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Brief description

The Manager's Assistant™ integrates with

Information taken from

System capadty

SECTION 1
INTRODUCTION

The Managers Rssistant™ is a fully integrated bookkeeping system
designed to simplify the daily and monthly paper work found in auto repair
fadilities and sewvice stations. i

Quickiy balances 1 to 4 shifts per day
Maintains a perpetual inventory of key items
Accumulates, bills and ages the accounts receivable
Accumulates sales by department and employee
Provides a gross margin analysis
€valuates sales vs. budgets
Produces a business analysis
Reports gross margin estimates bosed on acual sales
Compares actual sales to targeted amounts
Calculates employee commissions and salesman commissions
Prints pay checks
Prints a paid-out report with audit trail
Maintains two checdking accounts
Writes checks and itemizes expenditures by account and payee
Accumulates information month to date and year to date
With the fuel module, the system will also:
Handle 4 produdts and 2 types of senice
Bolonce 24 dispensers
Balance storage tanks and convert stick readings to gallons
Recommend o gasoline order by product
Provide a comprehensive pool margin analysis

The Manager's Assistant™ directly integrates with Predision Data Systems'
Computerized Automotive RepairorderSystem (CA.R.S.). Theinformation
generated is consistent with and may be coss-thecked with the
information entered into Predision Parts Manager. Information generated
by the Service Manager™ can be used to supplement information
generated with The Manager's Assistant™.

The information is taken from your shift sheets, shop repair orders, house
charge tickets, cash paid out slips, and checking account records. As little
or as much information as desired may be printed in a format convenient
to the user. A complete audit trail is maintained.

The Managers Assistant™ can maintain the following gquantities of
information depending on the disk storage space available.

Information Capacity

Dispensers 24
Types of Service 2
Types of Produdts 4
Sales Departments 50
Transactions {invoices) 900,699
Payees (Vendors) 50
Disbursement Accounts 100¢
House Charge Accounts 9990
Check entries 990 599

© 1983 - 85 by Precision Data Systems
© 1987 - 2000 by Robert Pollock
Page 1



Purpose of this manual

Organization of this manual

Concurrent systems

Interchangeable terms

THE MANAGER'S ASSISTANT™

SECTION 1
INTRODUCTION

Payobles invoices G0g,909
Employees 9

Information is accumulated on a monthiy and yearly basis. A transadion
consists of a bank deposit, o work order (repair order), a charge sale, a
received-on-account transaction, a cash paid-out transaction, or @
miscellaneous sales invoice. An open account purchase entry counts as
two transadions.

The Manager's Assistant™ systemis designed to be used by owners and
managers of auto sewice fadlities and service stations. The system and
the instruction manual assume and require no prior computer experience.
The instruction manual will lead you through all the necessany steps
needed to implement and use the system. The manual was written to be
used as a tutorial manual and as a reference manual. You will find the
instructions organized in a step-by-step manner.

Sections 2.0 through 2.4 detail the information you must have to perform
the initial system setup and will explain how this information is entered.
Sections 3.9 through 3.9 explain the day-to-day Use of the system.

Because you are probably unfamilior with computers, it is recommended
that you read through this manual prior to using the computer. This wil
provide an overview that will make the system eosy to use.

When implementing a new accounting system, computerized or otherwise,
you must verify that the: results of the new system are satisfoctory.
incomect results may be generated from many sources including human
error and failure to follow the instruction manual. The only way to verify
that the results of a computer system are satisfactory is to run the
computer system concurrently with the manual system. [t is YOUR
responsibility to verify that the information generated by The Manager's
Rssistant™ is accrate.

The phrase "repair order” and "work ordet” are used interchangeably. The
words "gas", "gasoline” and "fuel" are used interchangeably. The words
“endor' and "payee” are used interchangeably.

© 1983 - 85 by Precision Data Systems
© 1987 - 2000 by Robert Pollock
Page 2



information needed

Gathering the information

Starting in the middie of a month

Month-to-date and year-to-date totals

Gallons vs. liters

Materials needed

SECTION 2.0
SETTING UP THE SYSTEM - AN OVERVIEW

To set up The Manager's fssistant™ , you will have to supply information
about four general areas of your business: your bookkeeping system so
you can do a shift check out; your disbursement accounts and payees so
you can charge cash and check poid-outs to the proper category; the
accounts receivable so you may enter house charge transadions, age the
accounts, and print statements; and your employees so you can monitor
their sales and have the system calcvlate the sales commissions (if you
wish).

Prior to using the system, all necessany information about your company,
your accounts receivable, your employees, and your bookkeeping system
must be entered.

Sections 2.1 through 9.4 of this manual will discuss the information required
to set up the system and will lead you through the entering of the setup
information into the system. As you continue with sections 2.1 through 2.4,
write down the information on the work sheets provided in Appendix D,
starting on page 203. After this is done, you wilthave all of the: information
needed to wstomize the system for your business.

If you start using the systemin the middle of a month, projections made by
the system for that month will not be accurate. Itis recommended that you
use the system concurrently with your present system fora period oftime.
During this period, you must make cettain that the results obtained from
The Manager's Assistant™ are as dependable as your current system.
You can use the partiol month as part of the trial period while you are
establishing the reliability of the system.

Throughout sections 2.1 through 9 4, references are made to entering
month-to-date and year-to-date figures. Itis not essential to enter these
figures because staring with the first day of the next month,
month-to-date figures will be comect. Similarly, starting with the first day
of the next year, year-to-date figures will be correct.

The system will handle fuel sales in liters as well as gallons. If you sell fuel
by the liter, the system will report pool margins by the liter, recommend a
gos order in liters, and report sales by liters. You will have to enter
storage tank capadities in liters and enter the size of a "ypical” gasoline
orderin liters. Also, you will have to enter the amount of tax per-galion of
gasoline which is excduded from the sales tax calculation prorated by the
liter. You will have to manually convert back and forth as necessony. (One
gallon equals 3.78537 fiters.)

In order to use the system, you will need accounts receivable statement
forms. To use the Checking accounts function, you wil need two-part
accounts payable checks. See Appendix B, starting on page 193, for more
information on required forms.

Note: If you order the accounts receivable statements with
your company name and address preprinted, order them
WITHOUT your company name printed on the bottom.

© 1983 - 85 by Precision Data Systems
© 1987 - 2000 by Robert Pollock
Page 3



Concurrent systems

THE MANAGER'S ASSISTANT™

SECTION 2.0
SETTING UP THE SYSTEM - AN OVERVIEW

You must use the computer system concurrently with your present manual
system long enough to insure that the computer system is produdng
satisfactony results. Ik is YOUR responsibility to verify that the information
generated by The Manager's Assistant™ is accurate.

©® 1983 - 85 by Precision Data Systems
© 1987 - 2000 by Robert Pollock
Page 4



Start the system

On Ms-Dos

On Windows 95/98

€ntering The Manager's Assistant™

Initial setup vs. revised setup

SECTION 2.1
SETTING UP THE BOOKKEEPING SYSTEM

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

Turn on your computer. When the computer has finished the statt-up
process the "Predsion” Main Menu will appear.

Precision tip: If your computer does not have a tuilt-in cock,
the system will request the date and time. After you enter
the time, the "Precision™ Main Menu will appear.

Turn on your computer. When the computer has finished the start-up
process the “Windows desktop” will appear. The “PDS" window wil
oppear. Double dlick on the "PDS_Menu” icon in the PDS window. The
*Precision” Main Menu will appear.

To start The Manager's Assistant™ , press 4 at the "Precision” Main Menu.
The system will go to The Manager's Assistant™.

IF the system hos not been set up, You will be taken directly to the
Company Setup function. Ifyou have previously set up the system you will
be taken to The Manager's Assistant™ Main Menu (shown below). To

revise the setup, press (4 to seledt the Utilities menu, ot the Utilities menu

press to select the Company Setup fuaction. Recall that when
answering a question that requires only a single key response, you need
not press [Enter].

<S> Bhift eheckout

<P> Post invoices

<fi> Aeports

<G> Checking acc¢ounts

<A> Accounts receivable

<E> Employee information
<U> Utilities

<*» Exit Manager’'s Assistant

»»> Your selection f

© 1983 - 85 by Precision Data Systems
© 1987 - 2000 by Robert Pollock
Page 5



Passwords

Level 1 possword

Level 2 password

level 3 possword

THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOKHEEPING SYSTEM

After a few moments the saeen will show:

Friday, April 21, 2000

dame : Your Company Name
Address : 13957 5 Kostner Avenue
City State Zip : Crestwood, IL 60445
Phone : (708) 371-8555 Fax (708) 371-6558

»»> Are all entries correct 7 ( Y/H )

The system will allow you to protect the information by using a three level
password system. Uhen using all three passwords, no access will be
allowed to the system without a password. €ach password level protects
a different section of information.

The level 1 password will allow an employee to balance the shift, post
invoices, review accounts receivable and write checks (Leve! 1 will not allow
the whiting of payroll checks).

The level @ password will allow an employee to edit invoices in the Shift
checkout Function and to print a Business Analysis report. The level 2
password will also allow an employee to print sales reports, edit accounts
in Accounts Receivable, print receivable reports and do End-of-month
processing.

A level 3 password will be required to enter the Company setup function,
the €Employee Information function, the Display chedks function, to write
payroll checks and to print reports that include sensitive payrollinformation.

© 1983 - 85 by Precision Data Systems
© 1987 - 2000 by Robert Pollock
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To enter passwords

Using passwords

Company nome setup

€diting the company address

THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOKKEEPING SYSTEM

The use of passwords is optional. To enter passwords, press [€SC). The
passwords entry screen will appear.

Password Level 1 : PASSWORD
Password Level 2 1 PASSWORD
Password Level 3 i PASSWOAD

»>» Are all antries correst 7 { il )

To enter new posswords, press (Flo, to the question "Are all entries
correct 7. Press [F5) to dear the word PASSUWORD, then type in the new
password.

A password may contain letters, numbers, and punctuation marks. The
word "PRSSWORD" when used in the system os a password will prevent
the system from asking for a possuord. This will allow onyone to access
all information. After entering the passwords, you will be asked *Are oll
entries correct?". Press [Mes, to return to the company name and address
sareen. (See figure shown on page 6.)

You cannot change your company name. Your company name can be
changed only by Predsion Data Systems. Rttempting to change your
company name may cause the system to malfunction.

IF you are performing the initial setup. the information shown is not correct.
To change the information shown, press X in response to the question,
"Are all entries comect? The system will allow you to enter your comact
address, «ty, state, zip code and phone number on the appropriate lines.

Precision tip: Remember, type it as you would like it printed
on your charge account statements, including any spaces,
commas, periods or other punctuation. When printing, the
computer will adjust the information so that all lines will be

© 1983 - 85 by Predsion Data Systems
© 1987 - 2000 by Robert Pollock
Page 7



If you make an error

Print company nome on statements?

THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOHKKEEPING SYSTEM

centered on the statements. Do NOT attempt to center the
information on the screen.

After entering the phone number, the system willagain ask, "Are all entries
correct? If the information has been corredly entered, press M.

If, while entering information, you notice that you have made an efror, Use
the editing functions described in Section 1 of the Predsion Main Menu
Manual.

Precision tip: See Appendix D, page 203, for the Company
Address work sheet.

The screen will now change:

Friday, April 21, 2000

Hame : Your Company Name
Address @ 13957 S Kostner Avenue
ity State Zip : Crestwood, IL 80445
Phone : (708) 371-6855 Fax {708) 371-6568

The system will print your company hame, address and phone number
on the top of your accounts receivable statements.

IF you will be printing your charge account statements on forms which do
not have your company name preprinted, You will want the computer to
print your company nome, address and phone number on the top of the
forms. IF you will be using preprinted forms, you will not want the
computer ko print your compant noma, address and phone number on the
top of the forms.

If The Manager's Assistant™ is not set to match the type of forms you wil
be using, press (M. Pressing [€sc] will allow you to enter your company
address again. Press Y] to go on to the next questions.

© 1983 - 85 by Predision Data Systems
© 1987 - 2000 by Robert Pollock
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THE MANRGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOKKEEPING SYSTEM

Gasoline senice & produds After pressing ¥, the screen will again change and display the following:

Nusber of nozzles B
Pumps must balance within § 1,00  (+/-)

2 types of sarvice
Full Service
Self Service

4 types of product
flegular
Hid-grade
Super
Diesel

Number of nozzles Since the information is not correct as displayed on the saeen, press .
You will be allbwed to change the information. The system con handle vp
to 94 dispensers (pumps). If you seli fuel, enter the number of nozzles
your station has and then press [€nter].

Precision tip: See Appendix D, page 204, for the Gasoling
Service work sheet.

IFyou do not sell fuel IF you do not sell fuel, enter zero for the number of nozzles and the system
will skip all sections pertaining to gosoline sales. (If you do not sell fuel,
skip to page 16).

Pumps must balance within When the system balonces each pump, it will compare the units gone
(gallons or liters) times the selling price o the money gone from each
dispenser. These two money amounts must agree within an amount
determined by you in order for the system to accept the pump readings
os accurate. €nter this amount of lee-way.

Types of fuel senvice Each pump may be on either of two types of semvice islands (i.e. Self
Senvice, Full Senvice). The types of senices may be listed in the computer
in any order. Ifyou have only one type of service on the gas islands, press
03, your station supports two types of sevice on the islands, press @.
(Pecall that when answetring o question that requires only a single key
response, You should not press [Enter].) Aftertyping the number of senvice
types, do not press [Enter]. You wil now be allowed to enter the
description of the type(s) of senice.
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Types of fuel products

Gosoline storage tank setup

Storage tank copadty

Tandem tanks

THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOKKEEPING SYSTEM

After entering the service types, enter the number of different products
that you sell at the iskands. The maximum is four different products. Afer
entering the number of products, you will be allowed to enter the name
of each product. The product names may be listed in any convenient
order. If you are using a fixed-ratio blend pumps., they must be listed os
the third product. (Fixed-ratio blend pumps are gasoline dispensers that
create an intermediote grade of fuel by simultaneously drawing from the
low octane storage tank and the high octane storage tank at a constant
ratic.) They will be printed on the screen and the various reports exactly
as you enter them.

After enteting the last product name, the system will ask if the information
is correct. If you press (M, you will be allowed to re-enter the above
information. Press (Y] to continue with additional questions.

The sareen will change:

Regular tank capacity is 4g11 at 64 inches and is flat ended,
Uid Grade tank capacity &s 4911 at &4 inches and is flat ended.

Super tank capacity is @11 at 968 inches and is flat ended.

Diesel tank capacity is 6911 at 96 inches and is round ended,

€nter the ACTUAL capadity of each storage tank. DO NOT enter the
approximate capadty. For example, an 8300 gallon tank may only hold
7972 gallons (30,177 liters). Use the actual maximum gallons from the
chart convertting gallons to liters ifnecessany. Erom the tank chatt, enterthe
maoximum stick reading in inches.

Precision tip: See Appendix D, page 205, for the Storage
Tanks work sheet.

If your station has two or more tanks piped together to increase storage
capadty, and if both tanks have the same maximum depth, add the
capadities together. Do not add the moximum depths together. If the
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Fixed-ratio blend pumps

Verifying stick reading calculations

Shape of storage tanks

THE MANRGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOKKEEPING SYSTEM

tandem tanks are not the same depth, you must continue using the tank
charts to convert inches to gallons (or likers).

The gasoline storage tank capadity for the blend pumps must be set ot @.
The blend percentage is entered as the maximum depth of the tank. €nter
the percentage of the first product of the blend as the maximum depth.

While using the system, you will have to confirm that the stick reading
calculations made by the system are dose enough for you to use. IF you
find that the stick reading calculations are not accurate for your particular
station, you will have to continue using the tank chart rather than rely on
the system to convert inches to gallons {(or liters).

The system assumes that a storage tank is one of two common designs,
flat end or round end. Most steel tanks have flat ends while most
fiberglass tanks have round ends. On some tank charts there is a drowing

of the tank design. Press for Aot end or for round end os
appropriate for that particular tank. ifyou are unsure of the shape of your
storage tonk, ty either. If the tank calculations prove to be inaccurate, Yyou
can return here later and change this information. Note that tanks with
very slightly rounded ends should be treated as flat ended tanks.

Afer entering the information about all storage tanks, press L to continue
with additional questions.
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THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOHKKEEPING SYSTEM

Gasoline Taxes (Senice Stations only) The pump price usually indudes a fixed amount of tax per gallon (or liter)
plus a percentage tox that is calculated on the seliing price less the fixed
tax. Enter the percentage and the fixed amount of taxes for each produdt
here. Note that the fxed amount tax must indude only the amounts that
are exempt from the percentage tox collation. If you are using liters
rather than gallons, enter the fixed omount per gallon tax divided by
3.78537.

Friday, April 21, 2000

Aegular 2.99909
Wid Grade 9.99099

Super 2.990%9
Diesel 9.99699

After entering the information about sales tax, press L to continue to the
Gasoline pump prices & inventory.
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Gasoline pump prices & inventory

Enter gosoline cost and retail

THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOKKEEPING SYSTEM

The screen will now show:

Regular 9.99999
Mid Grade 0.90949¢
Super 9.94909
Diexel 9.99599

»»» Are all entriss correct 7 ﬁfﬂ H

As before, bacause the information is not correct os displayed, press .
For each product, enter the amount of fuelin each of the storage tanks, as
of the start of business on the first day you use the system, the price You
lost paid for the fuel and the retail price: you are currently charging for the
fuel. The information will be treated as successive fields.

Precision tip: See Appendix D, page 207, for the Gasaline
Inventory work sheet.

Note that if you have two types of service at the islands, you must enter
the selling price of each fuel at each of the two island types. If you have
set up the system with only one sevice type, onhy one retail price for each
product wilt be entered. If you are using fixed-ratio blend pumps do not
enter the cost. The system will calculate the cost using the cost of both
products used and the percentage of eoch produd.

© 1983 - 85 by Precision Dota Systems
© 1987 - 2000 by Robert Pollock
Page 13



Gasoline pump detail

Product type

Senice tYpe

Method of calculation

MT.D. and Y.T.D. information

THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOKHEEPING SYSTEM

After correcting the information, press Y to continue to Gasoline Pump
Detail. The screen will change:

Pump number :
Product : RAegular
Service type : Full Service

Pump type : Full Price
Pump price : 1.249 Product cost 1 1.94998

MTD units sold @ Opening units : 49827.9
¥TO units sold : Opening money : 3254.96

»»» Your selection @ %
<N>-Next <P><Previous «&>-Search <*>-Exit

To change (edit) the information displayed. press [El. enterthe product
type as appropriate by pressing 3,6, or8). (The product types wil
appear near the bottom of the screen.)

Precision tip: See Appendix D, page 208, for the Gasoline
Dispensers work sheet.

Next, enter the senvice type. €nter the semice type as appropriate by
pressing Ll or 2.

€ach pump may be a half price pump, @ full price pump, & computerized
pump, a liters pump, a units only pump or a dollars only pump. If pump
number 1 is a full price pump, press ], press (2] w indicate a half price
pump, press k2 to indicate a computerized pump, press L4 to indicate o
liters pump, press L5 to indicate a units-only pump or press L8 to indicate
a dollors-onty pump. (Note that you may not have liter pumps and gallen
pumps at the same time.)

Next, if the information is available, enter the number of units (gollons or
liters) of fuel sold from this dispenser for both month-to-dote and
yearto-date.  The year-to-date information may be calwlated by
subtrading the opening pump reading for the first shift of the cumrent year
from the opening readings of the first shift you will balance with the
system. If you are starting in the middie of the month, you can caleulate
the month-to-dake readings in o similar way.
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Opening readings

Computerized pumps

Units only

Dollars only

Gilbarco console and blend pumps

Repeot for additional pumps

THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOKHEEPING SYSTEM

Precision tip: If you do not enter month-to-date sales,
month-to-date sales figures will not be accurate until the
start of the next month. IF you do not enter year-to-date
sales figures, the year-to-date sales figures will not be
accurate until the start of the next year.

Last, enter the opening readings for the pump as of the start of the first
day you willbe using the system to balance o shift, €nterboth the number
of units (gallons or liters) and the dollars for the start of the shift.
Remember, only enter the LAST seven digits, ignoring the hundredths on
the units dial.

Because computetized pumps directly report sales rather than report
opening and dosing readings, computerized pumps should have their
opening readings set to zero.

Units only pumps do not have a dollars dial; no dollars dial is entered into
the system. The dollars are calculated by multiplying units (gallons or
liters) by the seling price.

Dollars only pumps do not have a units dial; no units dialis entered into the
system. The units are callated by dividing dollars by the selling price.

IFyour station has two types of service (such as self senvice and full service)
and if your pump console reports sales by produd WITHOUT breaking out
the gallons on each senvice (for example Gitoarco, Delta and Wayne units
with £1, P2 and P3 readouts), consult Appendix €, starting on page 197

After entering the information for pump #1, press M. The next pump,
pump #2, will be displayed on the scaeen. Enter the information as
described above. After entering the information for pump #2, you may
press (M to go to the next pump, press X to go to the previous pump, or
press (8] to allow you to search for (go directly to) any particular pumgp.
At any time, pressing [Print Screen] (On a Ms-Dos system) or [Shift]-[Print
Screen] (on a Windows system) will cause the information to be printed on
the printer. (Make sure the printer is ready with paper loaded into it.)
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Miscellaneous information screen

€nter days open this month

Estimated total operating expense

Accounts recaivable senvice charge

THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOHKHKEEPING SYSTEM

After all of the information for all pumps has been entered, press to exit
the Gasoline Pump Detail display and edit screen. This willtake you to the
Miscellaneous Information screen.

Friday, April 21, 2000

fiscal year ends at end of month nuwber { 1-12 )1

Nusber of days your business will be open this menth: 1
Estimated total operating sxpense for this month: {dollars)
Accounts receivable servics charge: . (annual percent}
Gredit card service charge: . {percent)

A typical fuel delivery in units: 3

Checking account information @
Cowsercial account: Your Bank Rame
Wiscellaneous account: Do Not Use
brop Credit Cards entry for more Bank Deposit lines? Ho

Do you wish to ¢alculate commission for salesmen? No

Since the information displayed is not corredt, press M. vou wil be
allowed to change the information that is disployed. The information wil
be treated s successive fields.

Precision tip: See Appendix D, page 209, for the
Miscellaneous Information work sheet.

Determine how many days you will be open this month. The number of
days open will be used in the Business Analysis Report to prajedt your
sales and prorate your operating expenses for the month. €nter the
comrect number and press [€nter].

The Business Analysis Report will compare the current total estimated gross
profit to date against a proportional amount of the estimated operating

expenses for the month. The estimated operating expense should

represent total projected expenditures for the month. This may indude

loan pay-back, personal salary or draw, and personalincome taxes. The

figure may aiso indude the funds needed to increase working capital and

inventory during the month. This amount is sometimes called "Demand on

Profit". Enter the estimated operoting expenses for the month and press

[Enter].

The system will automatically caleulate and apply senvice charges o
overdue accounts When printing statements. This service charge may be
changed or eliminated completely on any account. (See Section 2.2 -
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Credit card discounts
(Cil company credit cards only)

Typical gasoline delivery

Chedking account information

Drop (manual) credit card entry

THE MANRGER'S ASSISTANT ™

SECTION 2.1
SETTING UP THE BOOHHKEEPING SYSTEM

Setting Up the Accounts Receivable System, starting on page 33, for more
information.) Service charges are accumulated by customer on an annual
basis. The accumulated senice charge for the year will be printed on the
December statements. This senvice charge percentage will become your
standard senvice charge. Enterthe annual senvice charge percentage ond
press [€nter].

Precision tip: The service charge is not the "Truth in Lending”
rate. The *Truth in Lending™ rate is calculated by taking the
equivalent monthly rate and compounding it over 12 months.

IF you sell gascline and your oil company discounts the aredit card slips
submitted to them, enter that percentage here. The system can
automatically compute the discount for the oil company credit cards
entered into the system. If the oil company discounts the caredit card slips
submitted to them, but the percentage varies depending on what type of
credit card slip is submitted or what is purchased, you will have to calculate
the discount manually. €nter § (zero) for the percentage.

The normal gasoline delivery will be displayed:
A typical gasoline delivery is 7600 (units)

If the size of your typical gasoline delivery is not correct, press (M. vou wil
be allowed to change it. Type in the amount and then press [Enter].

The system will maintain two checking accounts. The first checking account
(called the Commercial Account) should be used as your main checking
account. IF you have only one checking account, you should use this
account. The second checking account (called the Miscelloneous Account)
could be used for a reserve account, o product replacement account or for
a separate payroll account.

Enter the checking account number for each of the accounts you will use.
If you prefer, you may enter the name of the bank or a description of the
account instead of the account number. If you have only one checking
account, use the Commerdal Account. Also, if you have only one account,
entering for the description of the second
(Miscellaneous) account will keep the system from asking which checking
account you would ke to use.

The system will track expenditures made by chedk. Disbursement
information is entered into either checking account by using the system to
write checks or by entering hond-written checks into the computer
afterthe-fact. (See Sedtion 3.6 - Using the Checking Accounts System,
starting on page 139, for more information.)

The Credit cards entry screen in the Shift checkout fundtion is designed to
handle manual credit cards in service stations.  If your credit cards are
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Caleulate commission for salesmen

Sheet feed chedk printing setup

THE MANRGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOKKEEPING SYSTEM

automatically deposited in your checking account, you will not use the
Credit cards entry function.

If you answer[ to “Drop Credit Cards entny for more Bank Depositlines?”,
the system will remove the Credit Cards section from the Shift checkout
menu. The system will alse add two additional lines in the Bank deposit
section of Shift checkout.

The system will track the sales credited to each employee. Insome
situations it is desirable to give credit to two employees forthe same sales
dollars. For example, if you pay commission to the person who sells a job
and also pay commission to the person that does the job, the same sale
would have to be credited to two employees. If you answer "Yes' to the
question "Do you wish to calculate commission for salesmen?”, the system
will maintain dual sales records for each employee. One section will track
the sales credited to the employee os an finstaller”. (This sectionis labeled
"employee”) The other section will track the sales credited to the
employee as a "salesman’.

After answefing [fes to the “Miscellaneous information” screen, the
system will show the following:

Will you print checks on a sheet-fed printer 7 ( Ho H

»>>> Are all entries correct 7 { Y)’H )

The Checking accounts Print Checks function suppotts printing checks on
sheet-fed printer (i.e. laser or ink-jet) provided that the printer can print at
lenst 60 fines of text on a page.
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Extra lines

Extra indentation

THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOKHKEELING SYSTEM

IFyou will be using & sheet-fed chedk printer, answer Mo to “Are all entries
comrect?”. Answer Mes to "Will you print checks on a sheet-fed printer?”.
The system will show the following:

Friday, April 21, 2000

Will you print checks on a sheet-fed printer 7 ( Yes }

Number of extra lines to addé to tep of check : B3

Extra indentation : 3

Number of extra lines to add to bottom of check : 9

{ the <ESC> key to redo )

The sheet-fed check takes exactly sixty lines to print on the printer. €nough
blank lines must be added to the top and the bottom of the check so that
the printer receives the exact number of lines so that the printer ejedts the
printed check. This number varies from printer to printer. (Consuk your
printer manual.)

When adding the extra lines, they may be added to the top of the check,
the bottom of the check or some to the top and some to the bottom. This
is provided to make it easy to position the printing vertically on the chedk.

Precision tip: €ach line is one sixth of an inch. For example,
if you need to print the check %" lower on the page you
would enter 3 lines.

The Extra indentation is provided to make it easy to position the printing
horizontally on the cheds. When using @ sheet-fed prnter, if the chedk
prints too far to the left edge of the paper you may provide extra
indentation by entering a number. The values reprasent tenths of inches.
For example to indent the printing 4" you would enter 5.
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Information self-management

Manager's Assistant™ .invoices

THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOKHKEEPING SYSTEM

After answering the calculate salesmen commission question, You will be
asked "fAire all entries correct?”. If the information is corredt os displayed,
press . Press M to change the information displayed. Pressing [€sc] will
restore the information previously displayed, go badk to the first field and
allow you to change it. Otherwise, the screen will show:

Your_ Company Name

" Friday, Apeil 21, 2000

fletain 1 months of Manager’s Assistant invofees.
Retain ¢ months of Accounts Receivable history.
Retain 99 months of cleared checks.

Retain 99 months of paid Payables invoices.

The “Information self-management screen allows you to tell the system
how many months of information you would like to retain for Manager's
Assistant™ invoices, Accounts Receivable history, for deared checks and
paid Payables invoices. The system can retain up to ¥9 months of
information for each of the functions. Retaining more than one month of
information will allow you to view the information on the screen or print
reports from previous months without restoring Archive backups.

Precision tip: The maximum number of invoices or checks
that can be retained is 999,999.

Precision tip: Heep in mind that retaining vast amounts of
information on the hard disk will increase the amount of disk
space needed for Backupl ond Archive backups.

The system can retain up to 99 months of information on the invoices
entered into the Shift Checkout function (Charge sales, work orders, poid
outs, etc..) If you want the system to keep more than one month of
invoices you must change the one to some othervalue. (The €nd-of-month
function will use the number of months set here to decdde what will be
retained.)
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Accounts Receivable History

Cleared checks

Paid Payables invoices

THE MANARGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOKHKEEPING SYSTEM

The system accumulates a histony of each Accounts Receivable acount,
The number of months of history that is retained s set by you. The number
of months of history retained is set to zero. If you want the system to
keep any Accounts Receivable history you must change the number of
months of history to retain by changing the zero to some othervalue. (The
€nd-of-month function will use the number of months set here to dedde
what will be retained.)

The number of months of cleared checks that is retained is set by you. The
number of months retained will be 99 (over eight years). If you want the
system to keep less than 99 months of deared checks change the 99 to
come other value. (The Balance checkbook function will use the number
of months set here to decide what will be retained.)

Precision tip: The Manager's Assistant™ - Checking accounts
can only store 999,999 check entries. If you run out of space
while trying to writing a chedk, the €rase deared checks
function can be used to manually erase deared checks to
make odditional space. (See page 160, for more
information on €rase deared checks.)

The number of manths of paid Payables invoices that are retained is set
by you. The number of months retained will be 99 (over eight years). If
you want the system to keep less than 99 months of paid Payables
invoices change the 99 to some other value. (The €nd-of-month function
will use the number of months set here to dedde what will be retained.)

Precision tip: The Manager's Assistant™ - Accounts payable
can only store 999,999 invoices entries. If you run out of
space while trying to enter o payables invoice, the Accounts
payable - Delete paid invoices function can be used to
manually delate invoices to make additional space. {Seethe
Payables instruction manual, for more information on Delete
paid invoices.)
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Bank deposit built-in answers

Identify account

Deposit description

Discount percent

THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOKHKEEPING SYSTEM

After answering the last “Retaln xx months™ question, you will be asked
“Are all entries corred?”. IF the information is correct as displayed, press
. Press 1M to change the information displayed. Pressing [€sc] will
restore the information previously displayed, go badk to the first field and
allow you to change it. Otherwise, the screen will show:

Your_ Cospany
Friday, April 21, 2000

Deposit Deposit Discount
amount Bank Account description percent

Commercial Your Bank MName Cash & Checks 9.9999
Commercial Your Bank Name Uaster Card & Visa 9.99589
Commercial Your Bank Namwe Discaver ¢.6999
Commercial Your Bank Kame American Express 9.0090
Commercial Your Bank Name 9.996¢
Commercial Your Bank Name 9.4999

»»> Are all entries correct 7 { ¥ifl )

The system will allow you to pre-enter answers to the questions the
system asks when entering bank deposits in the Shift checkout funcdon.
These should be the "normal” answers for your business.

Precision tip: See Appendix D, poge 211, for the Bank
deposit built-in answer work sheet.

The first question will be to which Bank Account the deposit entered on this

—
ine normally goes. Press (& for the Commercial account or M for the
Miscellaneous account.

Precision tip: IF you are not using the Miscellaneous account,
the Commerdial account will automatically be selected for all
deposits.

Next, you may identify each deposit by using @ 9P character desaiption.

The next field is the "Discount percent’. Some electronically deposited
credit cards are deposited into your bank account with the processing fees
already deducted.  If the processing fees are based upon a fixed
percentage, you may enter that percentage in the "Discount percent
column. The system will then automatically calwulate the processing fee
and subtract it from the bank deposit amount. This lesser amount will be
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Sales departments

Gasoline sales department

THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOHHKEEPING SYSTEM

recorded as the bank deposit. The system will automatically generate a
Paid out by cash invoice for the processing fee. The Paid outs will go to
Disbursement account 5580, CrCard discounts.

i your electronically deposited credit cards are deposited into your bank
account at face value with the processing fees deducted from your
checking account as o lump-sum sometime during the month. DO NOT
enter a discount percentage for these deposits.

Precision tip: Any deposit line which has a Discount percent
becomes “dedicated” for use as that type of deposit. Any
amount entered on that line WILL be discounted.

Precision tip: Never enter a discount perceat for cash or
check deposits. Never enter a discount percent for credit
card deposits if the processing fee is NOT based on a fixed
percentage.

The screen will now show:

: Full Service
Self Service
i 0il

1 Llabar

: Parts

1 Sublet

sewewa

T E-R-T-R-R-R-A LA

: Road serv/tow
: EPA charges
1 X-sales tax

CHONeVVO S

0.99%
9.00%
9. 99%

CZErXCHIQTMMOO® P
CO R E O T RE TGN OReS
P T T LT LS L
Tt ETEuTEROeReEew

E-3-B-1
_ae

9.
9.
9.
9.
¢.
9.
9.
9.
9.
9.
9.
¢.
4.
9.
9.
g.
)

Gosoline (fuel) sales will be calculated directly from the pump readings.
Gasoline sales on repair orders are ignored.  When editing sales
department A, you will be allowed to change the sales goal, MTD sales
figures and YTD sales figures.

Precision tip: €diting the MTD sales figures and YTD sales
figures is recommended only when setting up the system for
the first time.
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Oil sales department

Sales goals

Gross margin percentages

Other sales depattment

Sales departments C through K

Deleting o sales deportment

THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOKKEEPING SYSTEM

Precision tip: See Appendix D, page 212, for the Sales
Departments work sheet.

If you do not sell fuel, sales department A will not be used and will not be
shown.

Department Bis generally used to accumulate cilsales. The word "Cil' can
not be removed from the title of this sales department. You can change
Oif* to "Oll & ATF or to "Oll & Antifrz". When editing sales depattment B.
you will be allowed to change the sales goal, gross margin percent, MTD
sales figures and YTD sales figures.

Sales goals are used by the system when printing the Business Analysis
Report. Your sales goals should represent the dollar amount of sales
needed in each department for the whole month to produce the gross
profit necessary to pay all operating expenses for the month and produce
the profit you require. If you prefer, you may enter the acual sales by
department from a priorwell-rounded profitable month as the sales goals.
The Business Analysis Report will compare current sales to Your goals,
department by department, and show you where you are ohead or
behind your goals.

The gross margin percentages willbe usedin the Business Analysis Report
to calculate estimated projected profit by department. Your actual sales
figures for the month will be used in the calulation. The margin
percentages should be taken from your profit & loss statement supplied
by your accountant. Use your best judgment when entering gross margin
percentages to reflect any changes in your business dimate.

All other sales department titles (departments C through Q) may be up to
13 characters long. When balandng a shift (doing @ shift checkout), the
sales department will be entered by yping the first charader of the
department's name. A department name May start with a letter, number
or punctuction mark. €ach may be used only once. Any letter except "G"
may be used.

Sales departments that appear on repair orders (like parts and labor)
must be induded in departments C through K. The last four departments
(L through Q) must be used for items that do not appear on repoir orders
fike vending, dgarettes, milk and snacks. Uhen editing sales departments
C through O, you will be allowed to change the sales goal, gross margin
percent, MTD sales figures and YTD sales figures.

C.A.R.S. users note: If you collect sales tax department H
must be used for sales tax. Sales departments L through O
CANNOT be used for the sale of items transferred from
CARS..

To delete a sales department, press N to indicate the information is not
correct. Then type in the letter of the department you wish to delete and
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Cash register sales department locks

THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOHKKEEPING SYSTEM

press [Enter]. €rase the department name by using [F5], [Alt]-[Delete] or
[Backspace), thentype: and press [Enter]. The system will
not allow you to delete a sales department that has sales for the current
month. If you delete a sales department that has sales for the current
year, these sales will disappear.

Deleting o sales department will erase the department name, gross
margin percentage and sales goal. 1t will also prevent additional sales
from being charged to the deleted department.

The saeen will change:

;041

1 Labor
: Parts
: Sublet

: Aoad serv/tow
:  EPA ¢harges
: X-sales tax

)
)
)
)
)
}
)
H
)
}
)
)
)
}

gZrErRLURIOTMOoOOD

»>»> Are all sntries correct 7 [ WN }

The Cash Register Sales entry may be locked out so that it does not
appear on the Shift checkout menu.

In some businesses all department sales are taken from cash register
totals. In other businesses no department sales are token from cosh
register totals; the sales are calwiated elsewhera. In o few businesses
some department sales are taken from cash register totals and other
department sales are calwlated elsewhere. Using Cash register sales
department locks will prevent acddentally entering sales that are not cash
register totals as if they were cash register totals. ({That would resultin
double counting of sales and result in out-of-balance bookkeeping.)

As delivered the system will not allow sales for departments B through O
to be added through Cash register sales. If you would like to chonge the
system so that you can enter one OF More of those sales departments

using Cash register sales entry, press L1 o the question "fire all entries
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THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOHKKEEPING SYSTEM

comect?". Press Y] for the departments you would like to enter through

Cash register sales. When you are satisfied with your answers, press
to "Are all entries corred?".

Cash register sales departments The screen will change:

9 b
¢ 9
9 [
9 9
@ ¢
9 ¢
9 L4
¢ 9
[ 9
0 L4
9 9
¢ 0
9 [
4 9
9 14

]

CEOEEEOEERCVOERE
seevcocouvwameeon
oS idacciccouvwa
cebcoovewcoeepooD
sttt osTEavevawnw

Used in Service Stations that have a convenience store operation, the cosh
register sales departments provide an additional 34 sales departments.
ltems induded in Cash register sales departments cannot be used on
repoir orders.

Department titles Unlike the first 16 departments, there is no restriction on the naming of
these soles departments.

When entering cash register sales departments you will be allowed to
enter the purchase account number, sales goal, gross margin percent,
MTD sales figures and YTD sales figures.

Precision tip: See Appendix D, page 212, for the Cash
register sales department work sheet.

Precision tip: €diting the MTD sales figures and YTD sales
figures is recommended only when setting up the system for
the First time.
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Key ltem Inventory

Entering the Hey ftem Inventony

Mini-menu

THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOKKEEPING SYSTEM

The Key ltem Inventorny setup display looks like this:

Item number :
Description : Hot in use

Sales department :
Retail price ¢ 0.99
Cost per unit @ 0.9¢
Quantity on hand : [}
Sales Month to Date : ¢
Sales Year to Date : 9

»>> Your selection : ¥
<N>-Next <P>-Previous <§=-Search

The system will track up to 48 inventory items in the Hey ltem Inventony.
Used mainly in Service Stations, Key lnventory items are those items you
count at the change of every shift. Ggarettes, windshield washer solvent
and oil are examples. The Hey ltem Ilnventory is generally used to
calculate sales based upon the quantity gone. It may also be used to
control slow moving items such as, tires and batteres, without calculating
sales.

Precision tip: See Appendix D, page £15, for the Hey ltem
Inventory work sheet.

When entering the inventory items in the computer for the first time, enter
them in the same order in which you are accustomed to counting these
items at your shift chonge. When you balance the shift, the tems wil
appear in the same order you are accustomed to seeing them on your
current shift checkout sheet. This will make it very easy to enter information
into the Hey ltem Inventony.

To enter the Hey ltem Inventory, press W for the next tem, for the
previous item, (8] to search for (go directly to) a particular item and L5 to
change (edit) the displayed information. To delete or erase an ftem press
[]. Pressing [Print Screen] (On a Ms-Dos system) or [Shift]-[Print Screen]
(on o Windows system) will cause the information to be printed on the
printer (a hard-copy). (Make sure the printer is ready with poper loaded
into i)
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Description

Sales department

Retaill price

Ovenide automatic entry of oll sales

Controlling tires & balteries

Cost per unit

GQuantity on hand

Sales Monthto Date
Sales Year to Date

Handling key items on repair orders

THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOKHKEEPING SYSTEM

Enter a short desciption of the item.

The sale of an item will be assigned to the appropriate sales department
by pressing the first letter of the name of that sales department.

€ntering the retail price of an tem in the Key ltem Inventony will cause the
sales dollars for that item to be recorded in the assigned sales
department. The system is supplied so that this is the normal method of
recording oil sales. Qil sales entered into the oil department during repair
order entry, like gosoline sales, are ignored by the system except to
balance the repair order amounts. This prevents the double counting of oil
sold on repair orders.

The system can be modified so that oil sales are recorded directly from the
repair order. Two things must be done. First, the selling price of the oil

must be entered into the Hey ltem Inventory as $.00. With the retail price

set at $.00, the sales amount automatically added into department B (the

oil department) will always be zero. This will prevent oil sales on repair

orders from being double counted, thereby creating a false cashshortage.

Second, a modification must be made to the system. Consult Appendix C,

starting on page 197.

C.A.RS. users note: The above change can be selected
during the C.A.A.S. system setup. See your C.A.R.S. manual
for additional information.

Tires and batteries, (items which are usually sold on repair orders) may be
controlled using the Key ltem Inventory. Lump alf tires into one inventorny
item, and batteties into another. €nter a retail price of $.00 for these
items. This will force the system to track the number of units sold without
recording the sales dollars.

ltem cost per unit is for information purposes only and is not used by the
system.

€nter the quantity on hand at the beginning of the first shift you wil
balance with the system.

IFthe information is available, you may enter sales (in units) month to date.
IFthe information is available, you may enter sales (in units} year ko date.

When items in the Key ltem Inventory are sold on a repair order, the sale
amount will be double counted. To prevent the double-counting,
inventoried items can be entered into the gasoline or cil department on
repair orders. (Rememberthat the ol and gasoline omounts are ignored
by the system during repair order processing except to balance the repair
order.) However, this method may have an adverse effect on employee

commissions. The adverse effect may be eliminated by leaving the

inventoried items in their correct sales department on the repair order and
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Disbursement accounts

Uses for disbursement accounts

THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOKKEEPING SYSTEM

entering a counter balanding Miscellaneous income invoice for minus the
amount of the inventoried items.

After exiting Mey lkem Inventory entny, the screen will shows:

Friday, April 21, 2000

Account number 3 1949
Aceount olass : Balance sheet account
Description : Gommercial Acct

Checking account &
Payables :

Balance brought forward : $.00

Account balance 9.99

3> Your selection @ ¥
<N>-Next <p>-Previcus «<$>-Gearch <E>-Edit <t»-Exit
<R=<Renumber <¥>-Delete <fo--Add <L»-Listing

Disbursement accounts keep track of the money you spend. The
Manager's Assistant™ will handle up to 1600 different disbursement
accounts to help you accumulate this information easily and accurately.

Precision tip: See Appendix D, page 216, for the
Disbursement Rccounts work shest.

Your accountant will use the same information gathered in these accounts
to prepare tax returns and financial statements. The accuracy of your
accountant's tax returns and finandal stotements depends upon the
accuracy of the information provided by you. When setting up
disbursement accounts for the first time, you may find it easiest to use
accounts that have the same titles that your accountant has used on your
profit and loss statement. Also, this will make the Disbursemeant Summary
Report easy for your accountant to use.

Disbursement Accounts are used for recording checks and cash pay outs.
Some examples are as follows:

the purchase of capital equipment

the payment of a debt

the withdrawal of capital (owner's draw)
the purchase of items for resale and

the payment of expense.

ViR WO
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Using disbursement accounts

Grouping accounts

System disbursement accounts

THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOKKEEPING SYSTEM

Aecounts for uses one, two and three (above) are balance shest accounts.
For bolance sheet accounts use account numbers between 1009 ond
3000, Accounts for uses four and five are income statement accounts. for
income statement accounts use account numbers between 4000 and 9999.

Precision tip: The account title is much more important than
the account number.

When recording cash paid out of the drawer or writing o check, the amount
will be accumulated in a disbursement account. Amounts paid by chedk
may be distributed among as many as 19 disbursement accounts. The
system will accumulate the disbursements made on a month-to-date and
year-to-date basis. Separate totals will be maintained for amounts paid
in cash and amounts paid by check. The system can print @ list of all
disbursements charged to each disbursement account. (See the sample
Disbursement Summary Report on page 182.)

You will be provided more complete and accurate information for
managerial purposes because the system will alfous you ko group accounts
of similar purpose (for examgle, various types of shop expenses) together
by choosing account numbers that begin with the same first two digits.
The Disbursement Account Summary will subtotal each group of accounts
whose numbers begin with the same first two digits. (See the sample
Disbursement Summary Report on page 182.}

The system is supplied with required disbursement accounts. The tides for
these accounts cannot be changed. They are:

1010 Comeercial Acct 1920 Misc. Account
19039 Oil Co. C.Cards @0 A/P Control
4999 Purchose Disc. 511Q Bank serv. chg.

558 Discount C.Cards

As soles departments are set up in the system, disbursement accounts
that can be used to accumulate the cost of goods for resale will be created
by the system. These accounts will have the numbers 48@1 through 4016.

Precision tip: The description of accounts 4901 through aPi6
may not be changed. The occount description for these
accounts is derived from the title of the corresponding sales
department.
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Other supplied disbursement accounts

€dit an existing account

Renumber an existing acount

Deleting a disbursement account

Add a disbursement account

THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOKHKEEPING SYSTEM

The system is supplied with the following 51 additional disbursement
accounts already set up:

2199 Fed'l W/H Paid 5239 Office Supplies
2191 Fed'l W/H Ded. 524p Postage

2119 S8 W/H Paid 5409 Uniforms

2111 88 W/H Ded. 5419 Service Truck 1
212¢ Medicare W/H Paid 5429 Service Truck 2
2121 Medicare W/H Ded. 5430 Electricity
21390 State W/H Paid 544¢p Telephone

2131 State W/H Ded. 5450 Water

5¢00¢ Building Rent 5469 Sewer

5019 Real Estate Tax 5479 Heat

502¢ Building Maint. 548¢ Watch & Alarm
503¢ Building Repair 5500 Advertising
5040 Business License 5520 Promotions

5059 Equipment Rent 5549 Discounts Other
5060 FRepair & Maint. 5560 Customer Refund
570 Insurance 600 Regular Wages
5¢75 Group Insurance 61909 Overtime Wages
508¢ Accounting Fees 6209 Commissions
5099 Legal Fees 6309 Fed'l Unempl Tx
5199 Interest Expense 6319 State Unempl Tx
512¢ Bad Debts 6320 Empl. S8 Match
513¢ Forgive Interest 6339 Empl. Med Match
5209 Cleaning Supply 6349 Workmans Comp.
5210 Computer Supply 9998 Miscellaneous
522¢ Shop Supplies 9989 Cash Shortages

5225 Small Tools

You may use these accounts as they are, change the desdiption, or delete
them and enter your own. Press (¥ to display the next accountin account
aumber order. Press {F] to display the previous account in account number
order. Press (8] to search for (find) a spedific account.

Press [E} to edit the information displayed. The account Desaiption, MTD
and YTD information may be changed.

Press [R) to renumber the displayed account. Type in the new account
number and press {Enter].

Press to delete (erase) the account shown. Disbursement accounts
may be deleted only if the month-to-date paid by cash and paid by check
amounts are zero and all invoices have been posted.

Press [A to add a new account. €nter the account description. If the
information is available, you may enter the amount paid by cosh and the
amount paid by check both month-to-date and year-to-date. If the
information is not available, skip these questions. Repeat to add
additional disbursement accounts.
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Date of last manual checkout

Enter date of last manual checkout

Credit card charge slips / Cash on hand

THE MANAGER'S ASSISTANT™

SECTION 2.1
SETTING UP THE BOOKKEEPING SYSTEM

After entering the desired disbursement accounts, press G, iFthisis the
initial system setup, you will see the display below. If this is a revised
system setup, the display shown below will be skipped.

Friday, April 21, 2000

Date of last manual checkout : @
Gredit card charge slips on hand at end of shift :
Cash on hand at end of shift :

( the <ESC> key to cancel )

If this is the initial system setup, the system will osk for the date of the last
manual shift checkout. €nter that date.

Then, the system will ask for the credit card charge slips on hand and cash
on hand at the end of that shift.

In response to "Are all entries correct”, pressing I wil allow you to answer
these questions again. Pressing {€sc] will return you to the Disbursement
Accounts display.  Pressing will allows the system to record the
information entered and complete the system setup. After the setup is
complete, the system will display The Manager's Assistant™ main menu.
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Explanation

Statements printed

UWhen to add accounts

SECTION 2.2
SETTING UP THE ACCOUNTS RECEIVABLE SYSTEM

The Manager's Assistant ™ includes a fully integrated accounts receivable
system which can manage up to 9990 charge accounts. Any accounts may
be Balance forward or Open item.

Precision tip: A Balance forward account works similar to
your personal Visa card account. €ach statement lists the
unpaid balance from the month before as the opening
balance. Rl prior purchoses, payments and previous
outstanding balances are combined into this single opening
balance amount. The statement also lists ONLY those
purchases and payments made during the statement month.

An Open item account lists ALL purchases and payments
made regardiess of their date. You must tell the system
which payments are to pay for which purchases. The
payments that are matched to purchases are listed on the
statement as "applied”. During End-of-month processing the
applied payments and purchases will be erased from the
system. At any time the account balance equals the sum of
all purchases listed minus the sum of all payments listed.

While you balance the daily books, the charged purchase transactions and
received-on-account transactions are automatically entered into the
accounts receivable system.

A statement may be printed at any time for any account. Statements
printed for Balance forward accounts can only include the transactions for
any date range in the current month. Statements printed for Open ltem
accounts can indude the transactions for any date range.

At the end of each calendar month, the system will automatically print
statements for all charge account customers thot have an outstanding
balance. Statement forms are required. (See Appendix B - Forms and
Checks, starting on page 193, for more information.)

Accounts may be added at any time. At The Manager's Rssistant™ Main
menu press LA to enter the accounts receivable system.
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THE MANAGER'S ASSISTANT™

SECTION 2.2
SETTING UP THE ACCOUNTS RECEIVABLE SYSTEM

After a few momaents the screen Will show:

" Friday, April 21, 2009

<G> Gustomer accounts
<R> Reports
<*» Exit Accounts Receivable

>>» Your selection :

To add accounts To add customer charge accounts, press L4 at the accounts receivable
menu. The cstomer accounts display screen Wil appeat.

Your Company MName
Uanager’s Assistant (tm) Accounts Receivable - Customer Accounts
Friday, April 21, 2949

Account number : 9398 Current balance
Mame : Work In Proyress
Address line 1 1 »>>> WARNING <<<<
Address line 2
City, State, Zip : »>>>> DO NOT WAIL <<<<
Phone : } -
Contact :
Account type @ Balance forward
Service charge : ¢.p% Yib :
Credit limit : [
Statement message line 1 ¢
Statement message line 2 ©
Comment ;
Unpaid balances
Last Mo. 1 Mo. 0ld 2 Wo. 0ld 3 Mo. Old 4 No. 01d 5+ Wo. 0ld

»>» Your selsction : 7
«N»-Next  <P>.-Previous <§»-Search  <T>-Yurn page  <Ex-Edit <*>-Exit
«<fo- - Add <M>TD  <Y>TD  <L>-Label <Rr<Renumber «<#>-Delets <F>-Find

Account number Press {2l to add an account. All transadtions are entared inte an account
by account number. €ach charge account customer must be assigned an
account number, No two accounts may use the some account number.
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Work-in-Progress account #9998

Miscellaneous account #9999

Enter account name

Mailing address

Phone number

Contact

THE MANRGER'S ASSISTANT™

SECTION 2.2
SETTING UP THE ACCOUNTS RECEIVABLE SYSTEM

The account number may be from 13 to 99999. (Account numbers 1
through 9 are used by the system. Account numbers 9998 and 9999 are
pre-established, see below.) New accounts may be assigned numbers
at any time, even during the balandng of a shift check out. €nter the
account number. IFthe account already exists, the system will display the
account information. IF the account does not exist, it will be created.
Pressing [€sc] while on the account number field will display the mini-menu.

Precision tip: See Appendix D, page 218, for the Accounts
Receivable Accounts work shest.

Account 9998 is used by the C.A.R.S. computerized repair order system to
account for work-in-progress. CA.R.S. users should not use or alter this
account.

Account 9999 can be used as a miscellaneous charge account for
temporany charge transadions. For example, you might Use it to account
for fuel that was put in vehides during the shift but for which you have not
wllected. When you collect for one of these temporary charges, You
would process a NEGATIVE sale transaction to account 999% using the
same invoice number, (A received on account transaction should not be
used because this method would distort the accounts receivable aging
analysis.) You must insure that the net of all transadtions entered into
account $999 balonce and equal zere,

Enter the customers nome exactly as you wish his statements to be
addressed. Use correct capitalization, punctuation and spadng. fAs you
enter the information, it will be treated as successive fields. You may use
the editing functions described in Section 1 of the Predision Main Menu
manual to correct mistakes. Pressing [€sc] while entering the customer's
name or any subsequent information will cancel the process and retumyou
to the account number field.

Enter the customer's mailing address as you wish it to appear on the
statement. As with entefing the customers nome, use comed
copitalization, punduation and spading.

Precision tip: Addressline 1 can be used as an extension of
the name Field, for entering the name of a person at a
company or for an apartment or suite number,

Next, enter the customer's phone number. If you enter a phone number,
the system will ask for an extension number. Enter the extension number
or press [Enter] to skip the extension.

€nter the person to whom you must speak with in regards to matters on
this account. IF this information is not applicable to this account, you may
leave it blank.
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Account type

Senice charge

Senice charge year-to-date

Credit limit

Statement message lines 1 &2

THE MANARGER'S ASSISTANT™

SECTION 2.2
SETTING UP THE ACCOUNTS RECEIVABLE SYSTEM

As you add an account it is assumed to be a Balance forward account. If
this account will be an Open item account, press .

Precision tip: It is not possible to enter transactions that
occurred prior to using The Manager's Assistant™. The
amount owed by the customer at the time the account is
added must be entered as a prior month balance. After the
prior months balance(s) are entered you may convert the
account to an Open item account type. This creates open
item invoices for the prior balance(s).

Precision tip: The account can be converted to Balance
forward or an Open item account at a later time.

The system will automatically apply a service charge to accounts with past
due amounts. IF this customer is to be assessed a senvice charge on past
due amounts, enter the annual senvice charge percentage here. Applying
a senice charge of zero percent will prevent this account from being
charged a senvice charge.

Forthe system to charge an account a service charge, two conditions must
be present.

1. The senice charge percentage stored in the customer's account
must not be zero.

9. Payments made during the month must be less than the account
balance at the beginning of the month.

The senvice charges assessed each cstomer during the calendar year will
be accumulated and the total of the service charges assessed during the
year will be printed on the December statements for the customer’s
information. Ifthe account exists in your manual bookkeeping system, and
if the information is available, enter the amount of service charge that has
been billed this customer so far this year.

The credit limit is used by C.A.AR.S. when changing the status of a repair
orderto code @ (House charge). (See the C.A.R.S. manual Section 3.3 for
more information.)

You may enter a message that you wish to appear on the statements
printed for this account only. If you leave the Statement message line 1
and @ blank, the system will print the message you enter during €nd-of-
month processing Accounts receivable statement printing or during
Accounts Receivable - Reports - Single statement printing.

Precision tip: IF you print o statement using Accounts
Receivable - Reports - Single statement printing, the
message you enter will over-ride the message contained in
the account.
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Comment

Previous balonces

€nter additional accounts

&dit, delete

€t

THE MANAGER'S ASSISTANT™

SECTION 2.2
SETTING UP THE ACCOUNTS RECEIVABLE SYSTEM

Use this space to record any miscellaneous information you wish.

ff the account is a pre-existing account, enter the amount that was owed
into the "last month" field. If the information is available, you may enter
amounts unpaid from prior months separately into the appropriate fields.
I you are starting the system in the middle of the month, enter into the
"ast month® field the amount unpaid from last month plus any charges
made during the first part of the: current month prior to using the system,
less any paymeants made during the first part of the current month prior to
using the system. The statements produced by the system ot the end of
the first (partial) month cannot be sent to your customers because their
purchases and payments from the first part of the month have been
lumped into the previous balance.

€nter as many charge accounts as you wish to add at this time. When you
are done adding accounts, press [€sc]. The customer accounts mini-meny
will appear.

To edit an account, press [e]. The information may be deleted or erased
by pressing £,

To exit to the accounts receivable menu, press . At the accounts
receivable menu, press (2] to exit to The Manager's Assistant™ main menu.
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THE MANAGER'S ASSISTANT™

SECTION 2.2
SETTING UP THE ACCOUNTS RECEIVABLE SYSTEM
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Explanation

Ovenview

Selting up the Employee
Compensation System

SECTION 2.3
SETTING UP THE EMPLOYEE COMPENSATION SYSTEM

The Manager's Assistant™ incudes a fully integrated employee sales
reporting, sales commissions and payroll function which can manage the
sales and compensation due 99 employees. While you balance the daily
books, the sales are automatically entered into the employee commission
system.

As employees are added to the system the information necessarny to write
pay checks is stored with the employee information. The payroli
information is taken from the Company Payroll info. setup. Information
stored in the Company Payroll setup is the "standard" information. When
employees are added to the system the "standard" payroll information is
stored with the employee information.  The information stored with the
employee may later be customized for that employee.

Forthe purpose of calaulating commissions, eachemployee may be looked
at two ways. As delivered, the system can be used to keep track of the
ports and senvices installed by each employee. The system may be
changed so that it will separately keep track of parts and services sold by
each employee. This will allow you to separately pay commission for the
installation of an tem and the sale of the item. The commission can be
paid to the same employee or different employees. The "employes”
commission is usually paid to the installer. The "salesman” commission is
usually paid to the salesmon. (See Salesman commission percentages on
page 57.)

To setup the Employee Compensation System, press L] at The Manager's
Assistant™ main menu.
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THE MANAGER'S ASSISTANT™

SECTION 2.3
SETTING UP THE EMPLOYEE COMPENSATION SYSTEM

After a few moments the screen will show:

Your Company Name
wp i

3
Friday, April 21, 2099

<E> Employee inquire/fedit

<R> Beports

<G> Company payroll info.

<*> Exit Ewployes Information

»>> Your selection : %

Before payroll checks may be printed, the disbursement accounts must be
entered, the tax tables must be entered and the company payroll system
set up. Consult your Federal Employer's Tax Guide for the: Annual tax
tables for single and married employees. Checkyour State employer's Tax
Guide or similar document for state income tax tables (if any) for single
and married employees. You will also need to fill out the Payroll Setup
work sheet found on page 220.

Company payrollinfo.
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€ntering the tox tables

Federal and State Tox tables

THE MANAGER'S ASSISTANT™

SECTION 2.3
SETTING UP THE EMPLOYEE COMPENSATION SYSTEM

The first step in the payroll setup is entering the tax tables. This is done

through the Company Payroll Information. To select this function, press
at the €Employee Information menu. The following menu will cppear:

<T> Tax tables

<P> Payroll setup

<R> Reset commission

<*> Exit Company payroll info.

»»> Your selection : %

The system contains four tox tables; Federal and state tables for both
single and maried employees, The system is supplied with current
Federal tax tables and the tax tables for the State of ilinois. If your state
has a different stote income tax, you will need the tax guide for your state.

To enter a new tax table, press . The system will ask:

<F>ederalor <S>tate 7 (K

Press [F] to enter federal tax tables, 18] to enter state tax tables. Next, the
system will ask:

<S>ingle or <M>arried ? (oM
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Changing the tax tables

Straight percentage state tax

THE MANAGER'S ASSISTANT™

SECTION 2.3
SETTING UP THE EMPLOYEE COMPENSATION SYSTEM

Press (8] to enter the tax table for single employees, M to enter the tax
table for maried employees. The selected tox table will appear.

Friday, April 21, 2099

———ine Federal tax table for single employses

Taxable income over  265¢ pays .99 plus §5.0099% on excess.
Taxable income over 27859 pays 3700.9¢ plus 28.9009% oh excess.
Taxable income over 50809 pays 12754.99 plus 31.9000% on sxcess.
Yaxable income over 134299 pays 33787.99 plus 36.0900% on sxcess.
Taxable &ncome over 289950 pays 91857.99 plus 39.6009% on eXcess.
Taxable income over 9 pays .99 plus D.9009% on excess.
Taxable income over 9 pays ¢.08 plus 9.9909% on excess
Taxable income over @ pays 9.09 plus 9.0999% on excess.
Taxable income over ¢ pays .99 plus ©.0099% on excess.

»>»> Are all entries correct 7 { ¥IH )

IF you wish to change the tax table, press I in response to "Are all entries
correct?". You will be allowed to enter the new tax table as show in your
tax guide.

Precision tip: Use only annual tax tables for the percentage
method of withholding.

Some states base their income toax on a percentage that is applied to the
net taxable income (gross income less exemptions). The state tax tables
for such states will contain all zeros except that the tax percentage is
entered into the first line of the tax table in the percentage column. IFthis
percent is the same for single employees as well os maried employess,
enter the same information in both the single and manied state table.
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Percent-of-federal state tax

No state income tax

Exit kax tables

Payroll setup

THE MANAGER'S ASSISTANT™

SECTION 2.3
SETTING UP THE EMPLOYEE COMPENSATION SYSTEM

Some states base their income tax on a percentage of the calulated
foderal tax. The state tax tables for such states will contain the same
information as the federal tax tables except that amounts entered into the
second ond third column must first be multiplied by this percentage fadtor.
For example, suppose that the cument federal tox table for single
employees is that shown in the figure above. Also, suppose that the state
income tax is 10% of the federal tax. Then the state tax table for single
emplovees should contain the following:

State tax table for single employees

Taxable income over 2650 pays 9.99 plus 1.5000% on excess.
Taxable incoms over 27059 pays 378.¢0 pluz 2.8000% on #xcess.
Taxzble income over 59999 pays 1275.49 plus 3.1900% on excess.
Taxable income over 134299 pays 3578.79 plus 3.5009% on excess.

Taxable incose aver 280950 pays 9185.70 plus 3.9699% on excess.
Taxable income over ¢ pays . 9.9009% on excess.
Taxable income over 9 pays - 9.9009% on excess.
Taxable income over 9 pays N $.9009% on excess.
Taxable income over P pays . $.0999% on excess.
Taxable income over 9 pays .99 plus ¢.0800% on excess.

»»> Are all entries correct 7 {

If your state does not have a state income tax, enter alizeros in both state
tox tables.

After entering the four tox tables, pressing [€s¢] will return to the Company
Payroll information menu.

The next step in the Payroll setup is to enter the miscellaneous information
necessany to process payroll.  Keep in mind as you are enteting
information into the payroll setup that as employees are added to the
system the information necessary to write pay checks is stored with the
employes information. The payrollinformation s taken from the Company
Payroll info. setup. Information stored in the Companty Payroll setup is the
"standard” information. When employees are added to the system the
“standard” payroll information is stored with the employee information,
The information stored with the employee may later be customized forthat
employee.
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Disbursement account for Reg. hours
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Select the Payroll Setup function from the Company Payroll Information
menu by pressing FFl. The Payroll Setup screen will appear:

WP
riday, Ap

Act. Entry Description  Amount

6999 Reg. Hrs.= 49.090
8199 0.7. Hrs= .99 Standard overtins fastor
6239 Commjission Pay 0.7. on commission
2101 Fad’1 Withholding Fed'l exemption awst.
2111 Set., Security Percent = 6.2009 Limit
2121 Medicare Percent = 1.450¢ Limit
2131 State Withholding State exemption amt.

9.99

9.99

9.99

9.4

WonowEsH

Q.99
Federal tax I.D.# $0-9903909 State of IL tax I.0.¥

To change any of the information shown, press MY in response to "Are all
entries correct?",

The system can accumulate the regular wages paid to all employees using
one disbursement account or You may accumulate regular wages pald to
different closses of employees using different disbursement accounts. For
example, you may accumulate the wages paid to mechanics, janitorial,
office, administrative and officer all separately. This is done by changing
the disbursement account number used for a spedific employee after the
employee is added to the system. €nter the disbursement account which
will be used most often here. This will minimize the need for changing the
account on individual employees as they are needed. (As supplied, the
system will use account number 6033

Precision tip: The State exemption amount shown in the
above figure is for lllinois. If unsure of the exemption
amount For your state check with your accountant or call us
for helg.

Precision tip: If the account number you enter has not been

entered into the Company setup, the system will ask "New
account ? ( ¥IN )", press LY if this is o new account. The
system will then ask for an "Account description®, type in the
description of the account.
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Disbursement account for O.7. hours

Number of overtime hours
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Disbursement account for commission

Pay overtima on commission

Disbursement account for federal withholding

federal exemption amount
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Precision tip: Refer to the Payroll Setup work sheet filled out
earlier for this information.

Next, enter the number of regular (non-overtime) hours most employees
work in a normal pay period. For example, if you pay weekly, you should
probably enter 4.

The system can accumulate the overime wages paid to all employees
using one disbursement account or you may accumulate overtime woges
paid to different dosses of employees using different disbursement
accounts.  For example, you may acwumukte the wages paid to
mechanics, jonitorial, office, administrative and officer oll separately. This
is done by changing the disbursement account number used for a spedific
employee aofter the employee is added to the system. Enter the
disbursement account which will be used most often here. This wil
minimize the need for changing the account on individual employees as
they are needed. (As suppled, the system will use account number
6100.)

Next, enter the number of ovettime hours most employees work ina
normal pay period. If your employees do not normally work overtime or
if the amount of overtime worked vares from employee to employes or
from pay period to pay period, enter zero.

Now, enter the standard overtime factor. For example, if you pay
time-and-a-half for overtime, you should enter 1.5, IFyou pay straight time
for overtime, you should enter 1. If you pay double-time for overtime, you
should enter 2.

The system can accumulate the commission woges paid to all employees
using one disbursement account or you may accumulate commission
wages paid to different dasses of employees using different disbursement
accounts.  For example, you may accumulate the wages paid to
mechanics, janitorial, office, administrative and officer all separately. This
is done by changing the disbursement account number used for a specific
employee after the employee is added to the system. €nter the
disbursement account which will be used most often here. This wil
minimize the need for changing the account on individual employees. (As
supplied, the system will use account number 6200.)

If you wish the system to convert the commission to an equivalent houtly
rate and apply the overtime factor to this rate, press 1, othenwise press

—=

.

Next, enter the disbursement account number that will be used to
accumulate the federal income tax withheld from employee pay chedks.
(As supplied, the system will use account number 21 @1.)

Enter the ANNUAL federal withholding allowance for one exemption. (For
example, the 2000 exemption allowance should be entered as "2800")
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Next, enter the disbursement account number that will be used to
accumulate the sodal security tox withheld from employee pay checks. |t
MUST NOT be the same account used to accumulate the federal income
tax withheld from employee pay checks. (As supplied, the system wiluse
account number 2111.)

Now, enter the sodial security tax rate for the current year. This rate must
be entered in the form of a percentage. (For example, the 2000 rate
should be entered as “6.2000".)

Enter the meximurn amount of wages subject to sodial security taxes. (For
example, the 2009 rate should be entered as "76200".)

Next, enter the disbursement account number that will be used to
accumulate the medicare taxwithheld from employee pay checks. It MUST
NOT be the same account used to accumulate the federal income tax
withheld from employee pay checks and it MUST NOT be the same
account used to accumulate the Sodal Security tax. (As supplied, the
system will use account number 2121.)

Now, enter the medicare tax rate for the crrent year. This rate must be
entered in the form of a percentage. (For example, the 20 rate should
be entered as "1.450@".)

Enter the maximum amount of wages subjedt to medicare taxes. (For
example, the 2000 rate should be entered as "99999G")

Next, enter the disbursement account number that will be used to
accumulate the state income tax withheld from employee pay checks. It
MUST NOT be the same account used to accumulate the federal income
tex withheld from employee poy checks and it MUST NOT be the same
account used to accumulate the Social Security tax withheld from employee
pay checks and it MUST NOT be the some account used to accumulate the
Medicare tax withheld from employee pay checks. (As supplied, the
system will use account number 2131.) Evenifyourstate does notimpose
a state income tax, you must enter an account number.

Enter the ANNUAL state withholding allowance for one exemption. IF your
state does not impose a state income tax, enter zero.

You may set up the system so that up to five additional deductions will be
made from pay checks. This will accommodate suchthings os employees'
contributions for uniforms, group insurance, savings plan, etc. If you wish
to enter an additional standard deduction to be made from most pay
checks, enter that account number.

If you do not wish to enter an additional standard deduction, enter an
account number of "BE@0",

© 1983 - 85 by Precision Data Systems
© 1987 - 2000 by Robert Pollock
Page 46



Specdial case additional deductions

Deduction by a percentage
of total gross wages
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Precision tip: Since the system accumulates the deductions
on a per line basis, it is most helpful if you put the same
deductions on the same lines of everyone's paycheck. For
example, if you deduct uniforms from nearly everyone and
4P1H contributions from some paychecks, you should set up
the uniforms on the first deduction line and the 401K
deductions on the second deduction line on EVERYONE'S
paycheck. Thus, the Deductions Report will total the
uniforms deductions for all employees in the 1% deduction
column of that report (the column to the right of "Taxes").

It will total the 4P1K deductions for all employees in the
second deduction column.

The system can correctly handle deductions for City income tax, County
income tax, 431K plans, SelfEmployment Pension plans, Section 125 Pass-
through plans, Non-Roth IRAs and Roth IAAs. To have the system handle
these special dedudions property you must enter the type of deductionin
the Entry description. Copitalization is not important.

if you arg using a: You must enter:

City income tax
County income tax
401K plan

Self émployment Pension plan

Section 125 Pass-through plon

Non-Roth IRA O]

Roth IRA

The additional deductions for City income tax, County income tax, 431K
plans, Self€émployment Pension plans, Section 1 95 Pass-throughplans and
Roth IRAs, may be deducted by a percentage of total gross wages or by
a fixed amount. (Total gross wages indude sick pay and vacation pay.
See section on Sick pay and Vacation pay on page 48.) Non-Roth IRAs
can only be dedudted by fixed amounts.

To have the system deduct City income tax, County income tax, 431K plans,
Self Employment Pansion plans, Section 125 Pass-through plans and foth
IRAs by a percentage of gross wages the Entry description must start with
the percentage, followed by the type of deduction. Below are examples
of each type of dedudion done by a percentage:

Act. €ntny description
Q490
2500
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Sick pay and Vacation poay

9 thry 5* additional deductions
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To have the system deduct City income taix, County income tax, 431K plans,
Self€Employment Pension plans, Section 125 Pass-throughplans, Non-Roth

IRAs, uniforms or any other type of deduction by a fixed amount enter the

deduction as minus amount. The following are examples of deductions by

a fixed amount:

Act. Entrny Description Amount
2400 City tax -15.00
2640 4G1H -95.08
5400 Uniforms -7.00
5375 Group insurance -90.0¢
2600 Secl125 -35.00

Precision tip: DEDUCTIONS MUST BE NEGATIVE AMOUNTS.
That is, the amount to be deducted must start with a minus
sign.

The system has the capability of paying sick pay andfor vacation pay as
separate line items on the paycheck. (Tracking the hours of sick pay and
vacation pay is a manual operation. See section on Sick and vacation
hours on page 51.) Keep in mind that there is no accounting reason for
paying sick pay or vacation pay separately from the employees normal
wages. Vacation pay is added to the paycheck by typing Vac. Pay into
the deduction line Entry Description. Sick pay is added to the paycheds by
typing Sick Pay into the deduction line €ntry Description. Capitalization is
not important. Here are examples:

Act. £ntry Description Amount
6000 EOEE EREN @90
6000 MEED BED 0.00

Precision tip: When writing the paycheck you can edit the
€ntry Description on-the-fly so that "Sick pay* becomes "Sick
Pay 8 hrs." or "Sick pay - 1 doy". The same may be done to
vacation pay.

The previous steps may be repeated if a 2%, 3%, 4" andfor 5" additional
standard deduction are desired.
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Leaving the Payroll Setup function
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€nter employes number
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€nter your Federal Employer Identification Number. Next, enter the state
for which you will withhold state income tax, and then enter your State
€mployer Identification Number. If your state uses the FEIN for the State
€mployer Identification Number, enter your Federal Employer Identification
Number here too.

When all payroll setup questions have been entered, the system will ask:

Are all entries correct ? (

Pressing will allow you to edit the Payroll Setup information just entered.
Pressing will return you to the Company Payroll Information Menu.
Press [, to exit to the Employee Information Menu.

To add employees, select the €mployee Inquire/edit function by pressing
El. The Employee Payroll information screen will appear.

Loy Are
Friday, April 21, 2099

-« Last check ---
Eaployee number @ 1 Check ¥ : 9
Kame : John Sawith Date : Q000799
Address line 1 : 801 WMain Street
Address line 2 Current pay : 9.99
City, State, Zip : Your Town, US 12345 Hired : @1/14/82
Phone :t { ) 555-1234 Released : 93/09/99
Soc. Sec. No. : 123-45-67689 M.T.D. regular hours @
Single/Narried : M U.T.D. overtime hours @
Federal exemptions @ 1 6.Y.T.D. regular hours &
State exemptions : ! C.Y.T.0. overtiss hours :
Rate of pay :  42000.09 Earned vacation hours :
Salary/Hourly @ § Earned sick hours :
Periods per year ; 52 ¥.T.D. paid vacation hours :
¥.T.D. paid sick hours :
Comment 3

»»> Your selection : 3
=N>-Next <P>.Previous <8»+Search <T>-Turn Page
<1> <2> <3 <h>-Add  <E»-Edit  <R>-Renumber  <#>-Delete  <*=-Exit

Precision tip: See Appendix D, page 221, for the €émployee
Information Work Sheet.

Press (A to add an employee. Because the system will record sales by
employes number, each employee (incuding yourself) must be assigned
anemployee number between 1 and 99. For convenience, consider giving
yourself employee number one. €nter the employee number. An
employee number may be used only once. IF that employee number is
already in use, the system will display that employee’s information. (Press
to edit the information if necessany.) IF that employee number is notin
use, the system will add it to the employee records. Pressing [€sc] while
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SalanyMHourly

Pay periods per year
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on the employee number field will retum you to the Employee information
mini-meanu.

As you enter the information, it will be treated as successive fields. You
may use the editing functions described in Section 1 of the Precision Main
Menu manual to correct mistakes. Pressing [€sc] while on the employee
name field will cancel the entny.

When setting up the system, the employee name and number must be
entered. You must also enter the marital status of the employee, whether
he is paid sakary or hourly, and the number of pay periods for which he is
paid during the year.

€nterthe employee’s name exactly as you wishit to appearon pay checks
and W-2 forms. Use correct punctuation and spading. The employee’s
nome must be entered,

Next, you may enter the employee's street address, dity, state and zip
code as you wish it to appear on pay chedks written to this employee.
The address is optional.

I you wish, you may enter his phone number. Press [€nter] to skip this
information.

If you wish it to appear on pay checks, enter the employee's Sodal Secunty
number. IFyou do not wish to enter a Sodial Security number, enter a zero.

Press [E] to treat this employee os single for payroll purposes, I to treat
the employee as maried. An employee must be either single or martied.

Enter the number of federal payroll exemptions the employee has elected
to take.

Enter the number of state payroll exemptions the employee hos eleded
to take.

Enter the employee's rate of pay. IFthe employeeis paid hourly, enter the
employee's hourly rate.  If the employee is paid solany, enter the
employee’s ANNUAL salany. If the employee is paid stratght commission,
enter zero.

Press (& if the employee is paid by salary, (1 if he is paid houry. Press

either 5] or [4 if he is paid straight commission. An employee must be
either salany or hourly.

Enter the number of pay checks the employee would receive during a full
calendaryear. €xamples: €nter 52 for weekly, 26 for semi-weekhy, 24 for
bi-monthly.
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You may enter the number of the lost chedk written to this employee and
the date it was written. Press [€nter] to skip this information.

You may enter the date this employee was hired. Press [€nter] to skip this
infarmation.

After an employee is released, you may wish to make note of that here.
IF you do not wish to enter anything here, press [Enter].

You may enter the number of regular hours worked by this employee
month-to-date. IFthisinformation is not available, press [Enter] to skip this
information,

You may enter the number of overtime hours worked by this employee
month-to-date. I this information is not available, press [€nter] to skip this
information.

You may enter the number of regular hours worked by this employee
calendar-year-to-date. If this information is not available, press [€nter] to
skip this information.

You may enter the number of oveitime hours worked by this employes
calendar-year-to-date. I this information is not available, press [Enter] to
skip this information.

You may enter the number of vacation hours earned by this employee
calendar-year-to-date. If this information is not available, press {Enter] to
skip this information.

You may enter the number of sick hours earned by this smployee
calendar-year-to-date. IF this information is not available, press [Enter] to
skip this information.

Precision tip: Vacation and sick hours must be manually
entered and maintained.

You may enter the number of vacation hours paid to this employee
calendar-year-to-date. I this information is not available, press [Enter] to
skip this information.

You may enter the number of sick hours paid to this employee
calendar-year-to-date. If this information is not available, press [€nter] to
skip this information.

You may enter a comment about this employee or press [€nter] to skip this
information.

After entering the comment, the system will record the information. After
the system has recorded the information, the information may be edited.
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Employee pay chedks information

Disbursement account for Reg. hours

Number of regular hours

Disbursement account for O.T. hours
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The next step in the €mployee information setup is to enter the
miscellaneous information necessany to process payroll, by setting up the
standard pay check for sach employee. To enter o standard pay chedk,

press 12} to tum to page 2. The following will appear:

Friday, April 21, 2009

Employee number 1, John Smith

Act. Entey Description Amaunt Current

6399 Reg. Hrs.= 49.909

6199 0.7. Hrs.= 9.999

6209 Commission

2101 Fed’l Withholding

2111 So¢. Security

2t21 Medicare

2131 State Withholding

5400 Unjiforas

5075 Group insurance

2399 1.50% 401k .

220t §.125% City tax 9.99
9.99

R REREEOR 00
eheeoecowaw T
b3 PP PP PR,
FEDERUOREO O
TRHNeYeLeNoas
AOeveeeEeC.aeRe

crooRceREBO0O
CRODeRTwYRweeR:

9.99 9.99
Overtine factor = 1.5009 Fay 0.T, on Commission T ( Ho

P EEEROEERR DS

»>» Your selection t ¥
<N>-Next <P=-Previous «<§>-Ssarch <T>-Turn Page
<> «2» «<3> <4> <A»-Add <E>-Edit  <R»-Renumber  <#>-Delete  <*>-Exit

If the information on the screen is not corredt, press [E. The system will
display the disbursement account number entered in the Company Payroll
setup. IFyou would like to use this account, press [€nter]. IFyou would like
to use a different account number enter that account number then press
[€nter].

Precision tip: Refer to the Payroll Setup work sheet filled out
earlier for this information.

Next, enter the number of regular (non-overtime) hours the employee
works in a normal pay period. For example, if you pay weekly, you should
probably enter 49.

You may enter the amounts paid to the employee for the following
periods: current (ast pay chedk), month-to-date, quatter-to-date and
calendar-year-to-date. Press [€nter] to skip these amounts.

Next, enter the disbursement account number that will be used to
accumulate the gross amount paid to the employee for overtime pay. (As
supplied, the system will use account number 6100.)

You may enter the amounts paid to the employee for the following
periods: current (last pay chedk), month-to-date, quarter-to-date and
calendar-year-to-date. Press [Enter] to skip these amounts.
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Withholding additional Sodial
Security tax

Disbursement account for Medicare tax
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Next, enter the disbursement account number that will be used to
accumulate the gross amount paid to the employee for commissions. (As
supplied, the system will use account number 6200.)

You may enter the amounts paid to the employee for the following
periods: current {last pay check), month-to-date, quarter-to-date and
calendar-year-to-date. Press [Enter] to skip these amounts.

Now, enter the disbursement account number that will be used to
accumulate the federal income tax withheld from the employee's pay
checks. (As supplied, the system will use account number 2101.}

IF you withhold additional Federal tax from the employee's pay chedks,
enter the amount for the additional tax to be withheld. (You MUST enter
this as o NEGATIVE amount.)

You may enter the amounts deducted from the employee's pay chedks for
the following periods: crent (lost pay chedk), month-to-date,
quarter-to-date and calendar-year-to-date. (Enter these os NEGRTIVE
amounts.) Press [Enter] to skip these amounts.

Precision tip: Deductions MUST be NEGATIVE AMOUNTS.
That is, the amount to be deducted must start with a minus
sign.

Next, enter the disbursement account number that will be used to
accumulate the sodial security tax withheld from the employee's pay
checks. IEMUST NOT be the same account used to acaumulate the federal
income tax withheld from the employee's pay checks. (As supplied, the
system will use account number 2111.}

If you withhold additional Sodial Security tax from the employee’s pay
checks, enter the amount for the additional tax to be withheld. (You MUST
enter this as a NEGARTIVE amount.)

You may enter the omounts deducted from the employee’s pay checks for
the following periods: current (last pay check), month-to-Cate,
quarter-to-date and calendar-year-to-date. (Enter these as NEGATIVE
amounts.) Press [€nter] to skip these amounts.

Next, enter the disbursement account number that will be used to
accumulate the medicare tax withheld from the employee’s pay checks.
It MUST NOT be the same account used to accumulate the federalincome
tax withheld from the employee's pay checks and it MUST NOT be the
same account used to accumulate the Sodial Security tax withheld from the
employee's pay checks. (As supplied, the system will use account number
2121.)
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IF you withhold additional Medicare tax from the employee's pay chedks,
enter the amaunt for the additional tax to be withheld. (You MUST enter
this as a NEGATIVE amount.)

You may enter the amounts deducted from the employee’s pay checks for
the following periods: cument (last pay chedk), month-to-date,
quarter-to-date and clendar-year-to-date.  (Enter these as NEGATIVE
amounts.) Press [€nter] to skip these amounts.

Next, enter the disbursement account number that will be used to
accumulate the state withholding deducted from pay checks written to the
employee. This disbursement account MUST NOT be the same account
used to accumulate the federal income tax withheld from employee
number one's pay chedks and it MUST NOT be the same account used to
accumulate the Sodial Security tax withheld from employee number one's
pay checks. (As supplied, the system will use account number 2300.)
€ven if your state does not impose a state income tax, you must enter an
account number.

IF you withhold additional State tax from the employee's pay checks, enter
the amount for the additional tax to be withheld. (You MUST enter this as
a NEGATIVE amount.)

You may enter the amounts dedudted from the employee's pay checks for
the following periods: crent (lost poy chedk), month-to-dote,
quarter-to-date and calendar-year-to-date.  (Enter these as NEGATIVE
amounts.) Press [Enter] to skip these amounts.

You may set Up the system so that up to five additional deductions willbe
made from pay checks. This will accommodate such things as employee
contributions for 491K plans, S.€.P., Section 125 pass through programs,
uniforms, group insurance, savings plan, etc. If you wish to enter an
additional standard dedudion to be made from the pay chedk for this
employee, enter that account number.

Precision tip: See the section on additional deductions and
special case deductions, starting on page 47, for more
information.

If you are going to use the 1* additional deduction, enter the description
that you wish to appear on the pay check stubs.

I you are going to use the 1% additional deduction, enter the amount that
you wish to be deducted from the employee’s pay check.

You may enter the amounts deducted from the employee’s pay chedks for
the following periods: current (lost pay  check), month-to-date,
quarter-to-date and calendar-year-to-date.  (Enter these as NeGATIVE
amounts.) Press [Enter] ko skip these amounts.
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Overtime factor

Pay overtime on commission

employee commissions
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Precision tip: Deductions MUST be NEGATIVE AMOUNTS.
That is, the amount to be deducted must start with a minus
sign.

The previous four steps may be repeated if a 2%, 3°, 4" and/or 5"
additional standard deduction are desired.

Now, enter the overtime factor. For example, if this employee is to be paid
time-and-a-half for overtime, you should enter 1.5. If this employee is to
be paid straight time for overtime, you should enter 1. {fthis employee is
to be paid double-time for overtime, you should enter 2.

If you wish the system to convert the commission paid this employee to an
equivalent hourly rate and apply the overtime factor to this rate, press o,
otherwise press .

The system will track each employee's sales by sales department for the
current pay period, month, calendar year and fiscal year.  IFyou have the
C.A.R.S. function and have tumed on the Book Hours feature, the system
will also track the Book hours for current pay periad, month, calendar year
and fiscal year. (See Sections € and 3.3 of the C.A.R.S. manual for
information on the setup and use of "Book hours".)
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. Entering employee commission rate

Commissions paid by Baok hours

THE MANAGER'S ASSISTANT™

SECTION 2.3
SETTING UP THE EMPLOYEE COMPENSATION SYSTEM

The commission rate on the Book hours line is the amount to be paid to the
employee per book hour. To enter the employee's Book hours hourly rate
or Commission percentage rate, press to go to the Employes
commission poge. The following appear:

Friday, April 2, 2040

Employes number 1, John Smith

Comaission  Current pay w.T.0. c.Y.1.Db.
rate period sales sales sales

Book heurs 5 0.9 . R 9.99
Gascline H 2.90% . . 9.99
0il H 14.69% . . 9.99
Labor i 33.33% . . 9.99
Parts H 0% . . 9.99
Sublet H .99% - . 9.99
Tices : .33% . . 9.99
Batteries : . - . .99

H .9 . B 9.99
Road serv/itow 0% . . 9.99
EPA charges 3 9.99

X-sales tax H . : B:GU 9.99

»>> Your selectien : ¥
<N>-Next «<P>.Previous <§=-Searth <T>-Turn page
«l> «2» <3> <4> <A>-Add <E=-Edit <A>-Kenumber  <#>-Delete < -Exit

Information is entered by editing the displayed information. To edit the
information shown for a sales department, press 3) Pressing {Enter] or
[Down Arrow] will move down the departments. Pressing [Up Arrow] will
alflows you to return to a department. If you would like to edit a line, press

or the [Right Arrow] to move to the first column, then use [Enter] or
[Down Arrow] to move across the line.

You will be allowed to edit the current pay petriod sales, month-to-date
sales, calendar-year-to-date and fiscal-year-to-date sales for each sales
depanment. Pressing [€s¢] while on the commission rate field will abort the
editing of that line. Pressing [Esc] while on any of the dollar amount fields
will erase the changes made to that sales categony and return you to the
commission rate field. You do not need to enter cument pay period,
month-to-date, calendar-year-to-date  or  fiscal-year-fo-date  sales
information. Skip these fields by pressing [Enter]. The changes will
become permanent, when you have entered through oll the sales
departments and the “Your seledion” prompt oppears.

IF you pay employees based upon a dollar amount per Book hour, go to
the Book hours line, then press El or the [Right Arrow] to move to the first
column of the Book hours line. Next, enter the dollar amount paid to this
employee per Book hour.
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Commission paid by a percentage of sales

Salesman commission percentoges

THE MANAGER'S ASSISTANT™

SECTION 2.3
SETTING UP THE EMPLOYEE COMPENSATION SYSTEM

The labor times entered on C.A.R.S. repair orders will be transferred to the
book hours in €émployee information. The system will multiply the hourly
rate just entered by the hours transferred from C.A.R.S. to determine the
commission for the employee.

Precision tip: The“Book hours”™ feature is only active on
systems with the C.A.R.S. function. C.A.R.S. MUST be setup
to use the “Book hours” feature. (See Sections 2 and 3.3 of
the C.A.R.S. manual for information on the setup and use of
"Book hours™.)

To calculate commissions, the system will multiply the employee’s sales for
the current pay petiod by the commission percentage rate established for
each sales department. The commission percentage rate may be different
for each sales department and each employee.

Precision tip: lmaoginary commission percentage rates can
be entered to monitor employee productivity. When using
imaginary commission, remember to enter a zero (P) on the
commission line when writing paychecks,

IF you are going to use the Employee Commission Repott, you must enter
the commission percentage rate by sales department for each employee.
(For information on the €mployee Commission Report, see Secion 3.2
Posting Invoices, starting on page 113.) The percentages may be entered
or edited ot any time.

If you pay employees based upon a percentage of sales, move to the
sales department you would like to edit, press L&} or the [Right Arrow] to
move to the first column of that sales department line. Next, enter the
commission percentage rate in the first column.

The system can track each salesman's sales by sales department for the
current pay period, month, calendar year and fiscal year. To calwlote
commissions, the system will muliply the salesman's sales for the current
pay period by the commission percentage rate estoblished for each sales
department. The commission percentage rate may be different for each
sales department and each salesman. The commission percentage rate
may also be different from the €Employee commission percentage rate.

Precision tip: If not paid commission, entering Salesman
commission percentage rate will help in analyzing the
effectiveness of a person acting os a salesman. When using
Salesman commission to analyze effectiveness, remember to
enter a zero (D) on the commission line when writing
paychecks.
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€ntering salesman commission percentages

THE MANAGER'S ASSISTANT™

SECTION 2.3
SETTING UP THE EMPLOVYEE COMPENSATION SYSTEM

To enter the salesman’s commission rate (percentages), pressii to goto
the Salesman commission page. The following will appear:

riday, April 21, 2009

Salesman number 1, John Smith

Commission Current
rate period sales

Gasoline H 2.99%
0il H 14.69%
Lakor T 33,30
farts ' 19.99%
Sublet H 9.00%
Tires : 3.33%
Batteries H 3.33%

i 9.99%

flcad serv/tow ; 19.00%
EPA charges H $.09%
X-sales tax H #.09%

VeV OCERODOO
CeCeeLReReS
CEeeeSERoc0Ow
LB 2 - F-L-E L R -R-%-J
DO LeeLEoD
CNOEEEURRe9
NeevesveRew
SEoeeCOeORS
SECACERERRS
L3R R -R-E-L-R RN
SeceveYNLeaw
CEEYEROtEVODS

»>> Your selection : 2
<N=>-Next <P>.Previous <8».8earch <T»-Turn Page
<i> <2» «3> «4> «<A»-Add <E>-Edit  <R>-Renumber  <#>-Delete  <*»-Exit

Information is entered by editing the displayed information. To edit the
information shown for a sales department, press = Pressing [Enter} or
[Down Arrous] will move down the departments. Pressing {Up Arrow] wil
allow you to return to a department. IFyou would fike to edit a line, press
(& or the [Right Arrow] to move to the first column, then use [€nter] or
[Down Rrrow] to move across the line.

You will be allswed to enter the commission percentage rate, the curent
pay period sales, month-to-date sales, calendar-year-to-date and
fiscal-year-to-date sales for that sales department. Pressing [€sc] while
on the percentage field will cancel the editing of that line. Pressing [€sc]
while on any of the dollar amount fields will erase the changes made to
that sales department and return you to the commission percentage rate
field. You do not need to enter current pay period, month-to-date,
calendar-year-to-date or fiscal-year-to-date sales information. Skip these
fields by pressing [Enter]. The changes will become permanent, whenyou
have entered through all the sales departments and the "Your selection”
prompt appears.

IF you are going to use the Employee Commission Report, you must enter
the commission percentages by sales department for eachsalesman. (For
information on the €mployee Commission Report, see Section 3.2 - Posting
Invoices, starting on page 113.) The percentages may be entered or
edited ot any time.
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Alternate uses for
commission percentages

Accumulate sales across sales departments

THE MANAGER'S ASSISTANT™

SECTION 2.3
SETTING UP THE EMPLOYEE COMPENSATION SYSTEM

IF you do not pay sales commissions to salesmen, you <an use the
salesman commission percentages os a veny effective management tool.
Enter into the salesman commission percentage rate the same
percentages you have entered for the sales department gross margin
percentages. The Employee Commission Report will show the total gross
profit each salesman has generated. (For information on the €mployee
Commission Report, see Section 3.2 - Posting Invoices, page 113.) By
comparing this figure to the salesman's gross pay, you can quickly gauge
the profitability of employing that person. A quick rule of thumb is that
each salesman should generate a gross profit in excess of three times his
Qross pay.

Another altermnative is to enter the commission percentage rate you would
consider using if you were to pay on a commission basis and compare this
figure to what the salesman is othenuise paid.

Another way to use “Salesman" information is to accumulate sales
information across sales departments. For example, if you would like to
keep track of total sales related to front end senvice and repair, You can
create an imaginary employee. Name this employes "Front end semvice™.
When anything related to front end sevice is put on a repair order, during
Shift checkout you will enter a Sold-by Memo invoice for the front end
service using the employee number of "Front end senvice”. (See page 100,
for more information on Sold-by memos.)

C.A.RS. users note: When you have set up the system to
calculate commission for salesmen, the employee number of
the salesman is entered into a column on the parts page of
the repair orders. Sold-by Memo invoices will automatically
be generated by the CA.R.S. Transfer Paid Repair Orders
function.

Repeat the above for as many salesmen as you wish to add at this time.
To exit the employes information saeen, press Gl aAtthe employee
information menu, press (*] to exit to The Employee info. menu.
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THE MANAGER'S ASSISTANT™

SECTION 2.3
SETTING UP THE eMPLOYEE COMPENSATION SYSTEM
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Explanation

€ntering the Checking Accounts System

SECTION 2.4
SETTING UP THE CHECKING ACCOUNTS SYSTEM

The Manager's Assistant ™ will maintain two checking accounts. The system
can print checks using both accounts. One acount is wlled the
"Commerdal' account. Usually, this account is used os the main checking
account.  The second account is called the “Miscellaneous” account.
Usually, this account is used for secondany purposes such as using it as a
poyroll account, a product replacement account, a tax account or o aedit
card clearing account. If you are going to have the computer type the
checks, you will need the corredt checks. (See Appendix B, starting on
page 193, for more information.)

To enter the Checking Accounts System press at The Managert's
Assistant™ main manu.

After a few moments the screen will show;

Friday, April 21, 2099

«P> Print ¢hecks

<ii> Uanual entries

<D> Display checks

<R> Reports

<¥> Vendor atcounts

<A> Accounts payable

<B> Balance checkback

<E> Eraseé ¢leared checks
<85> System Status

<*» Exit Checking aceounts

s»» Your selection : %
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To add vendors

Vendor code

Open account purchases

THE MANAGER'S ASSISTANT™

SECTION 2.4
SETTING UP THE CHECKING ACCOUNTS SYSTEM

The system can store the name and address of up to 500 frequently used

vendors (payees). To add vendor accounts (payees), press M. The
screen will show the vendor account display screen.

Last check inforsation
Vendor abbr : S41F Check ¥ ¢
bate : --f--feu--
Hame : Your Bank Amount :
Address Line 1 :
Address Line 2 : Paid ¥.T.D.:
City, State, Zip : ¥Y.T.D.:
Message on check : Fhone : (
Comment :
Date Acet Entry Description Discount
eafecfe- 2199 Fed'l w/h paid
--f--f-- 2110 S8 w/h paid
6320 S5 match
2129 Uedicare w/h paid
6330 Uedicare match

»»> Your selection : %
<N=ext <P>revicus <S=sarch <F>ind <Exdit <A>dd <RA>enumber <#r.Delete <*>-Exit

Precision tip: See Appendix D, page 219, for the Vendor
Accounts {Poyees) work sheet.

Precision tip: You may add the vendors (payees) during the
set up process or let the system add them automatically as
you write the first check to each vendor. (See Section 3.6 -
Using the Checking Accounts, starting on page 139, for more
information.)

Press A to add a vendor.

Enter the Vendor code. The Vendor code may consist of one to four letters,
numbers and punctuation marks. If the vendor already exists, the vendor
will be displayed. If the vendor does not exist, it will be created. Pressing
[€sc] while in the vendor code field will return you to the vendor accounts
mini-menu.

If you are using Open Account Purchases you may use the Chedking
accounts fundtion to automatically look-up the amount you owe the vendor
(open account) and have the system put that amount on the chedk
autornatically. To do this you mustidentify the vendor code with the same
four digits as the open account (disbursement account). The disbursement
account must begin with the number 2.
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Enter vendor name

Mailing address

Message line

Payments and last check information

Phone number

Comment

Built-in standard check for vendor

Standard check for Open accounts

€diting information

THE MANAGER'S ASSISTANT™

SECTION 2.4
SETTING UP THE CHECKING ACCOUNTS SYSTEM

For example: If you have set up an open account for ABC
Auto Parts using disbursement account 2195, when setting
up the Vendor account the vender code will 2185 for ABC
Auto Parts.

As you enter the information, it will be treated as successive fields. You
may use the editing functions described in Section 1 of the Precision Main
Menu manualto correct mistakes. Enter the vendor's name exactly as you
wish it o appear on chedis witten to this vendor. Use correct
capitalization, punctuation and spadng. Pressing [€sc] while entering the
vendor name or any subsequent information will cance! what you have
entered and return you to the vendor code feld.

€nter the vendors mailing address as you wish it to appear on checks
written to this vendor. As with entering the vendor's nome, use conect
capitalization, punctuation and spacding.

¢nter o standard message that willbe printed on any checks written to this
vendor. (For example, you can use this space to write your account
number.) This message may be changed when writing o chedk to this
vendor.

If the information is availoble, you may enter the check number, the date
and the amount of the last check written to the vendor, You may also
enter the month-to-date payments ond year-to-date payments made to
the vendor.

€nter the phone number for the vendor or press [Enter] to skip the phone
number.

You may enter o comment about this vendor or press [Enter] to skip the
comment.

Precision tip: Pressing [Esc] after entering the comment will
store the vendor information.

The system will store a standard check stub detait entry for each vendor.
The system will store the disbursement account numbers, entry
descriptions, gross amounts and discounts used when writing chedks to
that vendor. Enter the information for each disbursement. Pressing [€s¢]
when asked for an account number will store the vendor information.

When using the Open account feoture the disbursement account used on
the check stub MUST be the same account as the vendor code. Uhen this
is done correctly the system wilt look-up the bakance cwed to the open
account for the end of last month and automatically put that amount on
the chedk.

If the information is not corredt, you may edit the information by pressing
{8, or erase the information by pressing (1.
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Delete standard check

Add additional vendors

€xit the Checking Accounts System

THE MANAGER'S ASSISTANT™

SECTION 2.4
SETTING UP THE CHECKING ACCOUNTS SYSTEM

To delete a standard chack stub detail entny you have previously entered
press L& to edit the information, When the cursor appears on the first
disbursement account number press [€s¢]. This will erase the check stub
detail entny.

Repeat the process for as many vendor accounts as you wish to add at

this time. To leave the vendor account entry screen, press 14 this will return
you to the Checking Accounts System menu.

Precision tip: Before payroll checks can be printed you must
set up the payroll system. (See Section 2.3 €mployee
Information, starting on page 39, for more information.)

This completes the setup of the Checking Accounts System. Press 2] to
retumn to the Checking Accounts System menu, then, at the Checking
Accounts System menu, press k2 to return to The Manager's fssistant™
Main mMenu.
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Description

Storting the system

Manager's Assistant™ Main Menu

SeCTION 3.0
USING THE SYSTEM - AN OVERVIEW

The Manager's Assistant™ is an integrated system consisting of shift
checkout (cash drawer balandng), accounts receivable, disbursement
repoiting, employee sales and commissions, computerized checking and
business analysis. Allinformation is automatically accumulated while you
do your shift checkout and write checks with the computer. At the end of
the pay period, the system will report on employees' sales and calculate
sales commissions due. At the end of the month, the system will print
¢harge account statements for your chorge customers and prepare itself
for the coming month.

To start The Manager's Rssistant™, press M at the "Precision” Main Menu.
The system will go to The Manager's Assistant™.

After a few moments, The Manager's Assistant™ Main Menu will appear:

<5 Shift checkout

«<P> Post invoices

<R=> Reports

<G> Chetking accounts

<A> Accounts receivable

<E> Employee information
<> Utilities

«<*> Exit dlanager’s Assistant

>»> Your selection : ¥

The menu displayed on the screen provides access to the system. Briefly,
this is what each choice will do:

Shift checkout
Allows you o balonce the cash drawer for a shift or day. This will
automatically record sales, accounts receivable transadions, deposits
and cash paid out.

Post invoices
Updates the customers charge accounts by posting charge sales and
collections to their chorge accounts, updates the employees’ sales by
posting sales to the employees' information, and updates the
disbursement accounts by posting cash paid out transactions. This
function also indudes end of pay period processing.
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Process the shifts

Postinvoices

Use the Checking accounts system

Backup copies

THE MANAGER'S ASSISTANT™

SECTION 3.9
USING THE SYSTEM - AN OveRvIEW

feports
Prints wvarious reports induding o Business anolysis report, o
Disbursement report, P & L {income statement), Invoice repoits, Daily
sales reports, Fuel sales summarny report and Cash receipts report.

Chedking accounts
Allows you to print checks, recondile your chedking accounts, enter
manually written checks, add/editinquire payees (vendors), print
check disbursement detail by account, and display your current
checking account balance.

Racounts receivable
Prints o complete accounts receivable report with alf detail, prints o
statement for any account at any time, does an aging analysis, and
allows you to addfinquire/edit accounts.

employee information
Allows you to print emgloyee lists, commission plans and individual
W-%s. You may also addfinquire/edit employess,

Utilities
Allows access to the Company setup, Month / year end and System
expansion.

&xit Manager's Assistant™
Retumns to the "Precision” main menu.

To make effective use of the system, you should use the system as port
of your daily routine. At least one shift should be processed for each
business day. €ach day may be divided into as many as four shifts. Prior
to deing a shift checkout, add any new employees to the employes sales
and commission system. Then do the shift checkout. After the last shift for
the day has been processed, the system will automatically perform certain
housekeeping fundtions to ready itself for the next business day.

The accounts receivable system, the employee compensation system, and
the disbursement accounts are all brought up to date during invoice
posting. The more often this function is selected, the more cuent the
above information will be. A report of the employees' sales and
commissions is available through the invoice posting function. You should
make a complete set of backup copies after finishing a business day but
PRIOR to selecting the posting function.

Your periodic bill paying session is a convenient time to enter manually
written checks. Your checking account balances will be accurate only after
all manually written checks and all adjustments (debit and credit memos
from the bank) have been entered into the system.

A complete set of backup copies should be made after entering all shifts
for a day but PRIOR to selecting the invoice posting function or any
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€nd-of-period processing

THE MANARGER'S ASSISTANT™

SECTION 3.9
USING THE SYSTEM - AN OVERVIEW)

end-of-period processing function. This will prevent the loss of large
amounts of information in the event of a powerinterruption, an equipment
malfunction or human ermor.. Note: Invoice posting should NEVER be
selected without a current HdBackup.

After completing the last checkout for a petiod (year. month or pay
pericd), exit the system and make backups, then return to The Manager's
fssistant™ Main Menu and select invoice posting. This will make all
information in the accounts receivable system, the employee sales and
commission system, and the disbursement accounts current and up to
date. (See Section 3.2 - Posting Invoices, starting on page 113, for more
information.) After the posting is complete, print the reports needed by
you or your accountant. {See Section 3.8 - Ending the Pay period, starting
on page 171, for a dekiled explanation of ending the pay period. Also
see the secion on €nd-of-month ond €nd-of-year processing, starting on
page 162.)
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THE MANAGER'S ASSISTANT™

SECTION 3.0
USING THE SYSTEM - AN OVERVIEW)
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Description

Purpose of reconciling the moneyy

To do a shift checkout

SECTION 3.1
DOING A SHIFT CHECKOUT

The shift checkout function performs a recondliation of the money received
for a period of time. The system will accommadate up to 4 reconcifiations
per day. A recondliation should be done at least once a day.

The purpose of reconcdiling the money receivedis not necessarily to prevent
the theft of cash, but as verification that all bookkeeping has been done

correctly. The idea is this: add the sales for the day, the cash at the start

of the day and the amount collected on house charge accounts. That total

should equal the bank deposit for the day plus the sales on house charge

accounts, plus sales on caedit cards (manual), plus miscellansous cosh

expenditures made that day (coffee, UPS charges, parts, deaning

supplies, etc.), plus cash remaining ot the end of the doy.

As you balance the cash for a shift, you will enter all information needed
for the system to automatically accumulate the sales by deparment,
uvpdate the house charge occounts, accumulate expenditures by
appropriate disbursement account, credit the soles to the proper
employee ond record the bank deposits.

To do a shift checkout, press L3 ot The Manager's fissistant™ main menu.

C.A.A.S, users note: tihen doing o Transfer Paid repair
orders you will be taken automotically to the Shift checkout.
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€nter the password

THE MANAGER'S ASSISTANT™

SECTION 3.1
DOING A SHIFT CHECKOUT

IF you are using a level 1 password, in a few moments, the following will
appear:

londay, May 3f, 1999

Enter Password Level 1 ! #¥dRdaWE

if o level 1 password has been entered into the system, it will be required
to process a shift checkout. €nter the password carefully. As you type the
password, it will not appeor on the screen. [f the password is exactly eight
charadters long, you need not press [Enter] after typing the password.
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Status of last checkout

A dosed checkout

Set shift date

Invoices pre-entered from C.AR.S. - Utilities
Manager's Assistant invoice entry

THE MANAGER'S ASSISTANT™

SECTION 3.1
DOING A SHIFT CHECKOUT

The status of the last shift checkout will be displayed on the screen. After
the date will be the number of the last shift balanced with the system. IF
the word "Closed" appears after the date in place of a shift number, it
indlicates that all shifts for that date have been processed and the books
for that day are dosed. Unless the word "Closed” appears after the date,
the system is expecting at least one more shift for that date to be
processed.

Status of last checkout > Nonday, day 31, 1999 - Closed
Current shift date > Tuesday, June 1, 1989 - Shift 1

Ermployee number : Jehn Swith

>»> Are all entries correct 7 { ¥JH )

You will be allowed to enter the date of the next business day (set a shift
date) only if the status of the last chedkout displays *Cosed".

The shift date is the daote of the business for which the reconcdiliation is to
be done. Unless you are doing the recondliation ot the dose of the
business day, the shift date is NOT today's date. To set the shift date,
enter the date of the chedkout you are about to process. The date must
be entered in MM/DDAYYY format. This date may not be earlier than the
date displayed in the stotus line obove. The date you enter must be
within the same month as the date displayed in the status line unless you
have dosed the month by selecting end of month processing. Pressing
[€sc] instead of setting o shift date will couse the system to return to The
Manager's Assistant™ main menu.

Invoices pre-entered in the "C.A.R.S. - Utilties - Manager's Assistant invoice
entry” for a Shift checkout do NOT appear in the Shift checkout until o
"Transfer poid repair orders” has been done.

IF you are doing the Shift checkout for the last day of the month and go
directly to The Manager’s Assistant™ - Shift checkout with out doing a

© 1983 - 85 by Precision Data Systems
© 1987 - 2000 by Robert Pollock
Page 71



Shift number

€mployee number

Press [F3] for list of employees

THE MANAGER'S ASSISTANT ™

SECTION 3.1
DOING A SHIFT CHECKOUT

“Transfer paid repair orders”, the pre-entered invoice will NOT be induded
in this month's totals.

If there are pre-entered invoices in the C.A.R.S. system which need to be
transferred to be part of the current month and the Shift date you entered
is the last calendar day of the month, the Shift checkout function will
display the following:

Status of last checkout -> Thursday, March 3¢, 2009 - Closed
Current shift date > Friday, Uarch 31, 2099 - Shift 1

There are pre-entered invoeices in C.A.R.S..
To include thea in this month,
they must be transferred to Shift Checkout by running
the Transfer Paid Repair Orders funetfion,

If this warning appears, pressing [Enter] will allow you to do the shift. IF
the invoices pre-entered in CA.R.S. should be induded with this month's
information, press [€sc|. you willbe returned to The Manager's Assistant™
Main menu. €xit The Manager’s Assistant™ and go to CA.R.S. and do a
“Transfer poid repair orders”. After the transfer return to The Manager's
Assistant™ and do the Shift Checkout.

The system will process up to four shifts for each business day. You need
not be consistent. One day may consist of one shift and the next day may
consist of four shifts.

The employee number entered may be either the number of the
employee responsible for the shift orthe employee balandng the shift with
the system. Only adive employee numbers are valid. The employee
number entered will be recorded and will be printed on the shift report
(daily sales report).

When the cursor is in the Employee number field the prompt "Press <F3>
for list” will appear near the bottom of the sareen. Pressing [F3] at this
time will display a list showing the employes names and numbers as
assigned in €mployee information. To have the system insert the
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Position of dedimal point

Shift checkout menu

Transactions

THE MANAGER'S ASSISTANT™

SECTION 3.1
DOING R SHIFT CHECKOUT

employee number, use the arrow keys to highlight the employes number
you would like to use and press [€nter]. IFyou do not wish to use an entry
on the display and would like the display to disoppear, press [€sc].

Dollar figures (except gasoline cost and retail price) are fimited to two
places to the right of the decimal point (dollars and cents). Retail fuel
prices may contain three places to the right of the dedmal point (tenths of
a cent). Pump unit readings maty have only one numberto the right of the
dedmal point (tenths). If you have computerized pumps that read out
more places to the right of the decimal point than the system will accept,
you must round off your entries to the proper number of decimal places.
The effect on the shift balonce will be insignificant,

RAfter entering the employee identification number, you will be asked if the
information is correct. If you press N, you will be allowed to answer the
above questions again. Pressing 1Y) will display the Shift checkout menu.

<8> Bank deposits

<G> Credit cards

<> Gasoline sales

<K> Key item inventory

<]> Invoices

<f> cash Register sales

<§> Sales summary

<N> Non-sales income

<*> Exit {Close/Erase shift)

>»> Your selection ; ¥

The movement of money into or out of the business, or from cone area of
the business to another are called transadions. The Shift checkout menu
allows you to select the area of the business you wish the entny to offect.

Bonk deposits
Pecords the bank deposit(s) (cosh, checks and bank credit cards)
and the cosh left in the ¢cash drawer ot the end of the shift.

Credit cards {(manual)
Records the oil company credit card charge siips collected during
the shift and records the amount of il company credit card
charge slips submitted to the oil company during the shift. {If you
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Correct opening cash & credit cards
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have set up the system to drop the credit card entry for more
bank deposit lines this choice will not appear.)

Gasofine sales
Records gasolineg (fuel) sales and deliveries made during the shift.
{If you do not sell gasoline this choice will not appear.)

Hey item inventory
Allows recording the sale of fast moving or impulse items based
upon physical count.  (If you do not use Key item inventory this
choice will not appear.)

lnvoites
Used to enter, review and edit manually written work orders and
charge sales, gasoline charge sales, paid outs (by cash),
received on account, miscellaneous sales items and open account
purchases. Also used to review and edit electronically transfemred
waork orders and charge sales.

cosh Register sales
Used to enter lump sum sales from a cash register tape. {If you
have set up the system to fock out cash Register sales entry this
choice will not appear.)

Sales summarny
Sumearizes sales and shows the over/short for the shift.

Non-sales income
Allows the entry of unusual transactions.

When you set up the system, the lost two items requested were the cash
on hand and credit cords (manual) on hand at the end of the last manual
shift. (These amounts automatically became the cash on hand and credit
cards {manual) on hand at the beginning of the next shift, the first shift to
be balancad with the computer.) If you did not have this information
available ot that time, you must make the proper "Non-sales income” entry
while processing your first shift to adjust the system so the first shift can be
balanced.

To comect the opening cash on hand and opening credit cards (manual),
total the cash on hand and the credit cards (manual) on hand at the end
of the last manually balanced shift. When processing this first shift, enter

a [Mon-sales income transaction for an amount equal to the total of the
cash on hand and credit cards (monual) on hand. Use the description
"Open cash & C.Cs". Next, enter the amount of the credit cards (manual)
os a separate credit card amount in the “Credit cards” section. (Do NOT
include the cash on hand at the beginning of the shift in the credit card
amount.) Then continue with the shift checkout as desaibed later in this
section.
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Bank deposits are sums of money (cash and chedks) deposited with your
bank for which you must write o SEPARATE deposit sip. Bank charge card
charge slips deposited with your bank must be treated as a bank deposit,
not as credit cards. Any amount entered as a bank deposit MUST
physically be deposited in your bank account using o separate deposit
slip. Failure to make physical bank deposits exactly os the deposits are
entered into the system during the checkout willmake it very difficulk to use
the system for recondiling yourbank account(s). Do NOT combine deposits
from different shifts. Keep bank deposits from different shifts separate.

The system will automatically make o bank deposit entry into the
checkbook section of the system by creating a paid out by cash invoice to
disbursement account 1010 for deposits made to the Commerdal Account
and to disbursement account 1020 for deposits made to the Miscellaneous
Account. The bank deposits may be incuded in an invoice report of paid
out by cash invoices. (See the section on printing Invoice reports on page
118, for information on printing a report of Paid out (by cash) invoices.)

If you do not wish to make a separate deposit for each shift, the money
(cash, checks and bank charge card slips submitted to your bank) must be
brought forward to the next shift as part of the cosh on hand at the end
of this shift. The cash on hand at the end of this shift will cutomatically
become the cash on hand at the beginning of the next shift.
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To enter o bank deposit and to enter the cash on hand at the end of the
shift, press (5. The bank deposit screen will appear.

st
Tuesday, June 1, 1998

Deposit Deposit
amount Bank Account description

Cash & Checks
Waster Card & Visa

Cash on hand (close)

{ the <ESC> Key to exit )

Up to six deposits may be made for each shift. (There will be four or six
deposit lines, depending on how you have setup the system. See page
99, for more information on bank deposits.)

Enter the deposit on the deposit line that matches it's description. (The
deposit descriptions that appear are those entered in the Company setup
Bank deposit built-in answers.) 1If you have no bank deposit for that
deposit ine enter @ for the amount.

If you have only one bank account, after entering the amount the system
will go to the deposit desciption. If you have two bank accounts, the
system will go to the which account field. I you press [enter] the system
will use the account you supplied inthe Company setup Bank deposit built-
in answers. Ifyou wish the bank deposit to be placed in the other account,

press (€} for the Commerdal account or ¥ for the Miscellaneous account
Qs approphate.

Next, enter the bank deposit description. You may retain the deposit
description shown on the saeen by pressing [€nter]. I you wish the
deposit description to be something different for this deposit, press [F5].
type it in description, then press [€nter].

Precision tip: When entering a bank deposit, changing the
bank account or deposit description will not change the
Company setup Built-in answers.
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Precision tip: IF a deposit line has a deposit discount
percentage setup in the Company sstup Built-in answers,
c<hanging the bank account or deposit description will not
change the discount percentage. If the Company setup tells
the system that the bank deposit on that line is to be
discounted, it WILL ALLWAYS be discounted.

After entering or skipping the last deposit, the system will total the
deposits and request the cash on hand at the end of the shift. €nterthe
cash on hand at the end of the shift and press [Enter].

If the bank deposits or cash on hand information Is incorred, press LB in
response to "Are all entries comrect ?". You will be allowed to enter the
bank deposits and the cosh on hand again. Press [€nter], [FF], [F10] or
[Down Arrow] to retain correct entries. Pressing L will cause the Shift
checkout menu to recppear.

After entaring bank deposits, you will see an asterisk immediately to the
left of the Bank Deposits line on the Shift checkout menu. This is provided
to help you keep track of what has been entered. You may retumn to the
bank deposits entry screen at any time to inspect the information entered
or to edit the information already enterad.

To edit the bank deposits, at the transadions menu, press . vou willbe
returned to the bank deposits display screen.

The Credit card entry section is used to keep track of manual (hon-
electronic) credit card slips still physically on hand. These credit card skips
are typically submitted to an oil company. If manual (non-electronic) bank
card charge slips are submitted to the oil company, they will be induded
as credit cards. Note: Bank card charge slips deposited with your bank
are treated as a bank deposit and should not be entered here.

The credit card charge slip total carmied in the system should ot oll imes
equal the total of the credit card charge slips in your possession. You may
carmy the credit card charge slips in the system at the value as submitted
to the oil company. The total credit cards on hand at the beginning of the
shift is added into the “Total to account for' and the credit cards on hand
at the end of the shift is incuded in the "Total accounted for in the CASH
BALANCE display. The difference represents the amount of credit cards
slips collected during this shift.

The total of the credit card charge slips is always entered at face value.
If bank card charge slips are submitted to the cil company and the
handling fee percentage for bank card charge slips is different than oil
company credit cards, they should be entered s a separate credit cord
amount. If the discount taken by the oit company is not based on a
straight percentage, you will have to calulate the discount amount
manually.
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€nter the total aedit card charge slips at face value. After enterting the
amount, you willinform the system that the credit card charge slips are to
be canied in the credit cards on hand at face value or at the discounted
value, IF the credit cards are to be cartied at the discounted value, the
system will automatically calculate the applicable discount based on the
discount percentage entered in the setup information. A cash paid-out
entry for the amount of the discount will be made automatically to
disbursement account #5580, discount on credit cards. Any disbursements
made to account #5580 will reduce the overall profit on gasocline (pool
margin) on the Business Analysis Report.

If the oil company discounts only certain types of sales, (for example,
repairs) you may find it most convenient to physically separate the oil
company credit card charge slips containing discounted charges from the
il company credit card charge slips containing non-discounted charges.
Using this method, you would enter two separate aedit card amounts.
The total of the non-discounted credit card charge slips would be entered
with no discount taken. The total of the discounted credit card charge slips
would be entered into the system as discounted. Remember that when
you enter credit card charge slips into the system, the total face value
amount is always entered. The system will calculote the applicable
discount and automatically enter the cash paid-out entry for the amount
of the discount.

I you have to use two different discount percentages (for example one
discount percentage for gas and oil, a second discount percentage for
repairs), you will have to handle the discount manually. That means the
company setup information for the credit card service charge MUST be set
to @) (zero) percent.
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To enter credit card charge slips, press & ot the Shift checkout menu. The
oil company credit card entry screen will appear.

<Frace Value
Number Amount <Driscounted

1) 1756.29 Face Value
21} 481.99 Discounted { 3% )

Total gross 2238.1¢
Discount 14.46

Net total 2223.64

Amount of oil company credit ¢ards paid out :  6934.58

»»> Are all entries correct 7 { ¥/N )

One or two credit cord amounts may be entered. €ach may be at face
value or automatically discounted. The discount will be calculated on the
discount percentage entered in the setup information. The credit cards wil
be totaled, the discount (if any) subtracted from the total (gross), and the
net amount displayed. The system will make an automatic cash paid-out
entry for the discount.

After entering o credit card amount the system will ask <F>ace value or
<b>iscounted. Press for Face value or for discounted. (See
sections on credit card discounts, starting on page 77, for more
information.)

Precision tip: Remember that when you wish to enter o
manually calculated discount, press for discounted. With
the credit card discount percentage set to P (zero) in the
company setup, you will be allowed to enter the amount of
the discount.

€nter the amount of cil company credit card charge slips that were
submitted to the oil company, If any, during this shift. If the credit card
charge slips are caried at face value, enter the amount of charge slips
paid out at face value. If the credit card charge slips are caried at the
discounted value, enter the amount paid out at the discounted value. The
system will automatically record the disbursement of credit card charge
slips as a paid out by cash invoice to disbursement account #1030.
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After entering the oil company credit card charge slips poid out, the
message "Are all entries corred?" will oppear. Pressing L4 will allow you

to re-enter the information. Pressing L will return you to the Shift checkout
menu. You may return to the credit card entry display at any time during
the shift chedkout to review or to corret the information.

To record gasoline {fuel) sales, press [E. Gasoline sales are recorded by
entering the dosing reading for each pump. Both the units (gallons or
iters) and the dollars readings are entered. (For computerized pumps,
enter the sales from each pump, bothin units and in dollars.  For units-only
pumps, the dollar amount will not be requested. For dollars-only pumps,
the units amount will not be requested.} The dosing readings from the
previous shift will automatically become the opening readings for this shift.
Computetized pumps will always show zerc as the opening readings.
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The first pump will be disployed. €nter the dosing units reading (except
dollars-only pumps), then press [€nter]. Next, enter the dosing dollars
reading {except units-only pumps), then press [Enter]. The system will
toke the difference between the opening and dosing units readings,
multiply this number by the per gallon price, and compare this doliar
amount to the difference between the opening and dosing dollars
readings. If the two disagree by more than the amount of lee-way
spedified during the setup, the system will not allow you to continue to the
next pump. If the two disagree by less than the amount of lee-way
spedfied during the setup, the pump balances. The next pump will be
displayed and the calculated sales for the first pump will be shown at the
bottom of the screen,

Pump numbesr: 2
Product ! Hid-Grade
Island i Full Service
Pump type : Computerized pump
Fump price ! 9
Dollars

Qpening 9 0.09
Closing &
Sales

Pump 1 Balanced 3562.1 4342.29

{ the <ESC> key to redo )

Precision tip: When using dollars-only pumps or units-only
pumps, entering a closing reading thot is smaller than the
opening reading will cause the system to think that a pump
roll-over has occurred. If a roll-over had not occurred, the
system will erroneously show VERY large sales from that

pump.

I the readings are out of balance by more than the allowed lee-way, the
systemn will display the amount that the pump is out of balance and flosh
the message:

Press <€Enter> to Redo [/ <€sc> to overide ermor
You cannot enter additional information until you dear the message.

Pressing [Enter] will allow youto enter different (hopefully comedt) readings
S0 you can try to resolve the difficulty. Pressing [€sd] will accept the sales
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as computed on the dollars reading. Note that if the readings are grossly
out of balance, they wiill not be accepted.

Precision tip: Units-enly pumps and dollars-only pumps will
always baolance because there is no woy to perform o cross
check when only one number is entered.

If you are unable to corredt the out of balance pump, you may force the
system to accept the readings by pressing [€sc]. This will cause the shift
to be over or short by the amount of the discrepancy. This pump should
have the same difficulty on the next shift but in the opposite direction.

While entering the dosing pump readings, you may change the seling
price. Before entering the dosing units, press the [F1], [F2] or {Up Arrow]
key. You will be allowed to change the pump price. If you are using o
level © password and have not had to enter it, you will be prompted to do
so. You will not be allowed to change the seliing price unless the leve! 2
password has been correctly entered.

After entering the readings for the kast pump, the gasoline sales recap will
appear.

Friday, April 21, 2009

Product Full Service Self Service
Name Units ! Dollars Units / Dollars

Regular 124.9 168.26 21¢.9 274.68
Nid-Grade 212.9 279.49 256.9 314,68
Super 352.9 456.99 519.9 773.13
Diesel 158,90 197.34 714.9 885.23
Totals 846.9 1992,99 1799.¢ 2217.72

Grand Total 2645.9 3319.62

¥ to continue <<<

The gosoline sales will be recapped by senice type (self service, full
senvice, etc.) and product type (unleaded, regular, etc.). This recap will
help you control the distribution of gasoline sales between islands and
among products. A comprehensive pool margin analysis is available in the
Business Analysis Report.
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To leave the gasoline sales recap display, press [Enter]. The system will
askif you have received gasoline. ltis important to correctly entergasoline
receipts because the volume of gasoline received will be used to balonce
the storage tanks. The price paid for the gasoline received willbe used in
calculating margins.  If you received a gasoline delivery during this shift,

press [,

»>>» Was there any gasoline received ? { Yes )

Product fost per unit Units

Regular 1.98999 3359
Hid-Grade 1.94908 2259
Super 1.1290¢9 1369
Diesel 1.94099 900
Total statement 8363.7¢ 7699

For each product, enter the per unit {gallon or liter) price paid and the
number of units (gallons or liters) received. Indude all taxes paid directly
to the oil company in the per unit cost except any prepayments of any
percentage based tax (.. pre-paid sales tax). This will become the cost
that the system will use to calcvlate gasoline margins. After entering the
last quantity, the system will calculate the correct invoice total. Ifthe invoice
total does not recondile with the computer’s calculation, you have entered
the figures incorrectly or there is an error in the invoice.

To change the cost of gasoline without receiving a delivery of gasoline,
enter the receipt of a load of gasoline using the new cost and zero units.
This will change the cost without having any other effect.

IF the information is incomectly entered, press N in response to “Are oll
entties correct?”, this will allow you to re-enter the gasoline invoice. 1F you

are satisfied that the information is corredt, press .
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The system will ask if you wish to enter your stick readings.

Friday, April 21, 2099

»>> Was there any gasoline rsceived 7 ( Yes )
>>> Enter stick readings ? { Yes )}

Product Stick reading Cuantity Over / Short
6-

Regular 5p.75 5112

Mid-Grade 50.75 ae97 3-
Super 17.09 854 19-
Biesel 18.09 1356 B3+

>»> Are all entries correct 7 ( ¥/ )

IF you would like to enter the stick readings taken at the close of this shift,
press . vou may enter the acwal stick readings or the quantity on hand
as taken directhy from your tank charts.  Entering the stick readings will
cause the system to compute the quantity on hond based on the tank
depth, volume and shape as entered during the set up process. The
system will calculate the tank overage or shortage bosed on the prior
shift's quantity on hand, plus receipts of gasoline, less sales, less the stick
readings just entered. The storage tank over and short amounts are
cumulative during the month. Make o note of any tank that does not
balance dosely so you may take appropriate action. If you do not wish to

enter the stick readings, press (. vou will be retumed to the Shift
checkout meny.

Precision tip: You may enter stick readings for any or all
shifts. Only the stick readings entered on the closing shift
will be retained.

Precision tip: Stick readings entered into the last shift of a
month will become the actual opening gascline inventory for
the next month.

Again, you will be asked if the information s correct. Pressing MY will allow

you to re-enter the stick readings. Pressing 1Y will return you to the Shift
checkout menu.
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You may return to the gasoline sales entry sareen to review or edit the
information. If you return to the gasoline sales entry screen, the first pump
will be displayed. A mini-menu will appear at the bottom. To display the

next pump, press ™. To display the previous pump, press fFl. 1o go
directly to o particular pump, press 5. vou will be prompted to enter the
desired pump number. To edit the information disployed, press . 1o

leave the gasoline sales entny, press [:]. vou will be shown the gasoline
sales recap and then be allowed to review and edit the gasoline storage
tank stick readings and the gasoline raceipts.

Press [Enter] to retain the previously made entry. To change a figure,
enter a new amount, then press [Enter].

To enter sales of items from the 48 item Key ltem Inventony, press &) at
the Shift checkout menu. The first item in the inventory will be disployed.

Friday, April 21, 2090

Ttem nuaber 3
Description © 1939 oil

Sales Department : Oil

Retail price H 1.79 Cost xeree
Opening units H [:3:]

Aeceived H |

Closing H 13

$ales - 949 oil
Units 58
Dollars 98,69

{ the <ESC> key to redo }

To record inventory received press the [F1], {F2] or [Up Airrow]. To change
cost or seling price, press the [F1], [F2] or {Up Arrow] again. If you are
using a level 2 password and you have not yet entered it, you will be
prompted to do so. Once the level 2 password has been entered, the
system will not ask for it agoin.

Key ltem Inventory sales will be calculated by subtradting the inventory
quantity on hand at the end of the shift from the quantity on hand ot the
start of the shift (plus the quantity received, if any). Enter the quantity on
hand at the end of the shift for each item, then press [Enter]. Pressing
[énter] without entering a quantity will cause the system to use the
opening quantity as the closing quantity, thereby recording the sale of zero
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units. IF the quantity on hand at the end of the shift is different from the
opening quantity, the system will calculate the sales units and dollars and
display this information on the bottom of the screen.  The next item will
appear on the screen in the same order as the items were entered during
the system setup. Repeat the above until all inventory items have been
entered.

After entering the quantity on hand for the last item, the mini-menu will
appear at the bottom of the screen. Use Mext, Elrevious and Eearchto
review the information and Eait (chonge) the information.  When

complete, press -1, The system will display the Key tem Inventory sales
for your review. Up to twelve items ot a time will be displayed. Press
[€nter] to review the next twelve items. After all items have been
reviewed, press [Enter] to return to the Shift checkout menu.

Work Orders (repairorders), Paid Out (by cash) memos, Charge Sale slips
or charged work orders, Received on Account records, Open Account
Purchases, Gasoline charge sales, Sold-by memos and Miscellaneous
Sales records are the eight types of invoices handled by the system. Your
customer's check con serve as the received on account invoice. Receipts
from parts stores for purchases you have made from them on Yyour account
are Open Account Purchase invoices. A cash register total or hond-written
note on your shift checkout sheet may serve Qs o Miscellaneous invoice.

The system will handle up to a maximum of 999,999 transactions. Most
transactions are created as the result of entering invoices.
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Monitor the "Tronsactions available”. If it reaches
zero. you will not be able to complete this shift
checdkout or balance additional shifts. If you are
running out of space, combine repair orders,

charge sales or paid outs (by cash) as necessary to

complete the shift. Then expand the system. See

Section 3.7, Utlities - €xpanding the System,

on page 169, for more information.

¥ O X X ¥ X X ¥ X X
* X X X X ¥ X X ¥ ¥

****************************************************

Precision tip: See Section 2.1 - Setting up the Bookkeeping,
page 20, for information on the systems Information Self-
Management function.
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