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Record requested work

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders {Pending)

Moving Around The Repair Order

The information is displayed in several "pages”. To go from page
to page, press {turn page). The first page contains the name,
address, phone numbers, vehicle description, engine specs, etc.
The second page contains the stock numbers, quantities,
employee number and description and prices of items entered
onto the repair order. The third page contains the description of
work. The fourth page coniains the vehicle's service history as
retrieved from the customer follow up system. (See 1,2,3,4 below.)

Similar to the Turin Page function, pressing LU will cause the system
to dispiay the Name and Address page regardiess of what page is
currently displayed. Pressing 12 will cause the system to display the
Parts & Labor page, pressing will display Description of Work
page, and pressing L4 will display the Service History page.

When editing page 1 of a repair order the system will check what is
in the Vehicle [Unit) description field against the lists. If the system
doesn't recognize something in the Vehicle {Unit} description field
the cursor will go to the Vehicle (Unit} description field. This can be
caused by one of three things:

-The vehicle description contains a misspelling.

-The combination of year, make & model were not found in the list.
-There is no year, make, model information in the “Year”, “Make" &
"Model" fields because the repair order was created before the
upgrade was installed.

If the vehicle description is obviously misspelled you may either edit
it to correct this spelling or press [F3] to select from the lists. If you
have eniered info into a field, the info in thase fields will be added
fogether 1o make a Vehicle {Unii} description, the description will
appear in the Vehicle {Unit) description field & when the repair
order is fransferred from C.A.R.S., using the Transferred Paid repair
orders function, the year, make & model will be added to the lists.

Description of Work

The work requested by the customer is recorded in the Description
of Work section {page 3} of the repalt otder. As you enter the work
requested by the customer keep in mind that you will eventually
add additicnal information to this section; what you did o correct
the customers complaints, a detailed description to justify the
amount charged for repairs, information about the warranty or
lack of warranty provided, and additional services recommended.
The Description of Work is also used to inform the system of speciall
handling required for this repair order.
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Entering the Description of Work

Entering Results of
mechanic's inspection

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

i
Janison Company:
Karilyn R. fAdems Invun:el %9911 Job 3
12238 Boy Street tal .8
Your Town, US 18068 Jul 29.1
) Hork: {123) 555-141¢4 X 22
Vehlcle #14 1959 Fnrd F258 Pickup
Comment: B
scrapioniofiw

Lube, o0il and filter change
ck rear brakes
Check anti-freeze lesk

OUR INSPECTIGN OF YOUR VEWICLE SHOVS IT HEEDLS THE FOLLOWING:

3> Your selection : 2
H>ext  <Prrevious <S>earch <Dourn Page <Freed <Page Up> <Page Down>
$>-Stalus  <P>dit  <Rreceive <Hrard copy <D>isplay by department <V¥>iew

There are 11 lines available for the Description of Work when a
repair order is initialized. If you need more room for the Description
of Work may be expanded. (See the seclion on Expanding the
Description of Work below.) The Description of Work may be
edited as often as you wish. To add or change the information
shown in the Description of Work, display the Description of Work

page, then press B to edit the information shown,

Precision fip: If while enfering the Descripfion of Work you
accidentally push the last line of text past the bottom of the
screen, you will see the message: TEXT HAS EXCEEDED
AVAILABLE SPACE. To relieve the boitom line of the text
delele a line, the fext pushed off will refurn. The expand the
Descriplion of Work following the instructions below,

You would type into the Description of Waork such things as *Oil
change, filter, lubrication, check all fluid levels”, "Check noise in
back when car goes in reverse”, "Tune up engine-idles rough, stalls
in morning, black smoke, may need choke unloaded"”.

Precision fip: See Secfion 1 of the Precision Main Menu
manual for information on Full-window text entry.

You may dlso enter the resulls of the mechanic's inspection. For
example, you could fype in such things as "Car needs shock
absorbers-estimate  $81.00", or "Carburetor need overhaul-
performance of vehicle not guaranteed”. Use this section just as
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Expanding the Descriplion
of work

Over-writing the normal
discount on a repair order

Changing the normal discount
for just this repair order

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

you would normally use the Description of Work section of a
handwritten repair order. After you have entered the desired
information into the Description of Work, press [Esc].

As mentioned earlier the Description of Work box may be
expanded one line at a fime until it contains 29 lines. Each line
added to the Description of Work box DECREASES the space
avdilable for parts and labor by one line. As lines are added to the
Description of Work box, will NOT get bigger on the screen. The
Information will scroll. You may scroll the information while edifing
the Description of Work box by pressing [Up Amow] or [Down
Arrow]. When not ediling, you may scroili the information by
pressing [Page Up] or [Page Down].

To expand the Description of Work by one line, press {C’frl]. The
following message will flash at the bottom of the screen:

>>>Description of work is now 12 lines<<<

Precision tip: When the Descripfion of work box Is fully
expanded, you will have room for 12 parfs and/for iabor
charges. Once expanded, the Description of Work box
cannol be un-expanded. Expanding the Description of
Work box only affects the one repair order. it does not
affect any conlinuafion sheets that had been made or will
be made from the repair order.

Precision lip: Each line of the Description of Work will hold
up fo 78 characlers. if you need more than 29 lines for the
bescripfion of Work, it is possible to start a continuation
sheef. (For more informafion see the seclion on
Confinuation sheets.)

Tickler Lelters users nole: The Tickler Lefters program will
only print the boffom 11 lines of the Description of Work box.
If you have expanded the Descriplion of Work box and
have recommendations make sure they appear in the
bottom 11 lines of the Description of Work box.

The system automatically applies the standard discount entered in
the Discount code field on Page 1 of the repair order. The system
may be prevented from applying this discount on this repair order
even though this customer normally received a discount. To
prevent the system from applying ¢ discount, enter "Discount 0" or
“No discount”, or "Discount” onto the top line of the description of
work. The words "No discount” or the word "Discount” when used
by itself must be followed by at least three blank spacaes.

The system can change the discount amount normally given the
customer for just this particular repair order. Do this by entering the
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QOver-riding the normal Taxable
status on a repair order

Over-riding the normal shop supplies
charges on this repair order

Taking advanced deposits
for work to be done

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders {Pending)

word “Discount" followed by the discount percentage or discount
plan on the first line of the Description of Work. For example, if you
wanted this repair order to receive a 15 percent discount in place
of the 10 percent normally given, you would type “Discount 15".

Precision fip: Do not change the Discount code on Page 1
of the repair order unless the new discount will be the
normal discounf given to this vehicle in the future.

The system automatically applies the standard taxable status
entered in the Sales tax field on Page 1 of the repair order. The
system may be prevented from adding sales tax on this repair
order even though this vehicle may normally be subject to sales
tax, To prevent the system from adding sales fax, enter "Tax table
J" onto the top line of the Description of Work.

The system may be forced to add sales tax to this repair order even
though this customer normally is not charged sales tax. To do this
enter "Tax Table A" onto the top line of the Description of Work.

Precisicn fip: Do not change the Tax Table on Page 1 of the
repair order uniess the new Tax Table will be the normal Tax
Table given fo this vehicle in the future,

The system auiomatically applies the Shop supplies status entered
In the Shop supplies field on Page 1 of the repdir order. The system
may be prevented from adding shop supplies charges on this
repair order even though this vehicle may normally be subject to
shop supply charges. To prevent the system from adding shop
supplies charges, enter "No shop” or “No EPA" onto the top line of
the Description of Work.

The system may be forced to add shop supplies charges to this
repair order even though this vehicle normally is not charged shop
supplies charges. To do this enter "Add shop” or "Add EPA" onto
the top line of the Description of Work.

Precision fip: Do nof change the Shop supplies status on
Page 1 of the repair order uniess the new shop supplies
status will be the normal status given fo this vehicle in the
future,

Advanced Deposit

The money token for an advance deposit on a job has to be
accounted for when doing bookkeeping for the day. The system
can automatically keep track of the repair order total, advance
deposits taken and the balance due on the repair order.
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Receiving the advanced
deposit to the job

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

When performing the Transfer Paid Repair Orders function at the
end of the day, the system will automatically make a Received an
account transaction for the advance deposit taken to A/R Acct #
9999-Miscellaneous- and temporary. This will balance fthe
bookkeeping for the day.

Precision tip: If you have The Manager's Assistant ™ function
the system will not dllow an advance deposit fo be
recorded on a repair order fhat belongs to someone who
has a house charge accounf with you. An advance
deposif laken on a house charge account is a payment on
the house charge accounf. Use Received on Account
invoice enfry in the Shiff checkout to record the advanced
deposif to the house charge account. {For more
information on Received on account transactions see
Section 3.1 of The Manager’s Assistant ™ manval))

When you receive an advanced deposit for the work being done,
display the repair order on the screen. With the mini-menu
showing, press . Next, press -Deposi'r. The system will display
the following:

C.A.R.S. - Rapalr orders {panding) - Page 1

Thomas,Nr. WEEliam Invoice# @19594 Job 1
1234° Any Streot - Total 308.68
Your Town, US 19949 Harch 14, 2000
Homa: {112) 555-8777 work: { )
Yehicle: 1889 Chevrolat Monte Carlo
Commant :

Engine: 356V m—— 1 ATE Y
Licensa: ABC 123 rrived on: #3/1472000
VIK: 181685975H6450789 nitlalized

Color: BURGUNDY
Service schedule: 1
Dizcount code;
Sales tex table: A

Date deposit rec’d: 9371472000
Amount of deposit: 194,00

Transferrod prior deposits:
@.08

The system will ask for the date on which the deposit was received.
The system date will appear. If this is correct, press [Enter]. If the
date displayed is not the date that the deposit was received, type
the correct date. Next, enter the amount of the deposit and press
fEnter].
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Taking more than one
deposit on a job

Changing deposits

Printing the repair order

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repdair Orders {Pending)

After the deposit is entered, the status box on page one of the
repair order will show the balance due. [f the deposit exceeds the
running total of the repair order, the balance due will be a
negative amount (a credit balance). When the repair order prints,
the deposit amount will be printed at the top of the total box. The
invoice total will be labeled “Balance due". (If the baiance due is
a negotive amount the invoice total will be labeled "Credit
memao".)

Taking more than one deposit on a job is allowed by the system.
When the deposit received is fransferred to bookkeeping the
amount received is moved from the "Amount of deposit” field to
the "Transferred prior deposits” field., A second deposit taken,
when transferred, will be added to the "Transferred prior deposits”
field.

Precision tip: When recording a second deposit which was
taken on a different bookkeeping day you MUST do
bookkeeping in-between entering the deposits.

To correct a deposit shown in *Amount of deposit”, return to
Status-Deposit and edit the amount shown. To correct a deposit
shown in "Transferred prior deposits”, enter an amount so that the
amount you enter when added o the amount shown in
“Transferred prior deposits” equals the correct deposit amount.

Precision fip: If the deposit amount in “Transferred prior
deposifs” was incorrect the bookkeeping for that day could
not have balanced. Correcfing the deposif amount in this
way will not correct the bookkeeping. You will be short one
day and over the next day or vise-versa.

To record a second deposit taken on the same bookkeeping day,
the amount of deposit must be changed to the total of the
deposits received that day.

To refund a deposit that appears in "Transferred prior deposits”,
enter a minus amount for the "Amount of deposit”. To refund a
deposit that still appears in the "Amount of deposit’, enter a zero
0.

When the repair order is marked paid (cash, credit card or check]
and then transferred, the system will reverse out the original
received on account transactions. This will cause the books to
balance for that day.

Printing the Repair Order

To print a hard copy, press . The computer will recalculate the
invoice total and then print the invoice. If additional copies are
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Printing an Audit copy
of the repair order

Feed

Nexi, Previous

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

required, press repeatedly. You will receive one copy for each
time you press [H,

Precision tip: If you have sef up the sysiem fo prevent stock

numbers from printing, pressing [Shiff]-t8 will print o copy
with sfock numbers.

Precision Hip: When using the Disclaimer section, if you
would like fo print a copy of the repair order withouf the
Disclaimer, press [Sh.‘ff]-.

You may print a copy of the repair order at any time and as often
as you wish. For example, you may wish to print a copy of the
repair order after entering the customer's request for service and
complaints about his vehicle. You can then give the repair order
to the technician so he will know what to do with the vehicle.
When the copy gets too solled to use, simply print another. You
may consider having the technician use this copy as a scraich
copy to record the parts used. Later, this information may be
entered into the computer and billed to the repair order. At that
time, you may wish to print another updated copy.

Precision fip: If you are using pre-printed forms, you can
have the system not print the horizontal and vertical lines.
To remove fthe lines use the “Toggle repair crder lines”
function under the Precision Main Menu-Ulilities. The
characters which make the lines can also be changed.
Conlacf Precision Data Systems for assistance.,

An Audit copy is a special form of Hard copy. PFPrinting an Audit
copy of the repair order will prevent the system from replacing the
labor operation codes with the work "labor”. This will enable you
to read the labor operation code and quantily of labor from the
printed repair order. An audit copy is printed by pressing 1A or
[shift]42l.

Pressing [£) will cause the printer to eject a blank page. This wil
make it easier to remove a prinfed repair order from some printers.

Moving Around The Rack

Pressing for Next will give you the next pending repair order.
Pressing for previous will give you the previous pending repair
order.

Precision lip: When pressing N or [£], only PENDING repair
orders will appear. Blank (un-initialized} repair orders and
repair orders that have been marked “completed”, “paid”,
“estimate” or “void™ will be skipped.
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Search by name

Search by vehicle

Search by Job number

Scan the rack

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

To find and display a parficular repair order by customer name,
press Bl. You will be prompted to identify the repair order. Type in
the last name or company name, then press [Enter]. The system
will scan the repair order rack and display the first repair order
found with that name. If by chance the system contains two or
more repadir orders with the same name, you may use the search
function to display other repair orders with the same name. After
the system displays the first repair order with that name, press &,
then press [Enter} to display the next repair order with the same
name.

Precision fip: When using the search function to display
other repair orders with the same name, do NOT press any
keys in between the sedrches, that will cause the search fo
starf from the beginning.

To find and display a particular repair order by vehicle, press =
You will be prompted to identify the vehicle. Type in part of the
vehicle description, then press [Enter]. The system will scan the
repair order rack and display the first repair order found with that
vehicle description. If by chance the system contains two or more
repair orders with the same vehicle description, you may use the
search function to display other repair orders with the same vehicle
description. After the system displays the first repair order with that

vehicle description, press (s, then press [Enter] to display the next
repair order with the same vehicle description.

Precision tip: When using the search function fo display
other repair orders with the same name or vehicle, do NOT
press any keys In between the searches, thaf will cause the
search lo siait from the beginning.

To find a display a particular repair order by job number, press S.
You will be prompted to identify the repalr order. Type in the “job"
number, then press [Enter]. The system will display that repair order.

To call up a repair order when unsure of the name or job number,
press § to search, then, instead of typing the name, type a
question mark 2 or slash /, then press [Enter]. Near the bottom of
the screen, the computer will display the name on the first repair
order in the rack. {Blank repair orders will be ignored.) Press [Enter]
to display the next name, or once the correct name is found, press
[Esc] to display that repair order.

Pressing Go will cause the system to leave Repair orders {pending)
& go directly.to Filedrawer and display the same vehicle you were
just viewing in Repair orders (pending). Once in Filedrawer,
pressing again will return to the saome place you were in
C.ARS..
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Billing out the repair order

Receiving inveniory

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

Billing Qut The Repair Order

Repair orders are billed by entering parts and labor items onto
page 2 of the repair order. This is done from within the "Repair
Crders (pending)"” function.

All items that are billed to a repair order (parts, labor, outside
services, shop supplies, etc.) must flow through Precision Parts
Manager. This way the system is able to monitor the sales of all
items. Hems not normally stocked and items never before
purchased are monitored by Precision Paris Manager just as if the
item is routinely kept in stock.

ftem billed to a repair order are either taken from stock or special-
ordered for the job. If then item is taken from sfock, list it on the
repair order and the system will reduce the inventory, add it to the
total, and add applicable sales tax. If the item is special-ordered,
use the C.A.R.S. receive function (described below}. Here is what it
will do:

1. The system will look up the item being freceived. If no
information is found, the information about this item will be added.

2. The receipt of the item into inventory will be recorded.

3. The sale of the item from inventory will be recorded.

4. The item will be billed to 1hé repair order.

5. Applicable sales fax wfll be added.

6. Applicable shop supplies will be added.

7. The item will be added to the running-total of the repair order.

it sounds like a lot of work but it is not. C.AR.S. does it ALL IN ONE
STEPIl

All items when physically received must be entered into inventory.
The received items may have been ordered fo replenish stock or
may have been ordered for a specific job. If an item had been
ordered for a specific job, note the job number for which that part
was ordered, This information will be required when recording the
receipt of that item..

The receive function should also be used whenever a cost is being
received for an "imaginary” item. An example of an “imaginary”
item is towing performed by an outside towing service. The towing
charge has to be received and put on the repair order 50 that the
job cost shown is the cost of this tow and not any previous tows.
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To Receive an item

Stock number

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

Precision tip: The receive function should be used to put
items on a repair order when you are just beginning fo use
the system and the item has not yef been added fo your
inventory. In effect you are lying to the computer by feiling
it the item has just been received when in fact it was
received days or weeks ago.

To receive inventory, you must be in the "Repair Orders {pending)"
section and the mini-menu must be displayed. (If the mini-menu
does not show, press [Esc] to leave the edit mode.) Then press [B].
The "Receive Inventory” screen will appear. (See Precision Parts
Manager Instruction Manual, Section 3.4, Transactions, for
supplementary information.)] When using the C.ARS. Receive
inventary function, the system will allow you i{o change the
comment line, vendor, reorder low level, reorder high level, or the
description of the item , as well as enter the quantity, vendor
invoice number, cost and retail price.

C.A.A.S. - Repalr orders (pending} - Page 2
Jamison Co.:
5. Harilyn Adams Invoices @19504 Job 1
12223 Any Street Total .99

Your Town, US Q009 March t4, 2000
Home: ( ] - Work: (tt2) 555-t414
Vehicla: #98 1335 Chevrolet Caprice
Comment :

Stock number: OF-BEff
Commant:
Yengor: ABC PARTS AP Abbr: ABC
Service trigger:
Reorder low: 6 fReorder high: 24
Description: 0i1 filter
Quantity:
Vendor/Invoice#: ABC
turrent cost: 2.3 Margin= 67.89%
Retall price: 6.15
JOb# [ Sub-job: I
Tech. / Sold by:
on hand: 12 turrent sales:
Last received: $3/14/2000 cusmulative sgles:
Invoice number: ABC 12345 Sold last 24 months:
{ the <ESC> key to redo )

Enter the stock number of the item received. (The stock number
consists of the two character group prefix and the actual part
number.)

If there is previous information about this fem In Precision Paits
Manager, the system will display the item's quantity on hand, date
& invoice number the item was last received on, current,
cumulative and last 24 months sales. This information is provided so
that you may make decisions about stocking this tem.
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Changing the Comment

Inventory fem Warning

Change the Vendor

A/P Abbreviation

Automatic Service update

Changing the Reorder levels

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

If you would like to change the information in the comment field
you may do so. Use the [Up Arrow] to move to the comment field
and edit the information.

You may have the system emit a distinctive warning sound when
any stock number is received or sold. This sound along with your
notes in the comment area can be used to dalert you to any
special circumstances related to that stock number, including the
need to Ask LODI for more information. To use this warning sound
place a carat (A} in the comment field of that part number.

Precislion fip: This can be done when receiving parts in
C.A.R.S, orin Precision Parls Manager Inquire/Edit.

If this is o new item add the vendor you usudlly order this item from.
When a purchase order is produced in Precision Parts Manager the
item will be ordered from this vendor.

If the item was already in stock and was purchased from other
than the normal vendor and you have paid less for the item, you
may wish to change the vendor. From then on, when Precision
Par manager is used to produce a purchase order for that new
vendor, the item will be ordered from the new vendor instead of
the old vendor.

If you have purchased The Manager's Assistant ™-Accounts
Payable system, the system will display an A/P Abbr. field. Enter
the Vendor abbreviation for the vendor you normally purchase this
item from.

Pracision fip: Make sure you use the Vendor abbreviation
you have set up in The Manager's Assisfant ™-Accounfs
Payable system.

Precision tip: If you have purchased The Manager's
Asslstant ™. Accounfs Payable system and have added the
Payables abbreviatlions for the ltem In Precision Parls
Manager fthe vendor abbreviation will aufomaticolly
appear in the Vendor/Invoice # field.

The inclusion of any item on the repair order may be used to
figger an automatic updale of the appropriate service history
category. This is accomplished by pulling the desired Service
Code [letier} in the "Service trigger” field of that item.

Precision fip: On an diready existing part this can be done
in Precision Parts Manager Inquire fEdif.

To cause the system to keep this item in stock, edit the recrder low
and high levels if necessary,
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Change the Description of fem

Quaniity received

Vendor/Invoice #

Duplicate Vendor/Invoice #

Current cost

Retdil price

Job number

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

If you wish to change the description of the item, you may do so.

Once the commenti, vendoar, reorder low level, reorder high level
and description fields are as you wish, enter the quantity of the
item received. Pressing [Enter] without typing a quantity will cause
the system to assume a quantity of one.

Next, enter an abbreviation for the vendor and the vendor invoice
number from which this item was received.

Precision tip: The vendor/invoice # will be shown in
Precision Parts Manager under the Last received. The
vendor/invoice # will also be stored on the repair order in
Filedrawer,

When using the Receive function if you enter the same
Vendor/Invoice # the system will display the following warning:

Duplicate Vendor/invoice # / Receive it anyway? {Y/N)

If you do not want {o receive the part a second fime, press ™. To
receive the part a second time, press .

Enter the amount paid for the item {cost) on this vendor invoice.

After entering the cost of the item the system will calculate a
suggested retail price. This price is calculated based upon the
Gross Profif percentage entered into the Group Definitions. (See
page 17 of this manual and Precision Parts Manager manual
Section 2 Company setup for more informatlion on Group
Definitions.] The suggested retail price will be displayed to the right
of the old retall price. If the item is a new item and if you do not
type in aretail price, the system will insert the suggested retail price
when you press [Enter].

If the item is not a new item, the system will display the suggested
retail price to the right of the old retait price. To leave the old retail
price press [Enter}. If the suggested retail price is higher than the
old retail price you may force the system to replace the old retail
price with the suggested retail price by pressing [F?], [F10] or
[Down Atrow].

Precision tip: if the suggested retail price Is lower than the
old retail price and you wish fo use the lower suggested
retail price, you MUST type in the lower price,

If the item was ordered for a specific vehicle being repaired rather
than to replenish stock, enter the “job" number of the repair order
number as noted previously.

©1985-1987 by Precision Data Systems
©1987-2002 by Robert Pollock
Page 89



Sub-job code

Valid Sub-job codes

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

Precision fip: Enlering a “JOB" number on fhe job number
line wiil cause the compufer fo add the informalion about
this item to inventory (if necessary), record the receipt of
the item increasing inventory, record the sales of the item
reducing invenlory, simullaneously put the ifem on the
repair order, add applicable sales tax and applicable shop -
supplies, and adjust the runining job total.

Using sub-jcbs enabiles you 1o force the system to print all labor and
paris related to one specific service performed on the repair order
together and to print a total for that service. It will allow you to
divide up the items on the repair order in fo am many as eleven
Sub-jobs and print a sub-total for each. The total of the sub-job
includes shop supplies and sales tax less discounts.

For example, if you have billed an cil 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 sub-total for the oil
change, list the lakor and parts for the brake job, then print a sub-
total for the brake job.

Precision tip: The sub-totfal is not the sum of the lines printed
agbove because the sub-fotal inciudes shep supplies and
sales tax and less any discoundis.

When Sub-jobs have been turned on, the system will ask for the
sub-job code after asking for the job number. Valid codes are a
blank space and the ietters A through 1. As you enter items onfo a
repair order, the system will remember the last sub-job code used
much as it remembers the last technician number used.

If all items on the repair order contain a blank space for the sub-
job, the system will print the repair order as if the Sub-jobs feature
did not exist. If any item on the repdir order contains any sub-job
code other than a blank space, the system will group together all
of the items that have a sub-job code of a blank space and print a
sub-total. This will be followed by items with sub-job code "A" {if
any), followed by ifs sub-total. This will be followed by tems with
sub-job code "B", efc..

You should avoid skipping sub-job codes because to wastes lines.
You can regain the use of the wasted lines by forcing the system to
reset the highest sub-job code entered. First, edit the repair order
lines and use the sub-job codes at the low end of the alphabet.
Next, use the Display by dept. function, the View function, print g
Hard copy or print an Audit copy.
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Precision fip: f you furn on Sub-jobs after crealing any
macros (short-hand typing) which enter items onfo page 2
of the repuair order, you will have to change your macros fo
include another [Enter] on each line. You may wish to
make the first [Enfer] a variable field so you will have the
opporiunily fo enler a sub-job code.,

The job select function will allow you to temporarily remove the
sub-total for those repadirs the customer does not want from the on
screen running total, Choosing Job select will display the following:

Selected Sub-job subtotals are indicated by the <= == arrow. The
system starts with dll sub-job subtotals selected. To remove the
Sub-job subtotal for jobs the customer does not want from the waork
order running fotal, use the ammow keys to highlight the Sub-job
subtotal for that job & press the [Space bar] or [Enter]. The <= ==
arrow will be removed from the Sub-job subtctal line and the
system will subfract this amount from the waork order running total
shown on the screen.

Sub-job subtotal amounts that have been sublacted from the
running total can be added back by highlighting the Sub-job
subtotal & pressing the [Space bar] or [Enter]. The <= == arrow will
appecdr on the subtotal line and the system will add this amount to
the joeb running total shown on the screen.

Pressing the or [Esc] will restore the repair order to the way it
appeared before using job select. To remove the items
permanently you can just delete them , or export them to another
work order. See “"Import/Export" below for more information.

Precision tip: If your system is set fo automatically add
shop supplies & the shop supplies are calculated using 2
different percentages with a break point in befween, the
caiculated running total may be off because of the shop
supplies. If you have set the system with g maximum
amount of shop supplies and the shop suppiies are aof
maximum on fhis repair order, removing a sublotal may
cause the cuslomers final price to be higher because of the
shop supplies. If either of these condifions causes
problems, change the seffings for the shop supplies to use
only one percenfage and sef the maximum shop supplies
to $999.99.

Precision tip: The new Job select funclion is only avdilabie
if you have set the system lo inciude sales tax in the Sub-
job subtotals.

Technician humber If the item is being received to a job, the system will display the
employee number currently assigned to this repair order. You may
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type in a different employee number to credit the item to a
different employee. This will also change the employee assigned
to that repair order.

If you have tumed on the Salesman commission feature, the
system will alse display a sold-by employee number., You may
credit this item to this employee or change it fo credit another
employee.

Recadll from Precision Paris Manager, if an item is received info
inventory, and if that item was not found during the posting
function, Precision Parts Manager would create a space for that
item and then post the receipt of that item. The same thing
happens in C.ARS. but C.ARS. posts instantly. The space for the
item is created immediately.

Precision fip: If you have set up Precision Part Manager to
use stock numbers longer than 18 characters (the two
character group prefix plus the dash plus 15 characters)
you may use the comment field as an exfension of the
description field.

You can use this feature to create stock numbers for billing labor,
towing, shop supplies, or any imaginary item. Use the receive
function as described above and receive a quantity of zero.

The same part is oftfen available through many sources, each
source using a different part numbering system. Automatic stock
number conversion will convert one stock number into another.
This will force the system to maintain all sales information gathered
on a part under one stock number, regardless how many altermnate
stock numbers are used in purchasing this part.

Precision fip: Automalic sfock number conversion is useful
where fhere is litlle difference in quality, pricing or brand
recognition. Therefore, you do not need o keep the items
separale In the compufer just because manufaciurers use
different parf numbering systems. If there is a difference in
quailty, pricing or brand recognition you will wanf to keep
the ifems separate in the computer. (See Secfion 3.3 of the
Precision Parfs Manager manual for more information on
Equivalent stock numbers.)

To force the system o convert one stock number to another, you
must use the system’s ability to create special stock numbers
{descriped above} to record the conversion information. Use the
receive function to record the receipt of the stock number you
wish converted to something else. Edit the description of the item
so that the first character of the description is o greater-than
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symbol {>) followed by the stock number you wish this item to be
converted to.

Precision ftip: The stock number must consist of the two
character group prefix followed by the actual
manufacturer's part number as already sfored in Precision
Parts Manager. DO NOT ENTER THE DASH THAT IS NORMALLY
PRESENT AFTER THE TWO CHARACTER GROUP PREFIX.

Precision tip: Do NOT convert a sfock number o a sfock
number thaf aglready converls fo another stock number.

Enter a quantity of zero. You may also enter the cost and retail
price of the item when purchased under the diternate part
number. The cost and retail price will be maintained for
information purposes only and will not be used in billing a repair
order.

For example, suppose you buy the same part from two sources.
You normally purchase the part as a "OF-Q1109". Sometimes you
purchase the same part from another source as g "OF-141109QZ".
To have the system convert the second stock number into the first,
use the receive function and receive a "OF-141109QZ". Change
the description to read ">OF110%". Enter a quantity of zero. From
then on, whenever you receive or sell a "OF-141109Q1Z", the system
will switch the stock number entered to *"OF-Q1109".

Labor billed to @ repair order can only be calculated in three ways.
The first way is to charge the customer a set price for a specific job.
For example, the charge for a tire rotation or cooling system flush
are usually "menu priced" items.

The second way is to charge the customer an amount that you
determine by applying you hourly shop rate to an amount of time
recommended by a flat rate manual. Replacing o water pump or
installing a new power steering hose are examples of jobs that will
have the labor billed this way.

The third way of billing labor Is to charge an amount for a specific
job. This amount is based solely on your judgment and experience.
You charge this amount just because you feel this is how much you
should charge.

You may have standard or menu-prices for things like tune up, tire
rotation, safety inspection, fire repair and battery charge. You
labor charge for tire rotation might be stock humber 01-ROTATE. If
you charge one price for a four-tire rotation and a different price
for a five-fire rotation, you could have two separate stock numbers
for fire rotation, 01-ROTATE4 and 01-ROTATES. The description for a
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four-tire rotation could be “Rotate tires”. The description for a five-
tire rotation could be “Rotate tires and spare”.

For example, if you have different menu process for different tune
ups (four cylinder, six cylinder, V-6, eight cylinder, with air
conditioning, without air conditioning and so forth) you may make
up stock numbers like 01-TU4, 01-TU6, 01-TUVS, 01-TUS, 01-TUBAC,
etc..

Precision Hip: When labor is billed on a menu basis,
Precision Parts Manager will frack how many of each
package have been sold during the current month, the
“*Currenf Period” and “Cumulative Period”.

To bill labor on a flat rate basis, establish a stock number for hourly
labor using the procedure for creating stock numbers as described
above. You may wish to use the stock number 01-L for flat rate
labor. (Recall that group 01 is specifically for labor.)

Precision tip: The stock number could as easily be 01-FR,
01-FLAT, O1-CHILTON, 01-LABOR, 01-LABOR30, or 01=1.
Using 01-L Is easy to remember and requires the minimum
number of key slrokes.

If your shop rate is $45.00 an hour, make the price of 01-L $45.00.
When eniering the quantity if labor you may enter whole hours
from 1 {0 9999.

You mdy also enfer quantities with a decimal point as long as the
total number of characters entered (including the decimal point)
does not exceed four or less. This means you may enter a quantity
with one place past the decimal point up to 99.9 or two places
past the decimal point up to 9.99.

For exampile, if you would fike fo bill for 1 % hours you would enter
the quantity as 1.25. The system will multiply the 1.25 by $45 for a
retail price of $56.25. . For 10 and 3/10 hours you would enter the
guantity as 10.3. The retdil price will be $463.50.

Precision tip: The four character limitation does not include
the use of a minus sign. However minus quaniilies are
limlted to -999.

Your shop may have one labor rate for general repair, another
labor rate for electrical waork, a third labor rate for foreign car
repair. You may wish to establish as many labor rates as you wish.
Your electrical labor rate may be 01-E, your foreign car rate might
be 01-F. If you charge a different labor rate when repairing
radiators, your labor rate for radiator repair might be 01-R, 01-RR,
01-RAD, or any stock number that is meaningful fo you. When
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assigning stock numbers to labor items, there are no restrictions as
to the stock numbers that may be used except that the stock
numbers must begin with “01-".

You may create your labor stock numbers by entering them into
Precision Part Manager directly via the Add New ltems function or
may create them “on the fly" by using the "Receive Inventory”
function in C.A.RS.. Recall that the Receive Inventory function in
C.ARS. will instantly insert the new items into Precision Parts
Manager. To create your labor stock numbers "on the fly", use the
Receive Inventory function and receive a quantity of zero.

When the "Bock hours” option has been turned on, the labor
quantity will be posted to the "Book hours" field stored in The
Manager's  Assistant ™-  Employee  Inforrmation. However,
sometimes the amount of hours you wish to pay the employee is
different than the amount of hours you wish to charge your
customer. The "Book hours" option dllows you fo edit the labor
quantity (hours) without changing the dollars charged the
customer,

Precision lip: $See the seclion on “Ediling o labor line” on
page 101 for more information on turning on fthe “Book
hours” opfion.

When billing out labor for jobs with set prices [menu priced items)
such as oil changes, dlignments or cocoling systems flushes, the
quantity billed is usually 1. The system will give the employee credit
for 1 book hour for these jobs. If using the "Book hours" option, you
must go back and edit the quantity on these jobs to reflect the
actual book hours you would like to pay the employee for this type
of job.

To use the "Book hours” option follow this procedure:
1. Put the labor on the repair order so that the customer is charged
the correct amount.

2. Next, {or any time before the repair order is transferred) go back
and edit the labor. Enter into the quantity field the number of
hours you wish the number of hours you wish to pay the employee
for this labor. The dollar amount charged to the customer will not
change.

Precision tip: When using fthis opfion you cannof go back to
edit the amount fhat you charged the cusfomer. To
change the dollar amount you must delete the labor line
and re-enler if. (See the section on “Edifting repair order
items” on page 101 for more information.)
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To bill gasoline or other fuel to the repair order, you must have a
group established in Precision Parts Manager for gasoline. Any
non-add group except 00 and 01 may be used. Establish a stock
number for each of the various grades of fuel that you sell. For
example, if you decided that group 04 would be the group for
fuel, you may establish stock numbers 04-REGULAR, 04-UNLEAD,
and 04-DIESEL.

The easlest way to bill fuel to a repair order is by billing a quantity of
one, add the number of gallons sold to the end of the item
description, then enter the dollar amount of the sales in the "Each”
column.

Precision lip: Ignore gasoline profif as reported on job
costed coples and on the Transfer Recap. Profit on fotal
fuel sales is reported on the Business Analysis Report.

An dlternate method is fo use the Receive Inventory funciion to
record the fuel sale. When recording the receipt of fuel, edit the
description so it contains the number of gallons sold, enter a
quantity of one, and enter into the cost and retuail fields the total
amount of the sale. This will cause the dale of fuel to show no
profit. The quaniity on hand as shown in Precision Parts Manager
will always show zero because the receipt of the fuel is always
balanced by the sale.

To bill out the repair orders, turn o the "Parts”" page, then press
to edit the information shown. You will see "{1)" flashing on the
screen. This indicates you are on the first of 31 fines.

Precision tip: I the itern was not taken form stock, you musf
use the Receive funclion described earlier.

To bill an item to arepair order that is in the inventory system, enter
the stock number of the item. For example, if the item is IR-OF51,.
you would iype IROF51, then, press [Enter]. The computer will type
the dash for you, just as it does in Precision Parts Manager. When
you press [Enter], the computer will immediately look up that stock
number, If the item is found the inventory system, the computer will
display the employee number of the technicion assigned to the
job, the description of the item and the retail price of the item. The
centents of the comment field wiltl be displayed ot the bottom of
the screen. (If the comment field contains only service tigger the
commenit field will not appear.) If that sfock number is not found in
your inventory system, the system will reject it.

Precision fip: Don't forget to enfer the iwo character group
prefix first.
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Precision tip: All Hlems billed fo the repair order are funneled
through Precision Parls Manager. As items are enfered onto
the repdir order, the sales are immediafely recorded and
inventory is immediafely reduced,

Enter the Sub-job code you would like to use for this part. (See
Sub-job above for more information.)

Next, enfer the quantity of the item to be billed to this repair order.
Pressing [Enter] without first typing in a quantity will cause the
system to assume a quantity of one.

If the quantity entered reduces the "Quantity on hand” to the
"Reorder low-level” point or below, the message "STOCK 1§ LOW"
will flash. If the item being entered is the last one on stock the
message "LAST ONE" will flash. If the Quantity on hand falls to zero
or below the message "OUT OF STOCK" will flash.

The employee number that appears in the technician column will
recelve commission for this item. If you wish a different employee
to receive commission on this ltem, type in the number of the
employee you wish to receive credit for this item, then, press
iEnter]. If you wish the commission on this item to go 1o the
employee displayed, press {[Enter] without typing an employee
number.

Precision fip: Once a different employee number has been
enfered, dil subsequent items added to the invoice will be
credited fo that employee unfil another employee number
is entered.,

If you have tumned on the Salesman commission feature, the
system will alse display a sold-by column will recelve the
commission for this item. You may credit this item to this employee
or change it {o credit another employee.

Next, the system will move to the "Description” field. If you wish,
you may change the description of the item as shown on the
repair order, then press [Enter].

Precision fip; Changing the description of the item on the
repair order will not change the descripfion of that ifem as
stored in Precision Parfs Manager.

The system will move to the “"Each" field. You may change the
retail price of the item by entering a new price. If the retail price
entered is lower than average cost for the item, the massage
“BELOW COST" will flash. (If the price entered is $0.00 the message
"BELOW COST" will not flash)) ©Once you press [Enter], the
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computer will muliiply the quantity times the price each and enter
this total amount into the price column.

Precision lip: Changing the price of fhe ifem on the repair
order will not change the “standard” price of that ifem as
stored in Precision Parfs Manager.

If sales tax on the group o which this item belongs is computed on
refail, the invoice total will be increase by the amount of this item
plus the applicable sales tax. [If the sales tax for the group to which
this item belongs is calculated on cost, the sales tax will be added
diracily to the price of the item and that price will be added to the
invoice fotal. {See the sectlion on Description of Work for
instructions on how to make a repair order not subject to sales tax.)

Precision fip: The invoice ftofal is displayed below the
invoice # af the fop right hand side of the screen.

if the system is set up o use the Automatic billing of shop suppilies,
the invoice total will be increased by the amount of the applicable
shop supply charges.

if this repair order is discounted, the invoice total will reflect the
discount method. (See pages 83 for more instructions on how 1o
apply a discount to a repair order))

A repair order may contain as many as 31 parts and/or iabor items.
The screen will display these items 12 aof a time. If the repair order
contains toc many parts and/or labor items for all of them to
appear on the screen, you may scroll the parts and labor items up
and down using [Page Up] and [Page Downl).

Once items are entered onto the repair order, they may be edited.
To edit an ltem that has been entered onto a repair order, display
the "“Parts" page, then, press LE] to edit information on the page.
The cursor wilt drop 1o the first available blank fine. Using [F13, [F2]
or [Up Arrow] move the cursor up to the stock number you wish to
edit. (The stock number will flash). Now press or the [Right
Arrow] to edit the line. (This is an edit function within an edit
function.)

When editing repair order items you will be dllowed to change the
sub-job code, the quantity, the employse number {technician)
receiving credit for installing the part, the employee number (sold-
by) receiving credit for the sale, the description of the item and the
each price.

Precision lip: When editing a non-labor item on which you
have previously changed the price the system will restore
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fhe item's “standard” price. The system may be set up fo
always relain the previously entered price.

Precision lip: If you have turned on fhe “Book hours” opfion
you cannol go back fo edit the dollar amount charged fo
the customer. To change the dollar amount charged to the
cusfomer you must delete the labor line and re-enfer if.
(For more informalion on using the “Book hours” opfions see
page 96 of this manual.)

Credits may be billed to the repair order in one of two ways. The
can be entered onto the repair order by entering a positive
quantity with a minus dollar amount. This will cause the quantity on
hand to decrease while lowering the repair order total, This
method is appropriate to record a discount due to a special
promotion.

Precision fip: Establish a special stock number for this
purpose within a nen-add group. Precision Parls Manager
wiill monifor the number of such discounts given.

Credits may be entered onto a repair order by entering a minus
quantity with a positive dollar amount. This will cause the quantity
of the item on hand to increase. This method is appropriate to
give the customer credit for labor performed previously, or to
return an item to stock.

Once billed to the invoice, an item may be erased by editing the
item and changing the quantity fo zero. After entering a zero
quantity, press [Enter]. The system will erase that fem from the
invoice and subtract the price of the item, any sales tax and shop
supply charges associated with the item from the invoice total.

Precision fip: Erasing items from the repair order may leave
biank lines on the screen. There will be no blank lines on
the printed repair orders.

Special ordered parts are often put on estimates. To prevent the
inventory from being off and to insure any work arder resulting from
an estimate includes all impor’fcnt‘you must use the following
procedure:

1. Make sure the status of the repair order is an ESTIMATE. !f if is not
marked as an estimate change the status to a code 7 (estimate).

2. Use the receive function. Receive the part using the actual part
number and description. Next, enfer the quantity you wish to
appear on the estimate,
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3. Press [Enter] to skip the Vendor & invoice # information. This
information will be entered when you actudlly receive the part.

4. When asked for the cuirent cost, press [Enter]. It is not necessary
to enter the current cost. This information will also be entered
when you actudlly receive the part.

5. Enter the retail price you wish fo charge. Next, enter the job
number, sub-job code (if applicable}, the technician number and
sold-by number {if applicable). (Be sure the job has a status of
estimate.)

Precision fip: Never receive real parls direclly fo an
estimate.

6. If the job gets sold leave the status as estimate. As the special
ordered parts come in, receive them, but this fime enter the
Vendor & invoice # information and enter the cost.

7. Do not enier a job number, just press {Enter]. The part will be put
into stock.

8. After dll of the special crdered parts have been received to
stock, change the repair order status from "Estimate” to any other
code (except VOID). The system will remove the parts from stock
and update the job cost and the Vendor & Invoice # by reading
the information from Precision Paris Manager.

If the job does not get sold change the status of the job to
“Void/Erase" or "Void/File".

Precision tip: if the job does not gef sold using “Void/File"
wiil file a copy of the esfimate in Filedrawer. If the customer
comes back g month lafer and wanis the work done you
will have a copy of the original estimate to work from.

It is now possible to write an estimate without receiving the new
stock numbers needed to complete the estimate. The items may
be directly entered onto page 2 as if the items were in the system.
The system will display the message "Unknown Hem” at the bottomn
of the screen. Enter the retail price you would like to charge the
customer.

When changing the estimate to any other status code except
Void/Erase or Void file, the system will check for the existence of all
stock numbers in Precision Parts Manager. If any stock # is not
found, the system will display a message showing “xx=-xo000" not
found. Receive it first, then try again.
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Precision fip: Direclly entering unknown stock numbers
onfo page 2 of the repair order will cause the system to
ignore cost. If you use the “Display by depariment”
function fo determine your profit on the estimafe, if will be
wrong., Use receive fo puf unknown stock numbers onto
the estimate.

Display by department There may be times when you need to know how the sales on a
repair order are distributed (how much in labor, parts, sales tax,

efc.). If you wish to see this information on the screen, press .
The following will be displayed:

C.A.R.S. - Repair orders (pending) - Page 2
Jamison Co.:
Ms. Marklyn Adams Invoiced @19504 Job |
12223 Any Street Tatal 275.5%
Your Town, US 19999 MBarch 14, 2000
Home: ( ) - Hork: (112) 555-1414
vehicle: ¥p8 1995 Chevrolet Caprice
Comment :
:Depariment

I

011
Labor

£8s
W

Parts
Sublet
Tires

QOGQ$$GO 3

Bl eEEE2RERR3BY

Road ServiTow
EPAfShop Supplies
Sales Tax

BHEERRENRERE

gl zvgszeebiisek

; PRI LIONDTD

Al SR RROE

Al oww

TOTAL IUE

N
N
2
s

> Press <ENTER: to continue <<<

Precision tip: To get an accurafte invoice total after
changing the discount percentage or changing o non-
taxable repair order fo taxable or vice-versa, use the
Display by depariment or print o Hard copy. The system
will recaiculafe the invoice folal,
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The Miew repair order function displays a copy of the repair order
on the screen as it will appear on paper. 7o use the View repair
order, press 0, the following will appear:

Jamison Co.:
Ms. Marilyn Adams Involce® 419504 Jop 1
12223 Any Street Total 275.51
Your Town, US 1504 ¥arch 14, 2000
Home: { )] - Work: (1t2) 555-f4t4
Vehicle: #98 1995 Chevrolel Caprice
i RESEE L s o T SR
Rear brakes.
0il & tilter chenge.
Check anti-freeze leak.

OUR INSPECTION OF YOUR VEWICLE SHOWS ET NEEDS THE FOLLOWING:

Labor Change filter & vl
OF-B111 1 011 tixver
0R- 1949 5 Yalvoline 1dw/dg 2.08 B
===> Sybtotal -> 29,65 <===
Labor Replace rear brakes
88-482 1 Brake shoes 21.85 21.95
===> Subtotal A> 1515
Labor Replace watar pusp 72.08
Co-18495T 1 Thersostat 7.69 7.89
Cl-AF 1 Anti-freeze (gallon} 19.89 19.89
Ce-6 1 Gasket i.0a i.00
CW-32445 1 water pump 4317 43.17
s==> Subtotal B> 1689.71 <=z==

HHIH
5
5
5
5
5
5
5
5
5
S

e - —-——

SIGNATURE:

Precision fip: The Page 1 information has been condensed
due fo lack of space. The Service History and Tolals box
will nof appear.

Precision fip: If your system is sef up to produce different
coples using and [Shl'fﬂ- {for example, suppress part
numbers on cusfomer copy is set fo Yes} the screen display

Changing The Status

The status of repair orders is used to inform the system as 1o which
repair orders have been pdaid for, which ones are voids and which
ones are estimates. The status may also be used to inform you or
others as to the status of the actual repairs. A repair order may be
assigned one of 25 status codes.

Precision fip: On the screen the stafus is shown on Page 1 of
the repair order. One printed copies of the repair crder the
status prints below fthe Totai due.

A status of "Initialized” is automatically assigned to a repair order
when it is created. This status indicates that the status of this job
has not been assigned manually. The status of “initialized" is one of
eighteen forms of "Pending" status. Any repair order with any

»
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Changing status

Status code 0-Pending

Extending pending status code

Status code 7-Estimate

Status code 5-Void/Erase

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

"Pending” status indicates that the repair order is still in progress.
See "Extended pending stalus" below.

To change the status of A repair order, you must be in the "Repair
Orders (Pending)" section. The repair order on which you wish to
change the status must be displayed with the mini-menu showing,

press B, The system will display the following:

C.A.R.S. - Repair orders (pending} - Page 1
© Jamison €o.:.
s, Sartlyn Adams Invoiced @19584 Job 1
12223 Any Street Totsl 275.51
Your -Towr, US 10400 Barch 14, 2000
Home: ( H - Work: (112) 555-1414
VYehicle: #98 1995 Chevrolet Caprice
Comment 3

Englne: vg — i
License: MBA 67 ived on: 93/14/2000
YIH: 161665975HE459799 itiallzed
Cokor: DARK BLUE
Service schedule; 1
Discount code:
Sales tax table: J

>3 Hew - status? i
<@>-Pending <1>-Cash <2>-Houwse charge <3>-Credit card <4>-Check
<5>+¥pid/Erase <6--Completed <7>-Estimate <g--¥old/FLle <g>-Deposit

<p>-pymiting Unit  <B>-Body Shop Job  <C>-Cest. Waiting <D>-Diagnostics

<E>-Tow To Shop <F>-Road Call <G> -Sublet <H>-HURRY-UP .JOB
<I>-In Shop Now <J>-Keed Approval  <K>-Parts Ordered <L>-Parts In
<i>-Another <N>-And Another <Q>»-And Angiher <P>-Etc.

This is a generic status code that indicates the job is still in progress.
{Also see Exiended pending status codes below.)

To help keep track of the progress of each job, up to sixteen
extensions to the pending status are available. They are chosen by
using the letter code assigned o them (A through P). (You may
define codes A-P as anything you would like to use, See Section 2
of this manual for more information.)

A repdir order may be marked as an estimate rather than an
actual repalr order by changing its status to code . 1tems put on
an estimate are not removed from inventory. However, if the
customer later decides to purchase the service, changing the
status from estimate to pending or paid will remove the billed items
from inventory. (See the section on Estimates earlier in this section.}

A repdir order may be voided by changing its status fo code .
When a repair order is voided, all items on the repair order will be
added back to inventory. When the Transfer Paid Repair order
function is selected the repair order will be erased from the system.
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Status code 8- Void/File

Status code 9-Deposit

Status code 6-Completed

Repair order date

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

Precision tip: Except for marking a repair order “Paid”, a
repair order may be removed from the system only by
changing its status to “Void™.

A repair order may be volded by changing its status to code (e,
wWhen o repair order is voided, all items on the repair order will be
added back to inventory. The totals on the repair order will not
transfer to the bookkeeping system. When the Transfer Paid Repair
order function is selected a copy of this invoice will be stored in
Filedrawer,

Precision tip: Status code 8 will only appear on systems with
the Filedrawer in operation.

An advanced deposit may be cppiiéd to the repair order by

changing the status to code 8. (See pages4 For more information
on taking advanced deposits.)

A repadir order may be marked as "Completed” (not paid) by
changing its status to code &.

Precision tip: Once the repair order is marked compiefed,
voided or paid (whether paid by cash, house charge,
credif card or check) you will not be allowed to add, edit
or delefe items billed to the repair order (page 2). To add,
edit or delete the billed items, the stafus must be changed
to code 0 Pending, or fo any extended pending status
described below.

wWhen the repair order is created, the current system date is put on
the repair order. If you print a copy of the repair order at this time,
this date is labeled the “Started" date. Just below the “Siarted”
date is the date and time this copy of the repair order was printed.
When a copy if a repair order is printed, the system uses the current
system date and time for this date. The date and time are there so
that if a job was to span several days, you can easily see which
printed copy of the repadir ordet is most current.

Precision fip: The Time Stamp maybe turned off at any fime.
See Section 2 of this manual for more information.

When the status of the repair order is changed from any pending
status, void of estimate 1o "completed” [code 6}, the system will
change the date of the repdir order to the current system date
(“Completed date"). When you print a copy of ihe repair order
the “"Completed" date will print to the right of the "Started" date.
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Complete service history

Recording service

Splitting service credit

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

If the status of a repair order is changed to "Completed” (code 6)
for the FIRST time, the "“Customer Follow Up Service History
Information” screen will appear:

C.A.R.S. - Repair orders (pending) - Page 4
Jamizon Co.:
Ms. Marilyn Adass Invoices 19544 Job
12223 Any Street Total 275.51
Your Town, US 19908 Barch 14, 2000
Home: ( ) - Work: (112} 555-1414
Yehicle: #@8 1995 Chevrolet Caprlce

Hiigerviue hEstory iy

A+0i1 & Filter Chang @7/@1/99 93112 5 B-Alr Filter e/22/99 927t 5
t-Tune Up mefecfe- B-Fusl Filter EEFEET AL
E-Emission Testing --f--/-- F-Fuel Injector Sve. --fesfes
G-Alignment mefeeif-- J-Shocks / Struls @2/17/97 58660 7
K-New Tires mefent-- L-Rotate Tires @6/22/99 @RI S
N-Balance Tires mefeei-- @-Front Brakes cafenf--
P-Rear Brakes 97/91/99 93112 5 @-Cooling System Flu --/-
R-Thermostat o7/81/00 063112 5 $-Belts --f-
T-Hoses arfenfan W-Hew Battery wefe
¥Y-Transmission Servi --f--¢-- Z-¢lutch Adjustment --/-
Select sefvices pertorsed by letter or press
<7>-Automatic thank you <SHIFT><X=-No thank you <+>-Force thank you

afen
-f--
f--
-i--

{ the <ESC> key to redo }
SERVICES PERFORMED

Precision tip: If you have changed the stafus of the repair
order and edited the information on Page 2 of the repair
order fthe system will go fo the Service history page again
when the repair order is marked completed or paid.

Suppose that employee #3 did an oil change on this vehicle. Type
into the technician field, then, press {Enter]. The cursor wilt move
to the Service Code field, Using the above example, since
employee #3 did an oil change, press for Ol Change. The
employee number will appear to the left of the Cil Change
category.

Precision tip: If pressing the correct lelter does not record
the service performed, your keyboard is locked in caps
mode. Press the [Caps Lock] key to refurn the keyboard to
its normal un-shifted mode,

Precision lip: The Service Code field is one characler iong.
Recdall that after typing a response in a field one characfer
long, you need not press [Enter].

Suppose that this vehicle also had a front brake job and employee
#3 did not do the brakes; the brakes were done by empioyee #11.
You must change the number in the employee field to employee
#11. To return to the employee field, press [F1], [F2] or [Up Arrow],
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Assigning overall credit

Erasing service

Service recall date

Record service performed
by others

Forcing or preventing
Thank you letiers

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM

Section 3.3
Repair Orders (Pending)

type into the empioyee field, then, press {Enfer]. The cursor
will return o the Service Code field. Since employee #11 did the
brakes, press 9. His employee number will appear fo the left of
the Front brakes category.

Although a different employee can receive credit for each
category of service, only one employee can receive overall credit
for servicing each vehicle. Overall credit for servicing this vehicle is
assigned to the employee last displayed in the technician field.

While on the "Service Code" field, a service category mistakenly
entered may be erased by pressing and holding [Shift]. While
[Shift] is held down, press the letter corresponding fo the service
category you wish to erase. For example, if [A] was pressed to
record an oil change, pressing [Shif’r] {typing a capital "A"} wiil
erase the il change.

Precision tip: Pressing WA records the oil change by entering
a small letter A", Pressing [shiff]-[ erases the oil change
by entering a capital letter A",

You may record in any service history category the date you wish
a reminder letter o be sent In lieu of the date that the service was
actually performed. For example, you can offer your customer a
vehicle exhaust emission test in advance of his annual state
emission test.

This is accomplished by editing the vehicle service history page.
When asked to enter the Service Code, press and hold [Ctrl], then
press the appropriate category code. The system will allow you to
enter the date of service, the mileage at that time and an
employee number. For the employee number in this case enter
employee 99 or do not enter an employee number. By doing this
you will know the service was not done in your shop.

Precision tip: The follow up inlerval for that service
category should be sef fo zero days. The Service
Manager™ will send out the reminder letter for thatf
category as soon as the enfered dale arrives,

You may use the above technique to record the date and
mileage of services that your customer purchased from other
shops. This will make your service records more complete and your
customer will get YOUR setvice reminder letter when this service is
due again.

Last, you must decide if this customer will definitely get a thank you
letter, definitely not get a thank you letter, or if the computer will
be allowed to decide. If you want to be certain that the customer
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Paid (status codes 1,3,4)

Status code 1 -Cash
Status code 3- Credit Card
Status code 4 -Check

Record payment date

Credit card info

Check information

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

will NOT receive a thank you letter, press [Shift]{X. If you want to
make sure that the customer gets a thank you letter {regardiess of
when he last received one) press [Shiﬁ]. This will force the
computer to send a thank you letter. Most of the time, you will
allow the system to decide who is 1o receive a thank you letter
based on the criteria entered into The Service Manager™ System

Setup function. To use the system criteriq, press [Shiﬁ].

Precision tip: Repalr orders that are going to be put on the
cusfomer’s House charge accounf should never be marked
*Completed”. Since no money is going 1o change hands
at this fime, the repair order should be marked Status code
2 - House charge immediately after the repair order is
finished, See the seclion on “Coliecting the money” below
for more informafion.

Status codes 1, 3 and 4 are used to describe the method of
payment of the repair order.

Stalus code LU represents paid by cash,
Status code [2] represents paid by credit card.

Status code (4 represents paid by check.

After you have chosen status code 1, 3 or 4 the computer will show
the following:

Marked paid on: MM/DD/YYYY

The system will supply the curent computer date for the
MM/DD/YYYY. If the repair order was paid for on the date shown,
press [Enter] 1o use that date. If the repair order was paid for on a
pricr day, type in that date and press [Enter].

After entering the "Marked paid on:' date, if you have marked the
repair order pdid by Status code 3 - Credit card, the system will
dllow you to enter a 21 character message. Use this space to
enter the lype of credit card and the authorization number,

Precision lip: Do NOT enler the credit card number in this
space.

if you have marked the repair order by Status code 4 — Check, the
system will allow you to enter a 21 character message. Use this
space to enter the check number and authorization number if
applicable,
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Status code 2-House charge

A/R account number

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

Precision tip: See the secfion on “Collecting the money”
starting on page 109 for more information.

Status code 2 represents paid by house charge. When the status

of the repair order is changed to status &, house charge, the
system will ask:

To transfer: MM/DD/YYYY

The system will supply the current computer date for the
MM/DD/YYYY. If the repair order is to be fransferred to their house
charge account on the date shown, press [Enter]. If the repair
order should go on to their house charge account on o different
date, type in that date and press {Enter].

Next, if there is an A/R account number stored on the customer's
file, the system will display that house charge account number, (If
the customer's account number does not appear, type in the
account number.) If this is the correct accouni number, press
[Enter]. The system will display the account name, the current
posted balance, available credit {if applicable) and the date of
the last payment information from The Manager's Assistani™-
Account Receivables,

If you would like to charge this to a different house charge
account, enter the number of that house charge account. For
example, if this repair order was for damage caused by an
accident, you may want to charge this repair order fo an
insurance company. You would enter the account number for the
insurance company here,

Precision fip: If the account has a credit limit amount the
system will display the Available credit. This amount
displayed does not take into consideration the amount of
the repdir order you are cumrenfly marking paid. If the
Available credit is less than 0 the message “Available
credit” flashes in red and the system emits a warning
sound.

If this is a new cusiomer and you would like to start a house charge
account for the customer, enter the account number you wouid
like to use. If the account number is already in use the system will
display the account information. if the account does not exist in
The Manager's Assistani™-Account Receivables, the system will ask
“New Account”. Answering Mes will cause the system to create
the account.

Precision tip: If you have marked the repair order with any
“Paid” code withouf first changing fthe status to
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Collecting the money

Book appointment

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

“"Completed” the system wiil display the “Service history”
page as explained above.

When C.A.R.S. creates a new house charge account the account
will now be established as an "Open item account”. if you would
like the account fo be a balance forward account you must go to
The Manager's Assistani™ - Accounts Receivable - Customer
accounts and convert the account to "Balance Forward."

COLLECTING THE MONEY

There are two methods you can use when collecting for repair
orders paid by cash, credit card or check. The first method
involves marking the repair order completed as described above.
In the first method the repair order is marked completed and then
two copies are printed. When the customer arrives to pay for the
repair order both of the previously printed are marked paid by
hand. One copy is given to the customert, the other copy is put in
a “paid" pile. The repair order can be marked paid in the
computer now if it is convenient to do so. Otherwise, the repair
order can be marked paid in the compuier later.

Using the second method, the repair order is marked completed
but not printed until the customer arrives. After the customer tells
you how he is going fo pay (cash, check, credit card], the repair
order is marked paid and two copies are printed. One is given fo

- the customer and one Is put In the "paid" pile.

Using either method, you will need the pile of "paid"” repair orders
when you are getting ready to transfer the paid repair orders from
the system. This will allow you to verify that all of the paid repair
orders are indeed marked paid and have the correct “Marked
paid on" date,

Charge sales require different handling regardiess of which
method you use. As explained above, when the charge repair
orders are finished they are marked paid by Status code 2 - House
charge and two coples are printed. One copy is given to the
driver picking up the vehicle. The other copy should be signed by
the driver and put in the "paid” pile.

For your protection the signed copy of the repair orders for house
charges should be saved. The copies of the other repair orders
{paid by cash, credit card and check) can be thrown away after
the fransfer has been compleied.

BOOK APPOINTMENT

This function is used to book an appointment for future service
using the information on the current repair order. (For further
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Concept

Credate a Continuation sheet

R

Printing continuation sheets

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

instructions on Booking an appointment see Section 3.2 starting on
page 71 of this manual.)

Precision tip: Scheduling an appointment from an existing
repair order does nothing fo the repair order.

CONTINUATION SHEET

If you have run out of room on a repair order, you can creaie o
continuation sheet. if you run out of room on your continuation
sheet, you can create ancther. Confinuation sheets are separate
repair orders. When the system creates a continuation sheet all of
the customer's information, vehicle information and service history
is copied on to the continuation sheet. When a confinuation sheet
is displayed on the screen the running total is the total of only the
items on the displayed repair order. (To get the tfotal of dll
continuation sheets, see Printing continuation sheets below.) The
Job status is the status of only the displayed repair order,

To create a centinuation sheet, display the repair order to be
continued on the screen, then press €. the system will ask: "Make

a continuation sheet for this repair order2”. Type to make
the continuation sheet,

Precision tip: Just as you would on a hand written repair
order when you run out of space, the sysfeJm will start a
second repadir order. The confinuafion sheet will have
different invoice and job numbers.

The phrase "CONTINUATION SHEET" will appear, highlighted in red,
o the right of the vehicle description on the original repair order
and on ifs coniinuation sheet.

Preclsion tip: All of the confinuation sheels must also have
the same mileage for the system to know that they are
confinuation sheetfs,

When printing a hard copy of a continued repair order the system
will ask: "This repair order has multiple printed sheets. Print all

sheets? (Y/N])". Pressing will print a copy of each of the
continuation sheeils and a grand total sheet. Pressing [N will print
only a copy of the repdair order displayed on the screen.
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Inventory look-up

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repadair Orders (Pending)

INVENTORY LOOK-UP

The Inveniory Lock-up will allow you to display any inventory item
on the screen.

Precision tip: Although Inventory Look-up displays the
same Iinformation as Precision Parls Manger-inquire/Edit,
you will not be allowed to edit or renumber the ilems
displayed.,

At the Repair Orders pending mini-menu, press (1. The system will
display the first item in your inventory 1n alphanumeric order, The
following will be displayed:

C.A.B.5. - Inventory look-up
Stock Mumber : OF-B111
pescription @ 0il filter
Yendor : ABGC PARTS
Payables abbreviation : ABC

CURrent cost I WNNNNA AN on hand :
Retail Price : 615  NAW NS Consigned :

Reorder low level :
Reorder high level :
Avarage cost @ SANNAS NN U.T.D. sales :
L.C.M, cost : NANANA AR Current sales :
Cusulative sales :
Sold prior 24 months :
Sk o: @
Service trigger :
Equivaient stock mumber
Coament ;

> Your selection @ 2
<H>ext <Prrevious <S>earch <T>urn Page <F>ind <Page Up>  <Page Down>
<> <2> <3 <I>mstant tire quote <$>-Cost onfoff  <7>-Equivalent parts

When leaving a repair order to go to Inventory look-up, the system
remembers the Year/Make/Model/Engine information on the
repair order you just left. You can use the Quick catalog feature to
search for a part used on that Year/Make/Model/Engine by
selecting Search. Type just the group number. If the part is stored
In the Quick catalog, the system will make a special beep and the
stock number will appear. Press [Enter] to refrieve the item.

When using the Quick Catalog feature for tires you can find the last
fire put on this Year/Make/Model/Engine combination by selecting

~ Search as described above. To view other tires of the same size,

press [Page Up] or [Page Down].

©1985-1987 by Precision Data Systems
©1987-2002 by Robert Pollock
Page 111



Cost on/off

Second Page

Multiple shop transfer info.

Third page

Inventory look-up
mini-menu

Next & Previous

[Page Up] & [Page Down)

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

The information is contained in four “pages.” The fiist page
contains the general information about the item, including current
cost, retail price, average cost, LLC.M. cost, quantity on hand,
amount consigned, reorder low-level, recrder high-level, month-to-
date sales, current sales, cumulative sales and sold prior 24 months.
if there is a Payables abbreviation, Sb number (Sold by}, Service
frigger, Equivalent stock number or a commeni for this item it will
dlso be displayed on the first page.

The Inventory look-up function hides the cost information on page
1 under "#" characters. This is useful when using the instant tire
quote. It adllows you to print the screen and give your customer o
copy of the fire quote without giving them your cost information.
To display your cost information, press 8. To hide the cost
information, press ] again.

The second page contfains information about when this item was
last Received, Sold, put On-order and the Sales history for the last
24 months.

If you have muttiple shops sharing the same inventory the system
will also display a column showing the last time the item was
transferred between focations. If the item was transferred info the
location displayed the invoice # will show "IN FROM x", ("x" refers -
to the location from where It was transferred.) if the item was
transferred from the location displayed the Invoice # will show
"OUTTO X", ("x" refers to the tocation 1o where it was transferred.)

Precision ftip: The Infer-store transfer function can be
accessed from Precision Parls Manager-inquire /Edif.

The third page shows the information for the prior four times this
item was received.

If your shop carries a particular item that is exclusive to your area or
shop, you may want o charge a premium on that item. Even i
you give certain customers discounts, it's possible 1o exclude this
item's cost from the customer's discount. This is called the
"override of calculated discount”.

At the bottiom of the screen is a mini-menu. I lists the commands
you will use to look up information. :

Pressing [Next will display the next inventory item in alphanumeric

order on the screen. Pressing & will display the previous inventory
item in the inventory in alphanumeric order on the screen.

Using [Page Up] will dispiay the seventeen items following the item
shown on the top of the screen. Using [Page Down] will display the
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[Up Arrow] & [Down Arrow]™

Search

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders {Pending)

seventeen ilems preceding the Hem shown at the top of the
screen,

Using [Up Arrow], [F1] or [F2] will move the items following the
highlight bar up one item at a time. Using [Down Arrow], [F?] or
[F10] will move the items preceding the highlight bar down one
item at a time.,

Pressing Elearch will allow you to display any item on the screen.
You will be prompted to enter the desired stock number. Affer
entering the desired sfock number and pressing entfer, the
computer will attempt fo find the desired item. If the compuier
cannot find the item requested, the system will display the item
that comes closest to that number. You can then use [Next and
[Flrevious to hunt for the desired item. {Also see Column display
below.)

To display information confained on the second page, press Eumn
page. The following will be displayed:

G.A.A.8. - Inventory look-up

Stock Humber @ OF-B11Y
Description : €il filter
Vendor : ABC PARTS

Last ==> Received : Sold : Gn-Grder
Quantity 24 1 [}
Date @4/ 12/2000 9471212000
Involce # ABC 123456 915594 1
Sales History

Har'98  Apr'gE  Uay'$3  Jun'$8  Jul'9E
. 4 7

Dec 98

Jul’g9 Aug* 99
2 8

>>> Your selection : 7
<N>ext  <Prrevious <S»¢arch  <T»urh Page <F>ind  <Page Up>  <Page Dowm>
<A>dd to Job <C>olumn display <D>isplay discovnted price <*>-Exit
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COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

Pressing Eumn page again will display the third page.

C.AR.8. - Inventory look-up

Stock Number : OF-Bi1]

Description : 011 filter
Yendor I ABC PARTS

Proviously raceived <<<

cuantity 1 18

Date H12/2009 1372009

Invoice # WAS B7Q8T ABG 87253

Cost each 2.¢3

1.98
Ssies History
Nar’8g Apr*og May’ 88 Jun’og Jul 6B

4 4

*»> Your selection ; %
“N*eXt  <Perevigus <B»earch <T>urn Page <F>ind <Page Up> <Page Down>
<A>dd to Job <C>olumn display <D>ispiny discounted price  <t>.Exit

Pressing Eurmn page again will display the fourth page.

Slock Hosber : #1-1C
Descr'}nl(ligrn Charge AC Systen

> Qverride of calculated discount ¢&¢
Viscount plan H : Discount plan H ;
Discount plan B : Discount plan 0 :
Discount plan C ; Discount plan P :
Discount plon D : Biscount plen { :
Discount plon [ : Discount plon R :
Discount plan F ; Discount plan § :
Discount plaw 6 : Hiscount plan T ¢
Discount plan i : Discount plen 1 :
Discount plan T : Discount plan ¥ :
Discount plan | : Piscount plen N :
Viscount plen X : Jiscount plen ¥ :
Niscount plan L : Discount plan ¥ :
Discount plan K : Biscounl plen 2 ;

33 Your selection : B
Moot  Drevious <Srearch <Dourn Page <Fdind  Page Up>  Page Downd
@ <D Dby Dnslant lire quate  -Lost anfoff  D-Equivalent parts

1,234 Similar to the Tumn Page function, pressing L will cause the system
to display the information on page 1 regardiess of what page is
currently displayed. Pressing [} will cause the system to display the
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Hard copy

Find

Display discounted price

Equivalent stock numbers

Column display

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

page 2 information, pressing ) will display the page 3 information,
and pressing [ will display the page 4 information.

You may print a copy of the information displayed by pressing
[Print Screen]. ({On a Windows 95/98 system press [Shift]-[Print
Screen].}

Precision tip: Make sure the printer is on line and available.

The Find function will allow you 1o find a part without knowing
which group it is in. To use Find, press (7, then type in the part
number without the group number. The system will display a list of
all matching part numbers. To zoom in on the desired part use the
[Up Arrow] or [Down Arrow] to highlight the part and then press
[Enter].

You may have the system display the selling price of the iterms with
a discount applied. The system will display the discounted price
along with all other information.

To display a discounted price, press {©. You will be asked to enter
a discount code. You may enter a discount code [a Letter A
through I representing the discount plan desired). You may also
enter a discount percentage. If you enter a minus percentage,
the displayed discounted price will equal the retail price less the
indicated percentage. If you enfer a positive percentage (no
minus sign) the displayed discounted price will equal the average
cost plus the indicated percentage of average cost.

Precision lip: If the repair order displayed on the screen you
enlered invenfory look-up was discounfed, the ilem
displayed will show a discounted price. To change the
discount press [0l, and enfer the new discounf code or
amount,

To display the Eguivalent stock humbers, press Cl. The system will
display all of the Equivalent stock numbers in column display
format. To view the information for any of the stock numbers
displayed use the [Up Arrow] or [Down Arrow] to highlight the stock
number, then press [Enter], [Esc] or 1. The system will display the
information for that item. To look at yet another Equivalent stock
number press L to repeat the above.

Precision lip: Equivalent stock numbers must be entered in
Precision Parls Manager-Inquire/Edit. See Section 3.3 of the
Precision Parts Manager manual for more information,

The column display function will allow you to show key information
about many items at once. The Column display function can sort
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Minimum on hand

Description

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

the display by quantity on hand and can also limit the information
displayed by Minimum on hand, Description and Comment. Jo
show the information in the column format, press €. The system
will display the following:

€.A.R.8, - Inventory look-up

Stock Humber @ TA-295754RNAVY
bescription @ Xally Navigator

Vendor : ¥37C

Payables abbraviation : XSTC

Current tost @ FENRNR.ME on hand :
Rotail Price : B9.11 MRE.MER Consigned :
Reorder low level !
Average cost ! SENNNR_AR Rearder high lavel :
L.C.M, COST i ANRNIE.NX M, T,D, sales :
Current sales :
cumulative sales :
Sold prior 24 months

Sb: @

Service trigger : K

Equivalent stock number :
Commant @ Retall $85.20

Stock Number @ il FEHS Minimum on hand :
Description :
Commant :
{ the <ESC> kay to cancel }

You will be asked fo enter a stock number. By entering a portion of
a stock number, then pressing [Enter], the systermn will display all
stock numbers that begin with the portion of stock number
enfered. For example, if spark plugs are in group 1S, entering a
stock number of 1S-R44 may display 1S-R46, 15-8461, 1S-R46TSX, and
any other spark plugs that start with 13-R46. If tires are grouped TA,
entering TA-205754 will display all. 205754 tires, regardless of speed
rating or brand.

After typing In the partial stock number, pressing [Down Arrow]
instead of [Enter] will cause the cursor o move to the "Minimum on
hand" field. Entering a number here will cause the items to be
displayed in order of quantity on hand, highest to lowest. If you
would only like to show items with a quantity on hand of 4 or more
enter 4 in the "Minimum on hand” field.

Precision lip: You may enter zero (0) as the minimum on
hand. This will show all items that start with the parfial stock
number. If the quanlity on hand for an ifem is zero the
computer will display a blank space. '

After entering the minimum on hand cursor will move fo the
"Description” Field. If you enter anything in the "Description” field
the items displayed will include only items that contain the
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Comment

instant tire quote

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
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Repair Orders (Pending)

information entered. The position of the words in the Description
field and/or the capitdlization of the words do not matier.

Next, the cursor will move to the "Comment" field. If you enter
anything in the “Comment” field the items displayed will include
only items that contain the information entered. The position of the
words in the Comment field and/or that capitalization of the words
do not matter.

Once set up, by displaying any tire In your main tire group, the
Instant tire quotation will display the price for 1 through 7 tires. The
price will include what ever you include when you quote price on
tires. (Things that are normally included would be; valves, mount &
balance, tire disposal, shop/EPA charges, road hazard and sales
tax.)

Precision fip: Before using Instant lire quofe it must be set up
in the C.A.R.S.- Company sefup. For more information see
Section 2 of this manudl.

To use the Instant tire quotation, Blearch for the tire you would like
to quote on. Press Ednstant tire quotation. The system will display
*Instant tire quotation based upon (price each):". The system will
display the current retail price. If you would like to use a different
price, enter the price you wish the Instant tire quotation to be
based on. After you have entered the price the following will be
displayed:

C.A.R.S.

Stock Humber :
Description :

Vendor :

Payables abbreviation :

« Inventory look-up

Te-195754E
Kelly Explorer
KSTC

KSTC

Current cost & AANANA AN

Retail Price : 59.50 ANl W% Consigned :

Average cost I ANANAN.AN
L.C.H. cost 1 NANNAN 48

On hand :

B NE A

Reosrder low level :
Reorder high level :
H.T.D. sales :
current sales t

Cumulative sales :/

Tire One Two Three Four Five Six
59.59 79.44 141.35 212.66 283.06 355.26 42¢.56

=
2| oo

.88

This instant tire quote includes &% seles tax, includes shop supplies.

Comment @ Retall $77.67

»»> Your selection : %

<N-ext  <Prrevious <§>earch  <T>urn Page <F-ind <Page Up> <Page Down>

<A>dd te Job <C0kuh display

<b=isplay discounted price  <=»-Exit
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Add to job

Exit

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.3
Repair Orders (Pending)

Precision lip: The instant lire quotation will use the taxable
and discount stafus from the repair order which was
displayed on the screen when you enlered inventory lock-
up. If the repair order was discounted, the price displayed
wiil be the discounted price.

While in inventory look-up, 1f you would like to put the part
displayed on the screen onto a repair order, press (8. The system
will display the job number of the repair order last displayed in
Repair orders pending. If this is the job you would like this part
added to, then press [Enter]. If it is for another job, type in the job
number for that job. Then press {Enter].

To exit Inventory Look-up, press G
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Systern status

Go to a repair order from system status

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.4
SYSTEM STATUS

To display the system status in job humber order, press iS5 at the
C.A.R.S. Main menu. The following will be displayed:

41l 2080 For 306.90 Tnitralized
2008 GMC Env 91.80 Completed 068019
%23 1998 For 510.00 Chorgett 1060 880015
1995 Chevrol 23.85 Paid - Cash 60020
1998 Ford Ra §1.11 Pending B88917
2001 Chevrol 182 .43 Completed 860018
1989 Buick L 75.95 Initinlized 006821
1999 GHC Yuk .88 Parts Ordered 680622
1999 GHC Yuk 0.88 «= VOID =« 060623
3 1995 Ford 12.26 Initialized 280624
11 Jamison Company: 108 1997 Che B.98 Injtialized 600025
12 Krouse Hr. Hark 1986 Chewrol 254.12 Paid - C.Cord 900026
13 Hubbard He. Charles 199 Hyundai 318.45 Estimate 08927
14 Blumenthal ,Dr. Becca 1996 Ford Th 31.53 Paid - Check 906828
15 Farnswor th,Nr. Cory 2098 Buick C 0.80 Initialized 200829
16 North frea Parts: 46 1998 Chev .90 Body Shop Job 606630
17 Halker Y. Jeremy 1998 Buick L 320.86 Need Rpproval 088831

<lip firrow> <Down Rerow> <Pape Up> <Pege Down?
CENTER>-Retrieve repair order <{=>-Exil

The System status will display the job number, customer name on
each repadir order, part of the vehicle description, the cumrent
invoice tolal, the status of each repair order and the invoice
number.

Precisiontip: The Sysiem siatus can be displayed in Stafus
code order. For more information see the section on
“Display System status in status order” on page 125.

The bottom of the System status screen will display the totat of
repair orders paid for today and the folal of repair orders
completed today. It will also show the total of paid repair orders
in the system, and the total of all completed repair orders in the
system and the total of all pending repair orders.

The repair orders will be displayed in job number order. Use the
[Page Up] and [Page Down] to look through the System status.
You can go directly from System status to a specific repair order.
To do this use the [Page Upl. [Page Down]., {Up Arrow] or
[Down Arrow] to locate and highlight the desired repair order
and then press [Enter]. To exit the System status to the C.AR.S.

main menu, press *,

Precision tip: To reverse the maovement of [Fage Up],
[Page Downl], [Up Arrow] and [Down Arrow], press [Cirl]-[2l.
The action of [Ctl]-[8 will only be saved if a repair order
is created before exiling the C.A.R.S. system.
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Precision tip: See the page 140 of this manual for
information on prinfing Status reports.

Display System status in To display the System status in status code order, press {Shiﬁ}
status order at the C.A.R.S. Main menu.

1 <on g0 itialize
1 Hawkins, Ns. Sanantha 1989 Buick £ 15.89 Initialized
19 ficwe Products: K3 199 Ford 12.26 Initialized

11 Janison Company: 488 1997 Che .80 Initialized

15 Farnsworth,¥-. Cory 2000 Buick C 9.89 Initialized

S Hawkins,Nr. Robert §7.11 Pending #0017
16 Horth fires Parts: . 0.8 Body Shop Job 888030
17 Yalker He. Jeremy 1998 Buick L 389.86 Need Rpproval . 868831
8 Bandish,Ns. Debbie 1999 GHC Yok 8.08 Parts (rdered 868022
2 fidans M. Joha 2000 GHC Env 91.80 Completed £9aa19
6 Savage Hs. Debbi 2081 Chevrol 102.49 Complated  POOBIS
& Swart, ¥, Butch 1995 Chevrot 23.85 Paid - Cash 606820
3 Acme Products: #23 1998 For 570.80 Charged 1888 806615
12 Krause Hr. Hark 1986 Chewrol 254.12 Paid - C,Card 860026
14 Blumenthal,br. Becca 1996 Ford Th 31.59 Paid - Check DG8828
13 Hubbard,Mr. Charles 1994 Hyundai 378.45 Estimate 700027
% Bandish,Ns. Debbie 1999 GHC Yuk 8,60 =~ VOID »= 509023

U Arrow> <Down frrow> <Page Up> <Page Dowr>
{ENTER>-Retrieve repair order <w>-Exit

When displaying the System status by Status code the repair
orders will be display in the following order: initialized, Pending -
code @, Pending - codes A through P, Complete - code 6, Paid
by cash - code 1, Paid by house charge - code 2, Paid by credit
card - code 3, Paid by check - code 4, Estimate - code 7, Void
file - code 8, Void erase - code 5.

Precision tip: If your system displays the status sorted by
Stalus code when you expect the dispiay to be by Job
number, the [Caps Lock] is on. Press the [Caps Lock] to
turn it off.

N
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Description

Preparation for doing a
Transfer

Print Status report

Do a backup

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.5
TRANSFER REPAIR ORDERS

The "Transfer Paid Repair Orders" function will remove the repair
orders that were paid by the date you specify. It will print a copy of
veoided repair orders and remove them. [t will also print a sales
recap. This function should be performed every day.

If your system has Precision Parts Manager the system will print an
inventory posting report. it will also transfer the information about
those parts to the Precision Parts Manager. If your system has The
Manager's Assistant ™ the system will transfer the sales dollars to The
Manager's Assistant ™ [ which will handle accounts receivable,
employee commissions and split repair orders). If your system has
The Service Manager ™1the system, will enter the customer follow up
information [as an unprocessed repair order} into The Service
Manager ™ customer follow up system and store a copy of the
repair order in Filedrawer.

Precision lip: See Appendix C-Checklisls for a Transfer & Shift
Checkouf checklists.

As explained in Section 3.3, starfing on page 106, as customers
picked up their vehicles a copy of their repair order was put in a
“paid" pile. Using the "paid" pile make sure that all of the repair
orders are marked paid and show the correct "Marked paid on" or
“Transfer” date.

From within C.A.R.S. -Repair orders {pending). press Elearch. Type
in the job number for the first repair order from the “paid” pile and
press [Enter]. The system will display that job. Check the status
shown Page 1 of the repair order and confirm that it is marked paid
and that the "Marked paid on" date is comect. If the status or the
“Marked paid on" date is not correct, press (8] and comect the
status as described in Section 3.3 starting on page 106.

After you have checked all of the repair orders, exit to the C.AR.S.
Mdain menu by pressing . Go to the [Fiilities menu-Bleports to print
a Eliatus report for Flaid repair orders. Print the report in Blate
order. Elomplete report and enter the date of the bookkeeping
you will be doing.

Precision fip: Although prinfing the repoit is optiondl, it is
recommended. The report can be useful if there is a
problem later.

Precision fip: Printing the Siatus report for[Plaid repair orders,
using the date of the transfer, will give you a reporf showing
the total of the repair orders that will be transferred.

The Transfer paid repair orders is a posting function for the system.
As discussed earlier this function will send data to other parts of the
system. if something were to happen during this process, such as
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Do a backup on
Ms-Dos system

Do a backup on
Windows 95/98 system

Transfer paid repair orders

Paid repair orders only

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.5
TRANSFER REPALIR ORDERS

the power going out, there would be no way of knowing what has
been fransferred and what has not. Therefore, it is VERY important
to do a backup of the data before performing the Transfer paid
repair orders function.

After printing the report, press to exit Precision Data Systems'
programs fo the “C" (C:\PDS>} Prompt. Do the backup by typing
and press [Enter]. Answerl¥esto the question® Do
you wish ta confinue?". When the backup is complete, type [Ffo)fs],
then press [Enter). At the Precision Main Menu, press [€] to return to
the C.A.R.S. system.

Press to exit from the Precision Data Systems' program to the
Windows Deskiop. Do a backup by clicking on the “HdBackup”
icon. Answer[Mes to confinue. When the backupis complete, click
on the “PDS Menv"” icon to return to the system. At the Precision
Main Menu, press {S] fo return to the C.A.R.S. system.

To transfer paid repair orders, press {Shift]d0 (type a capital letter
“T"). The transfer paid repair orders screen will appear:

Transfer :

< Paid repair orders
(> Complete and paid repair orders
B> A1l repair orders
<* Return to C.A.R.S.

3% Your selection : ¥

Selectingit] willtransfer only the repair orders marked paid. Pressing
[Esc) or & will return you to the C.A.R.S. main menu.

Precision fip: All methods of Transferring Paid repair orders
will transfer any repair orders marked with the stafus of
“Void”,
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Work in progress

Complete and paid repair crders

All repair orders

Reversal invoices

Using work in progress, an example

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.5
TRANSFER REPAIR ORDERS

C.A.R.S. can work with the Manager's Assisiant ™ to automatically
handle commissions paid 1o employees on work in progress. There
are two ways of paying commissions on work in progress. The first is
to pay commissions on only repair orders marked paid and
completed. The second. is to pay commissions on all repair orders
which have paris or labor billed o them.

If you are about to transfer the repair orders that were paid on the
last day of your payroll period and wish to have the system
calculate commission on paid and compleie repair orders only,
press L& when doing the last transfer of the pay period. The system
will ask "Is this the last transfer for the commission period? (Y/N). If
this is not the lost fransfer of the commission period, pressing Y will
return you to the transfer paid repair order menu. Pressing LY will
cause the system to transfer only the repdir orders marked paid. |t
will also create temporary charge sale invoices (accounts
receivable account number 9998 - Work in progress) in The
Manager's Assistant ™ for all repair orders that have a status of
"Completed” and transfer them to Shift Checkout. These amounts
will automatically be posted o the employee commission system.

Precision fip: If you do more than one shift a day the Transfer
Complete or Transfer All should be done on the last shiff.

Precision tip: Transfer Complete or Transfer All should not be
done unless necessary. They can use alot of exira space in
the Manager's Assistant ™ which causes the “Archive
Backup” to take additional disks.

If you wish to have the system calculate commissions on all paid,
complete and pending repair orders, press (. The system will ask "ls
this the last transfer for the commission period? ", If this is the
last transfer of the commission period, pressing W will return you to
the transfer paid repair order menu. Pressing will cause the
system }o transfer only the repair orders marked paid. The system
will create temporary charge sale invoices for afl otherrepair orders
[except voids and estimates) and transfer them to Shift Checkout.
These amounis will automatically be posted to the employee
commission system,

Transferring Completed and Paid repair orders or transferring All
repdir orders causes the system to create reversat invoices which
are held by the system. These reversals will automatically appearon
the next transfer,

Suppose, in C.A.RS., there is a repair order on which you will bill
$%00.00 worth of labor and suppose the employee receives a 50
percent commission on labor. Also suppose that the job was one
third complete at the end of this pay period. Befcre transferring
paid repair orders, make sure that $300.00 of labor (one third of the
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total labor) had been billed on the repair order. Transfering ol
repair orders will make a temporary charge transaction for $300.00
worth of labor {plus any parts currently entered onto this repair
order}. The temporary charge will be made to account 9998, Work
in Progress. When the resulting invoice is posted in the employee
commission system, the employee will receive credit for $300.00
worth of iabor on which he will receive $150.00 commission for that
week. Automatically, the system will create a reversal of this
amount.

On the nexi fransfer the reversal will appear. After the reversal is
posted to the employee commission, the employee will be “in the
hole” $300.00 in labor sales, or $150.00 in commission.

Suppose that laterin the week, the work is completed, the job billed,
and the repair order paid for. When the paid repair order is
transferred to shift checkoul, and posted to the empioyee
v commission system, the employee will get credit for the full $200.00
in labor sales. The system will calculate thal, based on labor sales
of $200.00, the employee is due commission of $450.00. Buit because
the employee started "in the hole" $150.00, he would only receive
$300.00 additional commission for the job this commission period.

" After selecting the type of transfer, the system will show the
following:

fransferring Paid repair orders

ransfer paid repair orders warked paid on or before : BF3IF20BL

Transfer paid repair orders marked Most shops find fo most convenient to do the book work the
paid on or before following day. Comectly answering this question makes it possible
for the system to separate the paid repair erders from yesterday
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Backup warning

Transfer recap report

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.5
TRANSFER REPAIR ORDERS

from any repair order that may have been paid for so far today.
The system will supply the cument computer date. If you are
preparing to transfer the repair orders that were paid on some prior
date, enter that date here.

The system will now show the following:

Transferring Paid repair orders

Transfer paid repair orders marked paid on or before : 87/31/2001

> 0 ) EERERNETENGERE (< ¢
Before proceeding vou BUST have a currenl HOBRCKLP,

The system will now ask: "Do you have a current HDBACKUP? (Y/N).
If you have not done an HDBACKUP, pressing N will return to the
C.A.R.S. main menu. If you have done an HDBACKUP, pressing
will cause the system to proceed with the "Transfer Paid Repair
Order” function. The system will print an abbreviated job cost copy
of each repdir order.

Precision tip: The printing of job costed copies may be
changed to print compleie copies of the repair order or may
be “tumned off" completely. (See pagel2 For more
information on Job costed copies.)

Precision tip: If printing complete job cost copies the system
can be set fo print a second copy of NO TAX repair orders.
One is for you, the other Is for your accountant so thal he
may verify the reported exemptions to your sales fax liability.
(See page 12 For more information on tax audit copies.)

The system will print a Transfer recap showing the sales and cost for
this Transfer (Current). Month-to-date and Year-to-date. if you have
Precision Parts Manager the system will print a Precision Parts
Manager posting recap.
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Shift checkout

2" Transfer, same checkout

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.5
TRANSFER REPAIR ORDERS

If you have The Manager's Assistant ™, the system will go directly to
Shift Checkout. {See The Manager's Assistant ™ manudal, section 3.1
for more information.)

If you do not have The Manager's Assistant ™ the system will return
you 1l the C.ARR.S. Mdin menu.

While in the Shift checkout if you discover that a paid repair order
had not been marked paid, you can do the following:

Exit the Shift checkout function. When asked “ready to Close/Erase
this shift., type in EEAEE and [Enter]. If the system asks "Should
the manually entered information be retained?"”, answer Mes

Return to C.A.R.S.. change the status of the repair order to "paid”
(status codes 1-4), and select the transfer function again. When you
do this, only this one additional paid repair order will fransfer
because the previous transfer has cleared out the other paid repair
orders from C.A.R.S.. This one additional repair order will be added
to the repair orders previously transferred. None wilf be lost.
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Starting End-of-Month Processing

Reset C.A.R.S. MTD & YTD sales

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.6
END-OF-MONTH PROCESSING

If you have not purchased The Manager's Assistant™ function,
after using the Transfer Paid Repair Orders the last time in a
month, you must perform the end-of-month processing. At the
C.A.R.S. - Utilities menu, press {Shiﬁ]@onih end processing.

Precision tip: Make backup copies before starting the
End-of-monfh processing.

If you have purchased The Manager's Assistant™ function, the
C.A.RS. end-of-month processing will automatically occur after
ending the month from within The Manager's Assistan{™,

Precision tip: See The Manager's Assistanf™ manual,
Section 3.7, Ending the Month, for additional information.

Precision fip: See Appendix C - Checklists, for End-of-
Month checkiists.

The following will appear:

T fuesday, July 31, 2091

he system will sutomatically reset the
Transfer Recap N.7.D. sales figures.
Do you wish to RESET the ¥.T.D,
sales figures too 7 { Yes/No )

Manager &
RESET Current sales 7 { No
RESET Cumulative sales 7 { No

RESET Current sales by categories 7
RESET Cumulative sales by categories ?
RESET Current sales DOLLARS ?

RESET Cumulative seles DOLLARS 7

{ the <ESC> key to redo )

The C.A.R.S. Transfer Recap report Month-to-Date totals will be
erased. This will prevent next month's figures from being added
to last month's figures.

if this is the end of your fiscal year or if this is your first month using
the system and you started using the system in the middle of the
month you should answer [MEIE] to the question: "Do you wish to
RESET the Y.T.D. sales figures as well 2"
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Reset Precision Parts Manager

Reset Service Manager

Print Transfer Recap by tax table report

Switch prinferback to condensed

COMPUTERIZED AUTOMOTIVE REPAIR OR.DER SYSTEM
SECTION 3.6
END-OF-MONTH PROCESSING

Precision tip: The system has a buili-in answer fo this
question. Pressing [Enter], [Down Arrow], [F9] or [F1] will
cause the system to answer this question with NO. To
answer TIEIE to #his question you must first erase the
"NQ" by pressing [F5] or [Backspace].

Thereset Precision Parts Manager function when performed here
will do the same as End of Pericd processing function in Precision
Parts Manager. {See Precision Parts Manager, Section 3.8, End of
Period, for additional information.)

The reset Service Manager™ sales-by-category function when
performed here will do the same as The Service Manager™
Employee Performance - End of Period Processing function. (See
The Service Manager™ manual, Section 3.8, Employee
Performance, for additional information.)

Precision Hip: The built in system defauif answers wiil
prevent the reselfing of The Service Manager™
sales-by-category.

After answering the reset questions, press ( in response to "Are all
entries correct 2",

The End-of-month processing will now print a copy of the Transfer
Recap by tax table report. After answering the questions on the
C.AR.S. - End of Month Processing screen the system will display:

"Do you want to print Transfer Recap by Tax Table Report 2
{Y/N)",

If you would like to pri’rhe report, press (I you do not wish to
print the report, press {41,

if your Accounts Receivable stalements are printed on the
reporis printer (LPT1} the following question will appear:

“Do you need {o set the reporis printer back to condensed mode 2 |
YIN )u

The Accounts Receivable statements are printed in 10 characters
per inch mode and the Transfer Recap by tax table report must
be printed in condensed (17 characters per inch) mode. If your
printer does not have an easy to use method of switching the
printer into condensed mode you can do so by pressing .

Precision tip: If you have an OkiData prinfer, you may
reset the printer by pressing the Character pitch Reset
butfon on the front panel until the light Is on under 17.
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Printer codes

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.6
END-OF-MONTH PROCESSING

Precision lip: This may nof work on certain printers such as
older Tandy printers unless the system has been modified
to make if work,

The codes that tell the printer to go into the condensed mode
are stored in the PdsPrn.Dia file. The first number in the file must
be 17. The second number in the file tells the system how many
codes are required to tell the printer how to select condensed
printing. The next number(s}] are the actual ASCHl codes
themselves. For example, if the printer requires 1 code to switch
info condensed mode there will be only one number. The
PDSPRN.DTA file used with Epson compatible printer contains 17,
1, 15. The PDSPRN.DTA file used with Tandy DMP series printers
contains 17, 2, 27, 20.

After the End of Month Processing is complete, the system will
retum to The Manager's Assistant™ main menu.

Precision tHp: If you do nol have The Manager's
Assistant™ you will be returned to the C.A.R.S. Main menu.
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Utilities

Utilities menu

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
Section 3.7
Utilities

selecting the [@tilities function wil display the Ulilities menu os
shown below,

i [ikies:
Tuesday, July 31, 2001

<> Reports .

<> Manager’s Assistant (in} invoices
<> Compeny setup

{§> System ewpansion

<> Appointment scheduler maintenance
9> Year/Nake/Model maintenance

<0> Design repair order

<I> Install Mitchell CD

< View/print Hitchell service infe.
> Exit Utilities

»»» Your selection : ?

Briefly, this is what each choice will do:

Reports
Allows you to print a Status report, Transfer Recap by tax
table report or a Business by source code report.

Manager's Assistant invoice entry
Allows you to enter information into the next Shift checkout,

Company setup
Wil allow the changing of informalion entered into the
company setup program,

System Expansion
Allows you to expand C.ARS.

Appointment scheduler maintenance
Allows you to expand the number of appointments the
system can handle and delete no-show appointments.

Year/Make/Model maintenance
will adllow you to look-up, add and edit the year, make,
model and engine information. Check system siatus, post
newly added entres, for a file compression and re-sort the
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Computerized Automotive Repair Order System
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Utilities

Year/Make/Model file. Also allows you to view or edit the
stock numbers and quantities stored in the Quick catalog
function.

Design repair order
Allows you design the way the Shop copy, Customer copy
and Parts invoices look.

Install Mitchell CD
Allows you to install the Mitchell Parts and Labor guides.
This choice will only appear if you have purchased the
Mitchell Interface. [See your Mitchell interface Instruction
Manual for more information.)

View/Print Mitchell service info.
Allows you to view or print the Mitchell Scheduled Services
information.  This choice will only appear if you have
purchased the Mitchell Interface. (See your Mitchell
Interface Instruction Manual for more information.)

Exit Utllitles
Returns you fo the C.A.R.S. main menu.
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Print reporis

Status report

Computerized Automotive Repair Order System
Section 3.7
Utilities

Reports

Pressing IR at the Utilities menu will display the following:

LRSI e Reponts T
Tuesday, July 31, 2681

<% Status report

{T> Transfer Recap by fax table
<B> Business by source code

& Hork In Progress report

{»> Exil Reports

¥ Your selection : %

Pressing at the Reports menu will bfing up the Status report
menu.

Wednesday, September 1,

) L, <Praid or <Dncluded repoir orders 7  Paid
Egi'l‘;tz <Hrame, {I>nvoicett, <Brate paid or <E>mployee ¥ ( HISEAHE )
omplete or (Mrbbreviated 7 ([ C/A )
Print repair orders marked paid on or before : 69/61/2604

{ the <ESC> key to exit )
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All or paid repair orders

Status code order

Name order

Invoice number order.

Date Paid

Complete or Abbreviated

Report fotals

Computerized Automotive Repair Order System
Section 3.7
Uilities

Using the option will allow you to print a report of Blil the repair
orders appearing in the system status or a report of just the Ploid
repair orders in the system status. The status reporis can be printed
in order by Status, Name or Invoice number.

When printing the status report by Unciuded repair orders, the
system will check the "Company Setup - Status codes included in
Status reports™ setup to see which Siaius Codes to include on the
report. There are no changes when using the @i or Blaid repair
order choices.

When printing the Status report for All repair orders in Bliatus order
the repair orders will be printed in the following order: Initialized,
Pending (Code 0], Exiended pending codes (Codes A-P},
Completed {Code 6}, Paid {Codes 1-4), Estimates (Code 7),
Void/File (Code 8) and last will be Void/Erase (Code 5).

When printing the Staius report for Paid repair orders in Status order
the repair orders will be printed in the following order: Cash [Code
1), House charge {Code 2}, Credit card (Code 3}, Check (Code 4},
Void/File (Code 8) and last will be Void/Erase ({Code 5}.

Printing the Status report by [Name order will print the report in
glphabetical order making it easier to find repair orders written for
the same customer.

Printing the status report in [Onvoice number order will aiow you {o
see the oldest tepair orders created at the top of the report going
down to the newly created repair orders at the bottom.

Printing the Status report in Plate paid order will sub-total the report
for each date. :

The ompIeTe status report will print the job number, customer
name, vehicle description, inveice number, notes, amouni, status,
date paid and. the first line of the description of work from the
repair order.

The [Albbreviated status report will print the job number, customer
name, vehicle description, invoice number, notes, amount and
status.

When printing a Status report of Paid repair orders the report will
show two total lines. The "Printed totals is the total of the repair
orders printed on the report. The “System 1otals” is the total of all
repair ordets in the system.
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Print to Screen or Printer

Hard Copy

Computerized Automotive Repair Order System
Section 3.7
Utilities

After answering the last question on the screen the system will
display the following:

Print to <S>creen or <P>rinter 7 { S/F )

({ the <ESC> key to exit )

Precision fip: If you have the Printer porf assignment for the
reports set to "Wiite fo disk’ the prompt for “Screen or
Printer” will NOT appear.

Pressing LF] will cause the report fo print immediately. Pressing
will cause the report to be displayed on the screen. Viewing a
blank screen means there was nothing to print.

When the report appears on the screen, you can press the arrow
keys to scroll (move) the report around on the screen to see
different parts of the report. [Page Up] and [Page Down] will scroll
the information up and down a screen-full at a time. Pressing [End]
will scroll to the fight side of the report.

Pressing [ard copy will print the report on the printer and exit the
reports viewer, Pressing any other key will exit the reports viewer
without printing the report.

Precision tip: To reverse the acfion of the Arrow and Page
keys press [CM}-.
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Transfer Recap by tax table

Business by source code

Work in Progress

Computerized Automotive Repair Order System
Section 3.7
Utilities

Precision fip: Reports prinfed from the reports viewer by
pressing [lard copy will print on the prinfer designated as

the reporls printer in Precision Main Menu-Utilities-Prinfer
peort assignmenis.

Pressing U 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 fabie is used, MT.D, and Y.1.D. Grand Totals are
printed.

When printing the Transfer recap by tox table report you will be
asked: "Print totals only2". If you answer [Hes, the system will print a
two page report showing the "Grand Totals” for all tax iables.
Page 1 will show the Month-fo-date grand totals and Page 2 will
show the Year-to-date grand totals.

If you answer Mo to the question: "Print totals only2”, the system
will print a Month-to-date total page for each iax fable and a
Grand totals page for all tax tables. The system will then print a
Year-to-date total page for each tax table and a Grand folals
page for all tax tables.

Pressing 18] will allow you to print a reporf showing the sales, cost,
profit and average 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.

When printed the Business by source code report you will be asked:
“Print totals only2”. If you answer Mes, the system will print a two
page tepott showing the "Grand fotals" for the all Business by
source code categories. Page 1 will show the "Current” period
Grand totals and Page 2 will show the "Cumulative” periocd Grand
totals.

If you answer Mo to the question: "Print fotals only?”, the system
will print a "Current" total page for each Business by source code
category and a "Cumulative” total page for il Business by source
code cafegory. The system will then print a Current Grand totals
page for all Business by source code categories and a Cumulative
grand totals page for ail Business by source code categories.

Pressing W will aliow you to print the Work in Progress report. The
report shows the "Retail”, “"Cost" and “Profit" figures for the repair
orders in C.AR.S.-Repdir orders pending. {Repalr orders with status'
of “Estimate”, "Void/Erase” or "Void/File" are not included in the
report,) This report should be run before doing "End-of-Month
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Exit Reports

Manager's Assistant ™
invoice entry

Computetized Automotive Repair Order System
Section 3.7
Utilities

processing”. This report will tell your Accountant the total of the
paris that are not included in the inventory totals and also have
not yet been included in the sales totals.

When printing the Work In Progress report you will be asked: "Print
totals only2". If you answer Mes, the system will print a report
showing the "Total Retail", "Total Cost" and "Total Gross Profit" for
edach sales department and a total for each line.

If you answer flo to the question: "Print totals only2”, the system
will print a report similar to the "Transfer paid repair orders-
Abbreviated job cost copies” report. The report wili show the job
#, invoice #, customer and vehicle information, status of the repair
order, retail, cost and profit for each sales department and a total
for each line.

Pressing 2 will return you to the Utilities menu,

Pressing M at the Utilities menu will display The Manager's Assistant
™ invoice entry screen.

Tuesday, July 31, 2081

<E> Enfer Manager's Rssistant invoices
Py Print list of entered invoices
< Fxit Manaver's flssistant invoices

3 Your selection : 2

Manager's Assistant ™ Invoice entry will allow you to enter invoices
into the very next Shift checkout without leaving the C.AR.S.
system.

Precision lip: If you enter Manager's Assistanf ™ invoices
when you gre not currenf with your bookkeeping it will
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Types of invoices

Print ist of entered invoices

Company Setup

System expansion

Computerized Automotive Repair Order System
Section 3.7
Utilities

cause the invoices to be put in the wrong shift. Your shift
will NOT balance.

You will be aliowed to enter the following invoice types: Received
on account, Paid out and Miscellaneous income. In addition, if
you sell gasoline you will be allowed to enter Charge sales and
Gasoline charge sales. Invoices are entered here exactly as they
are entered in The Manager's Assistant TM-Shift checkout. (See The
Manager's Assistant TM manual, Section 3.1 for more information.)

Precision Hip: Charge sales which have been entered info
C.A.R.5. MUST NOT be enlered here.

Pressing kP at The Manager's Assistant TM invoice menu will print a
listing of the invoices you have entfered into the "C.AR.S.- Ulilities-
Manager's Assistant invoice entry” which are waiting for your next
“Shift check out". The report will list the "Received on account”,
"Paid out", "Charge sales”, “"Gasoline charge sales” and
"Miscellaneous income" invoice entiies.

Precision tip: The Charge sdale and Gasoline charge sales
only appear if you sell gasoline.

COMPANY SETUP

Any of the information entered into the system when setling up the
C.A.RS. system may be edited. This will allow you to modify the
system if the need ever arises. The password (if used) is required to
gain access fo the Company Setup function. (see Section 2 -
Setling up the system, starling on Page 3 for additional
information.)

To enter the Company Setup function, press at the Utilities
menu. (See Section 2, starting on Page 3, for a description of the
sections and the information entered and for instructions on
entering the information.}

SYSTEM EXPANSION

C.ARS. can handie up to 512 repair orders {pending, paid, void
and estimate). The system may be expanded at any time. Each
time the system is expanded, the system capacity is increased by ¢
repair orders,
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Expanding the system

Computerized Automolive Repair Order System
Section 3.7
Utilities

To expand the system, at the Ulilities menu, press [Sl. The following
will be displayed:

sday, July 31, 26861

System currently holds 36 repair orders. Heximm capacity is 512.
Exparding the system will increase the cepaciiy by 9 repair orders.

Do you wish to increase systemw capacity now 7 ( Y7 )

[ the <ESC> key to ewit )

Precision tip: Only expand the sysftem for the amount of
repair orders you need dof this fime. Over-expanding the
syslem can cause the backupl lo require more diskeffes.
Once expanded the system CAN NOT be made smaller,

If you would like to expand the system capacily by ¢ repair orders,
press 7. Pressing I or [Esc] will return you to the menu,
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Appoiniment Scheduler
Maintenance

Expand appeintment
scheduler

Delete no-show appointments

Exit Appointment scheduler
madintenance

Computerized Automotive Repair Order System
Sectlion 3.7
Utilities

APPOINTMENT SCHEDULER MAINTENANCE

The Appoiniment Scheduler Maintenance function aillows you to
expand the number of appointments the system can handle and
will delete all no-show appointments prior to a certain date, At the

Utilities menu, press (. The following will be displayed:

<E> Expand sppointaent scheduler
<#> Delete no-show appoiniments

<+ Exit Aopointment scheduler waintenance

»> Your selection : 2

Expanding the Appointment scheduler will increase the number of
appointments that the system can handie by 100 appointments.
The maximum capdcily is 32,7 67 appointments.

Precision tip: Every 100 appointmenits takes 64,000 byles of
disk space. Don'f expand the Appointments scheduler any
more than necessary. Once expanded, it cannof be un-
expanded.

When the {-Delete no-show appointments function is selected,
the system will ask "Deleie 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.

Precision lip: If you are managing the Appointment
scheduler propetly, you should manually delete past no-
show appolniments one-by-one., That makes using this
funclion unnecessary.

Pressing =) will return you to the Utilities Menu.
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Year/Make/Model
maintenance menu

Computerized Automotive Repair Order System
Section 3.7
Utilities

YEAR/MAKE/MODEL MAINTENANCE

Pressing &, wil display the Year/Make/Model maintenance menu:

<> Inquirefedit

<5 System status

<P> Post Year/make/models

<#> Force file compression

< Check order

<R> Re-sort

¢=>-Exit Year/make/model maintenance

>»> Your selection : 2

Inguire/edit
The inguire/edit function allows you to look up any year,
make, model, and engine information and make changes
to the information. You can also add new year, make,
model, and engine information.

inguire/edit also ollows you to view, edit or add the stock
numbers and quantilies stored for the Quick catalog
function.

System status
wWill give you information on the number of active, deleted
and un-posted year, make, model, and engine entries,

Post Year/make/models
Posts the Year/Make/Model informafion that hos been
added in the Inquire/Edit function.

Force file compression
Permanently erases year, make, and model information
which has been manually deleted in the Inquire/edit
function.
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Inquire/edit mini-menu

Computerized Automotive Repair Order System
Section 3.7
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Check ordet
Will  check the file to determine i duplicate

year/make/model/engine information exists and if the
information is in the correct order.

Re-sort
Will correct any out of order year/make/model information.

Exit Year/make/model maintenance
Will return you to the C.AR.S, Utilities menu.

Import
The Import new year/make/model list allows you to update
the year/make/model list on your system. Included with this
upgrade is a list that will update the auto & light frucks from
as eatly as 1974 to the present year. Run this function only if
you wish 1o add these to your year/make/model list.

Pressing 1] will display the following:

r Comany Nwe
e B, )
Tuesday, July 31, 2601

VYear: 1983 Kake: Alfa Roweo Hodel: GT¥-6

Engine:

»»> Your selection : 2 .
ext  Poraviors  Dearch  <Bdit  dd  W-Delete (m-fxit
B D Dwnpage  Page Upy <Page Down>

The mini-menu at the bottom of the screen displays the commands
you will use fo look up information and to make corrections.
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Next and Previous
Pressing I will display the next year/make/model in the file.
Pressing L will display the previous year/make/model in the
file. While displaying page 1, pressing & will display page
2, pressing UJ will display page 1. Pressing Eumn page will
display the other page.

Precision tip: You cannot edit page 2 on any
year/make/model that does not have an engine, because
Quick cataleg requires that an engine be specified.

Search
Pressing will search for and display a parficular
year/make/model record. You will be prompted to enter
the year, make and model.

Edit
Pressing L&l will allow you to make changes and corrections
to the information contained in the year/make/model
record,

Add
Pressing A will dllow you to enter a new year/make/model
and engine size. You MUST enter the year, the make, and
the model information. The engine size is optional.

Delete
Pressing will delete the displayed information. If you
delete an entry by mistake, pressing [#] again will un-delete
the information.

(2]
Pressing displays the year/make/model and engine
information. Pressing displays the Quick catalog stock
numbers and quantifies.

Precision fip: The Quick catalog function sfores the stock
number and quanfity information for edach
year/make/model and engine combination. The sysfem
will not allow the edit of Page 2 information on any
year/make/model record that does not contain an engine
description,

Turn page
Pressing wile on Page 1 will display the Page 2
information.  Pressing again will display the Page 1
information.
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[Page Up] [Page Down]

Using [Page Up] or [Page Down] will display a list of
nineteen year, make and mode! records. The record
displayed when [Page Up] or [Page Down] was pressed will
be highlighted in the center of the screen. Pressing {Page
Up} will display the previous nineteen records. Pressing
[Page Down} will display the nineteen records preceding
the highlighted record. Using this feature will aid in finding
a year, make, and model record when you are unsure of
the speliing of the information.

[Up Arrow] [Down Arrow]
While the list is displayed you can use the [Up Arrow],
[Down Amow], [Page Up] and [Page Down] to move
through the list. To display (or zoom in on) a particular

year/make/model record, press [Enter], {Esc] or the [Z].

Precision fip: Use [CHi]-[R] fo reverse the direction of the
arrow and page keys.

System status Pressing i8] will displayed the following:

Active itews : 4,235
) Deleted items : %}

Unposted itens : 1

>»> Press ZEWTERS to continue <<«

Active items
Active items represents the number of
year/make/models/engines currently on file. '
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Post Year/make/models

Force File Compression

Check order

Computerized Automotive Repair Order System
Section 3.7
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Deleted ltems
Deleted items are those year/make/model records that
have been manually deleted from the system. They will be
eliminated by the Force file compression option. The Post
Year/make/model function will automatically erase the
manually deleted records if the number of deleted is more
than five percent of the total records.

Un-posted items
Un-posted items is the number of year/make/model
records entered info the Inquire/edit function. They must
be processed by the Post Year/make/model option.

Precision fip: Year/make/models added when creating or
ediling a repair order will automalically be posted when
the repair order is fransferred using the “Transfer paid repair
orders” function.

To select the posting function, press {SHIFT]E. {That is, type a
capital P.) The system will sort the manually added
year/make/model/engine records. After the records have been
sorted, the posting process will begin. After the posting process
has ended you will be retuned to the Year/make/model
maintenance menu.

The "Force file compression" function, will erase any manually
deleted year/make/model records. This will eliminate “holes” in
the data file caused by manual deletions and physically rearrange
the year/make/model records on the disk. To select the Force file
compression function, press {1,

Select the Check order function by pressing . This will print a list
of duplicates (if any).
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Re-sort

Computerized Automotive Repair Order System
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>>> Checking order <<<

9 duplicates
@ ocut of order

»>> Press $ENTEHE to continue <<<

If the system prints a list of duplicates, go to Inguire/edt, Search for ,
the duplicates and delete them by pressing Of

NOTE: If the list shows an item once there Is one duplicate to be
deleted. If an items shows iwice there are two duplicates to be
deleted.

If the items in the system get out of order due to a malfunction,
forcing a re-sort should correct the problem. The
year/make/model records are out of order if any of the following
symptoms appear:

1. The Inquire/fedit Search function fails to find a
year/make/model/engine that is known to be in the system.

2. The Inquire/edit Next and Previous functions fail to display the
correct year/make/moded.

3. Pressing [F3] fails to display a year, make, or model known fo be
in the system.

To start the Re-sort function, at the Year/make/model
maintenance menu, press [Shift]{8]. When the Re-sort function has

completed you will be retumed to the Year/make/model
maintenance menu.
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Exit Year/make/model|
Mdaintenance

Design Repair Ordler

Computerized Automotive Repair Order System
Section 3.7
Utilities

Pressing the () will return you to the C.A.R.S. Utilities menu.

DESIGN REPAIR ORDER

The code to have the “Other" phone print on repair orders is *120*,
The "Other" phone fields requires space for 14 characters o print.

The code to have the “Emdil" address field requires space for 54
characters to print.

This function <E> allows you to manually insert & delete codes in
the repair order form. It also allows you to make the repair order
wider, narrower, longer or shorter than the “classic” design.

Precision fip: Your printer must be capable of supporting
these larger sizes. The printer control file (POSPRN.DTA) may

have to be changed to make the printer print using
narrower leiters.

The foliowing is a list of the codes that the system looks for in the
repair order form. Also listed are the space the field requires and
other information pertaining to the code.
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Customer & Vehicle information (Screen Page 1)

Code Information Width Notes & Comments
*100* Adline 131 Also aliows Filedrawer to print
**File copy™* in place of the Ad
Line
*101* Customer name 30 Always Custorner name
*102* Addressline 1 25 Conlains Address2 if Addresst
blank
*103* Address line 2 37 Conlains Cily, ST, Zip If Address1
biank
*104* City, State, Zip 3% Contains 39 blank spaces if
Add1 blank
*105* Home phone 14
*106* Work phone 22 Includes ext. (if any)
*107* Unit 30
*108* Engine 17
*109* License 17
*110* VIN 17
*111* Color 17
*112* Invoice Number [
*113* PO# 16 Prints “PO#" followed by the PO#
*114* Job# 8 Prints “Job#" followed by the job
number
*115* Arrived on (Started) date 8
*116* Compiletion date 8
*117* Time stamp 31
*118* Mileage in 6
*119* Mileage out é
*120* Other phone 14
*121* Email 54
Parts & Labor(Screen Page 2)
*200* Parts heading 82 74 if Parls Ticket - Tn & $b not
printed
*201* 1" Parls line 82 74 it Parts Ticket - Tn & $b not
Thiv printed
*231* 31* Fars line 82 74 if Parls Ticket - Tn & $b not
prinfed
Description of Work (Screen Page 3}
*300* Description of work heading 82 78if Parts Ticket
*301* 1"line of Description of work 78
thru
*311* 11" line of Description of work 78

*400*
*401*

*420*

Service History(Screen Page 4)

Not used Reserved for future use
1% Service history category 43

thru

20" service history category 43
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Totals Box {Shown on screen under Display by department)

*500* Advanced deposit amount 11 Prints only if amount not zero
*501* Deparment “A" tolal amount 11

*502* Depariment “B” fotal amount n

*503* Depariment “C” total amount 1|

*504* Depariment “D” fotal amount R

*505* Depariment “E” total amount 1

*506* Department “F" total amount 11

*507* Department “G" total amount 1

*508* Depariment “H” folal amount n

*809* Depariment “I" total amount n

*510* Department “J” folal amount 11

*511*  Notused Reserved for fulure use
*512*  Sup-fotal of 500 thru 510 1

*513* Discount amount 11 Prinis only if amount not zero
*514* Sdles Tax (Dept “K") total amount n

*515* Notused Reserved for future use

*516* Total of 512 thru 514 11

*593* **Do not pay. This is not a billl** 37 If password set MUST have 593

or 594. Notrequired on Parts
ticket. If no password, prints

37 dashes

*594*  **Do not pay. This is not a billl** 37 Same as 593 above, except if
no password, prints 37 equal
signs

*595%  Prints your company name 35 Required on all repair orders

*596* Title “Advance deposit” 15 Prints only if #500 is not zero

*597* Tlitle “Discount” 11 Prints only if #513 is not zero

*598*  Prints “Credit memo” or “Balance 11 Whichever is appropriate

Due” or “Total Due”
*599*  Repair order status 35
Other information
*600* Prinfs sequence # 8 Required except on Parls
: ticket

*601* Precision Copyright 108 Required excepton Parts
ticket

*602*  Mitchell Copyright 121 Regquired if your system has
Mitchell

*$03* Mitchell Copyright . 121 Required if your system has

‘ Mitchell

*604*  Mitchell Copyright 121 Required if your system has

Mitchell
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Edit Repair Order

Computerized Abtomoﬁve Repair Order System
Secfion 3.7
Utilities

To edit a repair order design press E. The "“Edit current design”
menu will appear. Pressing @ will allow you 16 edit the "Shop
copy", pressing @ will aliow you to edit the “Customer copy" &
pressing (& will allow you to edit the " Paris ticket”.

When inserting or moving codes you must have an asterisk (*}in
front of the codes & an asterisk {*} behind the code for the system
to recognize that it is a code.

Precision fip: If the system is set fo print your company
name at the top of the repair orders do nof remove the
“**HEADING**". This is the code which prints & enfers your
company name.,

Precision fip: Please remember fo check fhe above list of
codes before adding, deleting or moving the codes. The
system will not allow the printing of a repair order if a
required code is missing. You must also check the required
size of the fleld & allow the proper amount of space for the
repair order to print correctly.

Th/e following shows a basic repair.order form of the Shop copy

(PosMask0.Dta) and the Customer copy (PosMask1.Dta) files as
they appear in the "Edit current design".

Precision tip: There may be some slight differences due to
the answers to the questions in the “Change seftings”
function. For example if you do nof have an “Ad Line" it will
not appear. if you are nof printing the fime stamp the code
“*117*" will nof appear.
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Computerized Automotive Repait Order System

Section 3.7
Utilities

1

**HEADING**1
1

Hours Monday thru Friday 7:80a to 6:00pm

vehicle:
Engine:
License:

e e ————

Thankst *5g94*
Status ; *599*

Saturday 7:30a to 3:00p Sunday - closed

Invoice number *112%
*113» w114
Started: *115* Completed: *116*
LA R i
Mileage: *119*
Service history Date Mileage
*401*
*402%
*303*
1404!
*405=
‘4%‘
407
*408*
*409*
*310*
*411%
*412*
*413x
r414%
*415*
14151
*317*
*418*
*419%
*420%
Totals
*EO5™ 1 *500*
1*501*
oil 1*x502*
Labor *503*
Parts 1*504*
Sublet t*506%
3 tsw*
P*X507*
1 *508*
Road Svc/Tow ;* 509
Shop Supplies *510*
Sub Total :*512*
*597* $*B1gx
Sales Tax :*514*
*593!
tsgal H t51 5!
*504*

..................................................................................... B Ty S

*600*
b
hi
1

*601*%

-4-.-lﬂ-l-l-l-l-‘nA-l-l-ﬂ-I‘-‘-‘-‘-‘-‘-ﬂ-‘n‘-ﬂ-ﬂ-ﬂ-ﬂ-‘-‘-‘d-ﬂ-ﬂ-ﬂ-ﬂ-‘-‘-‘
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Instali Mitchell CD

View/Print Mitchell service info.

Compuletized Automotive Repair Order System

Section 3.7
Utilities

When using the Top Line advertisement, entering Code *100* will
print the top line ad on the mask. Allow 131 characters for the Top
Line advertisement. This will also allow Filedrawer to print **File
Copy*™ in place of the top line advertisement.

Precision tip: Even though you may not be using the Top
Line adverlisement make sure the mask contains the code
*100*. if the *100* Is removed from the mask, Filedrawer
copies will NOT have **file copy** printed at the top.

INSTALL MITCHELL CD

For information on installing a new Mitchell CD see the Mitchell
Instruction Manual,

VIEW/PRINT MITCHELL SERVICE INFO,

For information on viewing and printing the Mitchell service info.
See the Mitchell Instruction Manual.

Precision fip: if you did not purchase the Mifchell Interface
the insfall Mitchell CD and View/print Mitchell service info.
will nof appear on ihe Ulilities menv.
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Security Features

Void protection

Repdir order print secquence number

Preventing reuse of work orders

Password

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.8
SECURITY FEATURES

C.A.R.S. contains many features to encourage employee
honesty. Some features function automatically, while other
features must be selected and/or set up.

Automatic security features

All voided repair orders are printed during the Transfer paid
repdir orders function. This will prevent an employee from
collecting a cash ticket and then voiding it to dispose of the
ticket. The Transfer recap report also reporis the number of
voided tickets included in that transfer. The Transfer recap
reports are numbered. By watching the Transfer recap number
you can insure that you see all reports. This will caich an
employee who voids a cash ticket, pockets the money and
transfers the voided ticket by itself.

The system will print a serial number on each hard copy printed.
This serial number may be used o prevent employees from
changing the repair order after the customer has paid and
pocketing the difference.

To use this feature, you MUST use dual part paper in all printers
used for printing repair orders. Examine the serial numbers to
confirm that you have a copy of all repair orders printed. When
the vehicle is picked up. have the customer sign the repair order
with the carbon copy still in place. The signed carbon copy can
then be compared to the Transfer copy or the Filedrawer copy.
A discrepancy may indicate the need for an inquiry.

The system stores customer information by customer last
name/company name, house/box number and vehicle
description. if all of these critical areas are changed it is highly
probable that someone is reusing a completed repair order after
it has been paid for. To guard against this, the system monitors
changes made to those critical areas and reports all changes.
The report is printed after the Transfer recap Year-to-Date
information,

Precision tip: If the system has not detected any changes to
the critical areas the report says "THE SYSTEM HAS DETECTED
NO EDIT(S) OF THE NAME, ADDRESS OR VEHICLE FIELDS OF
REPAIR ORDERS SINCE THE LAST TRANSFER".

Selectable security features

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
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Password when doing o Transfer

Inventory posting report

COMPUTERIZED AUTOMOTIVE REPAIR ORDER SYSTEM
SECTION 3.8
SECURITY FEATURES

back to pending. The system will also ask for the password when
changing the status to codes 5 Void/Erase" or "8 Void/File".

When o password is used any repair order with a status other
than “"Completed” or "Paid" prints:

ss+t+ DO NOT PAYI THIS IS NOT A BILLI *****

This line will print 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.

To have the system ask for a password before doing a Transfer
paid repair orders, go to The Manager's Assistani™ and set up a
Level 1 password,

The system will ask for the Level 1 password before displaying the
Transfer paid repair orders menu. You will-also be asked for the
Level 1 password before the system will go into the Shiff checkout
program.

The Inventory posting report will tell you when an item was sold
at less than "standard"”. Standard is measured two ways. If the
item is sold at a price less than that which is calculated by -
applying the gross margin percentage for that group, the system
will report the amount of the discrepancy followed by the word
"Group”". If the item is sold at a price less than the retail price
shown in Precision Parts Manager, the system will report the
amecunt of the discrepancy followed by the word "Retail”. In
order for the system to show discrepancies, you must answer
to the question "Should C.AR.S. inventory transactions be
included in the posting report 2", found on C.A.R.S. system setup
information (3) screen.

The report will also show the Vendor & invoice number for each
part received and, if the item was applied directly to a repair
order, which repair order was it applied to.
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