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Brief Description

Concept

Overview

Organization of
this manual

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 1
Using This Manual

Section 1
Introduction

C.ARS. (Computerized Automotive Repair order System} is
designed to increase sales and replaces hand written repair
orders. Over 500 jobs or repair orders may be in progress at cne
fime. The systems' "work in progress” rack allows you to jump from
job to job, making additions or changes to any repair order at any
fime.

C.ARS. s designed fo increase sales. While entering an
appointment or starting a repair order, the needed services flash
on the screen making it almost impossible to miss the opportunity
for selling add-ons. You can also view the previous repair order
written on each vehicle to see what additional services you
recommended the last fime the vehicle was in.

C.A.RS. adllows an in-depth analysis of shop operations by tracking
labor and part sales in detail. Parts are instantly removed from
inventory as they are billed to the repair order.

C.ARS. also fully integrates with The Manager's Assistant ™, The
Service Manager ™, Precision Parts Manager, and Tickler Letter.

At the end of the shift or day, paid work orders are appropriately
marked. At this time, work orders that are to go on account
(charge sales) are dlso marked. The Transfer Paid Repair Order
function will print a job-costed posting copy of each repair order.
A recap report will summarize sales, cost of goods, and gross profits
for the day and for the month. This process will also store a copy of
the repair order in Filedrawer.

The system and this instruction manual assume that you have a
good working knowledge of The Manager's Assistant ™, The
Service Manager ™, and Precision Parts Manager. The instruction
manual will lead you through all the necessary steps needed to
implement and use the system profitably. The instructions are
organized so that following the manual will teach you how to use
the system step-by-step.

Section 2 explains how to step up the system and the information
required to do so. Sections 3.0 through 3.8 explain the day to day
use of the system.

It is recommended that you read through this manual prior o
installing the system. This will provide an overview that will make
the implementation of the system easier.
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Inferchangeable terms

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 1
Using this Manual

The words "Repair Order”, "Job", and “"Work Order® are used
Interchangeably. The words “Work in Progress Rack” and “Repair
Orders Pending” are used interchangeably.
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Setting up the system

C.AR.S. Company setup function

Company setup menu

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM

Section 2
Setting Up The System

To enter the C.A.R.S. set up function, at the Precision Main Menu,
press [. At the C.AR.S. main menu press L for the Utilities menu.
Then press [€] for Company setup.

Precision tip: You MUST do the set up for the Filedrawer
before frying to enter the C.AR.S. function. (See the
Filedrawer instruction manual for more information.)

The following will appear:

o Jour Company Haee
EERER OMpEnY Set U
Monday. July 38, 2¢6l

<$> System setup

<W> Hork order setup
<R> Reports setup
<»> Exit setup

>»> Your selection : 7

Briefly, this is what each choice will do:

System setup

Allows you to enter a password for the C.A.RS. function.
The System setup section contains the setfings for Repair
order entry, Repair order printing, Repair order fransferring,
Invoice sales department, Sales tax tables, Automatic
billing of shop supplies, Group definitions, Instant tire quote
and Discount plans.

Work order sefup

Allows you to enter the standard information that appears
on printed repair orders. The Work order setup section
coniains the information for the Top line advertisement,
Add a name built-in  answers, Standard  warranty,
Description of work, Extended status code fitles and
Disclaimers,
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System setup

Password

Enter password

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM

Section 2
Sefting Up The System

Report setup
Allows you to adjust report information and to print versions
of some reports. The Reports setup section contains
information for the Transfer recap MTD and YD, Transfer
recap scies tax fable, Business source code ({Titles}) and
Business by source code totals.

Exit setup
Returns you to the C.A.R.S. main menu.

System Setup

If this is the initial setup complete this seclion of the setup before
setting up the Work order or reports sections. To enter the System

setup, press (.

The following will be displayed:

Neme : Your Company Hame

tit Stu¥dr§§s : Eour Eg:pangtﬂddregs
ity State Zip ; Your C1

Phane aﬁé:

ate Zip

: Phone (0 pB-298a

fire all entries correct 7 { ¥/H )

The system will allow you to protect the information by using a
password. When using a password, the system will ask for the
password when changing a completed or paid repair order back
to pending. The system will also ask for the password when
changing the status to codes "5-Void/Erase" or "8-Void/File".

The use of a password is optional. To enter a password press [Esc].
The password entry screen will appear.
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Using a password

Editing the address

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Setting Up The System

Jour Company Mame
SCEARYS s Pageword?
Konday, July 38, 2091

Password : PRSSUORD

fire all entries correct 7 [ Y/N )

A password may contain up to 8 characlers. The characters can
be letters, numbers, and/or punciuation marks. The word
“PASSWORD" when used in-the systemn as a password will prevent
the system from asking for a password. This will allow anyone to
access dll information. To enter a new password, answer o to
the question "Are dll entries correct?”. Press [F5] to erase the
existing password. Next, type in the password you would like to
use. After entering the password, you will be asked “Are all entries
correcte”. Answer Mes to retun fo the Company name setup
screen,

Precision tip: The sysfem will not accept a password of just
d blank space.

If you are performing the initial setup, the information shown is not
correct. To change the information shown, press [N in response to
the question, "Are all entries correct?”. The system will altow you to
enter you correct address, city, state, zip code, and phone
number on the appropriate lines.
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Your company hame

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM

Section 2

Selling Up The System

Type your company address as you would like it printed on the top
of you repair orders, including any spaces, commas, periods or
other punctuation, When printing, the computer will adjust the
information so that all lines will be centered on the repair orders.
Do NOT attempt to center the information on the screen.

Nane

City State Zip
Phone

: Your Company Hame
Address :

13957 S Kostner Avenue
545

: Crestwood, IL
: Phone (708) 371-6555

Rre all entries correct 7 ( ¥iN )

You cannot change your company name. Your company hame
can be changed: only by Precision Data Systems. Altempiing fo
change your compahy hame may cause the system to

maifunction.
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Repair order entry options

Display charge
account information

Mileage in / Mileage out

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Setting Up The System

Once the information is correct, answer [Yes, The sysiem will show
the Repair order entry options screen:

Coen.al&u..ﬂ.a.-e .

“orderantry-opiions
Honday, July 30, 2881

When initializing e repair order for 8 charge customer,
should the system display the account information 7 ( Ves }

Should the system record the mileage
in and the mileage out ? ( Ho 1}

Should C.A.R.$. enit the special warning
sounds for inventory items 7 ( Yes }

Should the system use the labor
guantity as book hours 7 ( Ho }

Hhen editing a non-labor ilem, should the
price return to slendard 7 ( Ho )

Should the license, VIN ond mileage be
required to comolete & repair order 7 ( No )

fre all entries correct 7 { ¥7¥ )

Precision fip: If you would like to change the answers fo the

questions, answer No in response fo “Are dll enfries
correci?™.

When initializing a repair order for a house charge customer the
system displays the account number, account name, current
posted balance, available credit (if credit limit is used) and the
date of the last payment. [f you do not want this information
displayed when Initializing a repair order, answer Mo to the
question “When initializing a repair order for a charge customer,
should the system display the account information?".

Precision fip: The cumrent posted balance and the date of
the last payment shown are as of the last fime The
Manager's Assistkant ™ — Post invoices funcfion was

perormed.

Answering Mes to this question will cause the system to ask for the
mileage on the vehicle when it came in and for the mileage when
the vehicle left the shop. If you do not enter a mileage in and the
mileage out as the same.

Precision lip; The system will sfore the mileage out for the
Service history and last service information.
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Warning sounds for inventory items

Labor Quantity as book hours

Editing @ non-labor item

License, VIN and
Mileage required

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Setting Up The System

Ordinarily, the system will emit special warning sounds with the
following warning messages: "STOCK 1S LOW", “LAST ONE", “OUT
OF STOCK", and "BELOW COST". If you wish to have the system
emit the sounds with these messages, answer Mes. If you do not
wish fo have the sounds with the messages answer Mo.

Precision tip: The reorder high and low levels must be set for
the “STOCK IS LOW", and the “LAST ONE" messages fo
agppear. See pages 20 and 23 for informafion on reorder
levels. ,
N
When a labor item is entered the system will multiply the quantity
times the price each to calculate the price charged to the
customer. Normally when editing the iabor quantity in the repair
order the system will recalculate the price charged fo the
customer. If you do not pay commissions or if you pay commissions
based upon a percentage of labor sales, answer Mo to the
question,

The Manager's Assistant ™ bookkeeping function can calculate
employee commission by book hours. To do this the quantity must
be changed to the book hours that are to be credited to the
employee. Answering Mes, will aliow you to edif the labor quaniily
to the book hours. The dollars charged to the customers will not -
change.

Precision fip: If commissions are based upon o dollar
amount per book hour, the amount per bock hour must be
entered Info The Manager's Assistanf ™ ~ Employee
inquire/Edit. See Section 2.3 of The Manager's Assistant ™
instrucfions manual for more information.

Precision tip: For more information on using this feature see
the section on “Billing labor using Book Hours" option in this
manval,

There are times when entering a nen-labor item {part} on a repair
order that you may find it necessary fo change the price from the
retail price listed in the inventory for this item. If you later edit the
line, the system puts back the retail price listed in the inventory, if
you wish to have the system do this answer [Mes 1o the question
"when editing a nondabor item, should the price retun to
standard?”,

If when editing the item you would like the system to retail the price
you entered, answer [No.

Answering Bes to this question will prevent changing the status of
a repair order o complete or paid if the License plaie number, VIN
number and/or the Mileage is missing from the repair order. If you
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Repair order
printing options

DO NOT PAY" Message

Printing customer-copy
of repdir orders

First Group not
printed as *Labor"

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Setting Up The System

do not wish the system to prevent the changing of the status if the
information is missing, answer [Jo.

Once the information is correct, answer [Mes. The system will
display the following:

Should “D0 NOT PRY. THIS IS NOT A BILL!" appear on
cowpleted repair orders that are not marked paid ?

Should customer copy of repair order be printed
by pressing “swall"<H> instead of <SHIFT>-<H> ?

First group that does not print as "Labor” ?

Should stock nunbers be suppressed when printing
a customer—copy of a repair order ?

Should the system group repair order
tine items by Sub-Job 7

Should Sub-Job subtotals include sales fax ?

When a password is used dny repdair order with a status other than
“"Complete” or “Paid" can have the following message period:

*****DO NOT PAY! THIS IS NOT A BILL*****

This line prints just above and below the "TOTAL DUE" line. A
customer will be hesitant to pay when the repair order says that it is
not a bill,

If you would like this message to print on repair orders not marked
"Completed” or "Paid", answer [Mes to this question. If you do not
wish to have this message printed, answer MNo.

There are certain features which effect only the customer-copy of
printed repair orders. (The suppress stock numbers and suppress
history are two examples.) If you would like the customer-copy of
the repair order o be printed by pressing [Shif'r] answer Mo to
this guestion.

The system is supplied with only Group number 01 assumed to be
labor. When printing repair orders any stock number in Group

©1985 by Precision Data Systems
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Suppress stock numbers

Sub-jobs

Sub-jobs subiotals
incliude sales tax

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM

Section 2
Setting Up The System

number 01 is bianked out and the waord “Labor” is printed in it's
place. Itis possible to have additional groups treated a "Labor".

The “Labor” groups must be consecutive Group numbers. These
additional groups may be directed to the same labor sales
department or may be directed to additional sales departments.
These groups could be used for such things as Body Shop labor,
Mechanical labor or Tire Labor. If you would like o use groups 01
{hrough 04 for "Labor" groups enter [} as the first groups that
does not print as "Labor".

Ordinarily, the system will print stock numbers on all copies of the
repair order. Answering Mes to this question will prevent stock
numbers from appedring on the customer-copy of the repair order.
Stock numbers will appear when printing a shop copy of the repair
order. If you wish o have stock numbers on all repair orders,
answer Mo to the question.

Answetring Mes to “Should the systems group work order line items
by sub-job?" adds a column on to Page 2 of the repair order, The
“§i" column will appear between the Stock No. and the Qiy
columns,

Precision tip: If you are using o macro program such as -
Newkey and you already have macros which enter the
parts and labor, turning on Sub-jobs will cause your macros
to malfunctlon. You must edit the macros to inciude the
“Sj" column. See the insfruction manual for your macros
program for more information on editing the macros.

Using sub-jobs enables you to group the labor for each specific
service with the parts related to that service. For example, if you
have billed an oil change and a brake job on the same repair
order, using sub-jobs will cause the system to list the labor and parts
for the oil change, print a subtotal for the oil change, list the iabor
and parts for the brake job, the print a subtotal for the brake job.

When using Sub-jobs the subtotals dispiayed on the screen and
prinfed on the repalr order will include any applicable shop
supplies and sales tax. [t is possible to display and print the
subtotals without the sales tax included.

if you would like the subtotals displayed and printed without the

sales tax included, answer Mo to the question "Should Sub-job
subtotals include sales taxg”.

If you would like the Sub-job sublotals to display and print with both
shop supplies and sales tax included, answer Mes.
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Repair order
transfer options

Job costed copies

Completed or
Abbreviated copies

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Selling Up The System

Once the information is cormrect, answer [es. The system will show
the following.

Epair i order
Nonday, July

Should Transfer Paid Repair Orders print a
job costed copy of each repair order 7 { VYes }
Complete or RAbbreviated ? Rbbreviated

Should Trensfer Paid Repair Orders print a
ax Rudit copy of No Tex repair orders 7 { No }

Should C.A.R.8. inventory transactions be
included in the posting report 7 { Ves }

$hould oil sales (dept. B} automatically
transfer to shif{ checkout 7 { Ves }

Are all entries correct 7 { Y/H )

Normally, the Transfer Paid Repair Orders function will cause
C.A.RS. to print a final copy of all paid repair orders showing your
cost. If you wish to have the system print this copy, answer Mes to
the question. If you do not want C.A.R.S. to print this final copy,
answer (No.

Precision lip: The iransfer Paid Repair Order tunction wiil
always print a final copy of voided repair orders and wiil
always print a fransfer recap.

if you have answered [Mes for job costed coples you will be
adllowed {o choose complete or abbreviated coples of the repair
orders.

Pressing for a complete copy will print the repair orders in
complete detail including individual part numbers, description of
work and service history.

Pressing A for an abbreviated copy will print the invoice number,
customer name, address, type or payment, vehicle description
and mileage. It will show the cost, retail and profit figures for each
sales department. It will not print the description of work, service
history or individual part numbers.
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Tax audit copies

Inventory Posling report

Transfer Oil sales

Repair orders marked
paid cash

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Setting Up The System

Normally, the Transfer Paid Repair Order function will print an exira
copy of alt repair orders excluded from sales tax. This exira copy is
called the "Tax Audit Copy". These copies may be kept separately
so that in the event of a sales tax audif, you have complete
documentiation as to the exemptions you have claimed on your
sales tax return.  If you wish to have the system print these extra
copies, answer [es. i you do not wish to have the system print
these extra copies, answer No.

Precision fip: If you are prinfing abbreviated copies fhe Tax
Audit copy will not print,

At the end of the shift or end of the day, you will have C.ARS.
fransfer all paid repair orders to The Manager's Assistant TM, the
Service Manager TM, and Precision Parts Manager. During this
process, Precision Parts Manager will produce a posting report of
any sale, recelved or on-order transaction entered into Precision
Parts Manager or C.ARS.. Transactions entered directly into
Precision Parts Manager will always appear on the posting report.
I¥ is your option, however, to have sale and received fransactions
entered directly info C.ARR.S. appear on the posting report.

If you wish items directly entered into C.ARS., fo appear on the
posting report, answer Mes 1o the third question. Ctherwise,
cnswer@o.

Precision fip: You should allow the system to print all
transactions on the posling report unlil you have become
vety familiar with the operatfions of C.ARS. and ifs
interaction with Precision Parfs Manager.

As supplied, The Manager's Assistant TM will not accumulate
amounts entered into the Oil department (department B} unless
the system had been modified per Appendix C of The Managet's
Assistant TM manual. The modification, if it was used, in effect
answered the fourth question shown with a "Yes". If you wish oil
sales entered on the C.A.RS. repair order to accumulate in the

sales summary of the shift checkout, answer [es to the fourth
question. if, however, you depend upon the key item inventory to
compute oil sales, answer MNo.

On a repair order in C.ARR.S. you have the option of having the
sysiem calculate change due for repair orders that are marked
PAID CASH. When the opftion is turned on the system will prompt
you for the tendéred amount and calculate change due.
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Invoice sales departments

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Selting Up The System

Once the information is correct, answer Mes in response to *Are all
entries correct?”. The following will appear:

r- Conpany Meme
2 (TS -sa¥es ‘depar teents:
day, July 38, 2081

0il
Labor
Parts
Sublet
Tires

Road Service/Tow
El harges
Sales Tax

fre all entries correct 7 ( ¥l )

The computer will summarize the sales by sales departiment on the
customer's repair order. The names of the sales department that
you use infternally in The Manager's Assistant TM may not be what
you wish to have printed on the C.AR.S. repair order. Therefore,
you may enter the names of the sales department as you wish
them to appear on the repair order. Remember that these sales
departments (A through K} correspond 1o sales department A
through K in The Manager's Assistant TM.

Precision tip: Sales department K is usually used for
recording sales tax,
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Sales tax tables

Muttiple sales tax tables

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Selling Up The System

Once the information Is comrect, answer Mes in response to "Are all
entries correct?”. When the Sales tax tables screen appears, tax
table * A" will be displayed.

Tex lable "R"

Tax table description : Original Tax Table

Tan rate percentage nusber B @ §.0009
Tax rate percentage ausber 1 @ 7.7588 on retail.
Tex rate peccentage nusber 2 @ 0.0600

Tax rate percentage nusber 3 : 0.6600
Ton rate percentege number 4 @ 90000
Tax rote percentage rumber 5 : 9.0800
Tax rate percentage pusber G : 0.9808
Tax rate percentage rusber 7 : 0.08
Tex rate percenioge rusher & :  9.94
Tex rate percentage rumber & : 9,08

»») Your seleciion @ 1
ext <Prrevious <Srearch <Exdil <Listing <oo-Exit

The system will compute sales tax based upon the sales tax
percentages contained in any of 10 different sales tax tables. This
is usually sales tax table "A". Al least one sales tax table must
contain all zeros. This is usually sales tax table "J". Having the
system calculate the sales tax using a sales tax table with all zeros
calculates no sales tax. This is used for tax exempt sales.

Mulliple sales tax tables dllows the system to automatically
calculate the sales tax for taxable sales made in multiple taxing
districts. By using more than one sales tax table for no tax sales, it
enables the system to divide no tax sales by wholesale, interstate
commerce ICC exempt, tax exempt organizations, tax exempt
sales to government, elc..

Because the system will total sales made using each sales tax
table, you can also separate and track sales from different
activities of your business and monitor the profitability of the
different activities. For example, you can separate over-the-
counter parts sales from the repair shop sales. You could separate
the truck repairs from the welding sales or the mechanical shop
from the body shop. You can even se a sales tax table to easily
monitor the sales made to a very large commercial account or
sales made to customers who receive a discount.
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Sales tax rates

Sales tax tables
Mini-menu

Tax on retail

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Selling Up The System

Ten different sales tax rafe percentages (Tax rate number 0
through Tax rate number 9) may be entered into each sales tax
table. When an item is entered onto a repair order in C.A.R.S., the
system will look at the repair order to determine which sales fax
table to use. it then looks at the Group definition for that part to
determine which sales tax rate within the sales tax table to use. It
reads the sales tax percentage stored there and uses it to
automatically compute the appropriate sales tax, if any, and adds
the sales tax to the repair order.

Each Sales tax table contains ten different Sales iax rates to
accommodate dil possible methods of calculating sales.  For
example, in some states labor is not taxed. Thus, the Group
definitions for labor (usually Group 01) must have a Tax rate
number that contains a sales tax percentage of zeto. In some
states, repairs which have the labor and parts packaged together
at one price are often taxed at a sales tax percentage that is half
the normal. This percentage could be entered into Tax rate
number 2. The applicable tax rate is assigned to the group in the
Group Definitions. ({See sectlion on Group Definitions starfing on
page 18 of this manual,) |

Precision tip: For clarity, we recommend you leave Tax rafe
number 0 at 0.00%. We also recommend that Tax rafe
number 1 cenlain the sales fax percentage normally used
to calculate sales tax.

One the bottom of the Sales tax tables screen is a mini-menu. The
mini-menu displays the optlions avallable. Pressing 1N for Next, will
take you 1o the next Tax table. Pressing (Fl for Previous, will take
you to the previous Tax table. Pressing tS! for Search, will allow you
to go directly to a specific Tax table. Pressing for Listing, will
allow you to print a list of all 10 Sales tax tables.

Pressing &l for Edit, will allow you to change the Tax table shown on
the screen. When ediling the Tax table you will be dllowed to
enter a description for the Tax table. Some examples are: Farm
JAgricultural] sales, Over-the-counter parts sales, Welding shop
sales, Wholesale sales, ICC exempt, etc...

Precision tip: if you add a new Sdles tax fable at a later
time, you will have fo change the sales fax table that it
stored on the customers’ vehicle files in The Service
Manager TM- Inquire /Edif.

Sales tax may be calculated on the retail price of the item or on
the cost of the item. If-you enter the sales tax percentage as a
positive number (without a minus sign}, the system will calculate
sales tax based on the retail price. The sales tax will be put in sales
department K. {Department K corresponds to sales department K
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Tax on cost
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Shop supplies sales
depariment

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
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Setting Up The System

in The Manager's Assistant TM. See The Manager's Assistant TM

Instruction Manudl, Section 2.1 for more information about sales
departments.}

Entering the sales tax as a minus percentage {beginning it with a
minus sign) will case the computer to calculate the sales tax based
upon the cost of the item. Sales tax calculated on cost rather than
on retail price will NOT appear as a separate item in sales
department K; the sales tax will be ADDED to the retall price of that
item as shown on the work order.

After editing the sdles tax table, the computer will show if the sales
tax will be calculated based on retdil price or cost for each of the
nine taxsates.

After editing the Sales tax tables, press &1, The following will
appear:

Shop supplies will be added to deparinent J (B 1o K).

Shop supplies will be added at the rate of ©.80K on the first 6.80 dollars
biiled to the departments selecied below, then at the rate of 8.06%
thereafier. Hewimm shop supplies charged on any invoice is 0.8 dollars.
Shop supplies will be taxed at tex rate W8,

Charge shop supplies on Dept. Al -
Charge shop supplies on Dept. B - Oil
Charge shop supplies on Dept. G - Labor
Charge shop supplies on Dept. I - Paris
Charge shop supplies on Dept. E - Sublet
Charge shop supplies on Dept.

harge shop suoplies on Dept.

Charge shop es on Dept.
Charge shop supplies on Dept.
Charge shop supplies on Dept.
Charge shop supplies on Dept.

FECTEETSEST

fre all enfries correct 7 [ W/H }

The system can automalfically add a percentage charge to the
repair orders. Most frequently used for shop supplies, this
perceniage charge can be for shop supplies, hazardous waste
disposal charges (EPA charges) or for a city sales tax that must be
collected separately from states sales tax. This percentage may
be based upon sales billed to any sales depariments you select.

To have the system automatically bill shop supplies to the repair
orders you must assign a sales department to accumulate the shop
supplies. (If possible use Department "J".)
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Maximum shop supplies

Tax on shop supplies

Sdles departments charged
shop supplies
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Precision fip: If you are using The Manager's Assistant ™
you must aiso set up the sales deparfmenf in The Manager's
Assistant ™ Company Sefup. .

Shop supplies may be added at two different rates; the first rate will
be used until a specified dollar amount has been reached and
then at the second rate thereafter. The system can stop adding
shop supplies after a specified maximum charge for shop supplies
has been reached,.

The first rate can be higher or lower than the second rate. For
example, you may add shop supplies ot the rate of 2.73% on the
first $500.00 billed to the repair order and 1.28% thereafter; or you
may add shop supplies ai the rate of 1.28% on the first $500.00
billed to the repair order and 2.73 thereafter.

You must put @ maximum on the amount of shop suppilies billed to
any repair order. The system will be prevented from charging more
than this amount. The maximum can be as high as $999.99.

Precision tip: A fixed amounf for shop supplies/EPA charges
can be “simulafed™ by using a very high percentage. An
example would be fo set the percenfage af 999.99 up fo a
maximum of $4.50. The sysfem will add a $4.50 as soon s
there is as lithle as $0.45 on a repadir order.

You can charge sales tax on shop supplies. Enter the tax rate
number from the Sales tax table discussed earlier. To prevent the
system from charging sales tax on shop supplies, enter the tax rate
for shop supplies as zero.

Shop supplies may be caiculated on one, some or all sales
departments. To cause shop supplies to be computed on the
dollars billed to a sales department, enter yes to the right of the
sales department. To prevent the shop supplies from being

computed on the dollars billed to a sales department, enter Mo,

Precision tip: Shop supplies must nof be charged on shop
supplies or on sales tax. DO NOT aflow the system to
charge shop supplies on shop supplies or sales fax.
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Inventory groups

Uses of Group Definitions
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Once the information is correct, answer [Yes. The group definitions
screen will appear: .

rouddeFiRIATons:

Group: 28
Description: Internal use only
ri
Location:
Paysbles abbreviation:

Sh:
Reteil: 0.08 Reorder low-level: @
Reorder hiph-lewel: ]

Calculate jeb cost by melhod: Rverage cost
es departwent [AK): - Tax rate ¥ (8-9);
Shuuld itens in 1Ius oroup udd to inventory tatals ? Ho
uld decinal wontities be allowed 7 Ho
SEI’UICB Hunager sulomalic service trigger :
Quick catalog reference code (f-Z) :
Calculete prlce usmg Profit percent or Cost plus mmount 7 Profil percent
Bross profit of  8.00% up to a cost of 8.00 and then  0.00% thereafter.
Comment: « DO NOT USE FOR PARTS =

> Your selection : 2 N - .
Mrext  Pyrevious ($earch  <Exdit  (Listing  <(Renumber  C(e>-Exit
<Dnstant tire guote setup

The Precision Paris Manager system will allow you to divide your
inventory into 12946 groups. A group can be any logically related
number of parts that, when sold, are charged to the same sales
department. An example of an inventory group would be fan
bells. All fan belts, when sold, get charged to the same sales
department. Radiator hoses could be another group. That group
may contain molded radiator hoses, flexible radiator hoses, bypass
hoses and heater hoses; of molded hoses could be one group,
flexible hoses could be another, bypass hoses a third, etc..

Group definitions adllow you to set up your inventory system by
entering generdlities about each group. When items are entered
into the system your number preceded by its two character group
definition. The system will look up the generalities entered into the
Group definitions based upon the two character prefix,

Precision fip: Group definition prefixes may be two
numbers, two letters or a combination of a number and a
letter.

The generdlities for each group as enfered inio the Group
definitions have several uses. When eniering your parts for the first
fime, the information entered intc the group definitions will
eliminate most of the redundant typing by automatically supplying
the part description, location, and vendor from whom the part is
normally  purchased. When appropriate, the system will
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Group 00 (internal use)

Invisible stock numbers
for commission adjustments

An example

Tracking Bulk Oil Useage

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Setting Up The System

automatically supply the retai price, reorder low-level and reorder
high-level of each new part entered.

Group 00 is reserved for internal use. When C.ARS. prints the
customer's copy of the repair order, any stock number beginning
with 00 will NOT appear on the customer's copy. Thus, Group 00
stock numbers are referred to as "invisible” stock numbers.

Invisible stock numbers WILL appear on the job costed copy
printed by the Transfer Paid Repair Orders function. Generally, al
sales generated by invisible stock numbers will fransfer o the
Manager's Assistant TM and thus to the Employee Compensation
system if Group 00 is assigned to a sales department. Because
Group 00 amounts are invisible to the customer, Group 00 amounts
are prevented from affecting Accounts Receivabile.

Group 00 can be used for adjusting employee commissions. When
Group 00 is routed to a sales department, care must be taken to
prevent Group 00 amounts from registering as a bogus sale in The
Manager's Assistant TM and thus causing a cash shortage. Routing
Group 00 to a sales department is usually used to make corrections
to Employee Commissions due to come-backs or when more than
one employee partficipaies in the same repair job. This is done
using equal but off-setting entries.
I

For example, suppose that employee number 7 originally received
commissions on a job that was billed at $10.00 labor, and suppose
that the come-back was assigned to employee number 4. By
making a new repair order in C.A.R.S. and billing the labor using an
invisible stock number, a minus quantity for employee 7 and a
positive quantity for employee number 4, the computer wilt deduct
the commission from employee number 7 and give the commission
for this job to employee number 4. By making this commission
adjustment using Group 00, the customer's copy of the repair
order will not show the adjustment. However, the adjustments WILL
show on the job costed copy produced by the Transfer Paid Repair
Orders function and the adjustment will be transferred to The
Manager's Assistant TM and info the Employee compensation
system.

Group 00 can be used for tracking bulk cil usage. This can be
useful if you wish fo track bulk oil usage in a quick oil change
operafion. Instead of entering a dollar amount in the price field,
enter the number of quarts of cil used. For example, 4 % quarts
should be entered as 4.75. The tolal of bulk oil used that day
would be printed on the Transfer Recap but would not transfer to
The Manager's Assistant TM. The Manager's Assistant TM must be
told to completely ignore invisible part numbers. This is done by
assigning Group 00 to no sales department (entfer a blank space
within the sales department field of the Group definitions for the 00
Group.)
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Invisible stock numbers for
commissions not based
on d percentage

Group 01 {labor)

Retdil price

Reorder low-level
& high level

Assigning your
inventory groups
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Setting Up The System

Group 00 can diso be used for paying employee commissions
when the commissions paid are not based on a percentage of
sales. To do this, the invisible part numbers must be prevented from
appearing as sales within The Manager's Assistant TM assign Group
00 items to sales department "A" [gasoline). Sales amounts in
Department "A" on repdir orders are ignored by The Manager's
Assistant TM, although the dollars transfer into the Employee
Compensation system. You would use amounts posted o the
Gasoline department in Employee Commissions as the basis for
paying the employee.

Precision tip: When using this method, do not credit and
real gasoline sales fo employee who will be paid
commission using this method. Doing so will cquse the
gasoline sales to be erroneously added to his
commissioned sales.

Group 01 is reserved for labor. When C.ARS. prints the repair
order, all part numbers beginning with 01 will be replaced by the
word "labor”. Refer to Appendix A-Sample Reports for a fyplcal
repair order,

When receiving items info the inventory system the system will
recommend a retdil selling price based on the cost of the item
enfered and the gross margin percentages stored in the definition
for the group.,

The reorder low-level is the quantity on hand of an item which will
cause the compuier to suggest a reorder. The reorder high-levet is
the maximum quantity of an item you wish to stock. When the
computer suggests an order, the system will recommend ordering
enough of the item fo bring the quantity on hand up to the reorder
high-level.

When assigning your Inventory groups, ty to place related
inventory groups adjacent to one another. For example, if you
decide that inventory Group CO will be the cooling system caich-
all, perhaps Group CB should be fan belts, Group CC shouid be
hose clamps, Group CH should be cooling system hoses, Group
CW should be water pumps, efc.. If your particular business does
not sell many cooling systems parts, you may wish to place all items
related to the cooling system into one group and simply call that
group “cooling system parts”.

When assigning your inventory groups, begin by organizing your
inventory on the computer into the same groups that you cumrently
organize your Inventory. Keep in mind, however, that Precision
Parts Manager can also keep frack of items that are soid but not
stocked regularly. You may wish to establish groups for these items.
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Group Definitions Mini-menu

Listing of Group Definitions

Renumber Group Defintions

An example of a
Group Definition
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For example, you may frequently selling bearing but do not keep
then in stock. By setling up a group for bearings, every time one is
purchased for resale, you can record the receipt of that item into
inventory, the record the sale of the item. The net effect on your
overall inventory value will be zero; one received, one sold, net
change; zero. The system will, however, develop a sales history of
these items. This information will help you decide if you can benefit
by stocking that item,

On the bottom of the Group definitions display is @ mini-menu. The
mini-menu displays the options available. Pressing 14 for Next will
take you to the next group. Pressing i2i for previous, will take you
to the previous group. Pressing for search, will allow you to go

directly to a specific group. Pressing for edit, will allow you to
change the Group definition shown on the screen.

Pressing L4 for listfing will allow you to print a list off all 1296 groups or
just the active groups. {An active group is a group which has a
description and/or a comment.} You will also have a choice of a
complete or abbreviated listing of the Group definitions set up in
the system. The complete report will give you the following
information: Group prefix, description, vendor, department, tax
rate, gross profit, low percentage, break point, high percentage,
type [add or non-add), comment, retail price., and reorder low
and high. The abbreviated report will not print the comment, retail
price or reorder levels,

Pressing for renumber will allow you to renumber the Group
definition shown on the screen.

Precision fip: The Group definilion Renumber funclion does
not renumber the jfems in the group. Use the Precision Part
Manager-Ufilities-Move group function to move any paris
from the old groups to the new group. See the Precision
Paris Manager manual for more information.

Let us suppose that you have decided that Group CB will be your
group for fan bells {"CB" stands for Cocling system, fan Belts.)) Let
us further suppose that your supplier, A Parts Company, charges
you the same price, $6.20, for most fan belts you buy from them.
Also, let's suppose that you have made it your company policy
charge $12.%0 for all fan belts bought at this price. For belts which
you purchase at a cost other than $6.10, you have decided to
figure into the selling price a gross profit of 45 percent, if the belt
costs more than $20.00 the gross profit percentage will be 40
percent. Also suppose that the number of each fan belt stocked
and the reorder levels vary according o the popularity of the
particular item.
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Description & Vendor

Location field

Payables Abbreviation
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To go to group CB press El. The system will show the prompt

“>>>Group:” in the lower left hand side of the screen. Type ElE),
then press [Enter]. The current Group Definition for group CB will
appear. If you are setting up the system for the first time, there will
be nothing shown on the screen because no group definition for-
group CB has ever been entered.

onfowr Compary Neame
23 o deFIREF ionss

Grouwp: CB
Description: Fan belt
Yendor:
Location:
Payables nbbrevth:

Retail: 8.0 Reorder Tow-level: @
Reorder. high~level: 8

Calculate job cosl by method: fverage cost
Sales depaciwent (A-K1: B - Tox rate # (B-9); 1
Should items in this growp add 1o inventory tolals 7 Ves
Should decimal quantities be allowed 7 No
Service Mannger avlomatic service trigger : R
. Quick catalog reference code (H2) :
Lalculate price using Profit percent or Cost plus amount 7 Profit percent
GrE:s pntafit of  47.96% up to & cost of 15.99 and then 42.58% thereafier.
mment :

) Your selection : 7
KWent  <Previous  <Srearch  <Eddit  <Listing  <Rrenumber <=>-Exit
<I>nstant tire guote setup

To enter a Group definition for group €B, press to edit the
information. The system will allow you fo type the description of
“fan belt" and the name of the vendor from which the fan beits
are usually purchased, "A Parts Co."”,

If you wish you can enter the location of the parts within your
building (for example, "East wall".) If you do not wish to enter the
location, press {Enter] to skip the location field.

The Payables abbreviation field appears only if you have The
Manager's Assistant TM- Accounts Payable function. Enter the
Accounts Payabie vendor abbreviation for the vendor which
usually supplies you with items in this group., When receiving in
C.ARS. the Payables Abbreviation entered here will automatically
appear on the Vendor/Invoice # field. Putling the Payables
Abbreviation into the Group Definition will cause the Payables
Abbreviation to appear on ail new items received.

Precision fip: The Vendor and the Payables Abbreviation
usually refer fo the same vendor but the eniries in those
fields do not have fo be the same.
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Press [F3] for a list
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Precision fip: Use Precision Parfs Manager-inquire/Edit
funclion to enter the Payables Abbrevialion conlo existing
items.

The Sb {Sold by] field only appecays if the following are frue:

1. You have The Manager's Assistant™

2. The "cdiculate commission for salesmen” feature has been
tumed on in The Manager's Assistant ™. (See The Manager's
Assistant ™ manual Section 2.1-Company setup for more
information.)

3. The "Use Salesmen (3b} to tack sales dollars by categories”
feature in Precision Parts Manager has been turned on. (See the
Precision Parfs Manager manual Sectlion 2-Company setup for
more information.)

All new items received to this group will automatically contain the
number entered here in the Sb field. {[See the Precision Parts
Manager manual Section 2-Company setup for more information.)

When the cursor is in the SB field the prompt "Press <F3> for list" will
appear near the bottom of the screen. Pressing [F3] at this fime
will display a list showing the employee names and numbers as
assigned in The Manager's Assistant TM- Employee information. To
have the system insert the employee number, use the arrow keys
to highlight the employee number you would like o use and press
[Enter]. If you do not wish 1o use an entry on the display and would
like the display to disappear, press [Esc].

Precision tip: See The Manager's Assistant Tm manual
Secfion 2.3- Employee information for more information on
entering employees.

In our example, we generdlly pay $6.10 for a fan belt and sell it for
$12.20. Enier the retail price of $12.90 into the retail field. if you sell
fan beits for all different prices, you would not enter a retait price.
Because the retail price Is different for each itermn within this group,
you cannot make & generality about the retail price of the group,
and therefore should not enter that information into the definition
for that group.

After entering the retall price, the computer will allow you to enter
the Reorder low-level and Reorder high-level for this group. If you
generally stock three of each fan belt, and wish to place an order
for a particuiar fan belt when iis quantity falls to one you would
enter one as the reorder low-level, and three as the reorder high-
level because these quantities generally apply to most fan belis in
inventory,
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As items are put in the repair order the system records the cost of
the item on a hidden portion of the repair order. When using cost-
pius discounting the discount is calculated using the cost-plus
percentage in the discount plan for that group. As supplied the
system will calculate the cost using the Average cost.

The system has the ability to use Average cost, Cunrent cost or the
higher of the two to change the calculation of cost-plus discount
prices from average cost plus the percentage to current cost plus
the percentage. This question allows you to tell the system to
record the cost of the line item using Average cost, Current cost or
the Highest cost.  Press 1 fo use Average cost, 2 to use Current cost
or 3 to use the Highest of the two.

Precision tip: Nofe that changing the job cost caiculation
method for a group affects any discount plans set fo cost-
plus discount pricing for that group,

Precision fip: This oplion is only available in C.A.R.S.-
Company sefup-Group definitions. It will not appear in
Precision Parts Manager.

When an item is used, its sales will be accumulated in cne of
eleven sales departments designated by letters A through K.

Manager's Assistant ™ user nofe: Sales Depariment A
corresponds o gasoline, Sales Deparfment B corresponds
fo oil department and Sales Department C fhrough K
correspond fo deparimenis C through K. (See fhe
Manager’'s Assistanf TM. instruction manudl, Section 2.1 for
mote information.)

C.A.R.S. user nofe: Sales tax, If used, must be placed in
Manager's Assistant TM sales deparimenf K. Prior fo using
C.A.RS., make sure that all groups (including uvnused
groups) are assigned to o sales department.

Enter the letter to Indicate the appropriate sales department to
which the sale of an item from this group should be charged.

When the cursor is in the Sales department (A-K) field the prompt
"Press <F3> for list" will appear near the bottom of the screen.
Pressing [F3] at this fime will display a list showing the Sales
departments. To have the system insert a letter from the list, just
press the letter you would like to use or use the arrows to highlight
the entry and press [Enter]. If you do not wish o use an entry on
the display and would iike the display the disappear, press [Esc].

Precision lip: The system uses the information from fhe
invoice sales depariment enfered eariier. See the section
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on invoice sales deparment in this manual for more
information on invoice sales department.

Enter the Tax rate number (0-9) from the Sales tax table. (See
section on Sales tax rates, on page 14 of this manual for more
information.)

Precision lip: Enter the number of the sales tax rate, no the
sales lax percentage. Remember that sales tax rale
number zero means no sales fax.

The Precision Parts Manager system will maintain the value of your
inventory four ways: at retail, at current (last) cost, average cost,
and at the lower cost or market [L.C.M).

As the system is supplied, the inventory groups 01 through 09 have
been reserved for items in your inventory that are not added to the
inventory values. The systermn will maintain all information on non-
add items just as it will for items which are added to the inventory
values. More or fewer groups may be reserved for non-add items
by changing the answer to the question "Should items in this group
add io inventory totalsg”

Items placed in a non-add group will never be included in the total
value of your inventory as maintained Precision Parts Manager.
These groups are reserved specifically for items which are stock but
are on consignment, or far accumulating sales history on abstract
[imaginary) items such as labor, road service, machine
shop/fradiator gascline charged on repair orders, discounts,
coupocns, and for non-itemized charges such as shop supplies or
miscellaneous hardware. The system will keep frack of the quantity
on hand, the quantity sold, and ail of the information maintained
on a regular item, but the value of those items will not be included
In the totals on printed reports of your inventory.

As the system is supplied quantities entered must be a whole
number. If items in the group you are entering are sold in
quantities of less than one, for example labor and oil, answer Y] to
the question:

“Should decimal guantities be allowed? (Y/N)"

When entering quandities, whole numbers are allowed. You may
enter quantities of 1 fo 9999. You may enter a decimal point as
long as the total number of characters entered (including the
decimal point) is four or less. That means you may enter a quantity
with one place past the decimal up to 99.9 or two places past the
decimal up to 9.99. The four character limitation does not include
the use of a minus sign (if necessary}. However, minus quantities
are still fimited to -999.
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Precision tip; Only groups which confain ifems which can
be sold in quantifies less than one should have the answer
fo this quesfion be changed to Yes. You should consider
changing groups that contain labor, lubricants, other fivids
hoses purchased in bulk quantities, boitles chemicals and
welding materals (structural shapes and plates). ©ther
groups should nof be changed.

The Service Manager ™ automatic service trigger field will only
appear if you have The Service Manager ™. Enter the appropriate
Service Manager ™ category code. All new items received to this
group will automatically contain the automatic service trigger
entered into this field.

When an item from this group is entered onto a repair order the
avtomatic service trigger will automatically update the
appropriate service history category.

Precision fip: If there are exisling parts in this group you
must enter the Automatic service trigger for each part in
Precision Parts Manager-inquire/Edit.

The Quick catalog feature will force the system to memorize up to
26 items and the quantity used on each specific
Year/make/model engine combination. Once memorized the
item can be put on the repair order by just typing the group
number,

Each vehicle Year/make/model engine combination has 26 Quick
catalog storage spaces. The storage spaces are designated A
through Z. Putting a Quick catalog reference code on a group
tells the system which catalog storage space to use when
remembering the part used from that group. A Quick catalog
reference code should NOT be used on more than one group.

For example, assume oil filters are stored in group "OF". Also
assume that you wish to remember which oil filters fit which
Year/make/model engine combinations. Putting the letter "A” in
the Quick calalog reference code of group "OF" will cause the
system to store the LAST oll filler used on that Year/make/model
engine combindgtion in storage space “A".

Normally, you would not want to use Quick catalog reference
code "A" on any other group. For example, if you also put code
"A" on your ignition wires group, when trying to put to use the
Quick catalog to put an oil filter on the repair order, you may get
ignition wires instead. There are exceptions to the one code/one
group rule. Suppose you sell radiators and you have three different
lines of radiators, each in three separate groups.

Using the same Quick catalog reference code on all three radiator
groups will cause the systermn fo remember a radiater used on each
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Year/make/model engine combination regardless of which line of
radiator was used.

The system can calculated the retail price using one of two
methods: "Profit percent”" or "Cost plus amount”. There are times
while receiving items, when it is preferable fo add a fixed dollar
amount to the cost of the item 1o calculate the retail price rather
than to use a percentage to calculate the retdil price.

An example of this is when receiving a tow done by another
company. You may prefer to add ten dollars fo the cost of the
tow up 1o a cost of fifty dollars. After fifty dollars you want to add
fifteen doliars.

Pressing in answer to the question "Calculate Price using Profit
percent or Cosi plus amount?” will allow you to enter a dollar
amount to add to the cost of the item. For the above example
you would enter 10.00 for the "Gross profit of $" field. For the "up
to a cost of" field, you would enter 50.00 and the "“then" field you
would enter 15.00.

Pressing L& will calculate the retall price of an item using the Gross
profit percentages you have entered for this group. Enter into the
“gross profit percentage” field the percentage of profit you
typically make on items sold out of this inventory group. In the
above example, you would enter into the first percentage
field. This percentage will be used in calculating a recommended
retdil price based on a cost you have paid for an item. The next
field tells the system up to what cost to use the 45 percent. in the
above example, you would enter EIRILICRI, Next, enter the
percentage o be used for belts which cost more than $20.00. In
the above example you would enter in the second
perceniage field.

After typing in the comment or pressing [Enter] to skip the -
comment, the system will record the information for this group and
the mini-menu will appear.

Precision tip: The comment field is 61 characters long.

You do not have to set up all Group Definitions at once. You may
set them up, one at a time, or several at a time, then, work with
those groups setting up your inventory. After you have set up the
inventory in these groups, you could then return fo the Group
Definitions and set up other groups.

Once the Instant fire quote has been set up on each tire group, by
displaying any tire in your inventory, the Instant tire quotation will
display the price for 1 through 7 tires. The price will include what
ever you include when you quote prices on tires, (Some of the
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Obtaining the amounis
for Instant tire quote

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Setling Up The System

charges normally included wouid be: valves mount & balance, fire
disposal, shop/EPA charges, road hazard and sales tax.)

Precision fip: The Instant Tire Quote can only be selecfed on
groups which contain the word “Tire™ in the descripiion.

Precision tip: If you sell fires which have higher charges
then those Included in a normal passenger lire sale you will
need to set up the Instant tire quote on each group of Hires.
Foliow the procedure below fo figure the amounts for each
type of tire.

After you have set up the system go to C.ARS. Repair orders
pending and find a repair order than has nothing on page 2. (If
you have no repair orders pending, create a repair order.)

if your system has been set up to automatically add shop supplies
temporarily disable the shop supplies on this repair order. You may
do this by putting NO SHOP on the first line of the Description of
work (page 3). If your system has been set up to charge sales tax
temporarily disable the sales tax on this repair order. You may do
this by putting TAX TABLE J on the first line of the Description of work
(page 3).

Next, go to page 2 and enter all of the part numbers and labor
operation cedes {using a quantity of 1) that you would enter on a
fire sale repair order. DO NOT ENTER THE TIRE. Print o copy of this
repair order. Affer printing the repair order remaove the items from
the repair order. Don't forget fo remove the words NO SHOP and
TAX TABLE J from the Description of work.

Next, go to C.ARS{Uliifies8ompany setupBlystem setup.
Return to the GCroup Definitions. Search for the first Group
Definitions for Tires.

©1985 by Precision Data Systems
©1987-2002 by Robert Pollock
Page 28



Entering the Instant
tire quote amounts

Correctly figure the sales tax

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Selting Up The System

Press [, to display the "Instant tires quote” screen.

... our Company Neme S,
) S B R Y S T B S L e ¢ L
Honday, July 38, 2881

g

Road Service/Tow :
: EPA Charges :
Sales Tax

A:
B:
C:
D:
E:
F:
G:
H:
I:
J

K:

fAre all entries correct 7 { ¥/R )

Answer [No to the question "Are all entiies comrect?”. Edit the
amounts in the "Per iire” column to maich the amounts in the
“Totals" box on the repair order you just printed. Repeat this
process for each of your tire groups.

To correctly figure the sales tax for the Instant Tire quote do the
following:

1. Add up the amounts shown on the screen that are normally
taxable.

2. Multiply the result by your sales tax rate.

3. Divide the result by 100. If the resull has more than five
decimal places, round it to four places.

4. Enter that amount on the sales tax line of the Instant Tire
Quote screen.

For example, if the taxable amounts add up to $2.25 and your
sales tax rate is 7.75%, multiply 2.25 by 7.75. The result Is 17.4375.
Divide 17.4375 by 100. The result is .174375. Round that number to
four decimal places. The result is .1744. You would enter

on the sales tax line.

Precision fip: If you are using a calcuiator with a cenfrol for
the decimal places make sure ii Is In the “F" or “floating
decimal” mode.
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Group definitions

Discount plans

How discounts are calculated

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Sefting Up The System

Once you have entered the "Instant tire quote” information for
each of your tire groups, press * to exit Group definltions. The
following will appean:

Internal use only

Labor item Labor

Shop suppiies Paris

EPA charges EPR Charges

Tom Road Service/Tow
Sublet Sublet

Brake systes Parts

Caliper Paris

>»> Your selection : 2
Hrext <Prrevious <Srearch <E>dit <L>isting  <w>-Exit
<Page Up> <Page Down>

You may have the system discount repair orders by percentage of
the total price or by applying o discount plan. Using a discount
plan will enable you to discount the repair order by applying a
different percentage to each group. Using a discount plan will
allow you to discount parts but not discount labor, or vice versa.
Using a discount plan will also alfow you to discount some things
more than others. Discount plans will allow you to provide different
discounts to different classes of customers. With 24 different
discount plans, you will be able to adjust this discount by alteting
the discount. plan or by moving the customer from one discount
plan to another,

If the discount for a group is a minus percentage, the selling price
of items in the group will equal the retail price less the indicated
percentages of the retail price. if the discount for a group is a
positive percentage {no minus sign) the selling price of items in that
group will equal the cost (Average, Cuirent or Higher) plus the
indicated percentage of the cost.

Precision tip: If you are using a cost plus discounf the
system will use either Average cost, Cument cost or the
Highest of the two depending upon how you have set up
the group for job-costing. (See section ?? on Group
definitions, sfarfing on page ?? for more information.}
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Discount Plan Mini-menu

Edit

Listing of Discount Plans

[Page Up]
& [Page Down]

Exit System setup

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Selling Up The Sysiem

Press I to display the next discount plan. (if discount plan “A” was
displayed, the system will display discount plan "B".) Press § to
search for and display a specific discount plan. You will be asked
to press a letter (A through Z) indicating the desired discount plan.

To edit the discount plan displayed, press El. You will be allowed
to enter the discount percentage for all active groups starting with
Group 00, Entering a minus percentage will cause the sysiem o
calculate the selling price for the item in this group by subtracting
the percentage from the retaill price. Entering o positive
percentage {no minus sign} will cause the system to calculate the
selling price for items in this group by adding the percentage to
the cost. Entering o zero will prevent itemns in this group from being
discounted. After entering the discount for Group 00, the system
will allow you to enter the discount for Group 01, etc..

Precision fip: An aclive group is one which has a
descripfion and/or a comment.

To print a list of all 26 discount plans, press . You can press 8 to
print the list to the screen or press £l to send the list to the printer.

You may examine a discount plan on the screen by scrolling the
information using [Page Up] and [Page Down].

To exit the Discount Plan eniry screen, press B. the system will
return to the Company setup menu.
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Work order setup

Top line advertisement .

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Setting Up The System

WORK ORDER SETUP

To enter the Work order setup, press ™ at the company setup
menu. The following will be displayed:

R L e

fire all entries correct ¥ { Y/H )

Precision tip: Iif this is the initial setup, complete the System
selup section before selting up the Work order or Reporfs
sectfions.

A single line adverlisement may be printed just below youwr
company nhame and qddress on the repair order.  The
advertisement may be up to 128 characiers leng. Because the
advertisement line is longer than the longest line that can be
displayed on the screen, the line will scroll to the left as you type.
The system will display the character position o the lower right on
the field. The system will center the information on the repair
orders.
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Add new name
built-in answers

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Setting Up The System

Once the information is correct, answer [es. The system will show
the following:

Your Co?gp‘_a Nane

Kednesday, Seplember I, 2094

Engine:

License:

VIN:

) Color:

Service schedule:

Discount code:

Sales tax iable: A

Shop supplies: Yes
Require Esplovee: No
Require Status: No

fire all entries correct 7 ( ¥R )

As supplied, the system assumes that when using the Add new
name function to create repair orders, most of the repair orders
created are not discounted, will have sales tax added ot the rate
in Sales tax table “"A” and will have shop supplies added to them.

If most of your repair orders are discounted or most repair orders
are not taxable or if you charge shop supplies only on a few select
repair orders, you can change the buill-in answers to these fields
here. You can also have the system reguire an employee's
technician number when initializing a new repair. In addition to
this, you can also have the system require that a status, other than
“Initialized", is assighed to a repdir order upon its creation.

Precision tip: See the seclion on Sysfem setup, starting on
page 4 of this manual for more information on Discounts,
Sales lax tabies and Shop supplies.
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Standard warranty

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Setting Up The System

Once the information is correct, answer (fes in response fo "Are all
entries correct?”. The following will appeor:

R R R R R SR R L T R

fire all entries correct 7 [ ¥ |

You may have the system print your standard warranty in the lower
lefi-hand corner of the C.ARRS. repair orders. in lieu of using this
area for your standard warranty, you may have the system print a
customer authorization, current specials, company policy, vehicle
inspection report for shop use or information required under local
or state disclosure laws.

Precision fip: Check local & stafe disclosure laws for
information on how the sfandard warranty must appear on
repair order if required.

When entering this information, remember that this area is shared
with the labor and materials charges you will enter on the repair
order. The standard warranty information should be entered so
that it will appear on the bottom of the repair arder.

Precision tip: When the labor and materials charges you
enler on the repair order will overlap the standard warranty,
the standard warranfy will not prinf.

Precision fip: There are 31 lines in this seclion. Each line will
hold up to 78 characters. As you enter information info this
seclion the screen will scroll up and down. Start typing in
the information at the fop of the screen. When you have
enfered everything you would like, move the information fo
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Description of work

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM

Secfion 2
Setting Up The System

the boitom. Be careful not fo push the informafion past line
3L

Precision lip: See Section 1 of the Precision Main Menu
manual for iInformafion on Full-window fext eniry.

Once the information is correct, answer es. The system will show
the following:

oop Your Company Newe
D W
Honday, July 39, 26801

OUR THSPECTION OF VOUR VEHICLE SHOWS IT NEEDS THE FOLLOWING:

fre all entries correct 7 ( Y/ )

The C.A.R.S. repair order has 11 lines for you to type the description
of work, the customer's commentis and complaints, and the results
of the technician's inspection. For example, you may wish o put in
your standard warranty, disclaimer or a monthly special. When the
system starts a fresh repair order (initializes a repair order), it will
automatically put in these 11 lines on the new repair order. This
information may be over-written when filling out ecach repair order.

Enter the description of work as you wish it to appear.

Precision lip: Each of the 11 lines will hold vp o 78
characters. The liflle “Description of work” may be
changed by confacling Precision Data Systems.

Precision fip: See Section 1 of the Precision Main Menu
manuadl for information on Full-window text eniry.

When the information is corect, answer Des in response to the
question, "Are all entries comrect?”,
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Extended status codes

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM

Section 2
Setting Up The System

The status of repair orders is used to inform the system as to which
repair orders have been paid for, which ones are voids, which ones
are pending and which ones are estimates. The status may also
be used fo inform you or others as the status of the actual repairs.
A repair order may be assigned one of 25 status codes.

<W-Pending  <1>-Cash {2>-House charge  <D>-Credit card  <k>-Check

<-Void/Erase <6>-Completed <h-Estinate &y-Void/File

(Ar-Mwaiting Unit  <B>-Body Shop Job  <C>-Cust. Waiting <>-Diapnostics
<E>-Tow To Shop <F>-Road Call <Gr-Sublet <H>-HURRY-UP JOB
<I>-In Shop How <>-Need Approval  <K»-Parts Ordered <L>-Parts In
<Mr-Parts Delaved <H>-Call Customer <O>- Pr-

fire all entries correct 7 { ¥/H )

To help keep frack of the progress of each job, 16 extensions to the
pending status are avdilable. The Extended status codes are
entered by pressing a letter. (The letters that are used to select the
extended status codes are "A" through "P" and cannot be
changed:} To enter the extended status codes, answer Mo in
response o “Are dll entries correct?”, You may then fype in the
status codes you would like to use. To change an existing code,
press {F5]. then type In what you would lke to use. To delete a
code, press [F5], then the [Space Bar], then [Enter]. You can use
any or all of the extended status codes. To skip over a code press
[Enter]. After you have entered all of the exiended status codes
you would like o use, press [Enter] until the question "Are all entries
correct?” (Y/N)" is displayed.
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Include status codes
on System status

Exit work order setup

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM

Section 2
Selting Up The System

The "Siatus codes included in Status reports” allows you to choose

which Status codes you would like to be Included in the [Shiﬁ]
version of the System status and the Included version of the Reports
— Status report.

IR AT A

< >-Initialized : Yes {@>-Pending
«>-Cash Yes <2>-House charge
<P-Credit cord Yes <b>-Check
{5»-Yoid/Erase Yes <6>-Completed
(-Estimate Ves <B>-Yoid/File
<A>-Awaiting Unit Yes <B>-Body Shop Job

<C>-Eusi, Waiting Yes <D>-Diagnostics
<E>~Tow To Shop Yes <F>-Road Call
<Gr-Sublet Yos <H>-HURRY-UP JOB
<I[>-In Shop How Yes <J>-Need fpproval
<Ky-Paris Drdered Yes <L¥-Paris In
<W>-Par is Delayed Yes <H>-Call Customer
<0»-UNDEFINED CODE Yes <P>-UNDEFIHED CODE

fre all entries correct 7 { Y/H )

For example, if you did not want the estimates and voided repalr
orders fo show or be printed, you would say No to the question
"Are dll entries correct?”. Then change the Yes to a No for codes
5 7.and 8.

Once the Extended Status Code information is corect, press 1Y) in
response to "Are dll entries correct2”. The system will return to the
Company setup menu.
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Reports setup

Month to Date Transfer
recap totals

Enter Month to Date
recap figures

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Sefting Up The System

REPORTS SETUP

The Reports setup section of the Company setup will allow you to
Review, edit and print versions of the C.A.R.S. reports. To enter the

Reports setup, press 181 at the Company setup menu. The following
will be displayed:

Your Company Name
Nondhvitotdste Totals:
onday, July 1, 2002

Honth fo date
C.Card

1

® Irossossoooo
o« ¥ ETTZITTRIRR

9.08
9.98
0.98
9.00
2.0
9.00
9.89
9.88
8.90
9.9
9.98
9.90
]

Fre all entries correct 7 ( 94 )

The Month to Date amounts shown here will appear on the Transfer
Recap. If you have this information available, enter i, If the
information is not available the amounts will be conect after
closing your first month.

To enter Month to Date figures, answer Mo in response to "Are all
entries correct?”. The system will ask ">>>Change which line? (A
to M)". Press the letter for the line you would like to change. Enter
the figures for each column,

Precision tip: Ediling the MTD sales figures and YTD sales
figures is recommended only when selling up the system
for the first fime.
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Year to Date Transfer
recap totals

Enter Year to Date
recap figures

Transfer recap sales
fotals by tax table

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Sefting Up The System

Once the information is comect, press in response fo the
question, "Are all entries corect?”. The following will be displayed:

AL lolalss
, July 1, 2082

Year to Date

g
7
F
(=]

®
B

=EOTMMOoOODD
oo

=

{2

£

2
PooDsooEEDS
LERIZTRERIEE

O DPETODOTOEND
- & 3TIXZBEBEIB |3
sossssssss
ZEETTTBEES

90
K
.08
.08
.08
.00
.09
.88
.08
.p8
.60
.09

8

fire all entries correct 7 ( Y/R)

The Year to Date amounts shown here will appear on the Transfer
Recap. If you have this information available enter . [f the
information is not available the amounis will be correct after
closing your first year.

To enter Year {o Date figures, answer Bo in response to "Are all
entries commect?”. The system will ask ">>>Change which line? [A
to M). Press the letter for the line you would like to change. Enter
the figures for each column.

The Transfer recap sales totals by tax table screen allows you to
view, edit and print the sales accumulated by each of the 10 tax
tables. Each tax table has four screens: Retail M.1.D., Retail Y.1.D.,
Cost M.T.D., and Cost YI.D.. When display Retail system will
disptay the total cost and gross profit. percentage for each sales
department. : '
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Transfer recap sales totals
by tax table Mini-menu

Next or Previous

Search

Edit

Listing of Transfer recap
sales totals by tax table

Retail screen

Cost screen

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM

Section 2
Setting Up The System

Tax tabie "A" - Regular Taxable
T Eheck

%
o«
-
L o

EEE LT

PDODDEEDOBRD |-

Char,
]
4
8.
[]
8.
B.
4.
8.
B,
8.
#

- ERRERETREES
& &0 D X o 00 M ® @
- EEERETRETRE

32 Vour selection : 7 .
Mext  Previous <(Search <Edit  <Disting  <w-Exit
{Rretail tost dptd Gbid

The mini-menu displays the options avallable.

Pressing M for next will take you to the next Tax table, Pressing
for previous, will take you to the previous Tax table.,

Pressing L&) for search, will allow you fo go directly to a specific Tax
fable.

Pressing L&! for edit will allow you to change the Tax table shown on
the screen. When you press Edit the system will ask “Edit which
line? (A to L)". When editing the Retail screens the cost and gross
profit percentage columns cannot be edited. The cost can be
edited on the Cost screen. The Gross profit percentage s
calculated by the system.

Pressing for listing, will allow you to print a report showing the
sales, cost, profit and average R/O information for each Tax table
used. The report breaks out sales by cash, charge, credit card or
check. if more than one tax table is used, M.T.D. and Y.T.D. Grand
Totals are printed,

Pressing (2 for Retall will allow you to switch from the Cost screen to
the Retail screen.

Pressing for cost, will switch from the Retdil screen to the Cost
screen.
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Month to date screen

Yeqar to date

Business by source
code fitles

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Setting Up The System

Pressing M for M.T.D., will switch from the Y.1.D. screen to the M.T.D.
screen.

Pressing i for Y.T.D., will switch from the M.T.D. screen to the Y.1.D.
screen,

Precision tip: The Transfer recap lolals by tax table month-
fo-date fotais will nof be comrecf until you start g new
monfh. The year-to-date tofals will not be correct unlil you
sfart a new fiscal (business} year,

Once the information is comrect, press fo exit. The system will
now display the following:

US 1SS S {: ¥
Nonday, July I, 2082

BT

1 ¢ In South Town

: Eustomer Referral
This Code Is Untitled
This Code Is Untitled
This Code Is Untjtled
This Code Is Untitled
This Code Is Untitled
This Code Is Untitled
This_Code Is Untitled
Suntimes

This Code Is Untitled
: This Code Is Untitled
This Code Is Untitled

Other Business Referral
: This Code Is Untitled
Sumumer Flyer

This Code Is Untitled
This Code Is Untitled
Letter Response

This Code Es Untitled
This Code Is Untitled
Repeat Customer

This Code Is Untitled
: This Code Is Untitled
: This Code Is Untitled
1 This Code Is Untitled

13

C

E:
G:
1:
K:
#:
0
Q:
§:
i
?

v:

Nx‘:-—(a'ﬂ:ﬁh:'ﬂc?

Are all entries correct 7 ( V7N )

The system will allow you to keep track of how much business has
been generated from various advertising activities. For example
you can track how much business came in from referrals, from
each of several newspaper ads, from sending promofional letters,
follow-up letters and tickler letters. Up to 26 forms of advertising
may be tracked.

The titles entered here will be used as the titles on the Business by
source code reports. To enier the fitles, press Mo in response to
“Are dll entries correct?”. You can enter titles for alf or any of the
26 source codes (A thru Z). Press [Enter] until you are on the code
{A thru Z) you would like to enter. Next, press [F5] fo clear the field
and enter the tille you would like o use. To skip a code, just press
[Enter].
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Business by source code

Business by source
code Mini-menu

Next or Previous

Search

Edit

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Setting Up The Sysiem

Once the information is correct, press in response to “Are all
entries comeci?”. The business by source screen appears, and
Business by source code "A" will be displayed:

8 Bustness: b s onetiivadE
Honday, July 38, 2061
Current RETATL Business source “A” - This Code Is Untitled
B Cash {hal C.C. eck Cos

ept,

5
T

EoTMmecoeD
—

L]
=
g
w
oy
ABAXHDDOHDDD | O

- BRRERRRREEEB

|
m
-
=
o]
-

K Sales
L Count

0.a0
b.ed
p.08
[
0.09
8.09
B.ea
B.09
9.69
8.09
.09

ard
0.88
p.p8
8.9
a.88
2.90
8.90
8.89
[N ]
0.89
.00
8.99
a

> Your selection ; 2
ext <Prrevious <Srearch <Exdit  <Lristing  Co-Exit
<Rrefail {Crost D>isplay cumslative <M—Resel current

The Business by source code allows you {o view, edit and print the
sdles dccumulated by each of the 26 Business by source codes.
Each Business by source code has four screens: Cumrrent Retail,
Cumulative Retail, Current Cost, and Cumulative Cost. When
displaying Retail, the system will display the total cost and gross
profit percentage for each sales department.

The mini-menu displays the options available.

Pressing for Next will take you to the next Business by source

code. Pressing (&) for previous, will take you to the previous Business
by source code.

Pressing for Search, will dllow you to go directly to a specific
Business by source code.

Pressing L&l for Edit will allow you o change the business by source
code shown on the screen. When you press Edit the system will ask
"edit which line? (A fo L})". When editing the Retaqil screen the cost
and gross profit percentage columns cannot be edited. The cost
can be edited on the cost screen. The Gross profit percentage is
cdlculated by the system and can not be edited.
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Listing of Business by
source code sales

Retail screen

Cost screen

Display Curnulative or Current

Resetting Business by
source code figures

Reset current sales

Reset curent and
cumulative sales

Exit reports Setup

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 2
Setting Up The System

Pressing for Listing, will allow you to print a report showing the
sales, cost, profit and R/O information for each Business by source
code used. The report breaks out sales by cash, charge, credit
card or check. If more than one Business by source code is used,
Current and Cumulative Grand Totals are printed.

Pressing (8] for Retail, will allow you to switch from the Cost screen
to the Retail screen,

Pressing for Cost, will switch from the Retdil screen to the Cost
screen,

If displaying the Current Retail or Cost screen, pressing for
Display Cumulative, will switch from the Current screen to the
Cumulative screen. If displaying the Cumulative Retail or Cost
screen, pressing for Display Current, will switch from the
Cumulative screen to the Current screen.

Each Business by source code keeps track of the sales made
during the Current period and the Cumulative period. The Current
and Cumulative periods may represent a different time period for
each of the 26 Business by source codes. At any fime you may
reset (clear) the amounts stored in Cumrent for any one of the 26
Business by source codes without affecting any of the others. The
Current and Cumulative totals for the Business by source codes are
NEVER automatically cledred by the system. These tolals MUST be
manually reset. Thus it is possible to frack the response from a
newspaper ad that runs from December 29" through January 4™
while tracking in a different code the response from Oil change
reminders for the first 2 weeks of January.

To reset the current sales for a specific Business by source code,
display the Current Cost or current Retail screen for that code and
press [*)- Reset cumrent. This will reset both the Current Cost and
Current Retail for just the displayed Business by source code.

To reset the cumulative sales for a specific Business by source
code, display the Cumulative Cost or Cumulative Retail screen for

that code and press [-Reset curent and cumulative. This will
reset the Cument Cost, Cument Retail, Cumulative Cost and
Cumulative Retail for just the displayed Business by source code.

After completing the Sefup of the Business by source code, press
(. the system will return to the Ulilities menu.
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Setting Up The System
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Start the system

On Ms-Dos

On Windows

Entering C.A.R.S.

C.A.R.S. Main Menu

Concept

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.0
THE MAIN MENU

When starting your computer, make sure that there is no disk in
drive "A" or the system will attempt to start up on that disk.

Turn on'youf‘ computer. When the comiputer has finished the
start-up process the “Precision" Main Menu will appear.

Precision tip: If your computer does not have a buiit-in
clock, the system will request the date and time. Affer
you enterthe lime, the "Frecision” Main Menu will appear.

Turn on your computer. When the computer has finished the
start-up process the "Windows desktop" will appear. The “PDS"
window will appear. Double click on the "PDS_Menu" iconin the
PDS window. The "Precision" Main Menu will appear.

At the "Precision” Main Menu, press & for C.A.RS.. The system will
go 1o the C.A.R.S. Main Menu.

The C.A.R.S. Main Menu looks like this:

RS Marhimenir:
Friday, July 28, 2081

C>» {reate new repair order

<R> Repair orders {pendingl

<T> Transfer paid repair orders
<S> System status

<> Utilities

<> Exit C.A.R.S.

»>> Your selection : ¥

{ Press <Shift>—<$> for System status sorted by status code )

The C.A.R.S. computerized repair order system can be thought of
as a rack containing repair orders, one repair order to g slot.
There are two types of repair orders in the rack: blank repair
order forms, and repair order forms that have been written on.
Repair orders that have been writen on may be in any stage of
completion. Some might contain only the customer name and
address while others may have been completed and paid for.
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Crecate New Repair Order

Repadir Orders {pending)

Transfer Paid Repair Orders

System status

Utilities

Exit C. ARS.

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.0
THE MAIN MENU

Other repair orders may fall anywhere in between these two
exiremes.

The Create New Repair Order function allows you to take a blank
repair order out of the rack and write the customer information
on if. Once the customer information is on a repair order, it
becomes a "pending” repair order.

The Repair Orders {pending) option allows you to display any
repair order that has been written on, add to it or make changes.
There is no limit to the number of times that a repair order may
be changed. nor is there a limit to the amount of time that a
repair order may be pending.

The Transfer Paid Repair Orders function will be used at the end
of the shift or end of the day. It will remove the paid repair
orders from the C.A.R.S.repair orderrack, print ajob-costed copy
of the repair order, fransfer the appropriate information to
Precision Parts Manager, The Service Manager™, Tickler Letters
and The Manager’s Assistant™, and file a copy of the repair order
in Filedrawer.

Gives information akout the status of repair orders.

Allows access to the Reporis, Manager's Assistant™ invoice entry,
Company Setup, Expansion of the repair order pending rack,
Design repair order wizard, and Appointment scheduler
maintenance. (Install Mitchell CD and View/print Miichell service
info. will only appear if you have purchased the Miichell
Interface.)

Pressing L} to exit C.A.R.5. will cause the system to return to the
“Precision” main menu. Once at the "Precision” main menu, you
may select any other system, return to C.AR.S. or exit Precision
Data Systems.
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Description

Create new repair order

Creating a new repdir order

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
) SECTION 3.1
CREATE NEW REPAIR ORDER

This funcfion will allow you to start a repair order by entering the
customer's name, address, efc.. If you wish, at this time, you may
enter the work he requests and make notes about his complainis
about his vehicle. (See the section on Description of Work, staring
oh page 3é, for more information.)

To create a new repair order, press t¢ at the C.A.R.S. main menu.
The create new repair order display screen will appear:

12234 oy Street
Your Town, US 10608
: Work: (123) 555-1414 K 22

Howe: { )
Yehicle: #88 1997 Chevrolet Caprice
Comment :

Engine: ¥8
License: WA 57
VIN: 161665KITSHESHT8Y
Color: DARK BLUE

Service schedule: 1

Discount code: A
Sales tax toble: A

Shop supplies: Yes

R/R Aect: 4584
Sold Current:  1859.21 / Cumulative:  3682.57

3> Your seleclion : 7 i
bext  {(Previous (Dearch  {(Twen Page  <Frind  <Page Up>  <Page Down?
dbdd new name  <Donitislize using this name <> @ (o-Fuit

Precision fip: If there are no customers in the customer
follow-up system, the system will aulomaticaily go into the
“Add"” mode. This will allow you to lype in the customer's
name, address, phone numbers and vehicle description.
(See the secfion on Crealing a Repair order for a new
customer, starting on page 50 For more information.)

If the Service Manager ™ customer follow up system contains
customers, the system will display the last customer viewed. If you
have not previously viewed a customer, the first customer
(alphabetically} in your customer follow up system will be displayed.

A repair order may be cregted in one of three ways.

1. Use the "add new name" function to type in the customer's
name, address, phone numbers and vehicle description
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Crealing a Repdair order
for a new cusfomer

Entering a new customer

Entering an individual

Entering a business name

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.1
CREATE NEW REPAIR ORDER

from scratch.

2. Search for and display the customer's vehicle for which you
wish to create the repair order, then use the "Initialize using
this name" function to start arepair order using the customer
information displayed.

3. if the customer for which you wish to create the repair order
has more than one vehicle but the vehicle brought in is not
yet in the computer, search for and display the correct
customer. Then, use the “Initialize using this name" function
and use the [Up Amow] to move into the vehicle field,
correct the vehicle information by editing it.

Precision tip: If you do not have The Service Manager™, you
must use method 1.

Precision tip: If your system includes the Appoiniment
Scheduler, consult Section 3.2, starfing on page 71 of this
manvual for an additional way fo Create a new repair order.

FOR A NEW CUSTOMER

When the customer is not in your customer follow up system, you
may add the customer to the system by pressing [A. You wili be

prompted {o enter the customer's name, address and other
information. |

Precision tip: If you have searched for the customer by last
name and the system fails fo find the name, pressing @ to
add a new name will cause the name jusf searched for fo
appear on the “Name" line.

Aname is required. The way you enter your customer's name is very
important. Names entered into the system are either individudls or
businesses,

When entering the name of an individual, the name must be
entered last name first, followed by a comma, followed by his title
and/or first name. If a space is entered after the comma, the
system will delete it. For example, if the customer's name is John
Smith, you would enter him as or
EMNODEOEED COREm,

A colon (i} is reserved to inform the system that the name of a
business is being entered. The colon must be the last character
typed. "AB.C. Company" will be entered into the system as
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Entering address lines 1 & 2

Entering a city

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.1
CREATE NEW REPAIR ORDER

EPMERANREC. The colon, like the comma, will
never actually appear on the letter. A business name may include
both a comma and a colon, but the colon must be the last

charactertyped. Therefore "ABC. Inc.” must be entered as
ONE0GE.

The cursor will now move to the Address 1 field. An address is
required. The system will not let you skip both address fields. The
information on Address line 2 will be used by the system for sorting
and filing purposes. If you enter information intoe Address lin 1 and
leave Address line 2 blank, the system will automatically move the
information from Address line 1 fo Address line 2. Make sure the
house number or box number you wish to use for sorting and filing
purposes appedars on Address line 2. Always use proper punctuation.

Address line 1 can be used as an extension of the name field for
long company names, for entering the name of a person at a
company, or for an apartment or suite number. Enter the address
and press [Enter].

Precision tip: If the word “Box" appears in the Address line 2,
the box number will be used as the house number.

The cursor will move to the city field. An entry in the city field is
reguired. The system will not let you skip the city field. Type in the
city and then press [Enter]. Do not type a comma aofter the city
name. The system will insert the comma for you when it prints the
address.

Precision fip: If you have the Service Manager ™ and the
city, state and zip code were enlered as one of your
abbreviated city entry codes, you can use the code. (See
Section 2.1 of The Service Manager ™ Manual for more
information.)
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Press [F3] for list of cities

Enter the state

Zip code/Postal code

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.1
CREATE NEW REPAIR ORDER

CENIER o <ol

Source:

Shop supplies: Yes
A/ fleet:

Hileage:
Technician: Sold by:

{ the <ESC> key fo redo )

When the cursor is in the "City" field the prompt "Press <F3> for list"
will appear near the bottom of the screen. Pressing [F3] at this time
will display a list showing the "Abbreviated city entries” as assigned -
in The Service Manager ™. To have the system insert the
abbreviated city entry, just press the letter of the entry you would
like to use or use the arrow keys to highlight the entry and press
[Enter]. if you do not wish to use an eniry on the display and would
like the display to disappear, press [Esc].

Precision tip: See The Service Manager™ manuai section 2 -
Company Setup for more informafion on enfering
Abbreviated cily entries.

If you have not used an abbreviated city code, the cursor will move
to the state field. An eniry in the state field is required. The system
will not let you skip the state field. The state abbreviation must be
two letters long. Use the standard two letter Post Office
abbreviations for the state. You can type the state in lower case
letters, The sysiem will convert the state abbreviation o all capital
lefier. After entering the state, press [Enter).

The cursor will now move to the zip code field. A zip code is
optional. Press {Enter] to skip it. If you do not enter the zip code, it
must contain five or nine digits.

Canadian users nole: Postal codes will be capifalized by the
system,
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Erasing a zip code

Entering the home phone number

Entering the wortk phone number

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION3.1
CREATE NEW REPAIR ORDER

If you had entered a zip code and then decided that you wanted
no zip code, move the cursor back up to the zip code field, type
(zero) and press [Enter]. This will erase any zip code entered. The
zero will also disappedar.

Canadian users nofe: Postal codes are erased by pressing
[Alf]-[Delete], [F5] or [Backspace] to erase the old posial
code. After the postal code is erased, press [Space Bar]
before pressing [Enter].

After entering of skipping the zip code, the cursor will move to the
home phone number field. A home phone number is optional. The
phone number must contain 7, 8 or 10 digits. The phone number
may contain 8 digits only if the first digit is a "1". Type the phone
number and press [Enter], or press [Enter] to skip it.

The curscr will move to the work phone number field. The work
phone number is optional. As with the home phone number, press
[Enter] to skip it or type it and press [Enter]. If you have entered a
work phone number the cursor will move to the extension field. The
extension is optional, press [Enter] to skip it or type it and press
[Enter].

Precision tip: The extension field Is 5§ characfers long. You
may enterletters as well as numbers. To erase the extension
field press [F5]. [Space-Bar] and then press [Enlei].

Precision lip: If you have made a mistake entering the home
or work phone use the [F1], [F2] or [Up Arrow] to move back
to the phone number. Then use the edifting features
explained in the Precision Main Menu - Secfion 1 to correct
the number.

The "Other" phone number field allows you to enter a third phone
number for your customer. The field has room for a ten character
phone number.

The email address field allows you to add an email of up fo 54
characters for each of your customers,

Precision tip: if you have created any mdacros that work in
Creafe new repair order or on Page 1 in repair orders
pending, you will have to edit them for the two new fields.

Precision tip: The “Other” phone number and the email
address can be added while entering repair orders in the
"Book Appointment” funclion.
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Erasing a phone number

Entering a vehicle description

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.1
CREATE NEW REPAIR ORDER

Hyou had entered either the home or work phone number, or email
address by mistake and wish to delete it, use the [F1], {F2] or [Up
Arrow] key to move up to that field, press [F5], (zero]. and then

press [Enter]. The phone number in that field will be cancelled and
will disappear.

The cursor wili move to the vehicle field. Generdlly, the vehicle
description is entered as the model year followed by the make and
model.  (For example, 1995 Chevrolet Caprice.) The system
automatically keeps information for different vehicles in their own
separate file folders. The system uses the vehicle description to
decide whether to create a new file folder or put the information
into an existing file folder.

Precision tip: If you are using The Service Manager™ and/or
Filedrawer, how the vehicle is enfered is very importanf.
(See Sections 2.1 & 3.3 of The Service Manager manual for
more information.)

The system comes supplied with lists for the year, make and model.
The lists go from 1983 to the current year. Updates to the list will be
added to the system periodically.

The vehicle description can be entered by typing in the four digit -
model year followed by the make and then the model or you may
press [Enter] to leave the field blank. When you press [Enter], the
system will compare what you have entered with the list. I you
have left the vehicle description biank or the systermn does not
recognize something you have entered, the "Year, Make, and
Model" fields will temporarily appear in place of the "Comment"
field.
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Entering the Model

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.1
CREATE NEW REPAIR ORDER

g
fcne Prod

1698 East fvenue
i{!oaetonn

1] 16881
- Work: (123} 555-1245
Hodel :

Engine:
License:
VIK:

Golor:

19951 Discount code:
% i8ales tax {able: A
L Shop supplies: Yes POH:
/R flect: 1060 Source:
Nileage:
Technician: Sold by:

lse arrows ... <ENTER> to seleci, <ESC> to exit

Precision tip: If you leave the Vehicle field blank you MUST
enter something into the “Year™, “Make” AND “Model" flelds.

Precision fip: If the vehicle descriplion must include a unif
number, do nol leave the Vehicle (Unif) descripfion field
blank. Type the unit number into the Vehicle {Unit)
description field. (The unit number MUST be the first thing in
the vehicle description.) '

While on the "Year" field, you may type in the year or press [F3] {o
display a list of years. You can use the arrow keys to highlight your
choice. Pressing [Enter] will insert the highlighted year and move
you to the "Make" field. If the year of the vehicle is not on the list,
you must press [Esc] to exit the list of years and type in the year.

While on the "Make" field, you may type the make or press [F3] to
display a list of makes that the system knows were made in that
year. You can use the arrow keys to highlight your choice. Pressing
[Enter] will insert the highlighted make and move you to the
“Model" field. If the make of the vehicle is not on the list, you must
press [Esc] to exit the list of makes and type in the make.

Precision tip: The system will convert commonly used
“Make"abbreviations. As supplied, the system recognizes
Caddy, Chev, Chevy, Chry, Mercedes, Mit, Mils, Olds, Pont,
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Two of the same vehicle type

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.1
CREATE NEW REPAIR ORDER

Toy. VW, and V.W... This list can be customized. Call for
assistance.

While on the "Model" field, you may type the model or press [F3] to
display a list of models that the system knows were made in that
make. You can use the arrow keys jo highlight your choice.
Pressing [Enter] will insert the highlighted model and move you fo
the "Comment" field. If the make of the vehicle is not on the list,
you must press [Esc] to exit the list of models and type in the model.

Precision fip: if the Year, make or model did not appear on
the list, you MUST fill in all three fields. When the repdir order
Is transferred from C.A.R.S., using the Transferred Pald repair
orders function, the system will add the Year, make, model
combination fo the lisl.

If you have entered information into the Year field and into the
Make field and into the Model field, the information in those fields
will be added together to make a vehicle description and it will
appear in the Vehicle description field. At the same time, the Year,
Make and Model fields will disappear and the Comment field will
reappedr,

There may be times when you enter a vehicle descripfion and the -
system shortens the model. For example you fype: 1999 Jeep
Cherokee Sport, press [Enter] and the cursor goes to the comment
field. Then you nofice the system has changed the vehicle
description to: 1999 Jeep Cherokee. This will occur because the fist
contains the model as @ "Cherokee”.

To have the system recognize "Cherckee Sport" as a model, use the
[Up Arrow] fo return to the vehicle description. Use the [Backspace]
to erase "Cherokee" and press [Enter]. The system will how show the
Year, Make and Model fields. Press [Enter] for the year and make,
now type the model as “Cherokee Sport". The system will now
display the vehicle description as 1999 Jeep Cherokee Sport, when
the repair order is fransferred the system will add this Year, make
and model o the list.

If however your customer has (2} 1995 Chevrolet Blazers {for
example, one Blue and the other Green) the system will freat these
vehicles as one vehicle. To avoid having the records for the 2
vehicles combined enter vehicle descriptions as follows; "Blue 1995
Chevrolet Blazer” and “Green 1995 Chevrolet Blazer". The vehicle
descriptions are no longer the same for both vehicles. If by chance
both vehicles happen to be the same color, assign unit numbers to
each vehicle. For example, #1 1995 Chevrolet Blazer and #2 1995
Chevrolet Blazer.
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Commercial account vehicles

Over the counter

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.1
CREATE NEW REPAIR ORDER

If the customer is a commercial account with mulfiple vehicles of
the same year, make and model {for example, 17 different 1994
Ford E150 Vans) their vehicle information should be entered as the
Unit number, the year, then the make and model. if the customer
has not given the vehicles unit numbers, you will have to assign
them. Using the last é digits of the VIN works very well for the unit
number. This will also assist you in finding the correct vehicle at a
later time without having to look through pages of vehicles. (See the
section on Extended search on page 464 of this manual for more
information.)

Sometimes it is best to prevent the system from creating a file folder
for each customer vehicle. [If your customer is a commercial
account such as an auto service business or in used car sales you
will see each vehicle only once. In that case a separate file folder
for each vehicle with only one repair order in it would be
undesirable. You can prevent g file folder from being create for
each vehicle sent to you by this customer by using a vehicle
description of “Commercial account”.

To have the system put "Commercial Account” in the Vehicle (unit)
description, type and press [Enter]. If the Vehicle {unit)
description is "Commercial Account” the Year, make and model
fields will always appear. If you fill in these fields, the system will write
the year, make, model information on the top line of the Description
of work {page 3).

Precision fip: When crealing a repdair order using the
“Initialize wusing this name™ funclion from a vehicle
descripfion of “Commercial Account” will cause the system
fo erase the information in the Engine, License, VIN and Color
fields. The system will also put a blank service history on the
newly created repair order.

. If the customer only purchases parts which are hot for a particular
vehicle keeping frack of the service history is not necessary, the
systern can create a "Parts ticket” for the customer. This is done by
using a vehicle description of "QOver the counter”.

Precision fip: See Seclion 3.1 on page 56 For more
fnformation on Paris fickets. AAAA

To have the system put "Over the counter" in the Vehicle (unit)
description, type and press [Enter]. If the Vehicle {unit)
description is "Over the counter” the Year, make and model fields
will always appear. if you fill in these fields, the system will write the
year, make, model information on the top line of the Description of
work {page 3).

©1985 by Precision Data Systems
©1987 - 2000 by Robert Pollock
Page 55



Comment field

Engine specs.

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.1
CREATE NEW REPAIR ORDER

Precision fip: When creafing a repair order using the
“Initialize using this name “function from a vehicle
description of “Commercial Account” will cause the system
to erase the information in the Engine, License, VIN and Color
flelds. The system will also put a blank service history on the
newly creafed repair order.

The Comment field can be used to store private information about
the customer or vehicle. Information entered into the Comment
field will appear only on the screen. This information will never
appear on any repdir order.

Precision tip: The Comment fleld will hold up to 69
characters.

Precision tip: The system dllows you to highlight the
comment field on your customer file in red. This red highlight
alerts you to any special circumstances related fo fhis
customer. To use this fealure, place a carat [A][Shift-6]
anywhere within the Comment field of the customer record.

Entering the engine size is optional. While on the "Engine” field you
may type in the engine or press [F3] to display a list of engines that -
the systemn knows were used on that year, make and mode! by
remembering previously transferred repair orders. You can use the
arrow keys to highlight your choice. Pressing [Enter] will insert the
highlighted engine and move you to the “License" field. If the
engine of the vehicle is not on the list, you must press [Esc] fo exit the
list of engines and type the engine. If you wish to skip the Engine
specs, just press [Enter].

Precision Hp: As supplied, there are no engine sizes on the
list. They will be added to the list as repair orders with the
Year, Make, Model and Engine fields filled in are fransferred.
It is important to be consistent. The system will interpret a 5.0
LITER, a 5.0 LITRE, a 5.0L, a 5.0 L, 5.0 TURBO and a 5.0 as six
different engines! It Is safest to check the list before typing in
an engine. Because the Engine fleld is opfional and may be
left blank, the system confains a BLANK engine for each
combination of year, make and model.

Precision tip: If you will be using the “Quick catalog” feature
expldined in Section xx starfing on page 26 you must have
the Year, Make, Model and Engine entered.

Precision fip: You may add Year, Make, Model and Engine
entres fo the list by entering them in the Year/Make/Model
Maintenance - Inquire /Edit.
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License number

VIN number

Color

Service schedule

Press [F3] for list of Service schedules

Discount code

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.1
CREATE NEW REPAIR ORDER

Enter the license number. Afier you press [Enter], the computer will
capitalize letters.

Enter the VIN number or any other pertinent information you may
wish to place there, then press {Enter]. If you wish to skip the VIN
number just press [Enter].

Entering the Color of the vehicle is optional. While on the Color
field, you may type a color or press [F3] to display a list of generic
colors. You can use the amow keys to highlight your choice.
Pressing [Enter] will insert the highlighted color and move you to the
Service schedule field. If the color you want is not on the list, you
must press [Esc] to exit the list and type in the color. The system will
add that color to the list when the repair order is fransferred from
C.ARS. using the Transfer paid repair orders function. All the
common colors are on the list. Keep your color description simple.
Don't use colors like Midnight Black. Black is sufficient. if you wish to
skip the Color field, just press [Enter].

Precision Hip: The “Engine”, “License”, “VIN" and “Color”
fields each hold 17 characfers.

Precision tip: the fitles “Engine”, “License”, “VIN" or “Color”
may be changed. Confact Precision Data Systems, Inc. for
more information,

The system will automatically enter the Service schedule 1. If you
would like to use a different Service schedule you must enter the
number of that schedule. Valid Service schedules are 0 through 9.
(For more information on Service schedules, see Section 2 of The
Service Manager ™ manual.)

When the cursor is in the "Service schedule” field the prompt "Press
<F3> for list" will appear near the bottom of the screen. Pressing {F3]
at this fime will display a list showing the "Service schedules" as
assigned in The Service Manager ™. To have the system insert the
Service schedule entry, just press the letter of the entry you would
like to use or use the arrow keys to highlight the entry and press
[Enter]. If you do not wish to use an entry on the display and would
like the display to disappear, press [Esc].

Precision tip: See The Service Manager™ manual Section 2 -
Company Sefup for more information on Service schedules.

The Discount code field is used to keep track of the discount, if any,
normally given to the owner of this vehicle. The valid Discount
codes are:

1. A blank - no discount given.
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Sales tax table

Press [F3] for list of Sales tax tables

Shop supplies charge

POi#

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.1
CREATE NEW REPAIR ORDER

2, "A" through "I" - Discount plan A through Z. (See the section
on Discount Pians, starting on page 31 of this Manual, for
more information).

3. "1" through “"64" - discounis of 1% through 64% of entire
repcir order.

If you need fo over-ride this discount for a special circumstance, see
the section on Description of work for more information. {See the
section on Discount plans, starfing on page 30 Of this manual for
more information.)

The system handles 10 different sales tax tables. The Tax tables are
labeled A through J. As the system is supplied, your state sales tax
percentage is assigned fo "Tax table A". For vehicles which will
normally be charged sales tax, enfer an "A". As the system is
supplied "Tax table J* has no sales tax percentage. For vehicles
which normally will not be charged sales tax, enter a “J". The
answer here should be the normal for this vehicle. (If you need to
over-ride this answer for a special circumstance, see the section on
Description of work, starting on page 36 of this manual, for more
information.}

When the cursoris in the "Sales tax tabie” field the prompt "Press
<F3> for list" will appear near the bottom of the screen. Pressing [F3]
at this time will display a list showing the "Sales tax tables” as
assigned in C.A.R.S. - Company setup - System setup. To have the
system insert the Sales tax table entry, just press the letter of the entry
you would iike Yo use or use the arrow keys to highlight the enfry and
press [Enter]. If you do not wish to use an entry on the display and
would like the display fo disappear, press [Esc].

Precision tip: For more information on Sales Tax tables, see
page 15 of this. manual.

The Shop supplies field will tell the system whether or not fo add the
automatic shop supplies charges to repair orders for this vehicle.
The answer here should be the normai for this vehicle. (If you need
to over-ride this answer for a special circumstance, see the section
on Description of work, starting on page 36 of this manual, for more
information.}

Precision fip: The system will not charge shop supplies until
you have sef up the “Aufomatic billing of shop supplies” in
Company setup - System setup.

The PO# field {Purchase order #) will appear only on repair orders
for companies. If the company you are creating the repair order for
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A/R Acct

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.1
CREATE NEW REPAIR ORDER

uses purchase order numbers enter the PO# here, If you do not
have a purchase order number, press {Enter].

Precision fip: The purchase order number will appear on the
repair order and on the Accounts Receivable statement if
they have an account with you.

Precision tip: The PO# field will hold 12 characters.

If repair orders for this vehicle are nomally charged on a house
charge account enter the Manager's Assistant ™ Accounts
Receivable account number here. When the job is complete and
you mark the repair order paid by house charge (status code 2} the
system will enter the account number for you.

Your system can be set to display the account information when
creating a repair order for a charge customer. If the account is
beyond the set credit limit the account information will display with
the following message: "Credit alerfl Continue {Y/N)". Pressing Mo
or [Esc] will cancel the creation of the repair order. To create the
repdir order anyway press Mes.

When creating a new Accounts Receivable account from C.AR.S.
the system will prompt you by asking if the new account should be
an Open tem account. if you answer "Yes" the system will create
the account as Open ltem, if you answer "No" the system will create
the account as a Balance Forward account.

7 22
Mhfleld,

Nisericordie Home Invoicet 835745 Job 2
2916 ¥. &7th Street Intal b
Chicago, IL 63632 RAucusi 31, 2084
fome: |} - Hork: 1 ) 254-959% Otker: { ) -
Yehicle: 199 Toyots Tercel
Comment:
Email:
Enaine; 1.5L.

—— Ty ————
License: CCR64L frrived on: 85/14/2084

¥iK: uﬁmammsaz Tnitialized

. Loler: BLUE
Service schedule: 1
Discount code:
Sales tan table: R

To transfer: 88/31/2084
AR Reek: 1234

Hew account 7 [ 47N}
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Source(Business)

Press [F3] for list of
Business source codes

Mileage infout

Technician

Press [F3] for list
of employees

Sk{scold by)

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.1
CREATE NEW REPAIR ORDER

If you have set up Business by source codes, enfer the appropriate
business by source code. If you do not want fo have this repair
order tracked under Business by source codes, press [Enter]. (See
page 42 for more information on Business source codes.)

When the cursor is in the "Source” field the prompt "Press <F3> for
list" will appear near the bottom of the screen. Pressing [F3] at this
time will display a list showing the "Business source codes"” as
assigned in C.A.R.S. - Company setup - Reports setup. To have the
system insert the Source code entry, just press the letter of the entry
you would like {o use or use the arrow keys to highlight the eniry and
press [Enter]. If you do not wish to use an eniry on the display and
would like the display to disappear, press [Enter].

Enter the vehicle odometer reading {do not include the fenths).

Precision tip: If you have turned on the mileage infout
feature, enter the mileage ouf or press [Enter] to skip this
field. (See Section 2, page 8 of this manual, for more
information.) The mileage ouf may be edited at alaterfime.

Precision fip: The fitles “Engine”, “License”, “VIN", “Color"
and “Mlleage™ may be cusfomized for wvnusual
circumstances.  Contact Precision Data Systems for
assistance,

Enter the employee number of the technician that is likely to be
assigned the vehicle. If it is not known who will be assighed this
vehicle, press [Enter] to skip this field. You may enter this information
at a later time.

When the cursoris in the "Tn" field the prompt "Press <F3> for list" will
appear near the bottom of the screen. Pressing [F3] at this time will
dispiay a list showing the employee names and numbers as
assigned in The Manager's Assistant ™ - Employee information. To
have the system insert the employee number, use the arrow keys to
highlight the employee number you would like to use and press
[Enter]. If you do not wish to use an entry on the display and would
like the display to disappear, press {Esc].

Precision tip: The [F3] function for Technician will only work
if you have purchased The Manager's Assisfanf program.
See The Manager's Assistanf ™ manual Section 2.3 -
Employee information for more information on enftering
employees.

if you have turmed on the "Salesman" feature in The Manager's
Assistant ™, enter the employee number of the salesman who sold
the job. (See the Manager's Assistant ™ manual, Section 2.1 for
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Press [F3] for list of Employees

To create another repair order

Create a Repair order for an
existing customer

The order of the data

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.1
CREATE NEW REPAIR ORDER

more information on Salesman commission.)

When the cursor is in the Sb field the prompt " Press <F3> for list” will
appear near the botiom of the screen. Pressing [F3] at this fime will
display a list showing the employee names and numbers as
assigned in The Manager's Assistant ™ - Employee information. To
have the system insert the employee number, use the arrow keys to
highlight the employee number you would fike to use and press
[Enter]. if you do not wish 1o use an entry on the display and would
like the display to disappear, press [Esc].

Precision fip: The [F3] function for Sb (Sold by} will only work
if you have purchased The Manager's Assistant ™ progrom.
See The Manager's Assistant ™ manual Section 2.3 -
Employee information for more information on entering
employees.

After entering the technician number {or Sb numberif turmed on) to
the new repair order, the repair order will become a "pending"
repair order. The system will now be in the Repair Orders Pending
secfion. You can now enter the customer's complaints on the
Description of work {page 3) or add the parts and labor for the job.

To create another repair order, return to the C.A.R.S. main menu by
pressing [] they select the “Create New Repair Order” function by
pressing {.

FOR AN EXISTING CUSTOMER

To create a repair order for a customer that is currently in your
customer follow up system, you should search for the customer. This
will eliminate the need to fype a customer's name and address info
the computer more than once.

Precision fip: If you have The Service Manager ™ or
Filedrawer this will allow access to additional information.
This information is useful in selling additional services as you
are crealing the repair order. (See the secfion on “Service
History", discussed on page 66, for more information. Also
see the section on “Description of work - Previous repair
order”, discussed on page 67 for more information.)

The customer records are filed in alphabetical order by last name
or company name. Therefore, ail of the customers with the same
last name are filed consecutively. Next, those customers are sub-
filed in order by the numeric portion of the address. For example,
all the Burnsides who live at 301 Main will be filed before the ones
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Search

Bxtended search

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM

_ SECTION 3.1
CREATE NEW REPAIR ORDER

living at 1027 W. Fifth. Last, ali customers with the same last name
and the same numeric portion of their address will be filed in
alphabetical order by vehicle. Recall that only the first characters
of the vehicle type are used by the system for filing purposes. (The
number of characters the system uses depends upon how you have
set up The Service Manager ™. See The Service Manager ™
instruction manudl, Section 2 for additional information.)

Precision Hip: For sorling purposes, a Box number Is treated
as g house number.

Pressing (search) will allow you to search for and display o
particular customer record. You will be prompted tfo identify the
desired customer by last name or by company name. The records
are stored by company name or last name only. Do not enter titles,
initials or first names.’

A

Navison Ks. Nicole
1287 Diamond Circle
Diowond,
: (122) 555-3317 Work: { 1}
Vehlcle 1999 Pontinc Grond fu
Comment:

Blackeell,Ms. Karen 4106 JofF Lane 1399 Bodge Pickup R2S
Block,Dr, Jowes 328 N Main 2600 Cadillac Caters

Bluuenlhal v, Becca
, Darien
gar

Hawcins Jr. Hr. Robert
Hawkins, bs. Samentha

291 Charletie

9918 N Western Avenue
934 K Tth fvenve

1281 Diaroml Lirele
5817 W 161h Sireet
1887 K Hain Streei
2335 Diswend Circle
5399 ¥ 19th Street
&46 ¥ 161h Place

1996 Ford Thunderbird
ng U]dﬂoblle fchie

1934 P rluhzu {r;ml [
2001 Ford Explorer
2008 Cadilloc Deville

997 Dodge
1989 Buick LeSabre

»r Identify neve ; IR
{ Press <ENTER> to select or the <ESC> key to continue )

When searching for a customer the system will display a list of names
as soon as you fype the first letter of the name. As you continue fo
type, the systenrwill zero in on the name you are searching for. By
watching the list of names as you type you may nofice the
customer's name displayed above or below the highlighted name.
You can then use the arrow keys to highlight the name you need or
keep typing untit the name is displayed.

The search function can be used to find a customer who lives at a
parficular address. This will make it easier to find the information
when the owner has a common last name. To do this, type in the
WHOLE last name followed by a comma, followed by the numerical
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[Page Upj & [Page Down] keys

[Up Arrow] & [Down Arrow] keys

Reverse direction of page
& arrow keys

Find

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.1
CREATE NEW REPAIR ORDER

portion of the house address. {Example: Smith, 1227)

The search funciion can also be used to find a particular vehicle in
a fleet of vehicles belonging o a company. To do this, fype inpart
of the company name, followed by a colon (}, foliowed by at
least one character of the vehicle description. (Example: Smith
Corporation:B241)

Precision fip: See The Service Manager instruction manual,
Section 3.6 Inquire/Edit the file, for more information.

Pressing [ché Up] or [Page Down] will display the five names
before and the five names following the name on the fop of the
screen.

Once the list of eleven names is displayed, pressing [Page Up] will
display the eleven names following the name shown at the top of
the screen. Once the list of eleven names is dispiayed, pressing
[Page Down] will display the previous eleven names preceding the
name shown at the top of the screen. Using this feature will aid in
finding a name when you are unsure of the spelling.

With the list of eleven names displayed pressing [Up Arrow], [F1] or
[F2] will move the names up into the highlight bar one name at a
time. Pressing [Down Arrow], {F9], or [F10] willmove the names down
into the highlight bar one name at a time.

If you would like to reverse the direction the [Page Up]. [Page
Down], [Up Arrow] and [Down Arrow] work, press {C‘h’l]. The
action of [CiHR]] will be saved only if a repair order has been
created before exiting C.ARS..

Pressing F (find) will allow you to search for and display a vehicle by
Llicense, by VIN or by phone. You do not have to type in the
complete Llicense or VIN. When using Find by phone, you MUST
enter the phone number as 7 OR 10 digits. When using Find the
system wil display the first vehicle record it finds with a matching
License, VIN or phone number. If the record displayed is not the
record you are looking for and you wish to find another match,
repeat the Find. This will dispiay the nexi match.

Precision tip: If you have entered the phone number as 10
digits (phone number with the area code) and the system
does not find the phone number, repeat the Find. This fime
enter the 7 digit phone number (phone number without the
area code).
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Tum page

12,3

Service history

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.1
CREATE NEW REPAIR ORDER

The informc:ﬁ is displayed in several "pages.” To go from page to
page, press (tum page). The first page contains the name,
address, phone numbers, vehicle description, engine specs, etc.
The second page contains the vehicle's service history as retrieved
from the Customer follow up system. The third page contdins the
Description of work from the previous repair order stored in the
Filedrawer, (See 1, 2, 3 below.)

Similar to the Turn Page function, pressing L1 will cause the system to
display the Name and Address page regardiess of what page is
cumrently displayed. Pressing [z witi cause the system to display the
Service history page, pressing 3] will display Description of Work from
the previous repair order.

After you have located and displayed the comect vehicle on the
screen, you may view the Service history by pressing 2 or[{ to tum
the page. The following will be displayed:

Jamison Company:
Harilyn R. Adoms

12234 fny Street
Your Town, U5 18980
Howe: { ) -
Vehicle: %68 1997 Chevrolet €

Work: (123) So5-1414 K 22

M-0i1 & Filter Cha 86/26/2881 B6/26/ 72081
C-Tune Up . 96/85/2688 46825 9 D-Tuel Filter 86/85/2068
E-Ewission Testing --f=/-—-- Ffuel Injector

G-Aligrment wafanfanam JShacks / Struts  11/15/2868

K-Hew Tires == fmfuam L-Rolate Tires 96/26/2801 ST648
R-Front Brakes  63/22/2086 44318 5 O-fear Brakes #5/22/2080
P-Lealing System F —-/--f-— §-Thermostat e
R-Beils —{—f-—- S-Hoses -~f-=f-—--

T-Hew Battery —fr—f—- W-Transmission Ser —/

iy

Last serviced on B6/26/2081 at 57,648, Serviced 21 limes. ——
> Vour selection ; 7
ext  <Prrevious - <Srearch  <Dourn Page  <Pind  <Page Up»  <Page Down>
Gro to Filedrewer  <Brook eppsiniment  <W>iichell

The Service History page will cliow you to view the date, mileage
and the technician (who performed that service) at the time of the
last service for each of the service categories.
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Service needed

Description of work-
Previous repair crder

Go to Filedrawer

COMPUTERIZEb AUTOMOTIVE REPAIR ORDER SYSIEM
SECTION 3.1
CREATE NEW REPAIR ORDER

Certain service categories and the message " SERVICE NEEDED" may
be flashing. This will occur when The Service Manager ™ has sent or
is about to send a reminder letier for that service category. (See
The Service Manager ™ manual Section 2 for more information.)

Jamison Conpany:
Marilyn R. Rdens
12234 Aoy Street
Your Town, US 16808
Howe: - Vork: {123) 555-1414 X 22
Yehicle: HBB 1997 Chevrolet ce

Change oil, filter ubrica i :
inspecting for dawage and wear; check fluid levels; inspect and inflate tires
1o factory recommendations: check hoses: inspect belts for condition and
Yorsion; examine exhaust for dangerous deterioration; check lights, horn,
wipers and washers for proper operation.

feplace air filier,
Fuse for Headlights keeps blowing - Found short under dash. Replaced wiring
and fuse.

»> Your sefection : 2
bext <Previous (Pesrch <Durn Page <Pind <Page Up>  <Page Dom>
<dd new name  <Dnilialize using this nae 1> <> H -Eil

if you have Filedrawer and if there are repair orders in Filedrawer for
this vehicle you may display the description of work from the last
repair order. This will show the last repairs made to the vehicle and
any service recommendations you may have made. To view the
description of work press 2 or press ) to turn the page.

Precision fip: If the Description of Work box had been
expanded on this repair order use the [Page Up] and [Page
Down] to scroll the information.

If there are repair orders in Filedrawer for this vehicle, you can go
directly to Filedrawer o look at the previous repair orders. Pressing
will cause to system to go to Filedrawer and display the file folder
for the customer you had displayed in Create new repair order.

Once in Filedrawer, pressing [E] will allow you to view or print the
earlier repair orders for this customer. When you have finished
viewing the file, press Sl again and you will be returned to CARS. -
Create new repair order.
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Initialize the repair order

Cormrecting customer or
vehicle information

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.1
CREATE NEW REPAIR ORDER

If you locate the cotrect vehicle, press LU to initiclize the repair
order. That will cause the computer o take the information shown
and enter it onfo the new repair order.

If you have changed the Customer's name, address or the Vehicle
{Unit} description the sysfem will display the following:

. 1827 Hickory Drive
City: Tower Stele: IS 10083
towe: (123) 855-6461 Hork: (123) $55-1122 ¥ 418
. ‘{ehxcle: 1551 Chrysler Imperinl

wnent:

Engine: 408 2
License: HJ 643
YIN: 1X27C1I76TB123456

Color: CREAM
Service schedule: 1

Discount code:
Sales tax lable: fl

Shop supplies: Yes

Reet: Source:

Nilesge: 89152 )
Techaician: 1 Soldby: 1

On the lower left side of the screen, listed as FROM:, the systern will
show the customer's name, address and the vehicle (unit)
descripfion as appeared before any changes were made. ON the
lower right side’ of the screen, listed at TO:, the system will show the
customer's name, address and the venhicle (unit) description with the
changes you have made.

The system now asks, " Are these really the same vehicle ¢ (Yes/No}".
if you made the changes to comect the name, address and/or
vehicle {unit) description on the existing file, type MEE. This wil
comrect the file in The Service Manager ™. If you made the changes
to add a new vehicle file to the system, type (NS, This will leave the
old vehicle file in the system tco.

Precision tip: Starting a repair order using the “Initialize using
this name™ function from a vehicle descripfion of
“Commercial Account” or “Overthe Countfer” will cause the
system fo erase the information in the Engine, License, VIN &
Colorfields as well as blank out the information in the Service
History.
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Create a repair order for an
Existing customer, different vehicle

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.1
CREATE NEW REPAIR ORDER

EXISTING CUSTOMER
DIFFERENT VEHICLE

if you have found the correct customer, but the vehicle brought in
is not yet in the computer, press | to use the "Inificlize using this
name" function. Use the [F1], [F2] or [Up Arrow] to move into the
vehicle field. Once in the venhicle field, press [F5]. [Backspace] or
[Alt}-[Delete] to erase the vehicle information. Enter the new vehicle
information,

At this time, if you wish to add the home phone number or work
phone number, press the [F1], [F2] or [Up Arrow] again fo move to
those fields so the appropriate information may be entered.

After entering the new vehicie description, press [Enter]. Enter the
engine specs., license number, VIN number and the mileage for this
vehicle. Affer you have entered the technician number the system
will flash "New Unit" in the upper left hand corner of the screen. The
system will create a record for the new vehicle.

Precision tip: Creating a repair order in this way will not

change the information stored in the system for the other
vehicle.

Press (*] fo exit to the C.A.R.S. main menu.
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Appointment scheduler

Book an appointment

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.2
APPOINTMENT SCHEDULER

This feature eliminates hand written appointments by integrating an
appointment schedule into C.A.RS.. Most appointments are made
through the Create New Repair order function. This gives you the
opportunity fo search for the customer, eliminating the need to type
a customer's name and address more than once.

Precision fip: If you have The Service Manager ™ or
Flledrawer this will aliow access to addifional information.
This information is useful in selling additional services as you
are booking the appoiniment. (See the secton on “Service
History”, discussed on page &6, for more information. Alsc
see the section on “description of work-Previous repair
order”, discussed on page &7, for more information.)

Precision tip: Be aware thaf the Appointment scheduler
requires maintenance. Failure fo maintain the Appointment
Scheduler will force you to needlessly expand if. This can
increase your BACKUP 1 fo use additional disketles. See
pages 77 for more information on Appointment Schedule
maintenance.

Create new repdair order

After examining the Service history and the Description of work from
the previous repair order (if available), select the Elook
appointment function. (It is easiest to sell additional services as you
are making the appointment.)

Precision tip: If the customer has never been in before, you
are still able to book an appointment for them. Just press
with ANY cusfomer showing.
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Appointment scheduler calendar

Moving around the calendar

Computerized Automotive Repdir Order System
Section 3.2
APPOINTMENT SCHEDULER

The appointment scheduler appears:

B P et Y S T e T
Mandey, July 39, 2081

dina FEN1 E;

ab Tas| wed] Thal Fri] wee Sun| Wen| Tuw
1] 2 [ 3
s| s« | ] » [] [
173 3 14 "% 1% 1% 17
wlinin|n el 2
A EEEERED R

[ Seplombor
i | Taw| Wed

L] 5
11 | 12
1% | 1»
%N

o 2 Mo appuintrments QTN = Seme appeiatuentis  CWAAED © Besked up

{Poen Arreur  <left Arrewd  <Right Brrows
Lwr-Emit

L0y Wreews
<Fage ¥p>  <Payse Rownd>  OD-Bark a3 hesked
ar prove <ERISE> o 2eom in va doiv

The appointment scheduler always shows four months. The system
decideswhich months to show based upon the curent system date.,
The current month is at the top right of the screen with the current
date flashing and the name of the month highlighted in green. The
next two months appear on the boftom of the screen. The pricr
month appears at the top left of the screen. The appoiniment
scheduler to cover a full year at a time and will allow you to make
appoeintments up to ten and a half months in advance. Dates that
have no appoiniments appear as white numbers on a blue
background. Dates that have some appointments appears s
white numbers on a black background. The system dllows you to
indicate days which are boocked up. These dates will appear as
black numbers on a red background. (See "Mark as booked" on
page 73 For more information.)

Precision tip: The prior month is shown so you can view the

no-show appointments, cali the cusfomer fo reschedule the
appciniment or delefe the appoiniment.

The arrow and page keys are used o move around the calendar.

©1985 by Precision Data Systems
©1987 - 2000 by Robert Pollock
Page 70



[Right Arrow] key

Left Arrow] key

[Down Arrow] key

[Up Arrow] key

[Page Down] key

[Page up] key

Mark as booked

Computerized Automolive Repair Order System
Section 3.2
APPOINTMENT SCHEDULER

Pressing the [Right Arrow] moves the flashing date to the next day.
If you are on the last day of a month, pressing [Right Arow] moves
to the first day of the next month.

Pressing [Left Amow] moves the flashing date to the previous day.
If you are on the first day of a month, pressing {Left Amow] moves to
the last day of the previous month.

Pressing [Down Arrow] moves the flashing date forward one week.
[Down Arow] does not move the flashing date into a different
monih. If you are on the last day of the month, pressing {Down
Arrow] moves to the first day of the next month.

Pressing [Up Arrow] moves the flashing date back one week. [Up
Arrow] does not move back into a different month. There is one
exception. If you are on the first day of a month, pressing [Up
Arrow] moves 1o the last day of the previous month.

Pressing [Page Down] moves the flashing date to the first day of the
next month.

Pressing [Page Up] moves the flashing date to the last day of the
previous month.

Pressing Mark as booked changes the flashing date to white
numbers on ared background. This allows you to indicate to others
that the day is booked up and that you do not want any more
appointments booked for that day. Pressing M while on a day that
is marked as booked un-marks that day. Using Mark as booked is
also useful for highlighting holidays for which you will be closed.

Precision fip: Marking a day as booked does not prevent
you from making addifional appointments for that day.
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Going to a specific date

Next day/ Previous day

Inftialize appt. using this name

Service(s) to be performed

Computerized Automotive Repair Order System
Secfion 3.2
APPOINTMENT SCHEDULER

Use the arrow and/or page ke\/s to get to the date you would like

to book the appointment for. Press [Enter]. You will see the
following:

19 BRI AT A b e

ur 'mm ﬁ'ﬁ 1)

vem"i" ;nn PontTas Grand waTTRE (7493 3716353

2 im, il e

Fipn

iiui:% !gr p Herunu-m ~gul g

BRI el SRR iR

The customer information at-the fop of the screen belongs to the
customer that was displayed when you selected the Book
appointment function. Below the customer information, the date is
displayed highlighted in green. If the date was marked as booked,
the date will be displayed highlighted in red. The large areas below
the date will show the appointments previously made for this date.

Pressing Mext day moves to the next day. Pressing Flrevious day
moves to the previous day.

[Oniticlize appt. using this name books an appointment for the
customer displayed at the top of the screen.

The cursor will move to the "Service" field. Enter the service(s) to be
performed on the vehicle. You have only the one line, so be brief.
When a repair order is created from this appointment, the
information you enter on the service line will automatically transfer
o the top line of the Description of work box.

When arepair orderis created from the Appointment Scheduler the
requested services are now put in the Description of work starting on
line 2. This leaves the first line open for Sales fax, Shop supplies, and
Discount overides. If the repair order started has a vehicle
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Mullipte services

Entering the time of
the appointment

Add Appt. Using New Name

Computerized Automotive Repair Order System
Section3.2 .
APPOINTMENT SCHEDULER

description of "Commercial Account” or "Over-the-Counter" and
you have filled in the Year, Make, and Model fields the system will
write the Year, Make, and Model information on the first line of the
Description of work.

Sometimes it is desirable to have multiple services appear on
separate lines in the Description of work box. To do this, separate
the services requested using backward siashes (.  You can
separate up to eight services using this method. (The system will see
only the first 7 backward slashes.)

Precision tip: if you are booking an appointment and the
customer has changed their name or moved since they
were last in, initialize the dappointment using the old
information. Before completing fthe enfry of the
appoiniment, use the [Up Arrow] to go up to the information
that needs fo be changed. Change the information
accordingly.

After entering the service, the cursor will move to the "Time" field.
Entering a fime is optional. If you are entering an appoiniment
that's "drop it off in the moming and leave it" don't enter a time.
If the appointment is for a specific time of the day, enter the time.
The appointment will be displayed on the screen in time order. The
"drop it off in the morning and leave it" appointments don't have
any time and will therefore appear first followed by the
appointments for a specific time.

Some shops schedule most of their appointments as “drop it off in
the morning and leave it" while they schedule oil change
appointments evenly throughout the day. By putting a time on the
oil change appointments you can easily see when you have an
appointment available.

The time is entered by typing two digits for the hour. The system
automatically enters a colon. You also can enter two digits for the
minutes. Unless specified, the system assumes the appointment is
before noon (am). Afternoon appointments may be eniered by
typing a 7] after the minutes or by entering the time in military (24
hour} format. For example, an appointment for 3pm may be
entered as 03:00p, 15:00 or 15:00p. {On-the-hour appointments do
not need their minutes entered.) An appointment for noon may be
entered as 12:, 12:00 or 12:00n. An appointment for 12 midnight may
be entered as 24;, 24:00 or 12:00m. 12 midnight is treated as the last
appointment for the day. Appointments after midnight but before
1am are entered starting with 00.. Therefore, an appointment for
12:30am would be entered as 00:30, 00:30a cr 12:30a.

If you wish 1o make an appointment for a customer who is not yet
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Computerized Automotive Repair Order System
Section 3.2
APPOINTMENT SCHEDULER

in your computer, press [Al to add an appointment using a new
name. This function works exactly like the Create new repair order-
Add new name function. (See Section 3.2 above for more
information.)

To Edit, Reschedule, or Delete an appointment, or Create a repair
order from an appointment, the appointment must first be selected
by highlighting it. To highlight an appointment, press [Page Up],
[Page Down], [Up Arrow] or [Down Arrow]. The system will highlight
the first appoiniment. Once any appointment is highlighied,
pressing [Up Arow] or [Down Arrow] will highlight the next
appointment above or below.

Precision tip: The direction of the [Page Up], [Page Down], [Up
Arrow] and [Down Arrow] can be reversed while scrolling
through cusfomers in Create new repair order or while
scrolling through Inventory in Invenlory Lookup. To reverse
the direction of the arrow and page keys, while scrolling in
Create new repqir order, press [Cfrl]-@.

If there are more appointments than fit on the screen, pressing
[Page Up] or [Page Down] will scroll the appointmentis up or down
one screen-full..

To delete an appoiniment, highlight the appeintment you wish to
delete and then press [Fl. The system will ask, "Delete the
highlighted appointment2” Typing and pressing {Enter] will
delete the highlighted appointment. Pressing [Esc] or typing
anything but "yes" will not delete the highlighted appointment.

To reschedule an appointment, highlight the appointment you wish
fo reschedule and then press [ The sysfem will take you back to
the calendar. Select the day onto which you wish to reschedule the
appointment and press [Enter]. Next, press[nitialize appt. using this
name to make a new ‘appointment for the customer, You MUST
finish rescheduling the appointment before leaving the
Appointment Scheduler orscheduling an appointment for someone
else.

To edit an appointment, highlight the appointment you wish to edit,
then press El. You will be allowed to edit the appoeintment.

Precision tip: Edifing the appoinimenf will not allow you fo

change the appointment time or date. Use [Bleschedule
instead.

To print a copy of dll appointments for the day shown, press [H,
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Computerized Automotive Repair Order System
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APPOINTMENT SCHEDULER

To create a repair order from an appointment, highlight the
appointment you wish to make into a repair order, then press fc].
The system will create the repair order, delete the appointment,
transfer you to Repair orders (pending) and display page 1 of the
new repair order.

The Emergency re-link function should only be used when trouble
has been found with the Appointment scheduler. The Emergency
re-link process will reattach the appointment entries to the correct
day's schedule andretrieve misplaced empty appointment entries.
To re-link the whole Appointment Scheduler system, press [Cirl]{f]
with the calendar displayed. To re-link just one day, press [Ctrl]{A]
while displaying the day you wish to re-link.

Repair orders (pending)

Sometimes you need to book an appointment in the future for
vehicle that is in your shop now. An appointment may be created
directly from a pending repair order. In Repair orders {pending),
search for and display the vehicle you wish to make an
appointment for. Press El. The system will ask, "Book a future
appointment for this vehicle2". Typing will take you directly
to the Appointment Calendar. Pressing [Esc] or typing anything
other than "ves" will not book an appointment.

Precision lip: Scheduling an appoiniment from an existing
repdir order does nothing to the repair order.

Appoiniment Scheduler Maintenance

An ppoinimem‘ Scheduler Maintenance function is found on the
C.AR.S. -Utilities menu. This function dllows you to expand the
number of appointment the system can handle and will delete ol
no-show appointments prior to a certain date.

Elxpanding the Appointment scheduler will increase the number of
appointments that the system can handle by 100 appointments.
The maximum capacily is 32,767 appointments.

Precision lip: Every 100 appointments takes 64,000 bytes of
disk space. Don't expand the Appointments scheduler any
more than necessary. Once expanded, if cannot be un-
expanded.

When the 1 Delete no-show appointments function is selected, the
system will ask "Delete no-show appointments prior to MM/DD/YY"
where “MM/DD/YY" represents today's date. You may change this
date back as far as you wish.
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Precision tip: If you are using the Appoinfment scheduler
propetly, you should follow up the no-show appointment and
reschedule them or manually delete them as required. That
makes using this function unnecessary.
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COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders {(Pending)

Immediately after a repair order is created, 1t becomes a
"pending" repair order. A "pending” repdir order at least has the
customer's hame and address entered onto it. it may to may not
have the some or all of the Descripfion of Work entered onto it. It
may have all, some, or none of the parts and labor charges
entered onto it

The “Repair Orders {pending}” function will allow you to add the
parts and labor charges to the repair order, the customer's
complaints, the work requested, print a copy of the repair order,
edit the information on the repair order, and change the status of
the repair order.

When the repair order is created, the system automatically assigns
an invoice number and a "job" number. The job number may be
thought of as the number of the "slot" in the repair order rack that
the repair order occupies. Once the repair order has been
created, neither the invoice number nor its *job" number will ever
change. Repair orders may be called up by “job" number. When
the repair order is marked paid, the invoice number will be
assigned to The Manager's Assistant ™ invoices (work order number
or charge sale) generated by the Transfer Paid Repair Orders
function.

To accommodate disclosure laws in some states the system keeps
track of the date at the fime the repair order was created. (The
system will use the computer's current date as the Amived on
date.) This information is displayed in the Status box as “Arrived on:
MM/DD/YYYY". It will print on the repair order in the upper right-
hand corner as "Arrived: MM/DD/YYYY".

If you need to change the Arived on date due to the computer's
date being incomrect, do the following to correct the date:

1. Go to Precision Main Menu-Utilities-Enter current date and time.
Change the computer daie to the correct date. Press & fo return
to the Precision Main Menu.

2. Return to C.AR.S.-Repair orders (pending) and change the
status of the repair order to code 5-Void/Erase or code 8-Void/File.

3. Edit the last name or company name to something different, the
press [Enter] until "Your selection:?" appears. The "Arrived” date
will change. Edit the last name or company name back to what it
was originally.

4, Change the status of the repair order back to a pending status.
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