details from this option and make notes if you wish.  The use of most data entry fields is obvious; the following fields require a little more explanation:

Courier
Can be used to enter a customers transport or courier company.

Discount
Can be given to particular customers on all invoices.  Enter the percentage you wish to give or leave blank for none.

Buying Price
Allows you to characterise customers as retail or trade.  Normally they will be retail.  The customer-buying price determines the price charged for parts and whether sales tax is displayed on their invoice.  Unless you intend to charge sales tax, leave the customer as a retail customer and give them a discount off the retail price.

Once the customer is displayed on the screen, the following options are available.

Add
Allows you to insert a new customer.  This is a straightforward procedure, just enter each detail (e.g. name, address, and phone), and press e to move on to the next item.

Balance
You should generally only use this option when you are setting up a customers account.  Please be careful when adjusting balances, mistakes can happen.  When you choose this option you are given another chance to change your mind, but if you choose continue, you can move through the various account balances, adjusting where necessary.

Delete
This option deletes the customer on screen.  The option will only allow deletion if the account balances are zero.

Edit
This option allows you to change the customers details except for the account code.  To change account codes see Utilities menu - Modify codes.

Find
Allows you to type in another account code to display the details of another customer.

Memo
This is a place where you can store unlimited comments on that customer.  Press) when you’ve finished.  If there is an * next to the word MEMO then there is a comment stored in this area. 

Next
Takes you to the next customer on file.

Previous
Takes you to the previous customer on file.

Esc to exit
Press v and you will exit back to the main customer menu.

D - Receipts
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This menu option allows you to match receipts to invoices.  You may enter individual receipts immediately or enter all the receipts together at the end of the day.

If you don't enter a receipt for your customer at the time of invoicing or if they don't pay in full, you will need to enter their payment details here.

The first thing you will need to do is type in an account code e.g. GILLC and the customers details will be displayed.  Change the date if the displayed date is incorrect or accept the date by pressing e.  You will notice the Last Payment to the right of Payment Date, which enables you to see when the last payment was made.  Enter the amount being paid.  Make sure you insert the full total of the invoice/s being paid, including any discounts.  Discounts, if you wish to give one, can be given as either a percentage or a dollar amount, use w and x to highlight your choice (it defaults to None) and press e, then the amount of the discount.

You will next be offered a list of payment methods to appear on your banking summary.  You must select one by using y and z and press e.  These can be predetermined in the Other menu - Payment types option.

Insert the payment details cheque/card number (leave blank if paying cash), bank, etc.

Once you’ve finished these the programs asks if the details are correct.  Highlight Yes to continue or No to change any details. 

If you chose Yes, a list will then be displayed of all outstanding invoices for this Customer.  To pay off an invoice, tag the invoice(s) you wish to pay by pressing e when the highlight square is adjacent to the correct invoice (a tagged invoice will have a ( next to it) to see more invoices use z.  The balance left to pay off will appear in the top right hand corner and when this is 0 and you are sure that the invoices tagged are the invoices being paid press ).  If you accidentally tag an invoice then highlight the ( and untag it by pressing e.  If the amount of the cheque is smaller than the invoice amount (i.e. a part payment), it reduces the balance outstanding.
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You will be asked to confirm if OK to post.  Select Yes or No. Yes will adjust all relevant balances and once posted you will be prompted to press } to continue.  If you need to print a receipt you can do so now, but make sure you have paper loaded and your printer is on.  Next is an option to enter more receipts for this customer.  Choose Yes or No accordingly.  If you choose Yes you go through the above procedure again.  If you choose no then you return to the Entry of Receipts screen to allow you to either enter more receipts for other customers (same procedure described above, i.e. type in their account code etc.) or press v to return to the main customers menu.

Note - Selecting the invoices is useful if you have a dispute with a customer over a particular invoice and only wish to receive payment on agreed items.  This form of accounting is known as Open Item as all unpaid invoices remain detailed in the computer until they have been individually receipted or credited.

E - Journals


From time to time you may need to adjust a customers account using a debit or credit journal because of a mistake on your part, on your customers part or as a result of some other circumstances.  This menu option provides you with that opportunity.  PLEASE USE THIS FEATURE CAREFULLY!


Debit Journals increase the amount the customer owes to you.  If a customers cheque bounces after you have entered it as a receipt in the computer, you can do a Debit Journal to increase their account balance by the amount of the cheque.  When they pay again and the cheque clears you can then enter a Credit Journal to offset the Debit Journal and balance their account.

Credit Journals reduce the amount the customer owes to you.  You would mostly use a Credit Journal to balance a Debit Journal.  If you are crediting a customer for returned parts, then you should enter a Credit through Job Entry, as this will adjust the stock levels and the sales figures.

To process a journal entry, choose this option and type in the account code you wish to raise the journal for, i.e.: GILLC and press e.

Next you will need to choose whether a debit or credit journal is required.  Simply highlight your choice and press e.

A reference number will appear called the Journal number, press enter over this unless you have a specific reason for changing this number.  It is being treated as an invoice so the next available invoice number is the default number chosen.

Type in the date for the journal and press e.  The program will default to the current date but can be overridden to allow you to enter the appropriate date.

Next type in the amount that the journal is to be for and press e.

If you want to place a brief comment for this journal type it in the next field and press e or if no comment is required press e.

You will be asked for which age to post the journal to.  This allows you to keep your monies owed or owing in the correct ageing.  0=current month. 1=30 days, 2=overdue.  Choose which period to age the journal to and press e.

An option of OK to Post appears next.  If you have made a mistake or are unsure choose the No option and begin the process again or press v to exit.  If you are confident that all the details are correct then choose the Yes option.  And the computer will post to all the relevant places and return to the beginning of the customer journal transactions screen allowing you to enter more journals or simply press v to exit to the main menu screen.

F - Roadworthy


This option allows you to record the details of Roadworthy Tests done by your workshop.  It does not replace your certificates but provided you keep an up-to-date file of printed copies of your reports this option will replace your RTA register.  This is a requirement of the RTA.

The various details are taken direct from the recommended format from the RTA (Vic) and are all self-explanatory.

When you choose this option, you can either call up a vehicle by the roadworthy serial number it has, or by its registration.  Once you’ve found a vehicle you get a display showing the following;

RW Serial No.
Taken from the roadworthy certificate.  Note that the last entry made is shown on the right.

Date of Test


Date the test was performed.

Mechanic ID No.
The accredited identification number for the mechanic who performed the roadworthy.

Pass/Fail/Withdrawn
A simple P, F, or W as to the status of the roadworthy certificate.

Vehicle Rego No.
The registration number of the vehicle.  Leave this field blank if the vehicle is unregistered.

Vehicle Make
The make of the vehicle, you do not have to put the manufacturer in. i.e. commodore, or pulsar.

Body Type
The type of body of the vehicle. I.e. sedan, hatch, panel van, and wagon.

Engine No.


The engine identification number of the vehicle.

Chassis No.


The chassis number of the vehicle.

Customer Name
The owner of the vehicle or the person for whom you are performing the roadworthy.

Customer Address
The address of the customer.

Comments


Type in a brief comment for the vehicle.

Once all the details have been filled in the options will appear as usual across the bottom of the screen.

Add
When you choose this one you put in a serial number, it defaults to the next one but you can change it, then the date, this defaults to today.  Then you just press Enter to move through the other details filling them in as you go.

Delete
This one simply deletes (on your confirmation) the roadworthy currently displayed.

Edit
Like most other places this one allows you to change the current, on screen details.

Find
This one takes you express to the roadworthy of your choice.

Memo
There is a place where you can store virtually unlimited notes on the roadworthy that is being displayed.

Next
Skip to next roadworthy.

Previous
Skip to the previous roadworthy.

Report
From this option you can obtain either a display or a printout of the roadworthies on file.

ESC
This one takes you back to the main menu.

G - Incomplete Jobs


This option gives you a list of the incomplete jobs.  You can select to display or print the list.

The display/print shows whether or not they’re an invoice or jobcard, their number, code, rego, date and amount.

H - Sales


This report quickly gives you an overview of the health of your business on a day to day basis.  By comparing daily reports and end of week reports, you can gauge if you are on your sales targets for the current month.  The other major benefit of this report is to ensure that all transactions on a given day have been processed correctly.  If an invoice or receipt does not appear on this report, you should check to make sure it has been entered and posted correctly.

This option gives a summary of sales information.  You can display or print a report giving you a complete list of all invoices receipts and credits between the two dates you specify.

Starting date of report
The default is today

Ending date of report

The default is today.

If you leave todays date as the start and finishing date you will get only todays information.

Include Transaction Report
If Y is chosen then a report displaying all Invoices, Receipts, and Journals will be created.

Include Parts Report
If Y is chosen then a report displaying all Parts used during this period will be created.

Include Repair Report
If Y is chosen then a report displaying all Repairs performed during this period will be created.

If all three are left at the default Y then the report will be include all sections but is created as one report.

If you have chosen to include the Transaction report you will then be asked to select the type of transactions to report on.  This is useful if you only want a list of all credits processed for a period of time, or receipts or invoices.  The option will default to 1, being a list of all types of transactions.

You will next be asked to choose the order for the report to be generated in.  With this option you may wish for all the invoices to be listed together, followed by the credits, etc. or to have it listed by the type of customer e.g. Trade, Account, COD etc.  The default is the most commonly used and will list the transactions in order that they were done in.

After choosing the type of transaction and the order that you want to display the report you can then set a filter for the range of customers to report on.  By default the first customer in alphabetical order will be displayed in the starting account code and the last customer in alphabetical order will be in the ending account code.  Unless you want to limit the range of customers to display then simply press e over both these fields.  If you want to limit the report to a specific type of customer, you can next select the type but for all customer types leave this field blank.  

Next choose whether you want a detailed report listing all the transactions or a summary which simply lists the totals for each section. Choose by selecting either 1 for detailed (default) or 2 for a summary report.

If you have chosen a starting date that is in a month prior to the current month you will be asked to include transactions from a previous month.  If you have not done an end of period and want information just for the period that you are working on then select no.  If you want information in the report that relates to previous months and you have done an end of period then you will have to choose yes.

After all these choices have been made there is only one more option.  Do you want the report to print to the printer or display on the screen?  Make your choice and a report will be generated using the options selected above.


I - Letters


From this menu option you may print letters and labels of several types.

The options are:

Service Due
Letters will be printed for all customers whose vehicle is due for a service and whose name you tagged in the displayed list.  By sending reminder letters once a week, you can ensure a reliable source of repeat business.

Customer
Print any of several types of letters.

Overdue
Send a friendly (or not so friendly) reminder to your customer that their account is overdue.  This is not a replacement for statements, but can be included with statements in the mail to save postage.

By Date
Send a letter to your customers who have had any service performed between the dates you select.  This can be used at Christmas or other times when you wish to contact all your regular customers.  It can also be used for advertising your business.  Special offers or discounts for family members and VIP customer promotions all work to increase your turnover.

This option is also useful for follow-up letters on new customers; e.g. a letter saying "Thank you for your new business.  Please find enclosed a complimentary 10% discount voucher for your next visit."  It can also be used to send out recall notices if you had a bad batch of oil during a particular period.

Between Dates
You can send letters to customers who had a car in for a specific service between certain dates.  This is similar to the By Date option, only targets a particular type of service.

Free-Form
Allows you to create a letter and print as many copies as you wish.  Select Edit to create a letter or edit an existing one. When finished editing you are asked for a name to store with it for later retrieval.  When Print is selected you will be asked for the number of copies.

This option is useful for quick notes, letters or flyers with monthly specials to give to customers or include with statements.

Fleet Service
Is the same as the Service Due Letter except that one letter will be generated with all the vehicles due for the one customer.

For all options you are asked if you wish to edit or print.

If you select edit, a list of major services (in the case of Service Due Letters) or letter types (for Customer or General Letters) is displayed from which you choose the one you require.  In the case of letters the selected one will be displayed on the screen for you to modify.  Use the arrow keys to move around.

When you are finished writing or editing letters, press ) to save it.  The old letter will be replaced with the new version.  Keep in mind that the customers name, address and vehicle details will automatically print at the top of the letter, so only enter the information you want.

NOTE:  When you are writing or editing letters you may use the WordStar commands; that is cF moves the cursor one word to the right, cA a word to the left, p and q move the screen up and down. cT deletes a word to the right and cY deletes the entire line you are on.

If you select print, a list of your major services or letter types is displayed from which you choose the one you require.  This selection will relate back to letter file, you may have just edited or created a letter that is relative to the required service.  Highlight the desired type and press e.

All options allow an alphabetic range to be specified for customer names and a postcode range to be specified for their business addresses.  Type in the range of customers codes you require i.e. this month you may only want to send a letter to half of your customers, A to L, and the second half next month or only customers in a certain suburb.  Do this by typing in the postcode you wish to send to in the starting and ending postcodes.  If you want to select all customers then press e to move through all the fields.

A report is generated of all customers meeting your requirements.  By default, letters will go to all names in the report unless you deselect them.  Deselecting is done by pressing the e key, which removes a flag from the name in the list.  After deselecting all the customers that you do not wish to receive a letter press v.

In all cases but Overdue Letters you will be offered the following options:

Print Letters & Summary  (Overdue Letters uses this by default)

Print Summary Only  (For ringing customers with overdue services or accounts)

Copy to MailList File  (Creates a file MAILLIST.DBF for importing into other programs such as Word for Windows)

In all cases, once the letters have completed printing and a summary of who the letters went to is required you will be prompted to change the paper and press e to continue.  If you press v then you will not get the summary printed and you will return to the main letters screen.

J - Analysis


From this menu a series of reports show the activities of your business over a nominated period.  The types of activities and mechanics performing the work are shown, as are statistics for each mechanics productivity.

To give an accurate report, all details must be entered correctly at the time of invoicing.

As each month and workshop varies in the number of days actually worked, the first thing you are asked when you choose this option is ‘how many days worked this month?’  The program will calculate roughly how many days it should be, based on the idea of five working days in a week.  You will need to enter the days-worked in total, although the computer estimates this for you.

You are asked to select either Active or All records.  Active will report only those records where there has been work done during the current month.  This gives a shorter report.

This report gives a comprehensive listing of all service work done during the current month and year to date.  It lists all the major services and the percentages of the total workshop income. 

This report also lists the mechanics and their individual contributions to the workshop.

K - Customers


This option displays a selected list of customers that may be displayed or printed.  By default it will list all customers on file.  If you wish, you can select customers by account code (e.g. if the printer ran out of paper after the "R-----" customers, you can restart printing from the "S-----" customers) or in a particular postcode area (e.g. a promotion for a new workshop in an area).

Select display or print, then you are then asked for the account code that you want to start from.  By default the program will show the first customer on file.

Next you put in the account code you want to stop at, by default this will show the last customer on file.

Next you insert a starting and finishing postcode.  The default will include all postcodes. 

You can choose to list the customers for a specific account type, if you want all customers then leave blank.

The order the report prints or displays in can be selected next.  Options are 1 for Account order, and 2 to list by customer type.

The program then asks if these details are correct and once you answer this it will display/print a list of the specified customers.

L - All Transactions


This option is used when you want to display or print the transactions for all your customers in the time period you specify.  As you can see (when you’ve chosen ‘All Transactions’), you can choose to view invoices, receipts or credits.  Once you chosen one of these options, the steps are the same. 

First, choose whether you want to see ‘All, Paid or Unpaid’ invoices/receipts/credits.  Next you put in a starting date and ending date (the default is the current month), and finally, whether you want to print or display the invoices/receipts/credits.  The report lists all transactions and then gives a summary of all transactions.  If Receipts is selected, a banking summary is also listed.

Lastly you need to choose to display or print the report.  If you chose display, the first page will show the transactions.  You will be prompted to press any key to continue to display the totals for the selected transactions.  A printed report will print this automatically.

The exception to the above is if you wish to find one invoice by its invoice number.  In this case, select Invoice, One and then you are prompted to enter the invoice number you are searching for.



M - Aged Balance


At any time this option will display or print all the current, 30-day and overdue amounts for all customers with an outstanding balance.  A contact name and phone number is also provided to enable customer follow-up.

If you want to limit the range of customers to a particular type then you can choose the type here or leave blank to display all customers who owe you money.

There may be more information to the right of the screen.  Use x to move across the screen to view this information if you chose display.

N - Statements


This menu option allows you to send statements to customers informing them of their transactions for the previous month and identifying any outstanding balances.

You can select to print statements for a range of customers who owe you money, or print individual statements (for people who conveniently lose theirs) by limiting the range of account code starting and finishing with the required code.

You may wish to only print statements for all Trade customers (or any other type of customer).  This can be done by choosing the customer type required, or by leaving this field blank for all customer types.

Enter the Statement Date.  You are usually sending statements one or two days into the next month, so it is good practice to back date the statements to the end of the previous month.

Current and Unpaid Transactions detail all invoices and receipts, whereas BBF with Current Transactions only shows an opening balance for the current month and the current months transactions.

Transaction summary gives a total of the different transactions at the end of the statement.

When you’ve selected which statements you are printing, you can also enter comments that will print at the bottom of these statements.  This is useful for either promoting a particular service you have or reminding people of their overdue account.

You then get a list of all the customers who match the selection criteria you entered previously.  You can then fine tune this list so that only the customers you want to receive statements get printed.  Press e to untag or retag customers.  Press )  to finish and print.


Before running statements please ensure that your printer is loaded with the correct forms, it is switched on and is on-line.

Press e to continue and v to exit if you are at all unsure.

O - Banking Report


By choosing this option you are able to generate a report that can act as a deposit summary for your Bank.  Note: not all Banks will accept this as a deposit slip so please check with your Bank to confirm this.  

Your first option is to choose the date that the receipts are to be banked.  Todays date will be the default but it can be overridden if desired.

Your next choice is to display or print the Deposit summary.

If you choose to display be aware that you cannot clear the summary from here.  You can only clear the deposits from the print option.

From this stage both display and print have the same options:

A list of receipts will be displayed on the screen.  You will need to select which ones are to be banked by tagging or untagging the receipt.  Press e to do this.


Once all the receipts are tagged to be banked press ) to continue.

It is at this stage that the print option has some differences: (the display option will show on screen how the report will look when printed and pressing v will return to the main customers menu.

Printing will ask if you want to print two copies.  This will be  required if you want to keep a stamped copy from the bank.

Next you will be asked if you want an EFTPos summary.  Naturally this will only be applicable for those people who take EFTPos as a payment method.

If you are banking cash then a choice to print a cash count summary will be offered.  This will print a cash break-up on your deposit slip so you can manually write the break-up of your cash.

Once the deposit summary has been printed you will be asked if you want to clear the receipts.  If you say no then the receipts will be on the next deposit summary, and will remain so until you choose to clear them.


Please note: if you are running the General Ledger side of Workshop Manager and intend to use the Bank Reconciliation option then the only way that these receipts will get to the Bank Rec. and General Ledger is to print and clear the Banking Report.  They will only get to the Ledger side of the program after Post to GL option is run in both Customers and General Ledger.

P - Post to GL


This option posts all transactions to a temporary General Ledger file in preparation for updating the General Ledger.  It can be run at any time but must be run before updating the General ledger to give an accurate picture of your current business position.  It is automatically run when you do an End of Month processing.

Note - to see the results of your work in the General Ledger, you will also need to Post to GL in the General Ledger Menu.

To run this option you will need to choose Yes to continue.  If you choose No then you will return to the main menu screen.

If Yes is chosen then a message “Posting Customer Transactions” will flash on the screen and when all the posting is complete a further message will show that it has “Finished Posting Transactions”.

Press } to return to the main menu.

Note - If the ageing of the General Ledger has not been completed for the previous period then to remove the accidental posting to GL and inclusion of these figures in the Profit and Loss, a message will appear and you will not be able to post until ageing has been completed.

Q - End of Period


This option closes all files for the month or year.  In order to age customer accounts and to do some basic internal housekeeping, it is necessary to run this process at the end of each month.  Ideally, it should be run in conjunction with the Supplier, Parts and General Ledger End of Month processing.  The procedure updates the customer files, changes the aged balances from current to 30 days and 30 days to overdue and deletes all completed transactions, i.e. all invoices that have been paid are cleared along with the corresponding payment or credits.

All non-current transactions are shifted into archive files (from which they can be retrieved if necessary); i.e. all fully paid invoices for customers and suppliers and associated transactions.

When you select this option you will be greeted by this warning.  If you haven’t printed all the options simply choose v and you will be returned to the main customer menu screen where you print the reports, do backups and then return to perform the End of Period.

You will be given a warning and will have to consciously choose continue to complete the process.  If you choose to continue you will be see the first invoice number and the last invoice number.  Current invoice number will be the transaction the computer is working on so you will see it counting up until the last invoice number is reached.  The screen will show you that it is processing end of period details by flashing in red.  This process may take several minutes, depending on the amount of work done during the period.  You can see the stage it is up to by looking at the counter.  When finished the program will automatically Reindex your files.

When the process is complete you will be advised and have to press } to continue and return to the main menu.

Refer to the End of Period sheet in the addendum section for all the correct procedures for running and completing an end of period.

Note - If the ageing of the General Ledger has not been completed for the previous period then to remove the accidental running of an End of Period therefore ageing your figures twice, a message will appear and you will not be able to post until ageing has been completed.

End of Year clears all year-to-date figures and must be run separately to the End of Period.

If it is June, July or August, you will automatically be reminded and prompted to do an End of Year.  Make sure it is done before commencing to enter any transactions for the new financial year.

Suppliers Menu

This is the suppliers main menu.


It allows you to keep a track of how much you owe to your suppliers.  It also allows you to record any cash payments, wages or other expenses incurred by your business.  It is basically the same as the customer section except in reverse.  You enter all the supplier invoices as you receive them (you can even update your parts at the same time).  As with the customers, you can post to the General Ledger and get an overall picture of your business expenses. 

A - Maintenance


This program allows you to set up and maintain Suppliers.  You can enter any details you wish to keep handy on your suppliers file.

Once a supplier has been created, you can enter invoices from and payments to this supplier.  This will give a more accurate guide as to how your business is running. 

This information is also used by the parts file to record where you would normally obtain a part and the normal supplier of that particular part/s. 

Supplier Maintenance can be used to check suppliers details at a glance, or, add new suppliers, edit the ones that are already there or delete a supplier, make payments, process credits or simply check the transactions.

The first item you are asked for is an account code (e.g. BURSON).  If you know the correct code it is simply a matter of typing it in.  If you don’t know the code or you misspell it, (you can leave it blank too).  A list of suppliers will pop-up when you press e.  When this list is up you can press v to add a new supplier or scroll through using y and z until you find the supplier you want.  Or type the first couple of letters and press e to go to the nearest match then repeat the process again until you find the supplier you want.

If you press v you will be asked if you want to add a new supplier.  If you say Yes, you can enter their details just like selecting Add from the menu bar at the bottom of the screen. Put in their address and phone details (you can even list up to three contacts with office and mobile phone numbers).  You are asked to enter the last date you paid this supplier, the default ledger code for this supplier (usually 2001 for Cost of Sales or 5500 for Stock on Hand).  Change this if it is to default to a different ledger code but you must have a valid code in this field.  You can then set up a percentage mark up to retail on your part costs.

When you have entered all the details for the new supplier you will come to a screen that shows the suppliers details and also a list of options across the bottom.  Most of them should be self-explanatory.

Add
Lets you put in a new supplier.

Balance
Should only be used when you are positive that this is the only way you can correct the account balance.  The transactions and balance should always match.  Press e to move through the balances and to change them accordingly.

Credit
This option allows you process credits you may have received from the supplier shown on the screen for goods returned or that are faulty. Enter a date, credit number and the amount the credit is to be for.  You are then asked for a ledger code to post the details to.  By default it is Cost of Sales or Stock on Hand, but you can post it to any ledger account.

Once you’ve filled in these details, you will need to allocate the credit against an invoice.  It is advisable to credit an invoice, even if the invoice the credit is for has already been paid.  That way the credit will be linked to the invoice and will rollover at the end of each months processing.  If you choose not to allocate the credit to an invoice, you will have to reallocate it at a later date anyway.

To process a credit against an invoice, press e to choose an invoice if it is the one you want to allocate it too.  Press }  to search for other unpaid invoices.  After a choice has been made you will be asked “Which age to post to?”.  Press zero for current, one for thirty-days, and two for overdue.  The computer will default to the age of the original invoice but can be over-ridden.  When you are sure press e.

You can then go ahead and update your parts if you have returned an item, thereby correcting your stock balance.  Choose Y if you want to reduce your parts.  Type in the part number and press e, cost e and quantity e, and once you have credited all the parts press v and return to the suppliers credit screen where you can process more credits.  Choose N if you don’t want to update parts and you will return to the suppliers credit screen. Press v to return to the main suppliers screen or process more credits for this supplier.
Delete
Will delete the supplier currently on screen. You must confirm that you definitely do want to delete this supplier.

Edit
Is where you can make changes to the supplier that is currently on screen.  You press e to go through the fields and make whatever changes are necessary.  Use the shortcut key ) to save the information after you have changed the information you wanted to change.
Find
Allows you to find a supplier.  Type in the code of the supplier you wish to find.  Follow the same method described above.

Inv
This option allows you to enter the details of invoices you receive from your suppliers.


The first item to enter is the date, today's date will be selected by default but you type over this with a new date.  The next two field items must both be filled out otherwise the program won’t let you proceed.

Invoice number is the first one.  Normally you would put down the number the supplier has given.

Then you put in the invoice amount, the total dollar value.

You can enter some brief comments to make it easy to remember what the invoice was for when looking through reports at a later date.

You are then asked to enter a ledger code.  This is for posting to the General Ledger.  It defaults to the code you allocated to the supplier, but you can enter any valid ledger code from your General Ledger.

Enter the amount that you are posting to this ledger code, generally all of the invoice amount unless you are splitting the posting to separate ledger codes.  You do this by typing in the ledger code you want then the amount you want to allocate there.  If this amount is less than the total amount on the invoice, the program will take you back and let you enter ledger codes and amounts until the entire invoice has been allocated.  If you are splitting the amount, you repeat the above steps until the entire invoice amount has been allocated.  

Once all the invoice has been allocated, the program asks if it is okay to post and if you choose yes, it will do some processing and then you will be asked if you wish to update parts.  This next step is optional. 

If you choose no, then you will be taken back to the first screen and you just press v to quit and return to main supplier screen.

You can update your stock file from this option.  If the supplier has delivered goods, you can enter the items and quantities received and if prices have changed, update the prices in the stock file.  If the item is not on the parts file, you can add it as you go without the need to exit and enter it into the parts file first.


If you chose yes, you have to put in the part number you wish to update.  If you don’t know the part number press e, you can then enter either the Generic or Bar Code, or use a bar code scanner to enter the parts into stock.  Once a part number or generic/bar code has been entered, list will pop-up for you to choose a part number from.  You can add in a new part here if you want, just like in Customer menu - Job entry or refer to adding new part in Parts menu - Maintenance.  Next you can edit the part description, put in the part cost inc. tax, and the quantity received.  If the cost has changed you will be given the option to update you cost and selling prices.  Choose yes and update your prices accordingly. Choose no and you will return to the suppliers invoice screen ready to process more invoices or to the parts update screen if there is a balance still left to process.  From here press v to return to the main suppliers menu.

Memo
Is a text area where you can type any messages you want to keep about the suppliers.  Pressing e will only put a blank line in this box so you have to use the ) key to save this information.  If you press v in this box then any changes you may have made to the text will be lost.

Next
Skip to the next supplier on file.

Previous
Skip to the previous supplier on file.

Remit
This is for payments you might make to your suppliers.  If it is a payment to a supplier already on file, make sure you have entered any outstanding invoices that you wish to make payments against.


The first thing you need to enter is the cheque number, (enter 0 (zero) if it is a cash payment) and then the date of payment.  You then enter the amount of the cheque or cash paid and any brief comments.  At this stage you will be asked if the details are correct. To continue choose yes or to change any detail, choose no.  

If you chose yes a list will then be displayed of all outstanding invoices from this supplier.


To pay off an invoice, tag the invoice/s you wish to pay by pressing e when the highlight square is adjacent to the correct invoice (a tagged invoice will have a ( next to it).  To see more invoices use z.  The balance left to pay off will appear in the top right hand corner and when this is 0 (zero) and you are sure that the invoices tagged are the invoices being paid press ).  If you accidentally tag an invoice then highlight the ( and untag it by pressing e.  You will be asked to confirm if OK to post.  Select yes or no. Yes will adjust all relevant balances (you can actually see this happen) and you will be prompted to press } to continue.  If the amount of the cheque is smaller than the invoice amount, it reduces the balance outstanding.  Once posted, you return to the main supplier screen.

Trans
Will display all the transactions for the supplier currently on screen.

Esc
Takes you back to the main menu.

B - Payments


This option allows you to enter details of payments made to non account suppliers, or for any other payments such as wages, rent etc.

When you choose this option you are given a selection of payment or expense types.

Other Payments
As the name suggests, other payments are for other payments, for example: postage or freight.


The first step is to put in the cheque number, (the program automatically increments the cheque number by 1) or you can put in zero for cash or credit card.  The date of payment, and then the ledger code to post the payment too.  If no other code is set up, use "2001" which is "Cost of Sales General".  Enter the person or company being paid, for example: Australia Post, the amount you are paying them and any comments.  If the details are correct, post it, otherwise go back and change any details that are incorrect.  After you’ve finished this the program checks if it’s okay to post, then you are taken back to the starting screen, where you can make another payment or press v to quit.

Wages
Is identical to Other Payments except the default General Ledger code is set to the wages ledger code.  Please note that this is a wages program.  This area is simply a record of payments made to wages.  The amounts paid to each employee can be recorded against the default ledger code for wages payments (usually 2801) or you can set up individual ledger codes for each employee and overwrite the default code for each payment.


You are asked for the cheque number, (enter 0 if it is a cash payment) the date of payment then the ledger code to post too.  If no other code is set up, use "2801" which is "Wages" (the program should default to this code, if it doesn’t check in the Other - Company Setup area).  Enter the person or company being paid, the amount and any comments.  If the details are correct, post it, otherwise go back and change any details that are incorrect. 

Direct Debits
Bank charges, loan repayments or other amounts deducted direct from your bank account can be entered here.  It is identical to Other Payments except that no cheque or cash is entered.


Enter the date of payment, then the ledger code to post too.  If no other code is set up, use "4001" which is "Expenses".  Enter the person or company being paid, the amount and any comments.  If the details are correct, post it, otherwise go back and change any details that are incorrect.

Esc to exit
Returns you to the main supplier menu. 

C - Journals


From time to time you may need to enter a debit or credit journal because of a mistake on your part, on your suppliers part or as a result of some other circumstances.  This menu option provides you with that opportunity.  PLEASE USE THIS FEATURE CAREFULLY!

This may be necessary if you have overpaid an account accidentally in the computer or wish to reverse a transaction or part thereof for any reason.


To process a journal entry, choose this option and type in the account code you wish to raise the journal for i.e.: BURSON and press e. 

Next you will need to choose whether a debit or credit journal is required.

Debit Journal
This option is used for such things as correcting overpayment.

Credit Journal
This one is used for correcting overcharges on invoices, etc.

Highlight your choice and press e.

A reference number will need to be allocated, (call this the Journal number), press e. 

Type in the date for the journal and press e.  The program will default to the current date but can be overridden to allow you to enter the appropriate date.

Next type in the amount that the journal is to be for and press e.

If you want to place a brief comment for this journal type it in the next field and press e or if no comment is required simply press e. 

An option of OK to Post appears next.  If you have made a mistake or are unsure choose the No option and begin the process again or press v to exit.

If you are confident that all the details are correct then choose the Yes option and the computer will post to all the relevant places and return to the beginning of the customer journal transactions screen allowing you to enter more journals.  Or simply press v to exit to the main menu screen.

D - Standing Transactions


This option allows you to set up regular payments to post automatically each month, e.g. rent or lease repayments. 

Enter the supplier code, general ledger code to post too, the amount, day to pay and a comment, then at the chosen date, each month the amount will be posted automatically to the ledger and deducted from the bank account.

* Note that no cheque numbers will be on the transaction.

The program displays the first record on file, and then offers you the choice of adding, deleting, editing or listing.  To add or edit, you need to enter the date to start and finish automatically posting, e.g. a 12-month lease.  Enter the date that the transaction is due each month, the ledger code to post too, the payee or person receiving the payment and the amount.  You can also add a comment if you wish.  Note also that this does not generate the cheques for you.  It only saves you having to enter the same details every month. 

The first screen you come to shows the details of the first transaction on file with a few options across the bottom of the screen.

Add
You would choose add when you want to put in a new transaction.  First you put in the payee and then the start and end date for this transaction.  Next you put in the date of the month you want the transaction taken out.  Last posting is the last time that this payment is to be taken out.  The general ledger code is next, if you don’t know what it is, leave it blank and a list will pop up for you to choose from.  You then get a chance to change the payee, next you put in the amount you want paid to them.  Like most other places, you get a chance to make a comment.

Delete
Deletes the standing transaction that is currently on screen.

Edit
Gives you a chance to edit the details of a transaction at any time.  For example, the bank might change the date of the repayments.

Find
Lets you search for a transaction by the payee details.

List
Gives you an on screen list of all standing transactions on file.  The display shows the payee details, general ledger code, general ledger description, the amount, start and end dates, the day of the month that it’s paid and finally, the last time it was paid.

Next
Takes you to the next standing transaction on file.

Previous
Takes you to the previous standing transaction on file.

Report
Gives a printout of the list option.

ESC
Takes you back to the main menu.

E - Suppliers


This option gives a listing of a selection of your suppliers. 

By default it will list all suppliers on file.  If you wish, you can select suppliers by account code (e.g. if the printer ran out of paper after the "R-----" suppliers, you can restart printing from the "S-----" suppliers) or in a particular postcode area.

Choose display or print according to what you want, then put in a starting code (by default it will show the first supplier on file), and an ending code (by default this will show the last supplier on file).  The same applies for the start and end postcodes.

Once you confirm that these details are correct, you will get a list of suppliers.


F - All Transactions


This option gives a list of the transactions you’ve had with all your suppliers between the dates you specify.

The first instruction you need to tell the program to do is whether you want to see Invoices, Payments, Credits, Direct Debits or Unallocated.  After this the steps are the same for all options.

You put in a start date, end date, and then specify whether you want the information displayed or printed.

After that you get a printout or an on-screen list you can look through.


If you chose to have the information displayed, press v when you’ve finished looking at the details.

G - All Payments


The All Payments report option will give you a list of payments made to all your suppliers between the dates you specify and in the order you choose.  This gives you details on where your funds are going.  It will list payments for wages and petty cash etc.

The ways of viewing these payments is the first screen you come to: there will be six options: Date, Cheque No., Supplier, As Entered, Cheque Summary, and by General Ledger code.

Date
Gives you the transactions in date order with the most recent transaction at the end.

Cheque No
Gives you the last cheque at the end like date order.

Supplier
Lists the transactions in alphabetical order by supplier.

As Entered
Lists the payments in the order in which you entered them.

Chq Summary
Totals up cheques that have been paid against multiple invoices to give one line per cheque, whereas Cheque breaks the cheque up against each individual invoice.
GL Code
Sorts by ledger payment code.


After choosing which way you want the information, you put in the start and end dates.  Then choose whether you want to display or print the report and you will get the transactions you want in the form you’ve requested.

Note: if the dates are prior to the start of this month, the program will ask if you want to include non-current transactions which means you can access the archive file for the information prior to the current month.  Therefore reports can be generated for any time frame that you choose.

H - Aged Balance


This option will list all suppliers that you currently owe money to and details how much.  This may not be a pretty sight, so be seated when you run this option.

Simply choose whether you want it displayed or printed and the computer does the rest.  Once the report has been generated press v to return to the main supplier menu.

I - Statements


This option prints a remittance statement for the suppliers to whom you currently owe money.  It lists all invoices and payments and allows you to attach a cheque and post it to your supplier.  This gives your and your supplier a chance to check that all details of transactions for the month have been entered correctly.

You can choose whether you want all of your suppliers balances or just one.

This is done by entering the starting account code (the computer will default to the first and last account code in alphabetical order if you want to run them all), and the ending account code.  

If you choose to leave the defaults, as they appear, the computer will print out your entire supplier balances, one per sheet.

J - Post to GL


This option posts all transactions to a temporary General Ledger file in preparation for updating the General Ledger.  It can be run at any time but must be run before updating the General Ledger to give an accurate picture of your current business position.  It is automatically run when you do an End of Month processing.

Note - to see the results of your work in the General Ledger, you will also need to Post to GL in the General Ledger Menu.

To run this option you will consciously need to choose Yes to continue.  If you choose No then you will return to the main menu screen.  If Yes is chosen then a message “Posting Supplier Transactions” will flash on the screen and when all the posting is complete a further message will show that it has “Finished Posting Transactions”, press } to return to the main menu.

K - End of Period


The procedure updates the supplier files, changes the aged balances from current to 30 days and 30 days to overdue and deletes all completed transactions, i.e. all invoices that have been paid are cleared.

All non-current transactions are shifted into archive files (from which they can be retrieved if necessary); i.e. all fully paid invoices from suppliers and associated transactions.

This option closes all files for the month.  Ideally, it should be run in conjunction with the Customer, Parts and General Ledger End of Month processing.

You will be given a warning and will have to consciously choose continue to complete the process.  If you choose to continue you will be asked for a Date to Age Prior to.  Enter the date and the computer will roll all transactions prior to that date by one month.  The screen will show you that it is processing end of month details by flashing in red and may stay like this for several minutes.  When the process is complete you will be advised and have to press } to continue and return to the main menu.

As with Customers End-of-Period you will not be able to post or complete the process if the General Ledger has not been completed.

If it is June, July or August, you will automatically be reminded and prompted to do an End of Year.  Make sure it is done before commencing to enter any transactions for the new financial year.

Parts Menu

This is the parts main menu. 


In this section you can record all the details of parts you carry, including amount in stock, re-order levels and so on.  As parts are invoiced in the customer area, the amount in stock is reduced automatically, and if you enter supplier invoices, you can update the stock levels from there.

A - Maintenance


This option allows you to enter stock details. 

It allows you to keep a check on prices and stock turnover.  Even if you don't wish to monitor these things, having your major stock items listed here will make printing invoices quicker and more accurate, so it is a good idea to update the stock file as you find time.

To find a part, enter the part number (e.g. Z9) you wish to see.  If you put in the correct number you will move to a screen showing this parts details with a few options down the bottom.  If the part number is incorrect or left blank, a list of parts will pop up in a red search screen allowing you to choose the part you wish or add a new part (by pressing v).  

You can also search for a part by description.  Leave the part number field blank and type in the description (or even only part of it) of the part you are searching for.  I.e. filter will list all parts with “filter” somewhere in its description, fil will find all parts with “fil” in the description including filters and files and filaments etc..  The part description doesn’t have to be at the beginning of the description, but can be anywhere a match occurs.  I.e. “fil” will be found in air filters, oil filters, fuel filters, filter elements, and gas filler valves.
You can search for parts by Generic or Bar Code as well.  Leave the Part Number and Description blank, then either type in a Generic/Bar Code or use a bar code scanner to enter the code.  This will then display the part if it is on file, or display a list of the nearest matching parts or those with the same or similar generic codes.
The options that are across the bottom of the screen are as follows.

Add
Allows you to put in a new part.  First you insert the code (Z10) you want to give this part and press e.

A generic code can be identical to other generic codes, unlike the part code, which must be unique.  This field can be useful to group all your similar parts.  I.e. you may get R195 tyres from 6 different suppliers who use completely different part numbers.  By entering the generic code as R195, and doing a search by generic code instead of part code (press e on part code) you will get a list on screen of all parts that match that generic code.  You can then compare prices and advise your customer accordingly.  You can also use this field for recording the bar code number and using a scanner for receiving and selling stock.
Insert a description (Oil filter) for that part and press e.  You can have up to two lines of description but only the top line will print on an invoice so you can use the second line for reference or a comment etc.

The supersession number can be entered (if known).  This number must be an already existing part and is usually the part that has superseded the part that you are adding or editing.  If at a later date this part becomes obsolete but you know the part that has taken its place enter the part code here.  By pressing go to you will be taken to the new part code.

Then the group number is entered (S- services etc.)(Refer to the next section for information on Groups Maintenance) that it’s associated with and press e.  If you leave the group number blank, a list will pop up for you to choose from.

Kits can be created  in Workshop Manager and if this part code is to be a kit then change the N to a Y  in the kit field.

An option to create this part as a non-stock item (i.e. freight or consumables) so enter Y if it is a non-stock item or N if it isn’t.  Most items will not be non-stock items.  Non-stock items do not reduce the stock levels so therefore do not effect your profit and loss.

Next, you put in the supplier code (Burson) where you buy the part from and press e.  If you don’t know where you buy this part form at this stage leave this field blank.  You can enter up to three preferred suppliers, but the supplier needs to have been entered under supplier maintenance first.  You may occasionally buy these parts from Repco or another supplier.  

After that, you put in the cost including tax, tax rate, the cost excluding tax (this will be automatically done for you, but, you can change it if you want), average cost will be calculated, then you can change the list, trade and retail prices if you want.  There is the opportunity to set up to three different retail prices to accommodate different discount structures.

The next items are there for in house recording.  Amount n Stock Unit, WIP (work in progress), Minimum stock level, and reorder quantities are important if you want up to date, accurate records.

The location, unit (i.e. ea. pack) and nett price (no discount will be allowed) are less important.

The Month To Date Sales, including quantity, and the Year To Date sales, also including quantity, Last Purchase and Last Sale are filled in automatically by Customer and Supplier invoices.

Delete
As it shows on screen, delete will delete the part currently on screen.

Edit
This option allows you to edit the part that is currently on screen.

Find
You can put in a part number and it will go to this part, or enter the description (or part of it) if you don’t know the part number.  It will also allow you to search for parts by generic code.

Go To
Will take you to the part code listed in the supersession field.  If this field is blank then there is no effect.
History
This gives you a sales history of the part that is currently on screen.  You get a display showing dates of part sales, to whom it was sold or purchased from, the quantity, the price and the total.  This can be extremely useful if you have a part recall.  You can instantly tell who you supplied the part too.  It will also show where you received the part.  Therefore it shows a complete history of the part for as long as you have been entering information.


Next
Skip to the next part.

Previous
Ship to the previous part.

Stocktake
Allows you to update your stock on hand figures and keep an accurate track record of this action.  Instead of editing the part which doesn’t give you an audit trail.  Two options are available from this choice.  Add Stock received to SOH you will need to type in the part code and press e.  Type in the account code for the supplier and press e.  Next enter the Quantity, unit cost and the total will be calculated for you.  If all the details are correct choose Y and continue to the next part to update.  Doing this will keep accurate records for latest costs and amount in stock.  Update SOH is the other option.  Choosing this option will allow you to change the amount of Stock on Hand.  Enter the part code to alter and press e.  Next enter the correct amount in stock.  If at any stage you wish to check the History of this action select the part and you will notice that the changes have been recorded with an annotation that the method of adjustment was used.

Esc
This option takes you back to the main menu.

B - Groups File Maintenance


This option allows you to set up various group numbers for your stock. 

This is useful for categorising stock into e.g. brakes, shockers, mufflers, spark plugs, etc.  When you print reports, they can be printed by group number, which helps locate parts quickly.

This is the place where you can edit those group numbers that you use every time you do something with parts.

The first thing you put in is the group number (i.e. BR for brakes) and press e.  If you leave it blank the pop up list will be there for you.  There is virtually no limit to the number of groups you can have but it will lose some of its significance if there are too many.

Then you get the group number and its description on screen with the usual options across the bottom.

Add
This allows you to put in a new group number.

Delete
This deletes the group number that is currently on screen.

Edit
Edit allows you to edit the details of the group number that is currently on screen.

Find
Find another group.

List
Gives you an on screen list of all the group numbers and their descriptions.

Next
Skip to the next group.

Previous
Skip to the previous group.

Report
Will printout a complete list of all groups in the database.

Esc
Takes you back to the main menu.

C - Kits File Maintenance


This option allows the entry of kits made up from the parts in the stock file.

You are asked for the part number and the quantity used in the kit.  To keep sales figures up to date, it also calculates the profit on each item based on the difference between the selling price of the kit and the cost of the kit.  The % profit on the kit is transferred to each item making up the kit.

To setup a kit you first have to put in a new part number and description, (for example LPG kit, Gas Conversion kit), in the Parts - Maintenance option and as you are entering the details.  At the section of the part screen where it asks if this part is a kit you enter Y (yes).

Then when you go to the Kits File Maintenance option, the program will filter through all the part codes looking for all the parts with yes in the kits field.  The first thing you enter is the number of the kit.

If the number is incorrect or if you leave it blank, a pop up list displaying all the kits will come up.  This process of filtering through all the part codes looking for the kits may take some time, please be patient, pressing keys and cursing the computer won’t help.

Next you will see the chosen kits details with the line across the bottom showing some options.

Add
Add parts to the kit that is currently on screen.

Delete
Lets you delete parts from the kit that is currently on screen.  You enter the part number you wish to delete and the program does the rest.

Edit
Allows you to edit the parts that are already in the kit.  Enter the part number you wish to edit and change the details as necessary.

Find
Find another kit already on file.  If you know the kit number, it’s quicker than the next or previous options.

List
This will give you a display of the parts, their number, cost price and quantity in the kit currently on screen.

Next
Skip to the next kit.

Previous
Skip to the previous kit.  There may be a wait between kits whilst the computer searches through the parts on file so again please be patient!

Report
This gives you a printout of the list option.

Update
This option will reduce stock on hand of the individual parts that make up the kit and increase the stock on hand of the kit.  If this option is chosen, type in the number of completed kits to be made and press e.  The computer will do the rest.


ESC
This takes you back to the main menu.

D - Delete Group


This option will delete groups of parts that you no longer wish to keep.

You can enter the group number and supplier code to specify only those parts that you wish to delete.

This is useful if you regularly get parts updates on disk from your suppliers.  You may get parts that you don’t use or don’t want to clutter up the hard disk.  

Select the groups you don’t want and the supplier code (leave blank for all suppliers) and then choose yes to continue.  All parts that were in that group and from that supplier are no longer on your computer.

E - Tax Rate Change


This option changes the existing OLD TAX RATE to the NEW TAX RATE.  Unfortunately, this option will only help you with one of the two certainties in life, increased taxes.

Type in the old tax rate i.e. 21.00 and press e.

Next type in the new tax rate i.e. 22.00 and press e.

After choosing Yes to continue, a flashing message at the bottom of the screen will advise you that all tax rates are being updated.

Note that if this is a standard rate change you will also need to update the tax rate in company maintenance to enable all new parts created to have the new tax rate.

F - Price Update


This option allows you to increase or decrease prices in line with changes made by your suppliers or other cost increases.

You can select a supplier code if the changes are only to parts supplied by one supplier or else leave blank if it's a global change.

You can select parts by group number.  This allows you to change all of your brakes or shockers, irrespective of the supplier.  By choosing both a supplier and a group number, you can change prices on for e.g. shockers supplied by Munroe.  Note that you must have already set up your parts into the various group numbers.

Once you have selected which parts to change prices for, you can then choose to either increase by a percentage or by a set dollar amount.  Select % or $ and then enter the % or $ amount to change.  If it is a decrease, enter a - sign in front of the % or $ amount.

You can also choose to update only Cost prices, Retail prices or all of the prices by the amount specified.

If all details are correct, the parts selected are then updated.

If you have many parts, this process may require quite some time as it also adjusts prices in the kit file if you are using this option.

G - Reports


This option allows you to display or print various stock reports. 

The reports you can choose from are:

· Price list (complete with details of list, cost, retail and trade prices as well as the usual supplier)

· Retail price list (to give to customers if you want or is handy for quickly calculating the cost of a job without having to worry about calculating list prices and tax.)

· Kit price list (lists all your kits  e.g. an LPG conversion kit or a complete exhaust system.)

· Stock-take forms (for doing the workshop stock-take giving a list of all stock, its location and how many there should be.  It leaves room to adjust the stock on hand figure if it is incorrect.)

· Reorder report (what parts need reordering and the quantity listing all parts that you have less of than in the minimum stock level you set for each part.  It generates a report by supplier so that you can send the report to all your suppliers without having to hand-write orders.)

· Stock turnover report (only those parts that are being sold listing all parts and the number used month and year to date.  This is useful when re-ordering stock as you can calculate your usage better.)

· Stock value report (value of parts listing parts in stock and the cost value of these parts calculated on the last and average cost as well as retail.)

· Top selling parts report (best sellers by $ and quantity listing the top 50 selling parts by quantity sold or by dollar value for either the current month or year-to-date.)

· Buyin parts report (parts entered on customer invoices using the buy-in option.)

You can select to print all stock items (complete listing) or those within a particular group (group number).

After choosing which report you would like, the steps are the same, except for buy-in.

The next step (after choosing which report you want), is to tell the program whether you want all parts printed out or whether you just want a particular group number printed out.  If you choose the group number option, you will be asked which number, then you will get the relevant printout.

If you choose the complete listing option, you will be asked whether you want to start printing on a new page for each group number, then you will get your printout.

For buy-in, you choose whether you want the information displayed or printed, then put in the start and ending date and you will get your report. 

If these reports are to be accurate, you need to make sure that you fill in the relevant details in part maintenance and wherever else you are asked for these details.

H - Import Parts Disk


This option allows you to import a standard format Parts Disk.  There are two possibilities for the type of file to import.  They are: C.A.M.S. Standard format and OPEA standard format.  Different approaches need to taken for each of the options.

C.A.M.S.
Where a price list has been sent to C.A.M.S. and has been converted, use this option to import it into your parts file.  You need to enter the source drive letter, usually A:.  The files will automatically be copied and inserted into your Workshop Manager program.  If the part already exists it will have the price updated to the latest.  If the part does not exist it will be created with all the relevant information being put into the parts file.


OPEA
Where a supplier who conforms to the Outdoor Power Equipment Association (OPEA) standard format has sent a price disk to you.  Firstly you must copy the disk into the data directory of your computer.  (See Copying files - How to).  

I - Export Parts Disk


This option allows you to export a standard format Parts Disk.  There are two possibilities for the type of file to export.  They are: DBF or TXT format.   Most standard computer programs can read both formats and the choice of file format is up to you or the person you are giving the file too.

If you are giving the file to someone else, you are given the option of clearing your cost prices from the file.

You are then asked to enter the floppy drive to copy the file too.  Make sure a disk is in the floppy drive before continuing.

Once the file has been copied, you are returned to the parts main menu.

J - Discount Codes


If you are importing a parts disk in OPEA format (see importing parts), you can set up various discount structures to accurately get your cost on parts.  The OPEA file contains the list prices only, so you need to enter your discount table to get accurate costs.

Add
Add a new discount code.

Delete
Lets you delete the discount code on screen.

Edit
Allows you to edit the discount code that is on screen.

Find
Find another discount code

List
This will give you a display of the discount codes.

Next
Skip to the next discount code.

Previous
Skip to the previous discount code.

Report
This gives you a printout of the discount codes.

ESC
As usual, this takes you back to the main menu.

K - Post to GL


This option posts all transactions to a temporary General Ledger file in preparation for updating the General Ledger.  It can be run at any time but must be run before updating the General ledger to give an accurate picture of your current business position.  It is automatically run when you do an End of Month processing.

Note - to see the results of your work in the General Ledger, you will also need to Post to GL in the General Ledger Menu.

To run this option you will consciously need to choose Yes to continue.  If you choose No then you will return to the main menu screen.  If Yes is chosen then a message “Posting Stock Transactions” will flash on the screen and when all the posting is complete a further message will show that it has “Finished Posting Transactions”, press } to return to the main menu.

L - End of Month Processing


The stock End of Month processing sets the month to date sales figures to 0 and posts the stock on hand figures to the General Ledger.  As such, it is not critical to run this exactly at the end of the month, but you will be given a warning and will have to consciously choose continue to complete the process.  If you choose to continue the screen will show you that it is processing end of month details by flashing in red and may stay like this for several minutes.  When the process is complete you will automatically be returned to the main menu.

If it is June, July or August, you will automatically be reminded and prompted to do an End of Year.  Make sure it is done before commencing to enter any transactions for the new financial year.

General Ledger Menu

This is the General Ledger main menu. 


This section is used if you wish to get an overall picture of your business's finances.  It combines the income from your customers and the money you pay to your suppliers and tells you if you are making a profit or a loss.  You can also enter other transactions such as payment of sales tax or transfer of money from one bank account to another.  To use this option, you firstly need to do postings from your customer and supplier sections and then the Post to General Ledger option.  This copies all the details from other parts of the program into the General Ledger.

A - Maintenance


This option allows you to set up the General Ledger codes and descriptions.  You can display or print a list of the existing codes, add new codes or edit and delete existing ones.  Please note that General Ledger Codes and descriptions have to be added according to Group Number and Group Description.

The following is a list of the groups and their descriptions.

10
Sales (all customer sales)

20
Cost of Sales (spare parts, wages, sales tax etc.)

30
Workshop Expenses (tools, overalls, cleaning etc.) 

40
Expenses (accounting fees, advertising etc.) 

50
Assets & Liabilities (debtors, creditors, bank, major plant and equipment, building etc.) 

Each General Ledger code has to start with the first number of the General Ledger Group, and consist of up to 8 numbers.  For example Cost of Sales, Group Description number 20, therefore General Ledger Code could be 2101.

The following General Ledger codes need to be set up in the company setup option (refer to Other menu - Company setup).  The following is a suggested code for them.  Once they have been set, they should not be changed.

1001
Sales (all customer sales) 

1011
 Parts - Spare parts sales (if separate from customer service sales) 

2001
Cost of Sales (All suppliers invoices)

5100
Customer - Debtors (the balance of sales and receipts) 

5200
Supplier - Creditors (the balance of supplier invoices and payments) 

5300
Bank account (difference between payments and receipts) 

2201
Sales tax (if collected) 

2801
Wages 

1900
Debtor (Customer) Discounts

5500
Stock on Hand

5900
P & L Accrual

The following tables shows how transactions are posted in the General Ledger:



DEBTORS



SALES
DEBTOR
BANK

INVOICES
- Cr
+ Db


RECEIPTS

- Cr
+ Db

CREDITS
+ Db
- Cr




CREDITORS



EXPENSES
CREDITORS
BANK

INVOICES
+ Db
- Cr


PAYMENT (R)

+ Db
- Cr

CREDIT
- Cr
+ Db


OTHER PAYMENTS
+ Db

- Cr

Note that all transactions have a matching transaction in another account except that it is of the opposite sign!  This means that the overall balance will remain 0.

Note that a customers (debtor) invoice debits the debtors account, and a suppliers (creditor) invoice credits the creditors account.

Money into your bank is a debit i.e. a deposit, and money out is a credit.

The first screen you come to is one asking you for a ledger code (1001), generally this is the one you want to view.  If you leave this line blank the sales ledger code will be shown.  If a wrong number is put in then a list will pop up for you to choose from.  Next you get the screen showing the ledger codes details showing such things as the code, its description, the ledger group and description, an opening balance, the Month To Date and Year To Date totals.  Across the bottom of the screen there is the recognisable options.

Add
Allows you to enter a new ledger code.  When you choose this option you fill the following details; the code number you want, its description, the codes group number and group description, and any previous Month-To-Date totals you may already have.

Delete
Delete the ledger code that is currently displayed on your screen.  You will be asked for confirmation of the deletion.

Edit
You can change any details of the code that is currently displayed.  You press e to move through the various details, changing what you need to.

Find
Find another ledger code.  You put in the ledger code you want to go to and then press e.

List
Displays the details of the ledger codes on file.  These details include:  Group codes and descriptions, the ledger codes and their descriptions, also the Month-To-Date and Year-To-Date totals for that code.

Next
Skip to the next ledger code.

Previous
Skip to the previous ledger code.

Report
Gives you a printout of the ‘list’ option.

Trans
Display the transactions and balance for the ledger code on screen.

You enter the start and end dates, these will default to the first day of the current month and todays date.  If you change these to go back further than the first day of the current month the program asks if you want to include Non-Current Transactions.  Chose Yes or No and press e.

Then you specify whether you want the transactions sorted by Date or As they were Entered.

Next you choose to have this information Displayed or Printed or you can press v to exit.

Esc
As usual this takes you back to the previous menu.



B - Journal Entries


This option allows you to enter journal transactions.

You may need to do this if you have several bank accounts and transfer funds from one to another or wish to write off bad debts.  Enter the date, a reference, the ledger code, a brief description of the transaction, if it is a debit or credit and the amount.  The details will then move to the next line and you will be prompted for the balancing journal entry.  The details will not be posted unless the amounts posted balance.  As a rule, the amounts entered as journals should go as described in the table above.


Note that for every transaction, there is another transaction that balances the ledger, e.g. customer invoices make the sales account go down, but the customer outstanding amounts account goes up.  When the customer pays, the customers outstanding account goes down, and the bank account goes up.  The sales account does not change because it only records the total sales for the year and keeps on growing, while the customer and bank accounts go up and down as invoices and receipts are entered.  The suppliers accounts and cost of sales are exactly the same, except in reverse. 

To alter account balances to make corrections for accidental overcharging or undercharging, or any typing mistakes, etc.  you must first you put in the entry date, this will show todays date by default but can be overwritten.  

Next is the reference column, you can make any small notes here.  

After that you put in the ledger code that this entry is for, if you leave this blank, a list of the codes on file will pop-up for you to choose from.  

The next column shows the ledger codes description, there is also one line to put in your own description.  

Then you put in whether its a debit or credit journal, this will default to debit the first time round, then if you’ve done a debit the next entry will default to credit.  This works the other way around as well, if you do a credit the first time, the program defaults to debit on the next entry.  

After deciding to debit or credit, you insert the amount the entry is for.  To the right there is a balance column, this gives you a running balance of the journal entries you are making.  You can then make another entry or press v to exit.  

Note: If you try to exit whilst the balance is not equal to 0, the program will warn you that the journal entries do not balance.  v will continue the exit process or } will return to the journal entry screen so you can rectify the balance problem.


Once you have entered any journals, to update the ledger balances, you must do a Post to GL, which is described below.

C - Transactions by Code


This option will print or display a detailed listing of your General Ledger.

It will list each ledger code and any transactions in the current month as well as month-to-date and year-to-date balances.

This will give you a list of all ledger codes transactions for this financial year in code order.  You simply tell the program whether you want to display or print this information.  

Then you get a display/printout of the codes in order showing dates, transaction numbers and types (e.g.  debtor invoice), any reference notes made, the account code for each transaction, the cheque number or invoice number (depending which is appropriate), and finally, the transaction amounts and the ledger codes balance.  Move around the report with the arrow keys.

D - Transactions by Date


This option also gives you a display or printout of ledger codes transactions.

First you put in the start and end dates for this report, then you specify whether you want the information in date order, ledger code order or as they were entered.  

Next you say whether you want the information displayed or printed.  

You then get the report you requested.  If you displayed this report you can move around by using the arrow keys.

E - Profit and Loss


This option will display or print a list of all ledger codes sub- totalled by group.  It will also give you a provisional Prime Margin and Profit or Loss.

First you tell the program whether you want this report to display or print.  Then you get a display/printout showing the ledger codes, their descriptions, and then the Month-To-Date and Year-To-Date balances both as a dollar value and as a percentage of all the totals.  If you chose to have a display, you use y and z to move around in the report and v to exit.


F - Trial Balance

This option lists each ledger code and its balance, giving you a brief look at how your business is going.  The income and expense balances should always result in an overall balance of 0.

Like the other reports in this menu, the first thing you need to do is choose whether you want the information displayed or printed.  You then get a report showing the various ledger codes and their descriptions, then the debit and credit columns.  You use y and z to move around in this report and at the end of the report you will see the totals.  


Press v once you’ve finished viewing this report (that’s if you chose display- not print).

G - Balance Sheet


This option lists your Assets and Liabilities, i.e. what you own or are owed against what you owe.  It will list your bank accounts, outstanding debtors and other moneys or assets you have in the general ledger and then all your creditors accounts such as outstanding creditors accounts, overdraft or loans.  The net result of this report should always be a 0 balance.

Once again, the first thing you choose whether you want to have this report displayed or printed.  Then you get a report showing information in a similar layout to the trial balance.  

You use the yzxw keys to move through the screen display, and if you want to move up or down a whole page you can use the p and q keys.  Press v when you're finished.

H - Bank Reconciliation


This option allows you to manually reconcile all the transactions posted into and out of the bank account with your bank statement.  It then checks the General Ledger Bank Balance, picks up all the uncleared transactions from Customer and Supplier transactions and produces an accurate statement of your banking situation.


NOTE: This menu selection will only show an accurate bank balance if you are properly and fully using the accounting system.

The screen displays all the bank transactions for the current period, or any uncleared transactions for previous months.

All
Resets any filters to display all transactions.  This is the default.

Next
Skip to the next page of transactions.

Prev
Skip to the previous page of transactions.

Withdraw
Sets a filter to only display payments or withdrawals from your bank.

Deposit
Sets a filter to only display deposits from customers.

Uncleared
Sets a filter to only display uncleared transactions.  Use this when doing your reconciliation from your bank statement.

Clear
Allows you to select transactions on the screen to clear.  You must enter the correct amount of the transaction as it appears on your bank statement.  Once this is done, the transaction appears as a cleared transaction.

Balances
Checks the Bank Ledger balance, plus any uncleared transactions to give you an up to date bank balance.

Report
Displays or prints a list of uncleared transactions.  Enter the starting and finishing dates required and select either the screen or printer for the report.

Exit
Exits to the main menu


I - Post to General Ledger


This option picks up all the transactions from temporary files created by posting in the customer, supplier, parts and ledger journal transactions and posts them to the various General Ledger accounts.  Unless you have posted all of the above transactions, the current balances may not be accurate.

You will be asked if you are sure you want Post to the General Ledger.  If you are sure, type Y. 

After all the processing is done you will be prompted to press any key to continue; press e.

J - End of Period Processing


This option removes all transactions in the general ledger for the current month and changes the month to date balances to 0.  Ideally, it should be run in conjunction with the Customer, Supplier and Parts End Of Month processing.

All non-current transactions are shifted into the archive files (from which they can be retrieved if necessary).

When you go into this area you will be asked to make sure you have done certain jobs.  Run all your relevant reports and follow the instructions, then you must choose continue to complete the End Of Month process.

If it is the end of the financial year, you can also clear your profit and loss reports and rollover all the ledger accounts.  Please ensure that all postings for the year are complete and an end of year has been completed in customers, suppliers and parts.

If it is June, July or August, you will automatically be reminded and prompted to do an End of Year.  Make sure it is done before commencing to enter any transactions for the new financial year.

Utilities Menu

This is the utilities menu. 


From here you can select a number of options that help in setting up the software and hardware and keeping the whole system running smoothly.

A - Reindex Files


This option allows you to reindex the various files used within the Workshop Manager option.

Reindexing does several things.  Firstly it removes any records that you have marked to be deleted.  When you delete a customer, the customer record is only marked to be deleted and in fact can be recalled if necessary.  This option permanently removes these records.  Secondly, the files are then indexed.  This basically is the same as setting up files in alphabetical order in a filing cabinet.  When you go to search for information, for example "Price Lists" you don't then have to start at the beginning and search record by record until you find by accident the price list file, but can go immediately to "P" and then search.  The computer is the same.  By setting up indexes, it can find most records instantly.  If you find that when searching for customers or parts, that the computer displays the wrong information, it's likely that the index has been corrupted.  By running this option, it should fix the problem.

When you choose to run this option the first thing you get is a request for you to make sure that anyone else who is using the program is at the main menu, otherwise you can’t Reindex.  (This is only relevant in a multi-user system.)  Once you’ve checked that all users are out of Workshop Manager you press } to continue. 

Select Reindex if you wish to continue, or Esc to exit.


Once the reindexing is complete the program lets you know and you simply press } to continue, which takes you back to the main menu.

B - Postcodes


This option allows you to list and modify the postcodes file.

You already should have a complete list of all postcodes for your state, and if you wish, you can have a list of all postcodes within Australia.  The reason for limiting the file to within a state is to save space and time, but you may request the additional postcodes if for example, you have many interstate suppliers or customers.

You can use this option to find a postcode quickly.

The first thing you put in here is the suburb you wish to find the postcode for (e.g. BALWYN).  If you leave this blank you will be taken to the postcode maintenance screen, and the first postcode for the state in alphabetical order will show on the screen.  If you put in an incorrect suburb or spell the suburb incorrectly a list will pop-up for you to choose from prompting the closest match, if this is the suburb you want press enter.  If not, either use y, z, p or q, until you find the one you want or simply type the first few letters of the suburb and press enter and the red selection box will go to the closest match, you can then continue to search by using either method.  Once you find the suburb you want highlight it and press enter.

After choosing the suburb you want you get a display showing the suburb and its postcode with nine options across the bottom of the screen.

These options are:

Add
Lets you put in a new suburb and postcode. After highlighting the word add and pressing e, you simply type in the name of the suburb, press e, then the postcode and e.

Delete
Is the option which deletes the suburb that is on screen.  When you choose this option you have to confirm that you do want to delete the suburb.  If you do, then highlight yes by using the w or x and press e (or simply press Y).  The program will automatically default to no in case you have pressed e too many times.

Edit
Allows you to change the details of the suburb that is displayed on the screen.  To do this, choose the edit option, and type in the new details as required.

Find
Allows you to enter the name of a suburb to find.  This is done in the same way as when you come into the postcode option.  (see above)

List
Displays all the suburbs on file in a small alphabetical list on screen which you can scroll through using y, z ,p or q, and press e to choose the suburb you want as with the find option.

Next
Skip to the next suburb.

Previous
Skips to the previous suburb.

Report
Is a printout of the suburbs that are currently on file.  If you accidentally press this choice it defaults to no and to actually print the list choose yes and a complete list will print on your printer.  Make sure this is what you want to do because it uses a lot of paper.

Esc
Takes you back to the main menu.

C - Mechanics


This option allows you to set up the mechanics in your workshop.

In the mechanics code enter their initials, then on the next line, their name.  If you wish to charge out the mechanics time at a different rate from the default workshop rate, enter an amount per hour in Hourly rate.  This may be useful if you get in a temporary,  specialist mechanic, use a sub contractor, or you have apprentices that you don't charge full rate for.  Leave the Hourly rate blank if you don't wish to have a different rate from the workshop.  It also keeps a record of the mechanics address, telephone and tax file numbers.

The first thing you enter in this screen is the mechanics code.  If you leave this blank the program will automatically choose the first mechanic on file (by alphabetical order).  If you put in an incorrect code you get also get a pop-up list to choose from.  Once you’ve chosen a mechanic you will get a display showing the following;

· mechanics code and name.

· mechanics hourly charge if it is different from the default workshop rate.

· approximate hourly cost on labour if it is different from the default workshop rate.

· mechanics home address and telephone number if you need to contact them.

· mechanics tax file number.

Across the bottom of the screen there is the usual options for adding and editing etc.

Add
Lets you put in a new mechanic and their details.

Delete
Deletes the mechanic that is on screen.  When you choose this option you have to confirm that you actually want to delete the mechanic.

Edit
Allows you to change the details of the mechanic that is displayed on the screen.

Find
Allows you to enter the name of a mechanic to find.

List
Displays all the mechanics on file in a small alphabetical list on screen which you can scroll through using y, z, p or q keys, and then press e to choose the mechanic you want.

Next
Skips to the next mechanic.

Previous
Skips to the previous mechanic.

Report
Prints out a list of the mechanics that are currently on file.

Esc
Takes you back to the main menu.

D - Services


This option allows you to set up the various major service codes and their descriptions.

Service code
You can select codes using any combination of 5 letters or numbers.  By starting all your major types of services with the same character, you can group them together when you list them on screen.  For example, have all your tunes start with T and services with S.  When you have entered your desired service code press e.

Brief description
This is used when recording a brief history of services for the vehicle.  Just type in a brief summary of the service up to a maximum of 20 characters.  This will appear on the main customer screen as a brief vehicle history so word it carefully.  Press e and move to the next input section.

Jobcard description
When you select Jobcard from the Job Entry screen, and you select the type of service or repair required by the customer, the Jobcard description will print out on a jobcard.  This is usually a brief description for the mechanic doing the work and is for your information only.  After typing in your jobcard description press ) to save and finish.

Invoice description
Whenever you select Invoice from the Job Entry screen, then select a repair code, the details you have keyed in this area will display and print.  You can either leave them as they appear, or overtype at the stage of invoicing if you wish to change any details (the changes at invoice stage will not be permanently kept).  Because of this, you can choose to either enter all the description of any repair or service in the appropriate code and then delete the bits not required at the time of invoicing, or else, only enter a basic description and add the extra information when doing an invoice.  The description can be as long as you like, up to about 10 pages.  When you have finished press ) to save and finish.

Fixed price
If the service is a fixed price service, enter Y at Fixed Price and press e.  Next type in the approximate cost and press e.  Type in the amount normally charged for this service (this can be overwritten at invoice stage).  Type the time you would expect it to take to do the job in Estimated Time and press e.  (If the service is not a fixed price service then simply choose N and do not enter anything in Cost or RRP of Service simply e past these fields.)  All of these pieces of information are used for profit reports in the full Workshop Manger version.

Estimated time
Allows you to enter standard times for jobs which helps in doing quotes and invoices.
Days between service
This is the number of days you would normally expect the vehicle to run before requiring another service.  This information is used to send out service reminder letters.  Simply type in the number of days i.e. 180 (for 6 monthly) and press e.

Parts kit used
You can set up parts kits in Kits Maintenance.  These kits can then be added to a service to become a service kit.  For example, if you use the same oil filter, air cleaner and oil for most common services, rather than typing them in at the time of doing an invoice, add them here as a service kit.  An individual part can also be included with each service.

Alternative codes
These are similar service codes to the one you are working on.  These are searched when printing service reminder letters so that if a customer has been in for a similar service to the one you are about to send them a reminder letter for, it won't print.  For example,  a vehicle requiring an auto service but has since been in for a replacement transmission would not print if you had an alternate code of e.g. AREP (auto replacement) in the service code A1 (Auto service).

Across the bottom of the screen there is the usual options for adding and editing etc.

Add
Lets you put in a new service and their details.

Delete
Deletes the service that is on screen.  When you choose this option you have to confirm that you actually want to delete the service.

Edit
Allows you to change the details of the service that is displayed on the screen.

Find
Allows you to enter the code of a service to find.

List
Displays all the services on file in a small alphabetical list on screen which you can scroll through using y, z, p or q keys, and then press e to choose the service you want.

Next
Skips to the next service.

Previous
Skips to the previous service.

Report
Prints out a list of the services that are currently on file.

Esc
Takes you back to the main menu.
E - Company Setup

This option allows you to set up or modify various details that affect the rest of the programs.

Edit
Changes the following settings;

Hourly Rate
is the default rate for invoicing if you are not using a fixed price service or the mechanic has not had a rate set for him.  You can set up 3 retail prices, which correspond to the price levels set for customers in customer maintenance.

Hourly Cost
is the approximate hourly running cost of your business.  This is used in reports to give a gross profit on sales.  You can calculate this by deducting your parts purchases for the year from your total costs, then dividing the balance of your costs by the total number of hours you can charge out your labour.  For example, if you have 4 mechanics who can work an average 30 hours per week (lunch, morning tea and other non productive time), and 47 weeks per year (allow sick leave), and your costs for the year are $200,000 (excluding parts), your hourly cost is 200,000/4x30x47= $35.  When setting your retail prices you should keep this number in mind.

Tax rate
If the tax rate changes, you can adjust it here.  Note: for parts the rate doesn’t automatically change.  Use the tax rate change option to update the tax rate in the parts file.

Tax on Cost
The tax rate calculation for working out list and retail prices is normally done on the list price.  Whilst not technically correct, this is the common practice in most workshops.  However, if you wish to calculate tax based on the cost price to add to retail, change this option to Y.

Invoice No.
Allows you to set up your starting numbers for printing invoices if changing from a manual system.

Cheque No.
The next cheque number available when entering cheque payments to suppliers.

Parts Low
If the stock on hand quantity of parts gets below the pre-set level in parts maintenance, turning this option on will flash a warning whenever you are dealing with this part.

Overdue Service
If this option is set to Y, if you a viewing a vehicle and it is overdue on a service, the service will flash on the screen.

Sales Sub-total
Selects the number of characters to sub-total service codes and parts group by in the daily sales report.

Tip for the Day


If you want a short, mostly humorous tip or social comment to appear each time you start Workshop Manager, enter Y.

Mechanics Parts Sale
In order to keep a more accurate record of parts sales, especially if you sell parts to customers over the counter, you can optionally when you enter an invoice, allocate a mechanic to the part sale.  This information will be stored and reported in the Workshop Analysis report, which is only available in the full version Workshop Manager.

Add Overwrite Leave
If you enter a jobcard for a vehicle and then convert it to an invoice, you can select the way that the invoice description will be selected.  If you choose Add, the invoice description will be added to the original jobcard description.  If you select Overwrite, the invoice description will overwrite (clear) the jobcard description.  If you choose Leave, the original jobcard description will be left and the invoice description will not be added to this.  You will then have to type in the invoice details yourself.

Request User login
If this is set to Y, each time the program starts, the user will be asked to enter their ID Code and a password.  If they have no authority to use the system, they cannot get into the program at all.  If they have access, every transaction or change that they make to any files or records, will have their name, the date and time they made the change stored with that record.  This gives added security in larger workshops or spare parts departments and makes each user accountable for their actions.  This only works if each user logs on with a unique code and password.  If the computer is left on all day with the same user logon, then there is no value in selecting this option.  Users can change logons by either exiting the program, or going to the Exit menu and changing users there.  If users are leaving the computer, they should be encouraged to do this to protect themselves and you.

End of Period
If for some reason, the flags for end of month or end of year are incorrectly set, they can be manually overwritten here.  Alternatively, if you do not wish to use all of the various parts of the program, at the end of period you can reset the flags to simulate and end of period.

GL Accounts
Are the various ledgers to which details are posted from customers and supplier transactions.  Unless you have a specific reason, leave them as they are.

Bank Details
If you intend printing and using the bank deposit report (customers), enter your bank details here as they will then be used when printing this report.

Invoice Header
You can use the 6 lines of headings to promote the sort of services you provide as these appear on every invoice if you are using stationary types 1 or 2.  After entering or editing your company details as you want them to appear on an invoice press ).  Note that the first (top) line will print double the width of the next 5 lines and only the first 6 lines will print.


Invoice Footer
You can have an optional comment that appears on the bottom of every invoice.  Again after editing press ).


Statement Header
Next you will be asked to enter the details you wish to appear at the top of your statements.  Keep in mind that if you are using a dot matrix printer, you have 2 sections on your statement that require your company name and address and ACN.  One of these is a tear off remittance advice.  Again after editing press ).

Statement Footer
You can also have an optional comment that appears on the bottom of every statement.  A suggestion would be your trading terms. i.e. Payment due 30 Days.  Again after editing press ).


















F - History Clear


This option deletes history records prior to the date you enter.  This keeps the size of your history files manageable.  Unless you really need to keep the records 2 years is normally long enough for warranty and service history details.

You get a message, which briefly tells you what happens.  After reading this you can either put a date to clear from or press v to exit.

If you continue make sure you Reindex your files when you’re finished.

G - Tax Report


This report gives a summary of sales tax collected from customers you have invoiced.  Normally you invoice customers on a retail basis - that is that for the goods you sold, you have already paid sales tax to your supplier, and so do not need to charge for it again.  However, for the goods you sell to another workshop or trade customer, you are classified as a wholesaler and are supposed to charge sales tax.  This is despite the fact that you may have already paid tax to your supplier.

This report summarises that information.

The first thing you enter is the start and finish dates for the period you want a report on.

Next you specify whether you want to have the report displayed or printed.

After that you will get a report showing the following; a total of retail sales, trade sales and tax exempt sales, then on the right you will see the tax collected (retail and trade), a rebate amount and the amount of tax payable.  Press } to continue.


H - Modify Codes


This option allows you to change the account code of customers and suppliers, part numbers and general ledger codes and the registration number of vehicles or ownership of a vehicle.

Make sure all other users are out of the program before continuing with this procedure.  Always enter the old code first and you will need to confirm if it is the right one before proceeding.  At this stage you have no choice but to change the code so go to this area only if you are positive.  Simply follow the instructions on the screen and you will modify/change a code.  All transactions relating to the code changed will also be altered to the new code if you so choose.  There are times when you would not like the transactions to go to the new owner i.e. if a caryard had the car originally and the new owner brought it in to you for its next service you would leave the original amounts with the caryard.

As the code affects the finding of records using an index, the files will need to be reindexed after changes have been made, you will be reminded of this as you exit this area using v.  This reindexing takes several minutes, so allow plenty of time and can be found in Other menu -  Reindex Files.





I - Passwords


This option allows you to set up passwords to restrict access to various parts of the program.

You may wish to do this for a number of reasons, such as preventing staff or customers from viewing sensitive account information, or printing reports from your account customer information.

It also restricts access to certain critical functions such as End of Month processing.

The Level 1 password restricts access to sensitive or critical parts of the program.  It’s the sort of password you would use if your apprentice (for example) was doing invoices but you didn’t want them to see the business’s financial information.

A Level 2 password restricts access to menu options as well and should only be used on a temporary basis if the computer is to be left unattended or you only want selected staff to use the program.  This is the type of password you would set if you had to go away from the computer but wanted to leave it switched on.

Please note that if you do set a password, don’t forget it!

To change these, you choose which password type you want, then simply type in the password and press e.  

Note : if a previous password has been set, you will need to know what it was to change it.

Press v once you’ve finished here.

J - Comments


This option allows you to store up to 55 characters to a file that can be accessed by pressing the * key anywhere in the program.

You can then enter this text into an invoice or statement or any other text field by pressing the appropriate function key *.  This is useful for storing commonly used comments, e.g. "Thank you for your custom" or "Parts carry a 12 month warranty".  When you print an invoice, you can then press * and select from a pop up list of comments and this information will automatically appear on the invoice.  Longer comments can be added using the repair codes found in the Other menu - Services option.  Refer to the Services  and Function Keys descriptions.

To edit any comments already in the system or add new comments simply follow the options on the bottom of the screen.

K - Payment Types


You can also select the type of Payments you are able to accept.  Simply choose M or use w or x to highlight Modify and press e.  Change any descriptions you wish, including whether they are an EFTPos transaction.  Selecting EFTPos changes the default in customer receipting and also stops EFTPos transactions from appearing on your Bank Deposit report.  After making the alterations you desire simply press v and e to return to the main Other menu.

L - Printers


This section allows you to setup the printing options for the various forms in Workshop Manager.

As different workshops have different printers, networks with printers attached to different computers and so on, this area simplifies the printing of forms from each computer.

Select the type of form you wish to setup the printing options and make any changes as necessary.  Listed below are the various options available, but they are not listed by form.


Printer Port
Select which printer port you wish to print too.  On a single user system you would normally use LPT1.  On a network, you may wish to change to a another network printer by selecting LPT2 or LPT3 which then redirects printing to the logical printer connected to your computer, i.e. it is not physically connected to LPT2 or 3  but it is seen by your computer network as being connected to your computer through the network. 

Printer Type
Dot Matrix or Laser Printer.  You can select either a dot matrix or laser printer by D for dot matrix or L for laser.  This will affect the number of printing options including invoices and statements.  Note that HP Inkjet or similar printers are considered as a Laser printer.

The following is a typical set of codes for HP LaserJet compatible printers:

Laser initialisation
<ESC>&l0l72p66F<ESC>(10U<ESC>(s0p12h12v0s0b6T

Laser 12 Pitch

<ESC>(10U<ESC>(s0p12h12v0s0b6T

Laser Compressed
<ESC>(10U<ESC>(s0p24h6v0s0b0T

Laser Double Width
<ESC>(10U<ESC>(s0p6h24v0s3b6T

You may need to experiment with your printer to get a font and style to suit.

For a dot matrix printer the typical codes are as follows:

12 Pitch
27 58  or  27 77

If you get italic letters instead of lines then try the following

27 116 1 27 58  or  27 116 1 27 77

Compressed
15

Double Width
14

Check your printer manual for the correct decimal codes.  They will be found under a title such as software control codes.  If you are not sure or need help please contact us.
Stationery Type
You can also select the type of stationery you are printing on.  If you set the number to 1 on any of these, the program assumes you are printing on plain paper and will fill in all the headings and field titles.  If you select 2, it leaves off the field titles, but fills in the headings.  This is used for the standard invoices and statements supplied by Creative Accounts Management Systems.  Option 3 is used for custom forms with your name and address already pre-printed.  This stationery choice type is identical for invoices, jobcards, statements and letters.

Number of Copies
If using an inkjet or laser, you can automatically print a second copy of the invoice by changing this from 1 to 2.

Header Margin


Determines the number of lines from the top of the page to start printing.  Use only if your printer doesn’t line up properly.
Set Left  Margin
Moves the column starting position for printing.  If the form doesn't line up across the page you can move it left or right by adjusting this number.

Page Length


Sets the length of the page to tell the program how many lines it can print before starting another page.

Print in Tear Off
If using CAMS standard inkjet/laser forms, there is a tear off at the bottom of the forms.  You can get the printer to print in this section by setting this to a Y.

Print Options


Allows you to customise your printed forms.  Select Y to activate the display option or N to turn it off.  Note that it does not affect the information displayed to you or any reports printed for you, only the way the invoice prints for the customer.

Display Options
If set to  Y, every time you print an invoice it will prompt you for the Invoice Print Options before printing.  This is useful if you use more than one printer or if you wish to change the information you present to different customers on the invoice. 

All Service Costs
Prints a price for each service description.  Enter N for no if you don't want to show the breakdown of labour on the work done.

Service Subtotal
Prints a subtotal after the last service description before printing parts.  You would probably only select this if you didn't print each service cost individually.

Part Numbers


Part numbers will print.  If you only want descriptions so your customers don't know what part number is used then enter N.

Part Costs


Prints the price of each part used.  If you want the customer to know individual charges for each part choose Y.

Parts Descriptions
If this is set to N then no parts details are printed on the invoice.  Note that the subtotals should also be set to N.

Labour/Part Subtotal
Prints a Labour and Parts subtotal as well as an invoice total.  If you enter N for no, then only an invoice total will print.

Lines and Boxes

If printing on plain paper, you can set this to Y and the printer will print lines and boxes to make the invoice look more professional.

Telephone Numbers
If this is set to Y, telephone numbers will print on the forms.  This is handy with invoices and jobcards as the customers telephone numbers are printed and you can contact them without needing to look up their details in the computer, or if you are running late on a delivery, you can ring ahead to let them know.


Docket Printer


If you are running with the Point of Sale add on module, you will probably be using a docket printer.  If you are, set this to Y and then when printing from POS you can either print a smaller docket or a standard invoice.

Cash Drawer Port
If you are using POS and have a cash drawer attached, you need to tell the software what it is attached too.  Generally it will be attached to the docket printer via LPT1, but may be on LPT2.  If you are unsure ring CAMS.

Serial Port


If you have a cash drawer that is not attached to the printer or a printer port, it may be attached to the serial port of the computer.  If it is, set this flag to Y and the cash drawer port to COM1 or COM2.

Once you are happy with the information entered here press ) save this information.  You will be prompted with “Are these details correct”.  Press Y if they are or N to further edit the printer details.  You can also use w or x to move the cursor to the choice of yes or no.




M - Car Yard Import


If you are using "Car Yard" from Sonet Systems, you can automatically consolidate all your accounting data into Workshop Manager.  Rather than have two completely independent sets of accounts, once you have invoiced your customers and entered costs against vehicles in Car Yard, you export the transactions to Workshop Manager.  After exporting from Car Yard, use the car yard import option to import and update all the accounts in Workshop Manager.

This will then allow you to send one statement per customer and consolidate your accounts into one general ledger.

Once the data is imported, the data cannot be accidentally re-imported.  Always check that the transfer has completed by checking a customers account that you know has been changed in Car Yard.

N - User Access


If you have a number of people using one computer, or you have a network where there are several computers entering transactions at the same time, you may wish to setup each user in this database.

By setting the flag in Utilities - Company Setup to request user login, every time a user starts Workshop Manager, they are asked for their User Id and Password.  This ensures that only those users you have setup in this database can access the program, and it also records this users details against every transaction or change to any records in the system.  In the event of any problems with data or potential tampering with your information, the User Id, Date and Time can be found in each record, tracing it back to the user who made the changes.

This system is extremely effective in a larger business where employees don't often own up to mistakes that may affect your business profitability.  

It is on effective if each user is setup and logs in correctly.  If a user is leaving the computer for any length of time, they should logout or exit the program so that anyone else who wishes to get information must log in as themselves and not use the previous users codes.

To change a user without exiting the program, go to Exit - Change User Logon.

Add
Lets you put in a new user and their details.

Delete
Deletes the user that is on screen.  When you choose this option you have to confirm that you actually want to delete the user.

Edit
Allows you to change the details of the user that is displayed on the screen.

Find
Allows you to enter the name of a user to find.

List
Displays all the users on file in a small alphabetical list on screen which you can scroll through using y, z, p or q keys, and then press e to choose the user you want.

Next
Skips to the next user.

Previous
Skips to the previous user.

Report
Prints out a list of the users that are currently on file.

Esc
Takes you back to the main menu.

Help Menu


Help is available from this menu option.  Help is also available at any time by pressing ! and information relevant to the section you are in will be displayed.

Register Program


This option will only appear if you are running a demonstration or unregistered copy of the program.  You will need to contact CAMS to get the relevant information to register the software in your name.  If this occurs, you will be given instructions over the telephone.

Registration Info


If the program is unregistered, this will display or print an information list about registering this program.

Help On Workshop Manager


This option will give a basic overview of the Workshop Manager program.  It also shows what the function keys do.  

You use the y, z, p and q keys to move through this.  v takes you back out to the main menu.  

Press v when you are finished looking at this and you will return to the main screen.  It is basically the same function as pressing !.

Update Information


This screen lets the you find out what changes have been made and any future changes that are due to come in future releases.

As each new release or update of Workshop Manager is sent to you, a file containing information about changes, fixes and future changes is detailed in this section.  

Read it carefully as it may affect some of the ways you currently operate the program.

Tip For The Day


These are simply an assortment of comments and tips by various people, hopefully they provide you with some entertainment.  They will show when you first start the program but there is an option to  switch them off.  

This option can be found in Other menu - Company setup. 

When the option is on press v to continue to the main screen.

Software Disclaimer


This is simply a disclaimer of what the author and re-seller does and does not guarantee the program will and will not do.  

To read the disclaimer simply use y, z, p and q keys to move around and v will take you back to the Help menu.

About


Displays an information screen telling you what version of the software you are using, serial number, registration number and if it is a demo copy, the number of demo sessions left.

Exit Menu

Exit Workshop Manager


To exit the program, select this menu option and press e.  Or by now the shortcut key for exiting should be obvious, but for those of you who haven’t read the rest of this manual, it’s v. Press v to exit.  

If you have accidentally selected this option or pressed v too many times and you have an exit screen showing, then you have two choices.  You can press any key to return to the main Workshop Manager menu or you can continue to exit to DOS or Windows by pressing e.

Change User Logon


This option allows each user to logon or change logon without exiting the program.  By having a separate logon name for each user, security is improved.  Each time any transaction or modification to any file is made, the user who is logged on at the time has their details recorded against this transaction.  

If there are problems at a later date, this information can be recalled.  Each user must be added under Utilities - User Access.  You are then prompted for your User Id and Password.  If they are correct, they remain in force until either another user logs on or you exit the program and restart with a new logon.

WORKUTIL

WORKUTIL is a support program for Workshop Manager.  It contains a number of additional programs that are to be used only under direction and supervision from CAMS support staff.  The programs it contains are listed below with a brief description, but you will be assisted with using the program if necessary.

Register Program
If the program is unregistered or needs to be reregistered to another name, this option allows the change to be done

Clear Data Files
If a demo copy is registered, there may be demo data in the live system that needs clearing before commencing to enter live data.  This will clear all the relevant files.

Find and Fix Errors
This program will automatically check all customers and suppliers and match the aged balance with the transactions.  If they do not match then a report will be produced, or the computer will make the necessary adjustment for you.

It is recommended that you print the report first before automatically fixing any balances.  That way you get a printed copy of the adjustments for future reference.

Please ensure that you do a backup before running this program.

Report Generator
This program enables you to create, store and retrieve reports from files within the Workshop Manager program that you need, but are unavailable in the standard reports.  

Note that if you select files and indexes, they must match each other or you will receive type mismatch errors.

If you have not had special training or special reports set up for you, please do not use this part of the program.

If you make a mistake, you will not lose data.  However, you will need to do a full file reindex of your files.

C.A.M.S. can tailor reports for you, but please contact us first.
 Reindex Files


Allows reindexing to be done outside of Workshop Manager.

Part Three - Appendices

Data Backups

Backing up your data is one of the most important and potentially time saving activities you can do for your business!  Rebuilding your customer files just once will convince you of that.  With the appropriate commands in your user menu, the procedures will become almost second nature.  Make a habit of doing your backup at the same time every day.

Diligently following the procedures outlined below will ensure a safe and reliable computer environment.

Always take the disk sets home (or to some other Off-Site location) and only bring them back ready for the next scheduled backup.

We recommend that if you are using Microsoft Windows on your computer, you use the Microsoft Windows Backup (MWBACKUP) program, which will allow backups to either type of floppy disks with file compression.  A file compression utility can reduce the file size significantly, up to 80-90%.  The reduced number of disks is offset by a longer time in starting the backup.  The actual storage should still be faster.  If you are not using Microsoft Windows but a version of DOS after ver 6.0 we recommend you use the  DOS Backup provided in DOS (MSBACKUP) which does the same as the Windows version.  There has been a recent revision to this program, which makes it a fast and painless system.  If your system is running with a DOS version prior to ver 6.00 we suggest the use of a third party Backup program such as Central Point Backup.   Please call us for product information.

What Files Should I Back Up?

The following is a list of files that should be backed up using the recommended procedure.  This is a minimum amount of files that should be backed up and does not include the whole program, just your critical data files that are essential to getting your business back up and running.   Consult your Windows or DOS Manuals for the correct method of setting up a backup set using MS or MW BACKUP.

Files to include are:
C:\CAMS\WORKDATA\*.DB*
Files to exclude are:
C:\CAMS\WORKDATA\TEMP*.*

Recommended Procedure  (assuming a six day working week)
Daily
Your data should be backed up to a separate set of disks each day of the week; i.e. a Monday set, a Tuesday set etc. through to Saturday (or Friday for 5 day weeks).  Note that the disk set for the last working day of the week is the weekly disk set so you will require 4 or 5 of these.

If you have a hard disk or power failure or some other computer error your rework will be limited to 1 day at the most.  A less obvious error, may not appear for several days, making the daily sets more valuable to you.

Weekly
This backup set is similar to the daily set except that there is one set for each week of the month.  The daily backup set for the last day of the week can be used for this backup set, so 5 sets will be required.

Monthly
Each month IMMEDIATELY BEFORE YOUR END OF MONTH PROCESSING you should do a complete data backup.  This is your security set and may save you weeks of work if you have a computer or power failure during your end of month processing.

SUMMARY
You will need:

· 1 set of disks marked Monday

· 1 set of disks marked Tuesday

· 1 set of disks marked Wednesday

· 1 set of disks marked Thursday

· 1 set of disks marked Friday (If your week is 6 working days)

· 1 set of disks marked Week 1

· 1 set of disks marked Week 2

· 1 set of disks marked Week 3

· 1 set of disks marked Week 4

· 1 set of disks marked Week 5

· 1 set of disks for each month of the year. (marked 'July', 'August' etc.)

A typical backup routine is illustrated below:

Day:

Week of
Month
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

1
Monday Set
Tuesday Set
Wednesday Set
Thursday Set
Friday Set
Week 1 Set

2
Monday Set
Tuesday Set
Wednesday Set
Thursday Set
Friday Set
Week 2 Set

3
Monday Set
Tuesday Set
Wednesday Set
Thursday Set
Friday Set
Week 3 Set

4
Monday Set
Tuesday Set
Wednesday Set
Thursday Set
Friday Set
Week 4 Set

5
Monday Set
Tuesday Set
Wednesday Set
Thursday Set
Friday Set
Week 5 Set

Of course if your working week is only 5 days the Friday set is replaced with the week 1, 2, 3, 4, 5 set.

Remember to also do a MONTHLY backup just before End of Month Processing. 

Alternative Backup Methods

As the disk sets get larger; i.e. 6, 7 or 8 disks it becomes practical to consider improved methods of backup.  Another alternative is to use a tape or Zip drive.  While tape drives are slow, they can store huge quantities of data and allow you to back up your whole computer, not just your Workshop Manager data files.  The advantage of this is obvious to those with a more complex computer setup.  Zip drives are much faster and can hold multiple backups on each disk, typically up to at least 5 to 10 backups.  They are also more cost effective than both tape and floppy disks.

Common Error Messages and how to fix them

Typical errors that may occur

Not enough memory
Running DOS 6 or higher with EMM386.EXE in config.sys with NOEMS switch  e.g. DEVICE=C:\DOS\EMM386.EXE NOEMS

Solution - add NOVCPI to end of line

DEVICE=C:\DOS\EMM386.EXE NOEMS NOVCPI

*If DEVICE=C:\DOS\EMM386.EXE RAM  then there is no need for NOVCPI

Out of Memory


While running Workshop Manager, if you get an Out of Memory error then there is not enough memory below 640 Kbytes.  Exit to DOS and type MEM and press e.  If the LARGEST EXECUTABLE FILE SIZE is less than 580 Kbytes then the solution is to load applications into high or upper memory.  If running DOS 6 or higher, run MEMMAKER to load applications into high memory - you need at least 580 Kbytes to run successfully.  Refer to the installation section if there are further problems. 

Proc Anet_use line 0 open error *** (4)
There are not enough file handles - i.e. the program is trying to open another file but there are no more places available.

Solution - increase file handles by editing CONFIG.SYS and making sure that there is a line with FILES=99 (or an odd number greater than 99) and editing AUTOEXEC.BAT and making sure there is a line with SET CLIPPER=F69.  After editing these files you need to restart the computer.  Refer to Modify Files - how to in Appendices.
Proc Anet_use line 0 open error *** (2)
A file cannot be found - There is either a data file or index file missing.  If the file name ends with NTX then the solution is to reindex the files.  If the file ends in DBF then it is a data file and may have been deleted or corrupted.  It is possible that if you are running in Windows, you may have the file in use by another version of the program, so check if another copy is running by pressing cv.  If the file is missing, you need to ring C.A.M.S.

Internal error 19
Corrupt index file - solution is to reindex files.

Incorrect Data


You enter an account code or part number and the wrong details appear the most likely cause is a corrupt index file - solution is to reindex files.  You try to reprint an invoice or view history on a vehicle and no information appears or a message saying the invoice is not on file appears - most likely cause is a corrupt index file - solution is to reindex files.

Modify Files

How to
One of the most puzzling wild goose chases for the average user happens when a program says : Put the following line in your CONFIG.SYS file or : Edit your AUTOEXEC.BAT file and add the following lines.  To carry out these instructions, you’re told to refer to your Dos manual.  The Dos manual, on the other hand, says to refer to your applications manual.

This section contains information on editing your CONFIG.SYS and AUTOEXEC.BAT files.  What these two files do is important, yet how they do it isn’t crucial knowledge.  How to edit these files, specifically the instructions for inserting special text, is described here in a tutorial fashion.  You don’t need to know why you’re doing this; you don’t even need to know what you’re doing.  But when it tells you to edit your CONFIG.SYS or AUTOEXEC.BAT file, these are the instructions you need.

WARNING
Before diving into this, you should know two things:  First, you should always know what it is you’re adding to your CONFIG.SYS or AUTOEXEC.BAT.  The exact line of text you need to add should be specified somewhere.  Never edit these files without a purpose.  Second, use this only as a last resort or when no other help is around.  Especially in a business situation, someone who knows what they are doing should be the only one who performs these tasks.  If you are at all unsure how to do this or don’t feel safe,  call someone who knows (C.A.M.S.) and pay for the correct information.  It doesn’t cost much to get it right.

HUNTING DOWN THE FILES
To get at your CONFIG.SYS or AUTOEXEC.BAT, you must log to the root directory of your hard drive.  Type the following two commands from the Dos prompt, i.e. C:\> or C:\WINDOWS>.

following the > type C:  and press e.  You have now logged to the C drive.  

Next type CD\ and press e.  Note that this is the \ backslash - not the / forward slash (usually found under the ?)

These two commands you have just used ensure that you are logged to the root directory of drive C, your boot disk.  You’re now ready to edit either your CONFIG.SYS or AUTOEXEC.BAT files.


Example of an Autoexec.bat file


Example of a Config.sys file

DOS Version
If you are using Dos version 5.0 or later you can use the following instructions.  If you are using a version of Dos prior to this then seriously contemplate upgrading to a later version,  you will not be able to edit your files using this method and you should talk to someone who knows how to edit using EDLIN.  Talk to you software supplier or C.A.M.S..  To find out what version you are running type VER and press e.  The version number will be now be displayed on the screen.

We are assuming you have version 5.0 or later so, if the instructions told you to edit your CONFIG.SYS file, type the following EDIT CONFIG . SYS and press e.  If you were told to edit your AUTOEXEC.BAT simply substitute AUTOEXEC.BAT for CONFIG.SYS as follows:  EDIT AUTOEXEC . BAT and press e. 

After pressing enter you should see the Dos Editor screen with the relevant file displayed.

Note
If you see a screen asking if you want to use the Survival Guide press v to continue.
If you don’t see the Dos Editor, or get a “bad command or file name” error message, it’s time to contact someone else for help.  Double check all the instructions here first.  Also don’t be embarrassed to tell the person that you have tried to do it yourself first.  Most computer experts will at least appreciate your effort and your honesty.  It also helps them to know that there could be a problem.

ADDING THE NEW LINE to your AUTOEXEC.BAT
You can simply add a new line at the end of the file by pressing c and g at the same time to move to the end of the last line of the file and press e.  Now you can type the line you need to add, but to edit for Workshop Manager you need to add the line in the middle of the file.  Use z to move the cursor down the screen to a line that begins with “SET”.  Use z to move the cursor down the screen one more line and press e.  This will create a blank line below the line that begins with “SET”.  Use y to move the cursor back up the screen one line to the blank line and you are now ready to type your information.

Type in this blank line:
SET CLIPPER=F69 

Do not press e as this will add another line.

You are now ready to save the file.  First double-check your work. If you are satisfied that it is correct. press a  and then F (this drops down the File Menu at the top of the screen). Then press S to save the file.  The file has now been updated and saved.  All you need to do now is quit the Dos Editor and return to Dos.

Press a  and then F (again this drops down the File Menu at the top of the screen). Then press X to exit the editor and return to Dos.  If you haven’t saved at this point, a box or window appears asking if you want to save.  Press Y in that instance.

You should now be back at the Dos prompt where you started.

You can now repeat the above process to edit your CONFIG.SYS file but you won’t add a line.

After opening up the file move the cursor down to the line FILES=** (* stands for anything).  Next move the cursor across (using x) to the numbers and type 99 or any odd number greater than 99.  Delete the other numbers if they still appear by using d.

You can now save the file and exit using the same procedure as described above.

After both files have been edited with the appropriate lines you need to “REBOOT” or “RESET” your computer.  If you are back at the Dos Prompt simply press the RESET button an your computer.  Your computer will now restart with the correct configuration to enable you to run Workshop Manager.

Note
Changing these files with these alterations will not effect any other programs running on you computer,  but if you experience any difficulties consult your local computer expert or C.A.M.S..

Support - Rates and Charges

The information regarding rates and charges is subject to change from time to time.  You will be supplied a copy of any support contract or latest rates and charges at the time of purchase.

On-Site Support And Training

Software and hardware supplied by CAMS and not covered by standard warranty will be supported on-site or in our offices at $90 per hour or part thereof.

Any travelling will cost $50 per hour or part thereof.  For country or interstate sites, accommodation, airfares, taxi and any associated costs will be charged at cost.

Any hardware or software not supplied by CAMS can be supported, if you wish, but no warranty will apply.  The rate for this service is $90 per hour in our office or $120 per hour on-site or part thereof.

An invoice will be raised at the completion of the work and is payable immediately.

No further support, training or maintenance will be supplied whilst accounts are outstanding.

Telephone Support
Training will not be done over the telephone.  If you need to know how to do something we will gladly provide training either on-site or during our Tuesday night training sessions.  If training questions are made over the telephone then the premium rate of charge will apply.

Telephone support includes answering any problems or queries regarding software or hardware supplied by CAMS or other software or hardware we agree to support.  This includes modem support.

Normal Rate
$60 per call up to 30 minutes or part thereof, for CAMS software only.


Prime Rate
$90 per 30 minutes or part thereof, for other software or hardware supplied by CAMS (eg Windows 95/98) or for telephone training.

Peak Rate
$120 per 30 minutes or part thereof, for other software or hardware not supplied by CAMS.

Modem support is charged at the same rate as telephone support except for STD areas.  In this case the fee for the cost of the call will also be added to the invoice.  CAMS can assist in setting up a dial back facility to negate the extra STD charges, your modem will call us back therefore the charge will be to your phone account.

Invoices for telephone support will be issued on a weekly basis, and are to paid by return mail. No further support, training or maintenance will be supplied whilst accounts are outstanding.

Training
All training is conducted in our offices unless otherwise agreed.  On-site training is charged at $90 per hour plus $50 per hour travelling as described above.

Training will cost $50 per person per session.  If 2 or more people from the same workshop attend training sessions, the second and subsequent people will receive a 50% discount on training vouchers per session, i.e. $25 per individual session.  This is to be paid in advance by purchasing training vouchers, or by paying prior to the commencement of training on the night.  No one will be accepted for training in our office unless they have prepaid.  

A booking is essential on the day of each training for each person attending,  and each attendee must prepay by means of cash or voucher.

Training is conducted in our offices every Tuesday night.  The first session commences at 6.30 pm and finishes at 8.00 pm.  The second session commences at 8.15 pm and concludes at 9.45 pm.  The sessions are staggered to enable people to start training within a few weeks of installation.  The session topics are as follows and the specific dates will be advised either through our newsletter or upon request.

· Week 1
Introduction to Workshop Manager, setting up your software and Job Entry.

· Week 2
Customers: entering jobs, invoices, receipts, reports and letters.

· Week 3
Suppliers, Parts and Ledger: entering new parts, expenses and reports.  How this affects the Profit and Loss.

· Week 4
Open session covering general topics and questions.

· Week 5
Introduction to Windows: Basic commands, features and tips.

· Week 6
Internet and other topics.

Software Upgrades

All standard upgrades will be $95 per version.  Typically there are 2 or 3 upgrades per year.  Fixes for “bugs” are free.  The price is deliberately set low to encourage you to take upgrades as this reduces the time required to support old versions.  

Also note that if you choose not to accept an upgrade, then accept a later upgrade, you will have to take any in between upgrades anyway, as they will be required to update any files of or other changes before the latest upgrade can work.  Therefore you will be charged for all in between upgrades anyway!  We also will not support versions that are more than 3 behind the current version, as keeping old versions with source code and notes is costly and time consuming, therefore not economical.

All upgrades will be sent by disk to you and installed by you.  Complete instructions will be included.  

If you require assistance, you will be charged for any telephone or on-site support required.

Y2K - Year 2000 Bug

The Year 200 Bug is not really a bug or virus in spite of all the media hype.  In essence it is a problem with some older computer hardware and software packages that don't recognise the century, i.e. they don't know if 01/01/00  is 1900 or 2000 because the year is only recorded as a 2 digit figure.  Most newer computers have resolved this problem, but it could be worth getting someone to check this for you if you are unsure.  The major problem however, lies in computer software.  Older software packages, especially accounting systems abbreviated the year to 2 digits to save computer space.  Unless this has been fixed in an updated version of the software, your computer data may be completely useless after the 31/12/1999.

Workshop Manager 6 has fixed this problem.  In reality, the year has always been recorded as 4 digits, but only displayed as 2.  In this version, the year is now displayed in full so you can see clearly what year and century you are working in.

Part 4 - Tips and Tricks

This section contains notes on commonly asked questions or problems that occur in day to day use of the program.

Refunds

If you are using the Point of Sale module with Workshop Manager, there is a refunds option in there.  If not, the following procedure works until we provide a better method in the next upgrade.  There are two approaches depending how the customer paid.
Method 1. Treat a customer refund in exactly the same way as a supplier selling you goods.  In effect a customer refund happens in the same way, i.e. you receive goods and make a payment in cash or by cheque, exactly as for a supplier.

To do this, setup a supplier called customer refunds.  Anytime you need to give a refund, give the customer their money back then enter a "dummy" invoice against refunds, make sure you enter the ledger code for customer refunds and also when asked, enter the parts returned back into stock, but don't change any cost or selling prices.  Immediately after entering the invoice, enter the remittance and pay off the invoice.

Job done.  The customer has their money back, you have the goods back and entered in the computer, and you have the payment to the customer recorded.  The general ledger also has the correct information posted to the various ledger accounts.

Method 2. If it is a credit card/EFTPos transaction, do an invoice for the customer with a – (negative) quantity, eg if they return 1 filter enter the quantity as –1.  Then immediately receipt it with a – (negative) receipt.

It is important for the purposes of your banking that the transactions are processed differently.  In the first case, you are paying out money, therefor it is treated as a supplier, in the second in order to reconcile your banking and EFTPos transactions you simply reverse the invoice previously processed.

Other Income

From time to time you may receive money from other sources, for example apprentice or traineeship payments.  You need to record this information so your bank account and income accounts are correct.

The simplest way to do this is to setup a customer called "Other Income", a service code called "Other Income" and also have a General Ledger account called "Other Income".  Whenever you receive money from any other source, do an invoice using these account codes, making sure that you change the GL Code at the start of the invoice and select Other Income from the list of service codes.  When you have correctly entered the details, immediately receipt the invoice.

The money will then appear in your bank deposit, your bank account and show under "Other Income" in the general ledger.

Sublet Work

If you want to record sublet work accurately, use the following method.

Setup all sublet suppliers under Utilities - Mechanics.  Setup a service or services under Utilities - Services for any sublet work.  Setup a parts group called sublet under Parts - Group Maintenance and any parts that are supplied by the sublet supplier can be allocated to this group.  Optionally you could create a part call sublet parts and use this to invoice your customer, however the cost of the parts will be incorrect unless you add them on each invoice as a new part or as a Buyin.

When you invoice the customer, any sublet work can then be allocated to the sublet mechanic, using the sublet services and the sublet parts.  All your reports then show the work and parts supplied by the sublet supplier or suppliers.

PPS Prescribed Payments System

PPS can easily be handled in Workshop Manager as long as a few basic steps are followed.  Firstly, you need to ensure that in the General Ledger you setup a PPS account for customers and a PPS account for suppliers.  Set them up as an Asset or Liability account (starting with a 5).

For customers, if they withhold PPS, enter a credit against their invoice(s) for the amount of PPS and make sure you change the GL Code to the PPS Customer ledger code.  When they pay their account, only the balance of their invoices will remain to be paid as the PPS will have reduced their outstanding balances.

For suppliers, if you withhold PPS, enter a credit against their invoice(s) for the amount of PPS and make sure you change the GL Code to the PPS Suppliers ledger code.  When you pay their account, only the balance of their invoices will remain to be paid as the PPS will have reduced their outstanding balances.

In the General Ledger, the amounts of PPS will be recorded against both customers and suppliers.

When you pay the PPS tax you have collected, enter it through Suppliers - Other Payments and make sure you post it against the PPS suppliers ledger code.

Finding a Customer Invoice

If you need to find a customers invoice, and only have the invoice number (eg. a cheque is sent in the mail with only an invoice number on the back and the name of the drawer means nothing to you), look in All Transactions, - Invoices - One.  You will be asked to enter the invoice number and the customers details will be displayed.
Entering Credits When No Outstanding Account In Suppliers Or Customers

At the moment (Version 6) there is no facility to put in an unallocated credit.  Therefore you must wait until an invoice (or invoices) have been entered before entering the credit against them.  Create a folder for this type of paper transaction.

Cancelled Cheques In Suppliers

If you have a cheque paid to your supplier and it is cancelled (bounces), you need to do as follows;

To clear the cheque, enter the cheque again but in Other Payments.  Enter the details exactly as before but put the amount of the cheque as a -ve amount ie. "-100.00".  This will cancel the cheque amount from the General Ledger and Creditor reports.

To reverse the supplier transactions, you must enter a Debit Journal for the amount of the cheque.  This will then put your account back to its correct balance.  When you pay the supplier with your next cheque, you can then pay against this Debit Journal.

Stock Control And General Ledger - 2 Methods

Workshop Manager posts stock turnover in the following way.

When parts are received from a supplier, the invoice is entered (Supplier data entry, Invoice) and individual parts are then entered as being received, with quantities received and any price adjustments being recorded.  The invoice is allocated to a ledger code, usually the stock on hand account (see below for alternatives).  Therefore when looking in the ledger, the stock on hand value (a debit amount) should increase by the cost of the parts entered.  As parts are sold, the cost at the time of the invoice, is recorded in the parts history file.  When a Post to GL is performed in Parts, the value of parts sold is credited from Stock on Hand and debited to Cost of Sales.  The specific ledger accounts are set up in Utilities - Company Setup.

Method 1 - Simple 1 stock on hand and 1 cost of sales.

Enter all supplier invoices into supplier maintenance, allocating the parts invoices to the stock on hand ledger code, and updating parts received.  When parts are sold, they will be automatically transferred to cost of sales in the ledger.

Method 2 - Multiple cost of sales accounts.

Enter all supplier invoices against the specific cost of sales accounts for each supplier/type of cost.  Update parts received on invoice.  When parts are sold, they will be automatically transferred to the default cost of sales account, but reducing the stock on hand account by the same amount.  Do 2 balancing journals in the ledger to zero the default cost of sales account and update the stock on hand account.

End of Day, Week, Month and Year

Below is a table listing all the procedures that need to be done at the end of each month.  If you complete each one in order and tick the box when done, you will ensure that all steps have been completed each month.

To ensure that all of your transactions are completed and have updated the relevant files, the procedures marked with an * should be followed on a daily basis and those with an # should be done weekly.  Post to GL is only necessary if you wish to get an up to date bank reconciliation or profit and loss.
Procedure
July
Aug
Sept
Oct
Nov
Dec
Jan
Feb
Mar
Apr
May
June

End of Month Backup













Customers













Enter Transactions *













Incomplete Jobs Report* #













Sales Report* #













Reminder Letters #













Analysis Report













All Transactions Report













Aged Balance Report













Statements













Banking Report/Clear * #













Post to GL * #













End of Month













Suppliers













Enter Transactions *













All Transactions Report













All Payments Report













Aged Balance Report













Statements













Post to GL * #













End of Month













Parts













Reports













Post to GL * #













End of Month













Ledger













Post to Gl













Enter Journals (and post)*













Transactions By Code Report













Profit & Loss Report













Trial Balance Report













Bank Reconciliation













End of Month













* Do Daily

# Do Weekly

Month
_____________________


1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31

Daily Backup
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Invoices/Credits
































Receipts
































Incomplete Jobs
































Sales Report
































Banking/Clear
































Post to GL
































Suppliers
































Invoices/Credits
































Stock Received
































Post to GL
































Parts
































Stock on Hand
































Pricing
































Reorder Stock
































Post to GL
































Ledger
































Post to GL
































Journals - Post
































Reports

































































Point Of Sale (POS)


1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31

Check Opening Balance - Till Report
































Enter Opening Balance if Incorrect
































Check Petrol Prices
































Invoices
































Receipts
































Refunds
































Till Report
































EFTPOS total from EFTPOS Terminal
































Make Adjustments if Necessary 
































Banking
































The table lists all the steps to follow on a daily or weekly basis to ensure all your accounts are correctly updated.

As you complete each step, tick it so you know it has been done.

If you don't use the General Ledger, the steps relating to the Ledgers can be skipped, although it is still recommended to complete them to clear your active data and speed up processing.

If you are running Point of Sale then the procedure for POS should also be done on a daily basis.

Once these are complete, follow steps above for customers.

Make copies of this table for each month of the year and keep with the monthly summary.

Bar Codes and Scanners

Workshop Manager Version 6 now allows for the use of Bar Code Scanners to read part codes into the computer.  There are several places this may be useful.

If you handle many different stock items that have bar codes (and most do), to improve the accuracy of stock control and pricing, a bar code scanner can save time and avoid costly errors.

When entering new stock, you can enter your own Part number, or use the suppliers part number.  You could also use the Bar Code number.  To enter the bar code, make sure the cursor is positioned in the part number field, and then scan.  The bar code will then appear in the part number field.  If you choose to use the suppliers or your own part number, you can enter the bar code in the Generic or Bar Code field using the same method described above.  When you receive stock from your suppliers, you enter the invoice (see Suppliers - Maintenance - Invoice) and then enter the parts from the invoice.  If you leave the part number blank, you will be prompted for a Generic or Bar Code.  You can then scan the part at this point.

When selling parts to customers, the same options apply.  Enter either a Part Number, Description, or leave these blank and you will be prompted for the Generic or Bar Code.  Once again, scan at this point.  If you are running the Point of Sale add on module, this method works in the same way.

If you want more information on scanners, give CAMS a call.













� INCLUDEPICTURE ABOUT.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE "\\\\Cams server\\shared\\Manuals\\Pictures\\ABOUT.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE MEXIT.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE "SOFTWARE DISCLAIMER.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE "\\\\Cams server\\shared\\Manuals\\Pictures\\SOFTWARE DISCLAIMER.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE TIPS.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE "\\\\Cams server\\shared\\Manuals\\Pictures\\REGISTER.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE UPRNREP.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE UPRNLET.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE UPRNJOB.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE AUTOEXEC.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE UPRNST.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE "UTILITIES PRINTER.bmp" \d \* MERGEFORMAT ���
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� INCLUDEPICTURE "UTILITIES COMMENTS.bmp" \d \* MERGEFORMAT ���
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� INCLUDEPICTURE "UTILITIES MODIFY CODE CUSTOMER 1.bmp" \d \* MERGEFORMAT ���
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� INCLUDEPICTURE "UTILITIES MODIFY CODE CUSTOMER 2.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE "\\\\Cams server\\shared\\Manuals\\Pictures\\UTILITIES MODIFY CODE CUSTOMER 2.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE "UTILITIES MODIFY CODE VEHICLE 1.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE "\\\\Cams server\\shared\\Manuals\\Pictures\\UTILITIES MODIFY CODE VEHICLE 1.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE "UTILITIES MODIFY CODE VEHICLE 2.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE "\\\\Cams server\\shared\\Manuals\\Pictures\\UTILITIES MODIFY CODE VEHICLE 2.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE UMODCODE.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE "\\\\Cams server\\shared\\Manuals\\Pictures\\UMODCODE.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE UTAXREP.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE "\\\\Cams server\\shared\\Manuals\\Pictures\\UTAXREP.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE UTAXGET.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE "UTILITIES DELETE HISTORY.bmp" \d \* MERGEFORMAT ���
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� INCLUDEPICTURE "UTILITIES COMPANY SETUP INVOICE FOOTER.bmp" \d \* MERGEFORMAT ���
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� INCLUDEPICTURE "UTILITIES SERVICES.bmp" \d \* MERGEFORMAT ���
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� INCLUDEPICTURE "UTILITIES MECHANICS.bmp" \d \* MERGEFORMAT ���
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� INCLUDEPICTURE "UTILITIES SUBURB.bmp" \d \* MERGEFORMAT ���
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� INCLUDEPICTURE "UTILITIES REINDEX 1.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE "\\\\Cams server\\shared\\Manuals\\Pictures\\UTILITIES REINDEX 1.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE MUTIL.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE "\\\\Cams server\\shared\\Manuals\\Pictures\\MUTIL.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE GEOP.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE GGLPOST.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE "GL PROFIT AND LOSS REPORT 2.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE "GL TRANSACTION REPORT 1.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE "GL TRANSACTION REPORT 1.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE "GL TRANSACTION REPORT 2.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE "GL TRANSACTION REPORT 2.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE GJNL1.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE GJNL1.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE "GL MAINTENANCE.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE "GL MAINTENANCE.bmp" \d \* MERGEFORMAT ���





� INCLUDEPICTURE MGL.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE MGL.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE PEOP.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE PEOP.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE "PARTS POST TO GL.bmp" \d \* MERGEFORMAT ���
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� INCLUDEPICTURE "PARTS DISCOUNT CODE.bmp" \d \* MERGEFORMAT ���
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� INCLUDEPICTURE PEXP.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE PEXP.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE PMAINT.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE SAGEBAL.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SAGEBAL.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SALLPAY1.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE SSUPTRN1.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SSUPTRN1.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SSUPREP.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SSUPREP.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SSTAND.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SSTAND.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SJNL.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE CANALYS.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE CLET.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE CSALE1.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE CINCOMP.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE CRW.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE CRW.bmp \d \* MERGEFORMAT ���











�











�











�





�

















�











�











�





�

















�





� INCLUDEPICTURE MPART.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE GBRECR2.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE GJNLED.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE GJNLREP.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE GJNLREP.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE GACCTRN.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE UCARIMP.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE CDJNL.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE CSALE2.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE CSTATE2.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE CBANK3.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE PIMPOPEA.bmp \d \* MERGEFORMAT ���
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� INCLUDEPICTURE PKITSOH.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE PKITSOH.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE PHIST.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE PHIST.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SINV.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SINV.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SINVADPT.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SINVADPT.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SREMIT.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SREMIT.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SREMIT2.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SREMIT2.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SOTHPAY2.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SOTHPAY2.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SWAGE.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SWAGE.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SDDEBIT.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SDDEBIT.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SJNL2.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SJNL2.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SSUPREP2.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SSUPREP2.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SSUPTRN2.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SSUPTRN2.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SALLPAY2.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE SALLPAY2.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE CONFIG.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE "\\\\Cams server\\shared\\Manuals\\Pictures\\CONFIG.bmp" \d \* MERGEFORMAT ���
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� INCLUDEPICTURE UCOMP.bmp \d \* MERGEFORMAT ���





� INCLUDEPICTURE "\\\\Cams server\\shared\\Manuals\\Pictures\\UCOMP.bmp" \d \* MERGEFORMAT ���








