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Introduction

Adminsoft Accounts has two basic sets of terminology it uses, depending on where in the world it is
installed. One set is based on USA accounting terminology, where for example the customer details
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and transactions are held in the 'A/c Receivable' ledger, while the other is based on UK terminology,
where the same ledger would be referred to as the 'Sales Ledger'. This guide will use UK
terminology, but with USA terminology in brackets after it.

AutoManager is actually two modules, both developed specifically for the auto trade. Although
they may be suitable for other similar businesses (and are often used for none-auto trade activities).
One module is called Parts Counter, and working in conjunction with Stock Control (Inventory), it
handles the retail of parts and accessories. The other module is Service Counter, this deals with the
servicing and repair of vehicles (or other pieces of equipment). It also works in conjunction with
Stock Control (Inventory).

Parts Counter handles the following basic operations:

Sales of goods over the counter.

Printing of a receipt.

Opening cash drawer.

Recording quoted prices.

End of day cash up.

Raising a Purchase Order to buy goods specifically for a customer.
Registering lost sales, including reason the sale was lost.

Service Counter handles these basic operations:

Booking a vehicle or piece of equipment in for service or repair.

Collection and delivery of vehicles/equipment.

Booking in for MOTs or other tests.

Booking in the arrival of a vehicle/equipment.

Booking out parts to a vehicle/equipment.

Recording the time technicians have spent working on the vehicle/equipment.
Raising a sales invoice.

Sending out reminders for tests and servicing.

Maintaining a test/service history for a vehicle/equipment.

Various reports are available to analyse the work by workshop and/or technician.

Although AutoManager is included as part of Adminsoft Accounts, it is not enabled by default. You
have to enable it. This can be done during installation, when setting up your company/organization,
or it can be done anytime later. To do it later, after starting Adminsoft Accounts, single click on
your company/organization, and then click the 'Comp./Org. Details' button. You'll see the option for
AutoManager in the section in the top righthand corner, make sure it's ticked. Click it if not, then
click the 'OK' button in the bottom right corner. When you select your company/organization to
work on it, you'll see that 'AutoManager' is now an option on the top menu bar, to the right of Stock
Control (Inventory).

Parts Counter

This module is entirely dependent on stock items being entered into Stock Control (Inventory).
That said, you can sell items (or a service) that are not in stock, you simply enter them directly into
the sales invoice. Parts Counter and all related options (excluding reports) are in the 'Parts Sales'
section of the AutoManager menu.

If you have already entered some stock items (see the guide on stock control for information on
this), when you select the Parts Counter option, you'll see something like this:
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-7 AutoManager :: Parts Counter == |
Customer account | CAS001 : | CASH SALES
: Stock tems | Invoice Text I Invoice Details ” Invoice Costs

ipi = Search for Stock ltem: )
Slockfode Deserpion _'_ garchlor vigct flem List Cuoted List Previously
MSMTD 754-04434  Belt Stock tems | |Selected ltems
00-0004 USE 51-51
00-0005 USE 00-0005T, FORK SEAL OR 82-0879 144" | Stock Code Only || Stock Code With Prefix | [ Description | | Full Search l
00-0005T SEAL, FORK, HARRIS 750, PAOLI, 1985-7 |W|
00-0006 DUST COVER, FK SEAL, T140, 85 ON % Part Code JMSMTD 754-0443A

egisiera
00-0008 USE 60-2350 LR | Desciiption  [Bek
00-0009 USE 60-2323 o
00-0011 USE 60-2321 | Order Stock | Era Desc.
00-00m2 USE 60-2320 | Images | Bin Locations
00-0013 WASHER, TOP BOLT, GEARBOX, MK3 Full StDC!( Item Qty in Stock 0.00 Qty on Order 0.00
00-0014 WASHER, TOP BOLT, GEARBOX, MK3 Details =
00-0021 BODY, FR BRAKE ASS, T140, 85 ON [l Notes | Cost(each)) 2450000 Surcharge LA
00-0024TEST LEVER, FR BRAKE, HARRIS T140 | Alternatives | Retail Per 1.00 VAT Code 1
00-0025 FIVOT PIM, FRONT BRAKE, T140, 85 e
Suppliers Inc. VAT Ex. VAT
00-0027 SEAL, PISTON KIT, MICYL, T140 85> ; | —_— P ey bk
00-0028 CAP, MCYL 111111 1111111111111 Sa|95-"'*-n3|3"5|3| hand 1 0.00 0.00 100.00
00-00320 RETAINER PLATE, TIGRIP, T140, 85= | Sales History | band 2 0.00 0.00 100.00
00-0032 SPACER PLATE, THROT, T140, 85 ON - m| band 3 0.00 0.00 100.00
Associated Parts {often purch. at =same time) Kit gangg ggg ggg ::gggg
...... R LRt st b (G ) | < i . ; :
"Enter/Chg Bar ]
.| | Code for tem ‘ ‘ Q,/ St |

| B Help | | B8 Default Cash Account || | customer Details | | s Open Till | | 4 Hide Cost | 9 Cancel Sale | & Exclude VAT || +] oK |

This has defaulted to the customer account CAS001, which is a cash account setup specifically to
handle miscellaneous cash sales over the counter. To set a particular account as the default, click on
'Setup' on the top menu bar, go down to 'AutoManager’, and select 'Settings'.

If you are selling to a customer who has their own account (cash or on credit terms), enter their
account code, or click the find button to locate them.

The list of stock items on the left always starts at the very first item in the list, this will be the item
with the lowest stock code, alphabetically/numerically. You can search for a particular item by
scrolling this list, or by entering the stock code, or the first part of the stock code in the 'Search for
Stock Item' input field, in the middle of the form, near the top. If you're using stock codes with a
prefix to represent the supplier or manufacturer, and you include this prefix in the code you have
entered, click the 'Stock Code With Prefix' button to activate the search. If you ignored the prefix,
and just entered the stock code or part of it, click the 'Stock Code Only' button instead. If you don't
use a prefix with your stock codes, you'll probably always use the 'Stock Code Only' button. You
can also search by the description of the item, by entering the first part of the description and
clicking the 'Description' button. Whatever order the list appears in, the appropriate button will be
highlighted.

If you're struggling to find the item you're looking for, click the 'Full Search' button. This will
display another form that allows you to do a thorough search for stock items.

As you can see, the Parts Counter form is pretty busy. The functions of the various buttons are as
follows:

List Quoted Stock Items will display a list of stock items that have had their prices quoted to a
customer (using the 'Add to Quote' button). You can click on an item to select it.
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List Previously Selected Items will display a list of all items that have been selected by clicking on
them in the stock list on the left hand side. You can click on item to select it again. This function
can be very useful.

Add to Quote adds the selected item to the list of items quoted. You can specify the price, and
enter a customer name or reference.

Register a Lost Sale allows you to collect information on sales you missed. Perhaps because your
price was too high, or you didn't have any in stock, or whatever the reason.

Order Stock puts you straight into the create Purchase Order option. You would create the P/O,
and then click on the 'Details' tab to enter some customer details. Although this option can be used
to raise any P/Os you wish, it's inclusion in the Parts Counter option is really for you to create the
P/O for the supply of parts for a specific customer.

Images will display all images you have on file for the selected stock item. This can be useful if
the item is not in stock, and you need to try and ascertain if you have selected the correct item.

Full Stock Item Details will display the stock item details form for the selected stock item. This
can be useful for correcting any information, or to look for further information on the item.

Notes will display the notes for the selected stock item.

Alternatives will display a list of alternative items, as set up in the stock item details. As well as
being able to select a stock item from this list, you can also add or remove items. This option is
very useful if you are out of stock of one item, but think you may have an alternative in stock. The
button will be highlighted if there are any alternatives set up.

Suppliers will list all suppliers for the stock item, as set up in the stock item details. You can add
or remove suppliers from the list, and view/edit the item details for a particular supplier. The button

will be highlighted if there are any suppliers set up.

Sales Analysis will display a basic analysis of the sales of the selected item. As below:

-+ Stock Item Sales History Analysis = ||_IEI_|
' Sales Graph r Sales Data [ Alternatives ‘
Monthly Oty i =

Manth Quantity
i i i i i i i i i i i Jul
i e e s

................................................ May
Apr
: : : : : T T T T : Mar

[ B e T B R S TR S I e N e Y s |

u Oc Ja Ap Ju Oc Ja Ap Ju Oc Ja Ap
2015 2018 2017

Stock Code: D0-0013
Descripion: VVASHER, TOP BOLT, GEARBOX, MK3
In Stock: 88.00 Min: 0.00 Max; 0.00

)

Sales History will display the sales history of the selected item. As per the next image:
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- ¢ Stock ermn Sales History [= (=}
Daie Qopntity Eriee bechy hae e .
070317 1.00 8.33 Invoice Test Customsr ABCOO0Z -
07,0217 1.00 8.33 Invoice J E DAUBRAH & SONS
06,0217 1.00 8.33 Invoice J E DAUBRAH & SONS
20-10-16 1.00 8.33 Invoice J E DAUBRAH & SONS
18707415 1.00 2.23 Invoice COLIN BOWERS + SON LTD

Totals: 5.00 11 65
SKU 00-0013 Original
Desc. WASHER, TOP BOLT, GEARBOX, 4% Print List "l Transachaon Ib] OK

MK3 : L —

You can click on a sale and then click the 'Original Transaction' button to view the sales invoice
details, or click on the 'Customer Details' button to view/edit the customer account.

Purch. History will display a list of your purchases of the selected item. As below:

-+ Stock Control - List Stock Itern Purchases | = || (=] @
Stock Code: 00-0013 Description: WASHER, TOP BOLT, GEARBOX, MK3
Date Ao Supplier Price Each Quantity
11-05-16 ARWOOL ARVAL UK LTD 0.00 100.00 =«
Total Number of Purchases: 1 Total Quantity: 100.00
Total Value: 0.00
. = & @& Load Print | cupolier [ TR -,
From 011062017 [0} | to | 14i07:2017 [0 ‘%ﬁ. =) ‘@ Help H@ T g .ﬂ = ‘

Kit will display the details of all the items that go to make up the selected item. If the item is not a
kit, this button will be greyed out. If the item is a kit, and there are none in stock, you can use this
option to create some. Assuming there are sufficient parts available.

Enter/Chg Bar Code for Item allows you to enter the bar code for the item, or change its existing
code. You would click this button, and either manually type in the bar code digits, or scan the bar
code.

When using a bar code scanner to select items, you would just scan the bar code, and the item
should be selected automatically. No need to click any buttons, or put the system into a 'bar code'
mode or anything. However, this system does require that the bar code scanner is a keyboard
wedge type. This is a type of scanner that plugs directly into the keyboard port in your PC. Most
scanners now plug into the USB port, and so you must select a scanner that comes with keyboard
wedge emulation software, or has keyboard wedge emulation software available for it.

Sell Part is the business end of Parts Counter. The button you will, hopefully, use a lot! This will
display a small window allowing you to specify the details of the sale. As in the next screen image:
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Sell Item

Stock Code 00-0013
Description WASHER, TOP BOLT, GEARBOX, MK3

Quantity 1.00 (negative number for a credit)
Retail Price 10.00 | (Includes VAT)

Cost Price 0.15 (EXCLUDES VAT)

Discount or Markup? Discount from Retail B
Discount from Retail 0.00 | amount or 0.00 |9
Price to Customer 10.00 | per 2.00 items

LIS

Three things of note in this image.
This item is priced per 2 items, and
we're selling just 1. So, the price
quoted is for 2. The 'Retail Price'
will appear in the sales invoice as it
appears above, but the '"Amount' in
the invoice will be exactly half (ie.
10.00/ 2). Also, I elected to store
retail prices including VAT/Sales
Tax, and so the prices above are
quoted as inclusive of VAT/Sales
Tax, although they will appear in the
sales invoice exclusive of VAT/Sales
tax, but then with a sub-total at the
end for the VAT/Sales Tax amount.

When setting up the system, you will need to make a decision as to whether most of your customers
will expect to be quoted prices exclusive or inclusive of VAT/Sales Tax (there is a setting in 'Setup'
— 'AutoManager' — 'Settings'). Lastly, the other item of note is the discount. In this example there
isn't any. But you can enter a discount based on an amount discounted from retail, or markup on
cost, and either enter a fixed amount, or enter a percentage and the computer will work out the

amount.

When you're happy with the details of the sale, click the 'OK' button, and the item will be added to
the sales invoice. But nothing is set in stone. If you decide the details are wrong, or your customer
changes his/her mind, you can delete the item from the invoice. The item is not taken from stock
until the sales invoice is posted to the customer’s account (or the default cash account). This does
raise an issue that you should be aware of. If you have two or more workstations running Parts
Counter, and both select the same item, for which there is only one in stock, they will both be able
to sell it. Setting the quantity in stock to -1. In practice, of course, only one person is going to
physically get the item! In which case, you may then need to credit one of the invoices.

Default Cash Account will set the 'Customer account' back to the default cash account.

Customer Details will display the account details of the selected customer account.

Open Till will open the cash till/drawer. It will expect you to enter a reason for opening the till.
When printing a receipt, the till will open automatically. So, this option is not usually required

when making a sale.

Hide Cost will make any cost figures, and options that would display the cost of the item vanish, or
grey out in the case of any buttons. This is very useful if for some reason you need to show the
computer screen to your customer. Once the 'Hide Cost' button has been clicked, the caption on the
button will change to 'Show Cost', and clicking it will bring the cost details back again.

Cancel Sale will clear the sales invoice, set the account back to the default cash account, and

basically make the system ready for another customer.

Exclude VAT will display all retail prices exclusive of VAT/Sales Tax, if the prices were inclusive.
If the prices already exclude VAT/Sales Tax, then the caption on the button will read Include VAT,
and clicking it will display the prices inclusive of VAT/Sales Tax.
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OK will exit the Parts Counter option. Ifit's part way through a sale, it will warn you and give you
the option not to exit. If you do exit while part way through a sale, the details of that sale will be
lost.

That covers the buttons in the 'Stock Items' section of the Parts Counter form. The stock details
that are displayed are pretty self explanatory. The lower part of the details shows the discounts that
are available (if any). Please see the Discounts guide for a detailed explanation of how the
discounts work. If a customer is set to receive a particular discount, it will be highlighted in this
discounts section. Also, while in the example of the Parts Counter form shown above the discounts
are simply called 'band 1', 'band 2' and so on, these can be given meaningful descriptions. Click on
'Setup' on the top menu bar, go down to 'Stock Control' (or 'Inventory'), and select 'Discount Band
Descriptions'.

So, once we have used the 'Sell Part' button to sell an item, we can select more items and sell them,
or we can complete the sale. To complete the sale, you need to click onto the 'Invoice Text' tab near
the top of the Parts Counter form. This will display the sales invoice. The invoice operates much
like creating a sales invoice directly from the Sales Ledger (A/c Receivable), but it does have a few
extra buttons:

Save Inv. allows you to save the details of the invoice, but does NOT post it to the accounts system.
There are several options within the Sales Ledger (A/c Receivable) that allow you to pick it up and
start working on it again. But you cannot load it back up into the Parts Counter. Once it's saved, it's
only accessible from the Sales Ledger (A/c Receivable). Also, the items will not be taken from
stock until the sales invoice is posted.

Post Adyv. allows you to post the transaction, such that any items will be removed from stock, but a
sales invoice will not be created. Instead, an Advice Note is created and allocated to the customer
account. This is useful where you have customer staff collecting items from you, and then every so
often you can go into the Sales Ledger (A/c Receivable) and raise an invoice based on the Advice
Notes (the option can create this invoice automatically). An Advice Note cannot be created for a
cash account. No paperwork is produced when using the 'Post Adv.' button. But see the 'Print
Advice' button below.

Post Inv. will post the sales invoice to the customer’s account. But it will not print it out, see the
'Print Invoice' button below.

Print Delivery will print out a delivery note. However, this will be greyed out for cash accounts, as
it's assumed that cash sales will be paid for at the point of purchase, and an invoice or receipt
printed.

Print Advice will print an Advice Note. See 'Post Adv.' above for an explanation of Advice Notes.
If the customer account is a cash account, this option will be greyed out.

Print Invoice will print the sales invoice. This will post the invoice to the customer’s account. If
it's a cash account, it will ask for details of the payment being made.

Print Receipt will print out a receipt on your receipt printer, and open the till/drawer, if you have
one. It can do this for account and cash customers. If it's an account customer it will ask if the

customer is paying now, if it's a cash customer it will automatically request details of the payment.

NOTE: In the 'Customer Payment' form, if you click 'Cancel' this does NOT cancel the sale, it
cancels the payment. If a receipt is being printed, it will print ** NOT PAID ** on the receipt.
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Book Out will be greyed out if the customer does not have a vehicle or some equipment currently
booked in for service or repair. If they do have something booked into the Service Counter option,
the items on the sales invoice can be booked to the job. If they have more than one job, a list will

appear allowing you to select a particular job.

Alternative Customer Address allows you to enter a different name and address for this sale. This
will work regardless of the selected customer account, but is usually used when making sales via
the default cash account. It allows to register who made the purchase. Otherwise the default cash
account will contain just one long list of sales invoices and payments, with no way of identifying a
particular sale, should it be necessary.

That really is all you need to know to handle sales in the Parts Counter option. Although, it does
have two more tabs: 'Invoice Details' and 'Invoice Costs'. These are exactly the same as when
raising a sales invoice via the Sales Ledger (A/c Receivable), and so I won't go into any detail here.

Cashing Up

Each workstation (if you have a network) needs to be cashed up separately. In the AutoManager
menu, select the 'End of Day Cash Up' option. A form will be displayed looking something like
this:

.7 Point of Sale - Cash Up = ||_IEI_|
Tillnumber 5
Staff 1D SUPER Last Cash Up
The Trading Date 140712017 [T| Friday This Cash Up 14/07/2017  Friday
The Days Trading
Opening Balance 0.00 Mumber of Sales 2,684 Payment Breakdown.
Total Cash Sales 49,792.69 Till Openinas 5 |Code ____Value
|CS5H 12,225 .99 =
Total Cash Refunds 58.23 Reason for Variance: | AME 118.09
Added To Till 0.00 «| |HAS 5.488 16
VIS 3,522 44 ||
Taken From Till 0.00 [CHO 14 248 16
DD 290 .94
Amount Banked 0.00 ICASH —8.068.31
Closing Balance 49734 46 | MAESTRO 16,510, 75
. |BACS 1.472.29 _
Wariance 0.00 TATT Ann oo
List Till List Previous 5
‘ @ Help H — | Openings Receipts Cash Ups XCancel H oK ‘

In this case, it's the first time the cash up has been run for this workstation, and it's been running a
while. So you can see the various figures for takings are quite substantial! Normally, you'd run this
option every day. But you can run it over any period you wish, we'd recommend no longer than a
week, even if you don't do many retail sales.

You'll need to enter the 'Amount Banked'. If using AutoManager, the payments will already be
posted to the various Nominal Ledger (General Ledger) accounts as per the 'Payment Breakdown'.
If using the Shop/Cafe Manager module, it's this cash up option that will post the payments into the
Nominal Ledger (General Ledger) accounts. You'll also need to confirm the 'Closing Balance'. If
the amount in the till varies, enter the amount you have in the till. The software will ask you why
there is a difference (you may or may not know), and will post the variance into the Nominal
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Ledger (General Ledger). The postings will be done once you click the 'OK' button, so you can edit
the figures if you realise you've made a mistake. But, once you clock 'OK', they're effectively
written in stone. You could still make corrections via posting directly into the Nominal Ledger
(General Ledger), but the cash up records themselves cannot be edited.

Cash Drawers and Receipt Printers

Usually the cash drawer (if you have one) plugs into the receipt printer. Hence there is only one
output port to select when setting them up. The setup for a cash drawer and receipt printer is
specific to the PC (and Windows login name if on a network), and NOT to the Adminsoft Accounts
user. So for example, if you have two PCs that you're using for point of sale, and both have a cash
drawer attached, you will have to do the setup on each PC. To do this, click on 'Setup' on the top
menu bar, go down to 'Miscellaneous', and select 'Till & Receipt Printer'. The option is in
'Miscellaneous' and not 'AutoManager', because the Shop/Cafe Manager module uses exactly the
same option. The form that appears will look something like this:

{8 Setup - Till & Receipt Printer

[E=% EoB

You are advised to set up a seperate cash accountin the
Maominal Ledger {General Ledger) for each fill fioat This

Computer 1D MIKE-PC # Mike

Till Number: 1 will be used for cashing up.

NIL Bank&lc 1200 |_' Bank - Current Alc

NIL Til (float) Ale | 1300 @) casn The Till (float) Alc, Sales Alc, and Department MUST all

|
~—| contain valid codes
NIL Sales Alc 4000 l_ | General Sales

Department
Receipt Printer Motes:

Output Fort (COM1, LPT2, USB1, etc.)

ar Printer B

Width of orinter I

Roll Out Lines 0| (blanklines printed at end of receipt)

Open Cash draw| 27,7,10,10,7

Activate Cutter | 27,109 |
Kitchen Printer

Printer B

Width of printer E ‘ @ P, oot o Tk

I Help ‘ = | ; | i
Raoll Qut Lines 0| {blanklines printed at end of print out) o~ Prnt ||~ Draw

Activate Cutter

Delete

[Enter Opening 7‘ 9
Balance x Cancel | oK

Note the Computer ID in the top left hand corner. This identifies the PC (in this case 'MIKE-PC")
and the network login name (in this case 'Mike'"). This is the unique identifier the software will use
for this till/receipt printer setup. If someone else uses the same PC, but logs into the network under
a different name, this option would need to be run again to create a till/receipt printer set up for
them. These set ups are remembered, so only need creating once.

Till Number is the automatically generated reference number that will be used in any transactions
connected with this till/receipt printer.

'N/L' is short for Nominal Ledger, and so in most countries this will actually appear as 'G/L' (ie.

General Ledger). There are three input fields for N/L accounts, and they will all have default values
automatically set up for you. These can of course be edited if you wish.
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N/L Bank A/c is the bank account that will be posted to when money from the till is banked during
the cash up procedure.

N/L Till (float) A/c. Is the account holding the balance in the till.

N/L Sales A/ec. Is the account used to post sales. However, this is ONLY used in the Shop/Cafe
Manager module. It is not used in AutoManager, as this module posts in accordance with the Sales
Analysis code associated with the stock item or service/job type.

Department requires a department code, even if you only have one set up. There is a default
department code of 'ANY".

Output Port allows you to specify which physical computer port your till printer is attached to.
This will usually be 'COMI1' or 'LPT1'. These are for serial printers or parallel printers. If you
have an old till printer, it may use a serial port (either COM1 or COM?2). Note, you will have to
setup the serial port in Windows to match the settings on your printer. This includes the port speed
(referred to as the Baud rate), number of data bits, stop bits, etc. Parallel and USB ports are a lot
easier!

Modern receipt printers connect to the computer via a USB port, or wirelessly and so are available
over your local network. Either way, you will need to set up the printer in Windows. Just follow
the instructions that come with your printer. In the case of these printers, leave the 'Output Port'
input field blank, and instead select the Windows printer in the input field 'or Printer' below (click
on the little down arrow to select from the list of available Windows printers).

If you are just testing the software, rather than wasting paper you can leave both the 'Output Port'
and 'or Printer' input fields blank. Then after making a sale the text of the receipt gets displayed on
screen.

You can output the receipt text to a file if you enter a file name in 'Output Port'. This is very
limited though. The file name needs to include a full stop, for example: TEST.TXT And the total
maximum length of the file name is 8 characters, including the full stop and extension. No drive or
folder can be specified, the file gets written into the 'temp' folder in the folder that Adminsoft
Accounts is running from (usually 'Adminsoft Accounts'). The contents of the file will get
overwritten each time a receipt is 'printed'.

If no output port or Windows printer has been specified, of course the cash drawer won't work, as it
receives it's commands via the receipt printer.

Width of printer is normally set to '58mm (32 characters)'. This tends to be a standard width for
receipt printers. But some printers are 'oversize', and so the other option is '80mm (40 characters)'.

Roll Out Lines allows you to specify a number of blank lines to appear at the end of the receipt.
On most receipt printers, because the paper is on a continuous roll, when the receipt is printed the
last line will still be in the printer, just above the print head, but probably below the tear off point.
So the Roll Out Lines feature allows you to force the printer to roll out the receipt for a given
number of lines so it's in the correct position to be torn off.

Open Cash Draw allows you to set up the control codes to open your cash draw. This is a series of
one to three digit numbers (value must be in the range 0 to 255), separated by a comma. Each
number is an ASCII code. The default numbers that appear (27,7,10,10,7) are the most commonly
used and may open your cash drawer. If they do not, you will have to get the control codes from
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your user manual or the internet. If searching on the internet, search for 'receipt printer control
codes'. Some other common codes are:

Citizen: 27,112,0,50,250 or sometimes just one digit 7
Epson: 27,112,0,25,250 or 27,112,0,64,240 or 27,112,48,55,121
Star: 27,7,11,55,7 or 27,112,49,7 or 27,7,10,50,7

If you don't have a cash drawer attached to the receipt printer, leave this input field blank.

Activate Cutter operates in the same way as Open Cash Draw above. Except its intended
function is of course to activate the paper cutter on the printer. When a receipt is printed, this cuts
the paper for you. Saves having to tear it off manually. If your printer does not have a cutter, clear
out any numbers in this input field and leave it blank. Some common codes are:

Citizen: 27,105 or 27,109
Epson: 27,105 or 27,109 or 27,121 or 27,112,0,75,250
Star: 27,100 or 27,105 or 27,100,48 or 27,100,51

Kitchen Printer section is for the Shop/Cafe Manager module only. It allows a separate printer to
be set up for instructions to go to the kitchen. If you're just using the AutoManager module, this
section will be greyed out.

Notes is intended for you to make any notes you wish about the till setup. These notes do not get
printed on the receipt, or anywhere else. If you want to create a note that will appear on the receipt
each time it's printed, the option to do this is in the Shop/Cafe Manager Setup Variables & Defaults
option. So, I'm afraid this option, is not available to you when using the AutoManager module.

Enter Opening Balance does exactly that. It allows you to say how much money you intend to
keep in the till (ie. the 'float'). Ideally, you should enter this when you set up the till. But the
system will allow you to back date it, and change the opening and closing balances of each cash up
that may have been done for this till accordingly.

The Test Print button will print a test receipt, so you can check you have set it up correctly.

The Test Draw button will attempt to open the cash drawer, so you can check you have set it up
correctly.

The Delete button will delete the till/cash drawer set up record. You would only use this option if
you knew the PC and/or network login were not going to be used again. But the setup record takes
up very little disk space, and would not get in the way if it was created and never used. So, it's
questionable whether a delete button is even necessary!

One thing I should mention, just in case you're not aware. When I refer to a 'find' button, it won't
usually say 'find' on it. Instead it'll have a graphic that looks like a magnifying glass, like this:

You'll find 'find' buttons like this throughout Adminsoft Accounts.
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Service Counter

As the name suggests, this is all about handling the servicing, testing, and repairs of vehicles and/or
items of equipment. To organize a service/test/repair, the vehicle/equipment must belong to a
customer (ie. associated with a customer account), and then booked into a workshop.

You can have as many workshops as you wish, though in practice this tends to be between one and
four, depending on how large your organization is, of course. You can specify the available time
each day for each workshop. However, you need to be aware this is a fixed amount for each day.
So, if a technician is on holiday, or off sick, you cannot reduce the available workshop time for a
specific period.

A booking (often referred to as a 'job') can contain one or more tasks (these are also sometimes
referred to as 'jobs'). For example, a vehicle may be booked in for a service and a brake repair, so
although one job would appear in the workshop schedule, it would in fact be two jobs (or 'tasks').
The total time for these would be shown, and deducted from the available time in the workshop.
Each job, even repairs, needs to be predefined, along with an estimated time to complete.

You can set up vehicle/equipment types, such as 'car', 'small van', 'lawn mower', etc. As well as
vehicle/equipment makes (to help identify the vehicle/equipment). These can be setup when
entering a new vehicle/equipment. It also maintains a list of vehicle/equipment models, these can
be created when entering a new vehicle/equipment, or from the 'Equipment/Vehicle Makes' option
in setup.

Now you have a very brief idea of what the Service Counter module is about, we'll look at the first
thing that needs to be done, setting it up.

Setting Up

Click on 'Setup' on the top menu bar and go down to 'AutoManager'. All the options in there,
except 'Settings' are for setting up the Service Counter. So, lets pick the first one, if you click
'Equipment/Vehicle Types' you'll get a form similar to this next image:
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-/ AutoManager - Equipment/Vehicle Codes = ||_£_|
Cods Equipment-Vehicle Type .

CAR Car e 2| code Job sheetformat required:

FAR Farm Implements ;

|\FAR1 Farm Haghinery Heserphon B
GAR Garden Hachinery Description of each data field, leave blank if field not required.
GAREL Garden Implements

HOR1 Horsebox Char 1 Mum 1

LOREY Lorty Char 2 Num 2

HIS Hizcellaneous

MOT1 Hotorbike-Quad Char 3 MNum 3

|HOWER 1 Eotary mowver

[MOWER 2 Cylinder mower Chatd M4
|MOWER 2 Ride-on mnower Char 5 Diate 1
|\PLA Flant Hachinery
| TRA Tractor Char Date 2
| Ekad Traplsy Char 7 Date 3
|VAH Van
Char 8 Date 4
Default Service/Test schedule:
Job Type Every Period
: []
B
=]
Click on the e ; e
: . : New 1 .. H
equipment or | @ Help ‘ Clear Save Notes & ok ‘
vehicle to select | =2 | et |\ NC_IEEapNEl L

When you install the software, only 'CAR' and "VAN' will be setup for you. But as you can see in
the list above, we've set up quite a few.

To create a new type of vehicle/equipment, click the 'New Eqp/Veh' button. The 'Code' must be
unique. Enter the 'Description’ for it, and select a job sheet format. There are three possible
formats, which one you select depends on the nature of the type of vehicle/equipment you are
entering. There is a 'General' one, another more suited to cars and lorries, and another more suited
to items of equipment or plant.

The section “Description of each data field, leave blank if field not required” allows you to
specify whether a particular vehicle/equipment type needs additional information. For example, in
'Char 1' you could enter 'Front — Tire Size' and in 'Char 2' you could enter 'Rear — Tire Size'. Then
when viewing the details of a particular vehicle/equipment, two additional input fields would
appear, one for 'Front — Tire Size' and the other for 'Rear — Tire Size'. You can specify up to 8 extra
input fields that can carry character data, and 8 input fields that are only for numeric data. This
facility is very useful, as different types of vehicle/equipment do have different requirements.

The default data required for a vehicle/equipment is 'Type', 'Make', 'Model', 'Reg/ID number',
'Engine serial number', 'Chassis serial number', and year of manufacture. So, if you need to
record any other information, you can ask the software to do so by using the “Description of each
data field....” discussed above.

Each vehicle/equipment can have services and tests automatically scheduled if you wish. You can
create a default schedule in the 'Default Service/Test schedule' section. This will not create a
schedule for a vehicle/equipment, but will create the details to allow you to easily automatically
create a schedule in the vehicle/equipment details form.

The next setup option we'll look at is '"Equipment/Vehicle Makes'. This is a simple list of
vehicle/equipment manufactures. Once it's created (and new makes can be added when a new
vehicle/equipment is being added), you can select a make in this option, and then click the 'Show
Models' button to view a list of models (which can also be created here or when a new
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vehicle/equipment is being added).

A list of makes may appear something like this:

- v AutoManager - Equipment/Vehicle Makes [-= | = @
Equipnent-Vehicle HMalke | Make

hlko i

Cristad Any changes made to the make
i =  will be appliedto any

Atoo 240 = A S R R

equipmentivehicles thatuse this

Atco Hedgecutter i
make

Atco Qualcast
Atlas

ATD

Bicycle Trailer
Bicvcle Trailer
Bicycle Trailer
Bicycle Trailer
Bon=er Truclk
Ca=tle Garden
Cement Mizer
Centurian
Chainsaw
chainsaw chain
Challence
Champion
Chrv=ler
Citrosn

Countax

Cry=ler

Daswoo

DAF

DAF BECF

Daf LF

ITAR TE4
Single left click on the

equipmentivehicle make
ta select

Amake can not be deleted ifitis
used by one or more
vehicle/eguipment records

Merge with
Another Make

IU Mew
Malke

!

- v AutoManager - Equipment/Vehicle Models

|Equipment-Wehicle Modsl | pake: par
45 %

45 150T3i Model

55

65 CF 210

Any changes made to the model
will be applied to any
eguipmentivehicles that use this
model

85CF ROLOHOFFE
CEF 75 250 crane
CFz40

CEFGE

Fa85 . 340

FA45 130

Skip lorry

Te=st Daf Model 1

Amodelcan not be deleted ifitis
used by one or mare
vehiclefequipment records

Merge wi
Another Moo

2= I

Delete

Model

Single left click on the
equipmentiehicle model
to select.

We've set up quite a few already (by
default, this list will be empty).
Note, some makes are duplicated in
our list (this can happen when
entering new vehicle/equipment). If
it does, you can use the 'Merge with
Another Make' button to merge two
makes together.

To view or enter models, select a
make, and then click the 'Show
Models' button. We clicked on
'DAF" in the above list, and could
view the models we've entered, see
the next screen image:

I suspect DAF have a lot more
models than we have set up here!
But these are just the models we've
been using when testing the Service
Counter software. As per the
vehicle/equipment makes, if you end
up with two models the same, you
can use the 'Merge with Another
Model' button to merge them, and
reduce the number to one.
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Next up is the "Workshops' option. As the title suggests, this is for creating and maintaining your

workshops. You may only have one, most users do, but there is virtually no limit to the number of
workshops you can create if you wish. You may, for example, have technicians running around in

vans servicing equipment that cannot be moved easily. You could set up each van as a workshop,

in order to control the flow of work done by each.

There is one workshop called 'Main Workshop' set up as standard when the software is installed.
The "Workshops' option will look something like this:

i AutoManager - Workshop Codes ||| . In thlS case, we've
Code Workshop name _ already clicked on our
IMATH Main Workshop D Code MAIN

one workshop 'Main
Workshop'. You can
see it has some

MName Main Workshop

Usual hours available on each day:

Man 5.00 Sat 0.00 .
- available hours setup.

Tues 8.00 Sun 0.00 .

: e Eight hours a day,

LB . Color as usedin M d F d

Thur 8.00 schedule. onday to kriday.

Fri 20| (& seea Colori Obviously, if you have
o — more than one

2 technician in a
workshop, you're going
to have more hours.
Maximum hours per
|D New H & ox | day is 99,999 So quite a
- lot.

Single left click on
the workshop to ‘@ Help “CIear H
=

select

1= ca0e H il‘[ Delete

The 'Select Color' button allows you to choose a color for this workshop that will be used when
viewing some of the schedules. It makes it easier and quicker to identify workshops. Though to be
honest, I'm not sure how many people bother to use it.

Below is the 'Job/Service Types' option:

-« AutoManager - Job/Service Type Codes |i| (=] |
Code Job-Service Workshop Eguip~Vhcle

ARS1 abs diagnostic test labour LORRY LORRY + | Code CHAZ

2 o oescpon Chin s Bar vars

|A¥T1 azlesbesring repair TOP Workshop | MOWER \__/ mowershop

BELA1 Elade Repairs HOWER ) — .
BOD1 Bodywork Repair Equipieh. GAR \__/ Garden Machinery
BRA1 Broks Repair - | SlAnlysis |REPA1 \__/ repairs

BRE1 Breakdown-Fecovery = =

|CAM1 Camn Belt Replacement VAT Code | O \'__'| Zero Rated

Gehdel ) Gloeh MOWER Hrly Rate 25.00 | (usual hourly rate)
|CHAL Chassis REepair

(CHAZ Chain and Bar Repairs MOUER GAR EstHours 0.50 | (estimated hrs to do job)
|CHE1 vehicle check TOP CAR Motes:

CLU1 Clutch Kit Eeplacemnsnt :

CLuz Clutch Problem ¥
COL Collection repair HOWEER

|COM1 computer test and repair

|Coo1 Cooling Sy=sten

|CREAL hiab crane repair LORERY LOREY

|C¥L1 Cylinder Repairs-Sharpen HOWER 1]
|DEC1 Declk Repairs

{DIE1 Diesel Leak Color as usedin schedule.

|DRYV1 Drive Axle | Select Color‘
|\ DEV2 Driwe Problem (T—r
|ELE1 Electrical Repair | = 5] Clear Color
|EHG1 Engine Repair G Sy
|ENG2 cylinder head skim LORRY LORRY

|EQI1 B et Rap s LORRY LORRY | @ Help || c|ear

|EXH1 Ezhaust Systen =

|\FUE1 Fus=l Problemn -

(a1 Handle Penair HONER 2 |‘1T JE;'SLEN ||E Chr‘lf":re ‘%ﬁ 0K ‘
Single left click on the job/service to select. : =
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As you can see, we've entered a lot of service types in here, so you can get a good idea of what it
should look like. We've also clicked service type 'vehicle check'. You can see the details of this on
the right hand side. Some job/service types are applicable to any workshop, in which case the
"Workshop' input field can be left empty, where as some are only carried out in a specific workshop
(as in this case, 'top shop' has been selected).

'Equip/Veh' input field is used if the job/service type is specific to one type of vehicle/equipment.
Many are, for example servicing the brakes on a 40 ton lorry is likely to be more time consuming
than on a small family car. This field can be left empty.

'S/Anlysis' input field is for the Sales Analysis code that should be associated with this job type.
This is mandatory, as the Sales Analysis code is eventually used when the job has been completed
and a sales invoice is being raised. It's the Sales Analysis code that determines the Nominal Ledger
(General Ledger) sales account to be posted.

'VAT Code' or it may be 'Tax Code' input field is of course for the VAT/Sales Tax code. This input
field is also mandatory, as it's used when the job has been completed and a sales invoice is being
raised.

'Hrly Rate' input field is for the hourly rate you would normally charge for this type of job. It can
be left empty if you wish. You'll get the opportunity to edit it when entering the job for a
vehicle/equipment.

'Est.Hours' input field is to allow you to set a time (in HH.MM) you think the job should take. It
can be left empty if you wish. You'll get the opportunity to edit it when entering the job for a
vehicle/equipment. This is particularly useful when scheduling services/tests, as the software will
use it to work out if the workshop has the available capacity on any given day to handle the job.

'Notes' is for your use only. They do not get printed out on job sheets or invoices.
The 'Select Color' button allows you to select a color for this particular job type. We recommend
you seldom use it, but just use it for those jobs that need to grab the user’s attention when looking

through a workshop schedule.

The next option in AutoManager setup is 'Change Job Status', this produces the small form below:

¢ AutoManager - Change Job Status ==

Once the siatus of a job is setto Invoiced, 'Cancelled, or Finished
Mo Imy' it can not be changed back within the normal job details
form. It can however, be changed here

Job Number (type in number and press Enter key)
Description

Completed

Customer

Status B

|@ Help ‘ |x08ncel‘ o o«

This simply allows you to change the status of a job. When a job is finished, it cannot be
'unfinished' from the normal job options, and so this facility exists to allow a user with sufficient
access (ie. supervisor probably if they can access the setup options) to change the status of the job.

Next we have 'Settings'. This option will look something like the following image:
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oa AutoManager - Parts and Sales Counter Settings || ==
Parts Counter
Default cash account MscC I2) | miscellaneous cash sales account  Default invoice none-stock line: (free type)
Default department ANY (5] | Any department Sales Analysis Code @ |
Default invoice description | Parts Counter (usually Parts Counter’ bty 50 T|
N can be anything you wish)
Overriding Sales Analysis & | Quantityin Receipts | Always printthe quantity B
Sales Discounts Allow users to give discounts |Z|
Service Counter Parts invoice message (max. 40 chars x 7 lines)
Default cash account Msc | Miscellaneous cash sales account *
WMessage to appear on receipt Default department ANY =) | Any department
(unlimited lines) Job Card Format Plain A4, general layout E|
= Max. for back dating jobs 7| (days, O=job can not be back dated)
DeliCollect Print Prompt N (VM) Service invoice message (max, 40 chars x 7 lines)
TestMOT Print Prompt N (YY)
SenicelTest Reminders 0 (start line for report, for letter headed paper)
Overriding Sales Analysis i';;'. o
Display profitin Job Details ¥ (YN
@ X ||
- | Allthe messages are optional and may be left blank if not required Help Cancel ok

Unfortunately, the image is a bit wide to fit on this page, so it's not terribly clear. You may have to
open the actual form in your copy of Adminsoft Accounts to get a proper look.

Anyway, as you can see, the top section deals with Parts Counter. This option was discussed first,
although I didn't cover this set up option. So, will go into a little detail here.

'Default cash account' is the customer account that will be automatically selected when you go into
the Parts Counter option. This would normally be some sort of miscellaneous cash account you
may have created specifically for general retail sales. This is just the default account. When
running the Parts Counter option, you can change it to any account you wish. So, if a customer who
has a credit account comes into your shop, you can simply select their account.

'Default department' is used for sales invoices created in the Parts Counter option. Can be edited in
Parts Counter before the invoice is posted if you wish.

'Default invoice description' is used for sales invoices created in the Parts Counter option. Can be
edited in Parts Counter before the invoice is posted if you wish.

'Overriding Sales Analysis' will override any Sales Analysis code set up in the stock item details
for the item/s being sold. This option is rarely used, but if you want all Parts Counter sales to be
posted to one particular Nominal/General Ledger account, this is how it's done.

'Default invoice none-stock line' allows you to set up a default Sales Analysis code and a
VAT/Sales Tax code that will be used when entering items directly into a sales invoice in the Parts
Counter option that are not in the stock database.

I'll now work through the Service Counter section:

'Default cash account' is not used at this time. By default, it's normally set to the Miscellaneous
cash account automatically created then the ledgers are created.

'Default department' is used when a job has been completed and a sales invoice is being raised.
This can be edited in the invoice details before it's posted.
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'Job Card Format' allows you to select one of three different formats. This is the default used
when creating a new vehicle/equipment type.

'Max. for back dating jobs' allows you to set a limit on how far back a job can be back dated.
Sometimes, a job is completed without actually being booked in. It still needs to go through the
system, and so the software will allow you to book in a job on a date that's past, but how far back
it'll allow you to go depends on this setting.

'Del/Collect Print Prompt' when set to "Y' will prompt the user looking at the details of a job
booking to print out the delivery/collection sheet for the vehicle/equipment (if collection/delivery
has been booked in).

"Test/MOT Print Prompt' when set to 'Y' will prompt the user looking at the details of a job
booking to print out a test sheet, if the vehicle/equipment has been booked in for a test.

'Service/Test Reminders' this is used to set the start line for a report that lists the services/tests you
have scheduled for a particular vehicle/equipment. Useful if the report is printed on your letter

headed paper to be sent to your customer.

'Overriding Sales Analysis' will override the Sales Analysis code associated with any particular job
type. But NOT any parts booked out to the job.

'Message to appear on receipt' is exactly that. This is used in Parts Counter when printing a
receipt. This message will appear at the bottom.

'"Parts invoice message' will appear on all sales invoices produced from Parts Counter (assuming
the invoice layout has the data field for messages, as this can be removed).

'Service invoice message' will appear on all sales invoices produced from Service Counter
(assuming the invoice layout has the data field for messages, as this can be removed).

That completes the options for setting up Parts Counter and Service Counter. We'll now get into the
details of how to handle jobs.

Booking in a Job
In the AutoManager menu, in the "Workshop/Service Sales' section, you'll see a number of options.

The first option is 'Book In For Service/Test'. When selected, you'll get a form something like the
following screen image:
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¢ Find a Customer and Equipment/Vehicle [ = |
‘ Search by Customer Search by Equipment/\/ehicle |
| .J!:fl: Customer | Me code To search by -:ust_-:ur‘:wer_
|[BARODB  BARNES AND WEST i et i

BATDOA MR 11 BATT | SR DA

BATO02 Alan Bates Equipmentivehicles for selected customer:

BATOO3 MR BATTY [Order | |Order | |Order |

BATOO4  NrBates Reg Hake Hodel

BAXOOT Mr. R Baxter -
BBCOO01 B & B CONSTRUCTIOM LTD |
BBCO002 BBEC customer test

BBPOO1 B & B PLANT HIRE

BEADDZ BEACHILL LTD

BEAQD3 BEECHMAST

BEEDO1 Mr, Beevers

BEEDOQZ K.L. Beeby & Son

BELOO3 BELLEVER LTD

BELOD4 MR S BELL

BEMQO01 Mr Bentley

BEMQODZ Mrs A Bendy

BEMNOO3 MR BEMMETT

BEMNOO4 Mrs Bend

BEROO Mr Beresford

BESO01 Bestwood Road Sports Club s *
E Single left click on the customer to view list of equipmentivehicles. Double left click to book in for senviceftest, single click justto select.
B Mew | ™ Customer | g MNew I Equip/vehicle ]
‘ 9 Help [ Customer i Ll Details |58 Equipivehicle il  Details In -~ QK

The first thing to do is to locate the vehicle/equipment. You can do that by selecting the customer
from the list on the left. The customers vehicles/equipment will then be listed on the right. If
you're not sure which account it is, but have some basic details about the vehicle/equipment such as
registration number, click the 'Search by Equipment/Vehicle' tab. You can then search for a
vehicle/equipment by registration number, make, or model.

If you think the vehicle/equipment is not in your system, you can create it. First select a customer
account (by going back to the 'Search by Customer' tab and clicking on a customer), and then
clicking the 'New Equip/Vehicle' button. Note, you can also create a new customer from this
option by clicking the '"New Customer' button.

When creating a new vehicle/equipment, the form will look something like the next image:
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" ¢ AutoManager - Service Couunter - Equipment/Vehicle Details E”E
Customer Alc HEADD3
Customer Name Mr. G B Hearn
EquipNehicle Type B Created
Equip/Vehicle Make B | H_"] New| I;—. gagg;”“
Equip/Vehicle Model E New ~ Updated
Reg /D number {ifnone, type ‘'none’) ér'

Engine serial num.

Chassis serial num. Year
Lasttest date H ;'| Indentification Code 1003
Dietails Jobs Booked || Previous Jobs ” Semvice/Test Schedule “ Reminders ” Motes

i
i
i
i

Bookinfara Change - R
Job Ownership il XCancel

Vehicle
‘ @ bl H Images

This form is fairly self explanatory. The only input fields that MUST have valid information
entered into them are the 'Equip/Vehicle Type', 'Equip/Vehicle Make', '"Equip/Vehicle Model'
(even though these last two do not have a pink background) and 'Reg./ID number' (to help you
identify the vehicle/equipment).

You will notice the input fields in the 'Details' section have no descriptions to the left hand side of
them to tell you what they are. These are user definable input fields, and are based on the
'Equip/Vehicle Type'. Once you have selected the "Equip/Vehicle Type', these input fields will
change, some will vanish, and with some, descriptions may appear on the left hand side. In this
guide above, I presented you with a set up form for vehicle/equipment types that showed the set up
for a 'Car'. If you recall, this contained two user defined input fields for tire sizes. So, if I select
'Car' as the 'Equip/Vehicle Type' here, the form will change like the next image:
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=

by AutoManager - Service Couunter - Equipment/Vehicle Details | = || B ||
Customer Alc HEADOD3
Customer Mame Mr. G B Hearn
Equipfehicle Type Car IEI Created
Equip/MNVehicle Make |E|| |]_"I New| I;:-I ga:gggnﬁ
EquipMehicle Madel |Z| MNew lIpdated
Feg/ID number {ifnane, type ‘none’) én

Engine serial num.

Chassis serial num. Year
Lasttest date H ﬂ Indentification Code 1003
Details Jobs Booked “ Previous Jobs ” Semvice/Test Schedule “ Reminders || Motes

Front - Tyre Size
Rear- Tyre Size

Vehicle Bookinfor a Change - e ? =
‘@ Help H Images ot Ownership ||, .LI-:-I-:t':' XCancel oY

Notice all the input fields with no descriptions to the left hand side have gone, and we're left with
two input fields with descriptions (using the British spelling for 'tire'). The sizes of the front and
rear tires, as per the setup for 'Car'.

Anyway, we recommend you enter as much information as you have. Especially the engine and
chassis number if you have them. At this stage, do not worry about the other tabs: 'Jobs Booked',
'Previous Jobs', 'Service/Test Schedule'. 'Reminders', and 'Notes' — although you can enter some
notes if you wish. When all required information is entered, and valid, then the 'OK' button will be
enabled. When done, click the 'OK' button. You'll be returned to the booking in form, and the
vehicle/equipment will now be listed as belonging to the customer you had selected. Click on it and
click the 'Book In' button. A new form will appear asking for the booking details, it'll look like the
next image:
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v AutoManager @ Service Counter - Job Details = ||-=]
Basic Serviceddob Details Customer Delails
Waorkshop IZI |._1.| Account HEADO3 TelMo. 647475868 JOb
Notaias il = Name Mr.GB Hearn [ Details | 2286
SR o Ao MA0ES Invoice At as above Bill of Sale | invoice To_|
Bookedin | // | time Vehicle/Equipment Details Summary:
Arrived ] time Make  Honda Quad Details Parts 0.00
. I ) Model  TRX400FW Labour 0.00
EstFinish | // time
| = Req. YGYaG6F1 ID 1003 SubTot. 0.00
Act Finish | 1/ ) time Collection/Delivery: VAT 0.00
TestDate | // '::_'.| time Collection | [/ s .
kmiHours 0| (as recorded on vehclefequpmnt)  Delivery I Profit 0.00
Job Details | Notes || Parts Required/Used || Job History [
E=p. E=t. Actua;l Hrly ‘ Add Task
Service/Repair-Test Date Hours Hours Rate Mech.1l Mech.2 Mech.3
p
r Changea Task
W Finish Task
i Remoyve Task
= Total Hours
= Est 0.00
Job signed off by El Job checked by E| Test E Act 0.00
View the account details ofthe customer who owns the T =1 ~PrintJob i T -~ |
equipmentivehicle. 0 Help || e E : Invoice XCanceI 0K
Card Preview

The first thing is to select the 'Workshop'. Next you need to select a 'Booked in' date. You can
manually enter a date, but of course you may not know what the work load is on the workshop on
that particular date, so click the find button to the right of it:

Week begining: 31/07/2017

Single left click on a day to select
that date for the booking

AutoManager :: Workshop job schedule
Workshop: | lorry shop E] l:;jl Load
Mon 31/07 Tue 01/08 Wed 02/08 Thu 03/08
Available: 16.00 16.00 16.00 16.00
Used: 0.00 0.00 0.00 0.00
Balance: 16.00 16.00 16.00 16.00

Fri 04/08

16.00
0.00
16.00

Sat 05/08

8.00
0.00
8.00

Sun 06/08

0.00
0.00
0.00

| clickon a job

Single left

to see job
details.

@ Help

Print Job
Cards

t’ New
Job

Print
Schedule

View (text)

) Next
[3
"-i’) Week

/

\ Prev
4)
(&) week

5] o

In this example, there are no other jobs listed for the selected workshop for the current week. Today
is Thursday 3™ August. The schedule always starts on a Monday, so you can see the work load for
the week. At the bottom, you can see the 'Available' hours for this workshop, 'Used', and the
'Balance', which of course is the hours left for new jobs. It is down to your judgement as to when
there is sufficient time to complete the job/s you want to book in. If there isn't sufficient time this
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week, click the 'Next Week' button to look at next weeks schedule. You can click backwards and
forwards a week as much as you wish. When you've found a date you think you can make the
booking, click on the date. The form will vanish, and the date will be inserted into the 'Booked in'
input date field.

If the vehicle/equipment requires a test, you can enter the date of this in the '"Test Date' input field.
This works in a similar way to the 'Booked in' input field. Including clicking the find button to
view a schedule. Although the schedule that appears looks similar to that that appeared for the
'Booked in' date, it is different, in that it's specifically for the booking in of tests.

In the 'Customer Details' section, the customer details will be there, you can click the 'Details'
button to view the account details. It will assume the sales invoice will go to the customer, but if it's
to go to a different account, click the 'Invoice To' button. This allows you to select a different
account for the invoice (this sometimes happens when a vehicle/equipment is leased, or a repair is
being carried out under insurance).

The 'Collection/Delivery' section allows you to set up a collection and/or delivery for this
vehicle/equipment. The date is necessary, but entering a time is optional.

One of the most important bits on this form is the 'Job Details' section. In this section you can set
out what the job entails by selecting tasks. To confuse things a little, these tasks are sometimes
referred to as 'jobs', and are set up in the 'Jobs/Service Types' option (discussed a few pages back).
You can add as many tasks as you like, simply click the 'Add Task' button to select one, the form
will look like this:

Add/Change Task

First select the '"Task Type'
, v by clicking the little down
Task Type | B Notes: (will not appear on job card) . .
== ' arrow to the right hand side
Expected Date 11/08/2017 H Days required | 1 z

of the input field. This will
list all tasks ('Job/Service

Estimated Hours 0.00 | (in hours fraction, ie NOT hh.mm)

Hourly Rate 0.00 | (used to create invoice) ) Types') that are relevant to
Mechanic Expected Date Est. Hrs. that'worksh'o p and
— 000 (@) Vehlcle/equlpmeqt type. If
Iy ol@ the task you require is not
= wwle listed, click the 'Setup Task
Types' button to create it.
’ @ Help ' 1/\ Se%z;’sask ’ xCanceI ' DK
Add/Change Task Here, I've selected the task
, . .
Task Type [Full Service & Fit Cam Belt E] Notes: (will not appear on job card) ]gulltl“Seerce & Fit Cam
Expected Date 11/08/2017 B‘ Days required | 1 a ot

Estimated Hours 6.00 | (in hours fraction, ie NOT hh.mm)

The 'Expected Date' is

Hourly Rate 30.00 | (usedto create invoice) taken from the 'Booked in'
T/ | date on the main job details
Mechanic ExpectedDate EstHrs. form. It can be changed. If
/1 0.00 |E) you do change it, you may
11 0.00 |@ wish to change the 'Days
11 0.00 € required' input field, as the
: vehicle/equipment will
#¥ Setup Task ‘ . .
‘ (7 ’ ‘ A Types ’ XK cancel ‘ ’ @\@ i ’ obviously be in the
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workshop for more than one day.

The 'Estimated Hours' and 'Hourly Rate' are taken from the task (as set up in the 'Jobs/Service
Types' option). They can be edited for this particular task if you wish. Next, you need to select the
technician/s that will actually carry out the work. One task can be allocated to up to three
technicians. If you know who to give it to, simply enter their ID (probably their initials) in the
'Mechanic' input field and press the Enter or Tab keys on your keyboard, the 'Expected Date' and
'Est. Hrs' will be filled in automatically, you can edit the date and hours to accommodate more than
one technician, or if you think the job will require more/less time to complete. If you're not sure
which technician to use, click the find button to the righthand side of the 'Est. Hrs.' input field. The
following form will appear:

Select mechanic: 6.00 hours required.

iyt 42 43 g4 45 @ 3@ 1@ 18 20 ‘L b)) Next Week

m

Hechanic Dept. Fri Sat Sun Hon Tue= Wed Thu Fri Sat Sun

IS HAN 7.00 g.00 8.00 &.00 ®.00 7.00 o —
I VOR 5.00 | [ 4 ) Prevweek
T WOR g.00 4. 00 g.00 §.00 &8.00 8. 00 §.00 4 00 N |
|HET1 WOR g.00 4.00 g.00 8,00 @.00 8,00 &.00 4.00

|HEWZ WOR g.00 4.00 g.00 8.00 ®8.00 &.00 &.00 4.00 3 Include:
HEU3 WOR g.00 4 .00 g.00 8. 00 8.00 8. 00 B.00 4. 00 1 Fom
|HET4 WOR g.00 4.00 g.00 8.00 @8.00 8,00 8.00 4.00 ;-1';0’,1_2
|SUFPER WOR g.00 4.00 g.00 g8.00 28.00 8.00 B.00 4.00

|TEST WOR g.00 4.00 g.00 8.00 &.00 #&.00 B.00 4.00

TEST1 g.00 4. 00 g.00 8.00 8.00 8&8.00 B8.00 4.00

| TFSTa TR a.nn._ 4 nn . 1 T = O S =N S~ 1 = O 1 O S5 1 | =) ‘x Cancel ‘
Single LEFT click on the mechanic/day to select. Single RIGHT dlick to see schedule for that mechanic - = |

In this form you can see all your technicians/mechanics, which workshop they're in (listed under
'Dept.") and how many hours they have available. The time shown is for normal working hours, if
you want to view time available if they worked overtime, click the 'O/T 1' and/or 'O/T 2' selections
on the righthand side of the list as appropriate. The time shown is based on the
technicians/mechanics working hours as set up in their employee details (in the 'HR' module), less
any time already booked to other jobs.

You can see a list of exactly what jobs a technician/mechanic has scheduled for a particular day by
placing the mouse pointer over the day on the technicians/mechanics line in the list. The date at the
top of the list should be highlighted (ie. the text will be in bold), you can then right click, and a
small form will appear listing the technicians/mechanics schedule for the day. It's important you
make sure the date does highlight, otherwise when you click, nothing will happen. The same goes
for selecting a particular technician/mechanic on a particular day to work on the task we're setting
up. Position the mouse pointer over the technician/mechanic at the point of the required date, and
left click. A small form will appear in the middle of the list asking the for number of hours you
want to allocate to this technician/mechanic, it will default to the total number of hours for the task,
but of course you may want to reduce that if you intend to use more than one technician/mechanic.

You can actually ignore the selection of technicians/mechanics at this time. It depends on whether
you want to use the workload/scheduling part of the Service Counter option. If you do not want the
software to assist you in controlling the workflow (and many users don't, they're happy to decide
which jobs/task to book in when), you can enter which technicians/mechanics worked on the task at
the end of the job. Even then, that only applies if you want to monitor how many hours each
technician/mechanic has worked over a given period. If you don't want to do that, then you can
completely ignore the allocation of tasks/time to specific technicians/mechanics.

Anyway, once we've completed entering the task details, the form will look something like the next
image:
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Add/Change Task
Task Type Full Service & Fit Cam Belt B Notes: (will not appear on job card)
Expected Date 11/08/2017 Days required | 1 2
Estimated Hours 6.00 | (in hours fraction, ie NOT hh.mm)

Hourly Rate 30.00 | {usedto create invoice)

Mechanic Expected Date Est. Hrs.

MT 11/08/2017

Js 11/08/2017

1

You can enter some notes into the 'Notes' input field if you wish. They are purely for your use, they
will not get printed on any document that goes to the customer.

If you click the 'OK' button, the details of this task will be applied to the job. So, our job form now
looks something like this:

v AutoManager @ Service Counter - Job Details =
Basic Service/dob Details Customer Delails
Warkshop | lorry shop IZI |._EL| Account HEADO03 TelNo. 647475868 JOb-
Job Status | Not arrived E - Name MNr.GB Hearn [ Details | 2288
> i | b S| iA0ES Invoice Alc as above Bill of Sale || Invoice To
Bookedin | 11/08/2017 .l:—l-_| time Friday Vehicle/Equipment Details Summary:
Arrived ] @ time| Make  Honda Quad Details Parts 0.00
Est Finigh E Model  TRA400FW Labour 300.00
A Reg.  YGYS6F ID 1003 SubTot 300.00
ACL Finish Collection/Delivery: VAT 0.00
Test Date Collection | [/ Total 300.00
kmiHours 0| (as recorded on vehclefequpmnt)  Delivery I Profit 300.00
Job Details | Nates || Parts Required/Used || Job History [
Ezp. E=st. Actual Hrly ) ‘ Add Task ‘
pecdeeibepeniiesh L 0 Peie L Bous Howes haneilecha Hoeho ekl | K
Full Serwice & Fit Cam Belt 11-08-17 6.00 0.00 30.00 MT E= P ) N
Brake Repair 11-08-17 4. .00 0.00 30.00 I Change Task
¢ Finish Tazk
i Remove Task
| = Total Hours
= Est 10.00
Job signed off by El Job checked by E| Test |Z| Act 0.00

Total value of paris due to be charged to the customer on this job.

x Cancel

Invaice

@ Invoice
Preview

@ s H Print Job & o« ‘

The task we just entered you can now see listed, along with the technicians/mechanics who will be
completing the task. I also entered a second task, a 'Brake Repair', which I did not allocate to any
particular technician/mechanic, and this is listed below it.
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In the top righthand side there is a 'Summary' section, where you can see the cost of the job starting
to build up. At the moment we have 300.00 for labor. At this point, we could click on the 'OK'
button to save the job to the workshop schedule. Awaiting the arrival/collection of the
vehicle/equipment. However, if we already know what parts will be required for the job, we could
select them now. To do this, click on the 'Parts Required/Used' tab.

In this section, you can click the 'Add Parts' button to add parts to the list of parts required, or you
can click the 'Order Parts' button. This later button will display a Purchase Order, allowing you to
select a supplier and the parts required. This option is useful if you know the job will require parts
that you do not have in stock. The Purchase Order will carry the job details, so when the stock
comes in, staff will know that it's for a specific job.

I'm not going to get into the details of Purchase Order Processing here, as that is covered in another
guide.

So, let’s assume the parts this job will require are in stock (or probably in stock), and we click the
'Add Parts' button. The following form will appear:

. -7 AutcManager = Add partstc z job |E@ |
Line  Quantity Stock Code/SKU Description of ItemiSenvice PIA AT Sell Each CostEach Total Cost  Line
| 0.00 F Ins ﬁ
2 F| Ins | Del
3 F Ins | Del
4 F Ins | Del
5 5 F Ins | Del
; 6 F Ins | Del
E 7 F Ins | Del
L 8 F Ins | Del
g F Ins | Del
10 F Ins | Del
1 F Ins | Del
12 F Ins | Del
Left c\?ck _on ‘F'to find a stock item, orJustnrp_e in the stock item_ code (SKU), Fthe ite_m does .“SleET.Dt.EI Cost U'?D_ =
:T_Iottheexgé.;tc;?gtligsgre:;ﬁ Ifthe stock code is not known, and it can not be located, just type __Tmal__VN . U.QUI
Total Cost 0.00
Remave part from this list - = -
| 0 Help ‘ |x03ncel ‘ J OK ‘

You'll notice that it looks very similar to a sales invoice, but without the extra bits required for
invoicing. It works in much the same way. Enter the quantity of a part required, then click the 'F'
button to find it, or type in the stock code if you know it. The rest of the details will be
automatically filled in for you. Below, I've added a couple of parts to our list:

-7 AutoManager :: Add parts to a job (=2 ECH === |
Line Quantty  Stock Code/SKU Description of ltem/Senvice Pis VAT Sell Each CostEach Tatal Cost Line
1 1.00 |F |00-3322C GASKET SET, T160, COP HIG PAR2 1 68.75 34.00 3400 |ns | Del
2 1.00 | | 00-0482 SCREW, OUTER G/BOX COVER, NORT PAR2 1 5.03 0.12 0.12| Ins | Del
3 0.00 | F Ins | Del
4 F Ins | Del
s 5 IF ins | Del
c
R 6 F Ins | Del
E 7 F Ins | Del
L 8 F Ins | Del
9 IF ins | Del
10 F Ins | Del
1 F Ins | Del
12 F Ins | Del
Lefl click on 'F' to find a stock item, or just type in the stock item code (SKU). Ifthe item does Sub Total Cost 3412
_not exist, |t\r_v||\_be creatgd Ifthe stock code is not known, and it can not be located, justtype Total VAT 6.82
in the description for now. — . —
Total Cost 40.94

You may click en F to search for the item. Iftheitem does not exist in the database, type in the stock code and it will be created

|0Help ‘ |xcancel ‘J oK |
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The 'Sell Each' and 'Cost Each' input fields can be edited if you wish. If the stock item you require
does not exist in the stock database, you can enter the quantity and the stock code, and the software
will ask you if it's a new item to be created. Of course, creating the stock item means you probably
have none in stock, so you may still need to raise a Purchase Order at some point.

The parts you enter here are not actually booked out of stock at that point, that's a separate function.
Here, you're simply listing the parts the job will require. The list can be changed at any time, so
nothing is fixed is stone. When the list is complete, as far as you know, click the 'OK' button and
they'll be added to the job. So, our job details form will now look like this:

v AutoManager @ Service Counter - Job Details | = [~E
Basic Service/dob Details Customer Delails
Warkshop | lorry shop IZI |_‘f_.| Account HEADOS TelMo. 647475868 JOb
e oo UL re—— D — MName  Mr.G B Hearn | Details | 2288
ob Status - _ T
! — | (mages Invoice Alc as above Bill of Sale || Invoice To |
Bookedin | 11/08/2017 ‘Z__1| time Friday Vehicle/Equipment Details Summary:
Arrived 1 @ time Make  Honda Quad [ Details | Pars 73.78
I = Model  TRX400FW I
EstFinish | 110812017 (0] time ’ - Hhok ST
| Req. YGYaG6F1 ID 1003 SubTot. 37378
Act. Finish (] W time VAT 14.76
TestDate | /1 | time Collection | /1 ol o
kmiHours 0| (as recorded on vehclefequpmnt)  Delivery I Profit 339.66
— . -‘j . 1
} Job Details [ Notes | Parts Required/Used Job Histary [
i. Qty Stock cods Deseription Sell Each Status B0 |
|| 1.00 no-3322C GASKET SET. T1le0. COP H/G 68.75 Hot in stock -
1.00 O00-0482 SCREW, OUTER G-BOX COVER, HORT £.03 In stock
[
' 5 ] e Purchase
| Book Out Order Parts . | | Farts Returnd | | Gancel Order || Remove Part | | PartPurch Part Details L,'-'\r:::'

'L.dd a part to the list of parts reguired for this job.

Print Job
‘@ Heip H Card

E Invoice
Preview

x Cancel

%/? OK ‘

Invoice

You'll see the 'Summary' section has now been updated with the value of the parts we've just added.
Also, you'll notice in the parts list that item '00-3322C' is not in stock. There are three things you
can do about this: 1) if the part has just been purchased, click on the part and then click the 'Part
Purch' button, this will allow you to enter the details of the purchase. 2) you could click the 'Order
Parts' button, and a Purchase Order form will appear, and any parts that are not in stock will appear
on it. 3) you could simply do nothing at this stage, and wait for the vehicle/equipment to arrive or
be collected, and then obtain the part/s.

We'll do nothing further with the parts at this stage. In which case our job is complete, and waiting
to be entered into the workshop schedule. Just click on the 'OK' button, and we're done. At least
until the vehicle/equipment arrives at the workshop. Which is the next step.

There are two options in the 'AutoManager' menu, in the "Workshop/Service Sales' section for check
for scheduled jobs. The first one is 'Service Counter', this will list all jobs due in 'today', or jobs
that are still being worked on. The date range can be edited, so you can expand it to cover whatever
time period you wish. The other option is "Work Schedule'. This shows a 'week to view' type
planner, listing the jobs for each day in the current week, for all workshops. A specific workshop
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can be selected if required. Also, the planner can be moved backwards and forwards a week at a
time. A typical planner might look something like this, although it would normally have a lot more
jobs listed:

-+ AutoManager : Workshop job schedule = [ B[]
Workshop: | All workshops I~ |E§ Lganj‘ Week begining: 071082017
Mon 07/08 Tue 08/08 Wed 09/08 Thu 10/08 Fri 11/08 Sat 12108 Sun 1308 | Singlelefl
VGY56F1 Honda it
IAB10TFD Volvo
details.
@ Help
Print Job
Cards
[’ Mew
E Job
Print
Schedule
Wiew (text)
Available:  60.00 60.00 60.00 60.00 60.00 24.00 0.00 [
Used: 0.00 0.00 0.00 0.00 15.00 0.00 0.00 | wpf 0K
Balance:  60.00 60.00 60.00 60.00 45.00 24.00 0.00

In this planner, we only have two jobs scheduled, both for Friday. They are different colors because
they're for different workshops. Along the bottom, you can see the total available hours (for all
workshops in this example), total hours used (as in jobs booked in), and the 'Balance’, which of
course is the remain unused hours. If there are insufficient hours in any one day to complete the
jobs required, the 'Balance' will appear in red, to bring it to your attention.

When the vehicle/equipment arrives on the premises, we may want record this, even if the job has
not been started. Single left click on the vehicle/equipment, and the job details will appear. Set the
'Job Status' input field to 'Arrived', or 'Job in Progress' if work on the job has started right away.
The input field 'Arrived' showing the date and time of arrival will be filled in automatically. The
only date you may need to edit at this point, is the 'Est Finish'. This date will be automatically
calculated based on the 'Booked in' date and the tasks that have been set for this job. Note, it's
based on the 'Booked in' date and NOT the 'Arrived’ date, because it assumes some
vehicles/equipment may arrive early, so as to ensure they are available for when the job is due to
start. If work on the job does start early, you can edit the 'Est Finish' date at any time.

Once the vehicle/equipment has arrived, we can also start booking out parts to it. This involves

selecting parts in the 'Parts Required/Used' list that we built up earlier, and clicking the 'Book Out'
button. This takes the part out of stock. In the job show below, I've booked out part 00-0482
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7 AutoManager = Service Counter - Job Details =
Basic Service/lob Details Customer Delails
Warkshop | lorry shop IZI |l_1‘| Account HEADOS TelMNo. 647475868 JOb
e == MName Mr GBHearn 2288
0l lduEy | M L LD Invoice Al as above Bill of Sale || Invoice To
Bookedin | 11082017 |01 time Friday Vehicle/Equipment Details Summary:
Arrived 04/08/2017 |Z]| time | 11:37 | Friday Make  Honda Quad Details Parts 73.78
vy | syl i Model  TRX400FW Labour 300.00
10082017
Est Finish | time Friday Reg. YGYS6E1 D 1003 gy e
Act.Finish | [/ ) time Collection/Delivery: VAT 14.76
TestDate | // '::_'.| time Collection | [/ @ time Tomd Y
kmiHours 0| (as recorded on vehclelequpmnt)  Delivery I E| time Profit 339.66
Job Details [ Notes Parts Required/Used Job History
| Oty Stock code Deseription =~ Sell Each ?'ﬁ?‘t‘.‘? B
1.00 00-3322C GASKEET SET. Tlel, COP H-/G 68 .75 Hot in stock -
1.00 O00-0482 SCREW, OUTER G-/BOX COVER, HORT 5.03 Booked out
S - = = i [ i Purchase
Boaok Out Order Parts | |Parts Returnd | | Cancel Order | | Remave Part Fart Purch Part Details Drder
MNumber of thiz job. This number will be unigue. ; = |
e Help Bl E invoice Invioice XCanceI ‘ﬁ oK
Card Preview | i’

You can see the 'Status' of part 00-0482 is now set to 'Booked out'. Whether a part is booked out
or not, does not alter the figures in the 'Summary'. But it WILL affect the sales invoice. At this
point, if I click the 'Invoice Preview' button, part 00-0482 will appear in the invoice, but 00-3322C
will not. The invoice preview will look like this:

-/ Sales Ledger - Invoice ’E”EHEI
gé'csgﬂnmter HEADO3 |@End| Mr. G B Hearn s . INVOICE PREVIEW
Source: Service Counter Job: 2288 Lot
Text - Quantity & Prices Details || Costs |
Line CQuantity _Stock Code or Description of temiSemnvice (sort by StocklDescl) SIA VAT Each Amount Line
1 1.00 F|00-D452 SCREV. OUTER G-/BOX COVER. |SAL2 1 5.0300 5.03 Ins Del
A 2 F: Ins .De!
3 F hours Full Service & Fit Cam Belt REP 1 30.0000 Ins |Del
4 F hours Brake Repair REP 1 30.0000 Ins .De!
s 5 F: Ins .De!
g B F/Job: 2288 Date: 11-08-17 ID: 1003 Ins .De!
E T F Hake: Honda Quad Reg: YGYS56F1 Ins |Del
1: 3 F/Hileage: 0 Chassis: Ins |Del
g F: Ins .De!.
10 F| Ins .De!
11 £l Ins .De!
12 Fl Ins |Del
S N rages ’m\ | Disc0.00% 0.00 | Disc
= PrirtOnly | Print & Post || Address | Sub Tatal 5.03 [Tax Galg
i coov || Docs || | View text) ]| View tex) || View (tex) | Total VAT 101
Tax Date | 041082017 [@,| Description | YGYS6F1 Honda Quad T | Total Value 6.04
e Help ‘\ Prey Mext Mew .'\_ Delete Cancel! J oK ‘

Note, although the tasks are included in the invoice, there is no charge yet. This is because we need
to inform the software which tasks have been finished, and how long they actually took to complete.

At some point, probably when the vehicle/equipment arrives on the premises, you may print out a
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job card. Click the 'Print Job Card' button at the bottom of the job details form. This will contain
details of the tasks to be completed, and the parts required (as set up in the 'Parts Required/Used'
list). Your technician/mechanic may then hand the job card back into the office when the job is
finished, with suitable notes regarding how long the tasks actually took, and any additional parts
that were used, and/or any parts that were not used but returned back into stock (use the 'Parts
Returned' button to do this). To tell the software what actually happened regarding the tasks that
had been set, click on a task, and click the 'Finish Task' button. A small form will appear, asking
you to confirm a few details. Based on the task we set earlier on, 'Full Service & Fit Cam Belt', the
form may appear like this:

Finish Task It looks similar to the
Task Type Full Service & Fit Cam Belt E] Notes: (will not appear on job card) form we used tO' create
Expected Date | 11/08/2017 @4 Days required | 1 R the task. Bu‘F this one
Estimated Hours 6.00 | (in hours fraction, ie NOT hh.mm) 'has an extra lnf')ut field,
Actual Hours [ 8.00 | (in hours.fraction, ie NOT hh.mm) ACtua.l HOUI’S that you
Hourly Rate 30.00 | (used to create invoice) = can ed%t (it defaults to
Mechanic Expected Date Est Hrs. Actual. Date Act. Hrs. the estimated hOLlI‘S). It

- is this figure that will be
4 | Mike, Towle ..

_ used when raising the

Smith, John E . .

Q| sales invoice. You can
— also edit the 'Hourly
’ @ ‘o l ’A SetT‘;‘;J:S" ’ ‘ x Cancel ( 1 J oK ; Rate', as this will also
— be used in the invoice.
For the purpose of our demonstration, I'll change the 'Actual Hours' to 7.00 I can leave the 'Act.
Hrs' for each technician/mechanic as they are, or I can increase them. I'll increase the hours for
'MT!' from 3.00 to 4.00 At this stage, it is still possible to change/remove/add
technicians/mechanics, to reflect what actually happened to the job.

MT 11/08/2017 3.00 | | 11/08/2017 3.00
JS 11/08/2017 3.00 | | 11/08/2017 3.00
11 000 || /! 0.00

Note, the examples I've provided all show whole hours. But in practice, you will often work to the
nearest half an hour or quarter of an hour. The software does NOT work in HH:MM but in hours
and fractions of an hour. So for example, 3 hours 30 minutes would have to be entered as 3.50 And
2 hours 15 minutes, say, as 2.25

Once all parts have been booked out or returned as required, and all tasks have either been finished,
or removed if they were not required (using the 'Remove Task' button), the 'Job Status' can be set
to 'Completed'. The software will require the 'Act. Finish' date to be entered. The status of the job
can always be changed again if something else comes to light. But when a job is 'Completed' the
'Invoice' button is enabled. Once this button has been clicked, a sales invoice will be raised for the
job (you will be able to edit it before posting). At this point there's no going back. Once the sales
invoice is raised, the 'Job Status' is automatically set to 'Invoiced'. The status cannot then be
changed again. Except via an option 'Change a Job Status' which has been deliberately placed out
of the way in the AutoManager setup menu. We do not recommend you change the job status after
it's been invoiced, but sometimes things happen...... So, if you absolutely have to, you can.

The sales invoice that is raised uses exactly the same form as the Sales Ledger / A/c Receivable
ledger. So, if you're unsure about how to handle/process sales invoices, please check out the guide
on getting started with Adminsoft Accounts.

So, we've now finished with the job, raised the sales invoice, and posted it to the customer’s
account. That is really the end of the process, at least as far as the Service Counter module is
concerned.

End of Document
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