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Brief Description

Information managed

Purpose of this manugl

Organization of this manudal

THE SERVICE MANAGER ™
Seclion 1
Introduction

The Blervice Manager ™ by Precision Data Systems is designed to
merchandise gutomotive service work by keeping vehicle service
history records, sending customers service reminders and
promoting additional service sales. The Service Manager ™ also
accumulates useful statistics and the services sold and the
employees who performed those services. The Service Manager ™
directly integrates with Precision Data System’'s Computerized
Automotive Repair order Systerm (C.A.R.S.) and Filedrawer. The
information generated is consistent with and may be used to
supplement the information generated by The Manager’s
Assistant ™,

The information is taken directly from your shop repair orders. For
each vehicle that comaes into your shop, the system will store the
owner's name, address, city, state and zip code. The Service
Manager ™ will also store the home and work phone number, the
number of times the vehicle was in for service and the current and
cumuiative sales dollars for this vehicle.

Precision Tip: The current and cumulative sales dollars must
be manually maintained unless you have purchased the
C.A.R.S. function.

The Service Manager ™ will also keep track of when the customer
was last sent a letter thanking him for his business, and whether the
systemn has mailed any of twenty automatic reminder letters. Also
the system will keep track of twenty categories of service,,
recording the date that service was performed, the number of
miles on the odometer at the time that service was performed,
and the employee who performed the service for each of the
twenty categories.

The Service Manager ™ will also accumutate the number of
vehicles serviced by each employee and the number of service
jobs performed by each employee according to the twenty
categories. These statistics are accumulated for later analysis.

The Service Manager ™ system is designed to be used by owners
and managers of service stations, vehicle repair shops and large
fleets of vehicles. The system and manual assume no prior
computer experience and the system requires none. The
instruction manual will lead you through all the necessary steps
needed to implement and use the system. The manual was written
as a tutorial and reference manual. You will find the instructions
organized in g step-by-step manner.

Sections 2.0 & 2.1 explain how to set up the system and the
information required to do so. Sections 3.0 through 3.10 explain the
day to day use of the system.
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System capacity

Disk space used

THE SERVICE MANAGER ™
Section 1
Introduction

Because you are probably unfamiliar with computers, it is
recommended that you read through this manual prior to using the

computer. This will provide an overview that will make the system
easy to use.

The Service Manager ™ will initialize with a system capacity of 250
vehicles. The system may be expanded as needed until full
capacity 999,999 vehicle is reached. This assumes sufficient space
is available on the hard disk.

The Service Manager ™ will automatically adjust itself to use the
additional storage space available up to 999,999 vehicles. To
calculate the number of vehicles thai The Service Manager ™ can
handle, divide the available storage space on g disk {in bytes) by
1024. Regardless of the result of this calculation, system capacity is
limited to 999,999 vehicles.
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THE SERVICE MANAGER ™
Section 2.0
Setting Up The System

Starting the system The start The Service Manager ™, press [8] at the "Precision” Main
Menu. The system will go to The Service Manager ™.

initial setup vs. revised setup If the system has not been set up, you will be taken directly to the
Company Setup function. If you have previously set up the system
you will be taken to The Service Manager ™ Main Menu {see figure
below). To revise the setup, press Y to select the Utilities menu, at
the Utilities menu press 1S} 1o select the Company Setup function.
Recall that when answerling a guestion that requires only a single
key response, you need not press [Enter].

in e
Konday, January 7, 2002

<> Mdd repair orders

> Process repair orders
<Py Print letters

<> Inquirefedit file
<L> Labels, lists, promotions
<E> Employee services info.
<S> System status

> Ytilities

¢«> Fuit Service Manager

¥¥> Your selection @ 7
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Company Setup

Password

THE SERVICE MANAGER ™
Section 2.0
Selting Up the System

After a few moments, the screen will show:

. Your Company Name
e Hanagertn ) HiCompa
Monday, January 7, 2002

Name : VYour Company Name
Address : Your Company Address
City State Zip : Gity, State, Zip
Phone : Phone (R0} @880-6008

»»> fre all enfries correct 7 ( %N )

The systermn will allow you to protect the information by using a
password. When using a password, the system will ask for the
password when entering the Company sefup function and when
going into the Labels, lists and promotional lefters function.
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Re-enier password

Using a password

THE SERVICE MANAGER ™
Section 2.0
Setling Up the System

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

—_— Your Conpany Name
heiservice; Henager: it Wil
Honday, January 7, 2002

Password : PASSHORD

»?> fire all entries correct 7 ( ¥ )

The word "PASSWORD" when used in the system as a password will
prevent the system from asking for a password. This will allow
anyone to access all information.

To enter a new password, press [M (to answer “No"} to the question
" Are all entries correct?”. Press [FS} to clear the word PASSWORD,
type in your password and press [Enter]. After entering the
password, you will be asked "Are all entries correct?”. Press Mes to
return to the Company name sefup screen.

Precision fip: A password may contain lefters, numbers, and
puncfuation marks.
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Company name setup

Computer generated letterhead

Your company hame

Editing company information

THE SERVICE MANAGER ™
Section 2.0
Selting Up the System

After a moment, the screen will show:

oo 1OUTCompany Name
HAReEServiEs Manager iw) s Conpany fanessatip:
onday, January 7, 2002

Name : Your Company Name
Address : 13557 S Kosiner Avenue

City State Zip : Crestwood, .IL 68445
Phone : Phone (788) 371-6555 Fax 371-6558

35> Are all entries correct 7 [ Y/H )

The Service Manager ™ is designed to produce thank you letters or
post cards, service reminder letters or post cards and promotional
letters or post cards. If you are going to print your letters on blank
papet, you will ask the computer to print your company name,
address, and phone number on the top of the paper, thereby
printing the letterhead for you. The information displayed on this
screen is the exact information that will be printed on the papers
as your letterhead.

You cannot change your company name. Your company name
can be changed only by Precision Data Systems, Inc.. Attempting
to change your company name may cause the system to
maltfunction.

If you are performing the inifial setup, the information shown is not
correct. To corect (edit) the information shown, press i in
response to the question, "Are all entries cormrect?”. The system will
allow you to enter your conect address, city, state zip code and
phone number on the appropriate lines.

Precision fip: The Address, City State Zip and Phone Fields
will each hold 35 characters.
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If you make an etror

Miscellaneous information

Vehicle description
used in sorfing

Change the number
of characters

THE SERVICE MANAGER ™
Section 2.0
Setting Up the System

Precision tip: Remember, type it as you would like it prinfed
on paper as your letterhead, including any spaces,
commas, periods or ofther punctuation. When prinfing, the
computer will adjust the information so that ail lines will be
centfered on the paper. Do NOT attempt to cenfer the
information on the screen.

If, while entering information, you notice that you have made an
error, use the editing functions described in Section 1 of the
Precision Main Menu manual to correct the error.

After the phone number question has been answered, the system
will again ask, “Are all entries correct?”. If the information has

been correctly entered, press . The following appear:

The systen will use_the folloning nusber of charecters
of the wehicle descripiion for sorling purposes : 38

Inactive vehicles are purged from the system after 739 days.
Should the systen generste letters or post cards 7 Lelters
Should the systew print letterheads on the letters 7 Ves

Cut sheet feeder selup:
Alignment mark { <SPACE BAR> for none ) ?

Extra indentation ? 8
Top wargin 7 4
Form length ? 66

3% fire al] enlries correct 7 § ¥/N |

For sorting purposes, the system uses the customer's last name or
company name, house numbers on address line 2 and the vehicle
description. This will determine if the system should add the repairs
to an already existing flle or if a new file should be created.

To change the number of characters in the vehicle description

used for sorting, press M in answer fo “Are all entries comect?”,
then enter the desired number of characters.

Precision fip: As supplied the system will use the entire 30
character vehicle description for sorfing. The number of
characters of the vehicle descripfion used by the system,
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Delete inactive vehicle

Print Letters or Post Cards

Print or not print the
letterhead on letters

Print or not print return
address on post cards

Cut sheet feeder

THE SERVICE MANAGER ™
Section 2.0
Setting Up the System

may be changed after the sysiem has been used. Affer
doing so, you must force the system, o re.sorl. See Section
3.9-Utilities-Forcing a Re-sorl, for additional information.

At your option, you can have The Service Manager ™ go through
the service records and delete inactive vehicles. Inactive vehicles
will only be deleted when the difference between the |ast service
date and the system date exceeds the number of days shown in
“Inactive vehicles are purged from the systemn after XXXX days.”

Entering 9999 here will prevent the system from deleting inactive
vehicles. 730 days (2 years) is a good starting peint.

The system can print Thank you and reminder letters or post cards.
The post card option will print on 4"Xé" post cards. To print letfters,

press . 1o print post cards, press .

Precision tip: If you have chosen to print lefters the system
will only print lefters. If you have chosen fo prinf post cards
the system will only print post cards. it is not possible to
print both leffers and post cards af the same time.

If you will be printing your letters on plain un-printed paper, you will
want the computer to print your company name, address and
phone number on the top of the paper thereby printing your
letterhead for you.

If you will be using preprinted letterhead, you will not want the
computer to print your company name, address and phone
number on the top of the letterhead. If The Service Manager ™is
not set to maich the type of paper you will be using, press .
Pressing [Esc] will aliow you to enfer your company address again.
pPress [Y] to go on to the next questions.

If you have the system set for printing post cards the system will ask:
“Should the system print the return address on post cards? {Y/N}"

If you would like the system to print your return address on your
post cards, press o i you have purchased post cards preprinted

with your return address, press ™, the system will skip printing the
return address.

Manu cut sheet feeder attachments for dot matrix printers have
difficulty maintaining vertical form alignment. The problem can be
circumvented by printing a small character on the very first line af
the top of each letter. If you have a cut sheet feeder that has this
problem enter a lJ (period) for the Cut sheet feeder atignment
mark. Otherwise, enter a blank space {push the [Space Bar}).

©1985 by Precision Data Systems
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THE SERVICE MANAGER ™
Section 2.0

Setting Up the Sysiem

When using the Cut sheet feeder or a cut sheet fed printer if the
text of the letters prinis too far to the left edge of the paper you
may provide exira indentation by entering a number. The values
represent tenths of inches. For example, to indent the printing %"
you would enter 5.

Top Margin If the text of the letters prints too far towards the top of the paper
you may create a larger top margin by enteting a larger number
for the top margin. The normal setting for the top margin is 4 (lines).
Each line is one sixth of an inch. For example, if you need to print
the text 12" lower on the page you would enter 7 (the normait 4
lines, plus 3 lines).

Form length Normal paper is 64 lines long. Some printers can print on all 66
lines. Other printers print less than 66 lines. Some cut sheet feeders
and cut sheet fed printers avtomatically add blank lines between
sheets. In that case you would have the system print less than 66
lines. Other cut sheet feeders need exira lines between sheets.
Consult the instruction manual supplied with your cut sheet feeder
or cut sheet fed printer to determine the proper value to enter for
from length. After entering the Form length, answer Yes to “Are all
entries comect?”.

Category titles {Service history) The screen will again change and display the following:

Your Company Name
i

e
Monday, January 7, 2862

ACateo

A-0il & Filter Change B-fir Filter

C-Tune Up 0-Fuel Filter
E-Enission Testing F-Fuel Injector Swc,
G-filignment J-Shocks / Struts
K-New Tires {-Rotate Tires
N-Front Brakes 0-Rear Brakes
P—Caoling Systen Flush (-Thermostat

R-Belts S-Hoses .
T-Hew Battery H-Transmission Service
¥Y-Clutch Rdjustuent i-

> fre all entries correct 7 [ YN )

Changing service history categories For each vehicle that comes into your repair shop, the system will
track the work performed in twenty service categories. Any service

©1985 by Precision Data Systems
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THE SERVICE MANAGER ™
Section 2.0
Setting Up the System

calegory may be redefined fo be anything you wish. The system
will allow you 1o enter a new title for any or all categories.

If you would like to change any or aif of the Service history

categories answer Mo, to the question " Are all entries corrects”,
Press [Enter} to pass any categories you would like to remain the
same. Press [F5] to clear a categoery and type in the category you
would like 1o use. To leave a category blank, press [F5]. then press
the [Space Bar] and press [Enter].

Precision fip: If you change the cafegory litles af a later
time there may be dates in the calegories thaf will need to
be moved or deleted.

Oil changes with synthetic oil If you change cil using synthetic oll, it would be best to use a
separate service category to track this service separately from
regular oil change customers. That way, you can easily remind
customers using synthetic il by sending out their reminder letters
{post cards) after a much longer period of time than customers
who use regular oil.

Service schedules The Service Manager ™ decides when fo send thank you and
reminder letters {post cards) based upon time in number of days.
The Service Manager TM can automatically send a reminder letter
(post card) for any service tracked. The system will keep frack of
the date the service was performed.

s J0UE Conpany Hawe
THe:Service Nanager:l sEyicesschediles:
Nonday, Janvary 7, 2082

Service schedule "L”

Schedule description: Besic service plan

0il & Filter EChenge 532 3300 Rir Filter

e Up Fuel Filter
Enission Testing 9999 Fuel Injector Swc.
Alignment 9999 Shocks / Struts

Hew Tires 188 Rotate Tires

Front Brakes 9999 Rear Brakes

Cooling System Flush 739 Thermostat

Belts 9999 floses

New Battery 1460 Transmission Sarvite
Clutch Adjustment 9999 5098

Thank you letiers are sent no wore often than every 98 days.

»»> Your selection : ? . L. .
MNext {Prrevious $rearch <Exdit <L>isting (r-Enit

Time (days) between services The number of days that the system should wait before reminding
the customer of the need for a repeat service is entered here. The
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Automatic service reminders

Mileage factors

Edit Service schedules

Setting the time for Thank you letfters {post
cards)

THE SERVICE MANAGER ™
Section 2.0
Selting Up the System

number of days for that category should be set to agree with the
service frequency you recommend to your customers for that
service,

For example, if you are having the system send a particular
reminder letter (post card) after 90 days, 3 months after that
service was performed, the system will gutomatically send a
reminder letter (post card) for that service has not been sent. No
addltional reminder letter {post card) for that service will ever be
mailed to the vehicle's owner unless:

1. The customer returns the vehicle for a repeat of that service
2. The work order for that service is entered into the system
3. Another 90 days passes

if by chance, a customer was to return for that service before the
system mailed the reminder letter {post card), entering the repair
order with the latest service in that category would automatically
reset the date of that service in the service history. Thus, an
autematic reminder letter (post card) for that previous service
would be avoided.

The Service Manager ™ uses the mileage factors in deciding which
categories 1o include when printing the Suggested Services
Promotional Letters. This combination of time and mileage factors
is called a Service schedule. There are 10 Service Schedule. They
are numbered 0 through 9. As the system is supplied, schedules o
and schedules 2 through ¢ will not produce any letters or post
cards. We suggest that you leave schedule 0 alone so it can be
used on vehicles where you do not wish to send letters or
postcards. Any of the Service schedules may be changed to suit
your needs.

To change an existing Service schedule or to begin using an
unused Service schedule, press 8 to search for the schedule you
would like to change. Enter the Service schedule number and
press [Enter]. The press [Eldit to change the Time and Mileage
factors,

Precision lip: The mileage facfors are used by C.A.R.S. when
creating a repdir order to defermine of a service is needed
based upon mileage.

Setting the time for Thank you letters or postcards on any schedule
to 0 will prevent a thank you letter {post card) from being sent,
unless you have used the force letter option when adding repair
orders in The Service Manager ™ or completing repair orders in
C.A.RS..
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Categories for suggested
services letters

Edit categories for
suggested services letters

Abbreviated entries

THE SERVICE MANAGER ™
Section 2.0
Selting Up the Sysiem

To prevent the system from automatically sending a particular
follow up letter (post card), set the number of days to 99%9.

A Promotional letter (post card) is used for mass maiiings. A
Suggested services promotional letter (post card) is a mass mailing
letter (post card) that recommends setvices that may be needed.
It checks the specified categories in the vehicle service history. If
according fo the Service schedule a specified service is needed it
recommends the service. Services are recommended by printing
the title of the category or categories of services suggested.

erac ies"for Sugesiad-See
Janvery 1, 2832

ki

fir Filter

Fuel Filter

Fuel Tnjector Suc,
ks / Struts

Rotate Tires

Rear Brakes

Thernosiat

Hoses

Transmission Service

0il & Filter Change
une Up

Eaission Testing

Al igrment

Hew Tires

Front Brakes
Cooling Systen Flush
el ts

New Battery

Clukch Adjustuent

FEFFFETTET §

3 fre ol entries correct 7 [ YN }

When you are getting ready to use the Suggested services
promotionat letter (post card) you have to tell the system which
categories it should consider suggesting. The system will only
consider the categories that show “Yes" in the "Use this category?™
column.

To edit the categories for Suggested services promotional letter or
post card, press (N in answer to "Are all entries comrect?” . For
each category, press LYJ fo have the system consider the category
or N to prevent the system from considering the category.

Precision fip: It is imporfant fo add mileage factors to the
service schedule before using the Suggested services
promotional letter or post card.

Most of your customers probably live in your immediate area. To
ease the job of entering addresses, the system is able jo store up fo
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Abbreviation code

City

State

Zip Code

THE SERVICE MANAGER ™
Section 2.0
Setting Up the System

{en city/state/zip code combinations that may be entered with a
single coded keystroke.

For cities that have many zip codes, you may wish to establish an
abbreviated city entry for that city without entering a zip code,
Although a zip code would not be entered, it would eliminate the
repetitive typing of the city and state.

Your Town
Hometown
Next Town
Oakwood
Summerville
Springfield
Tower
Catalpa
Diamond
Seven Towers

&
v
h
n
a
s
p
t
c
d
1

»»>» fire all entries correct 7 ( ¥ZH )

As before, to change the information on the screen press ™. You
can now change the information. The first column consists of the
code that the computer will recognize as the abbreviation for a
pariicular city, state and zip code. The code must be a lower case
letter or a number 0 through ?. Choose a letfer or number that is
easy for you o remember, like "s" for Springfield or "2 for
Evanston, IL 60202. Press the letter or numiber you wish o use for
the first abbreviated city entry. Since this field is only one character
in length, you need not press [Enter].

The second column is the city for that particular city/state/ zip
code combination.

The third column is for the state. Use the standard Post Office
abbreviations for state. (See Appendix B of the Precision Main
Menu manual for Post Office abbreviations.) You may enter the
state abbreviation in lower case letters. The system will capitalize
the state abbreviation.

The last column us for the zip code, Space for a five digit zip code
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THE SERVICE MANAGER ™
Section 2.0
Setting Up the System

is provided. Remember that here, as in other places, if you don’t
change the information, the previous information in that field will
be retained.

Precision tip: If you don’t want a zip code, you can tell the
system fo forget fhe old contents of that field by entering a
zero. After pressing [Enter] the zero will disappear. Using
that abbreviated city eniry will nof enter a zip code.

Canadian users: You must answer the quesfion “Do you
wish Canadian postal codes in lieu of Zip codes?”, before
you can enter postal codes.

Canadian users: To erase the conlents of the postail code
field use [Backspace], [Afl]-[Deletfe] or [F5], then press
[Space Bar].

Continue with the next abbreviation. You can use da code letter or
number only once. if you were to use a code twice, only the first
abbreviated city entry would work. You do not need to use all ten
abbreviated city entries. Use only as many as you need.

Eliminate unwanted abbreviations To eliminate an unwanted abbreviated city entry, press the [Space
Bar] when in the code column. Repeat as necessary fo complete
the entering of ten abbreviated city enfries.
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The signature areq of the letters

Letters addressed to companies

Closing of the letter

THE SERVICE MANAGER ™
Section 2.0
Setting Up the System

When asked "Are all entries correct?”, press [Esc] to go back to

previous questions, press Y} fo go to the next questions. The screen
will change:

Your Com Home o
o gnatire frea:
January T, 2002

Customer,

Résbettousak: your 1elts

Very truly vours,

Your Comparwy Nowe
Your Name or Message Here

»> Bre all entries correct 7 { ¥ )

As supplied the system will open letters addressed to companies
with "Customer". If you would like to have the letters open with
something other than “Customer”, press [N in answer to "Are all
entries cotrect?". You will be dllowed to change "Customer™ to
anything you would like.

Enter here the information to be printed in the signature area at
the bottom of your letters. As supplied the system will close your
letters with "Very truly yours,". Noftice that the system will print your
company name immediately under the signature area. This
cannot be changed. There is space below the company name fo

have your name appear. Once the information is correct, Press ™.

Precision tip: If you have the system set fo print post cards,
this quesfion will not appear.
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System Initialization

Storing the
setup information

THE SERVICE MANAGER ™
Section 2.0
Setling Up the Sysiem

All the required information has now been entered. If this is the
initial system setup, the system will now show the following:

Aitiaigation:

The system will store the information on drive C.

Do you mish Canedian postal codes in lieu of Zip codes 7 { Ho )

> fre all entries correct 7 { ¥l )

if you wish to store the information on a disk drive other than drive

c, press (M then select the disk drive you wish to use by pressing the
appropriate drive letter.

Precision fip: Hard disk users should select drive “C™.

Canadian users nole: You should select the use of Postal
codes instead of zip codes.

Canadian users note: Affer selecting the use of Canadian
Postal Codes, you may wish fo return to the abbreviated
city entries (2 screens prior) by pressing [Esc] twice.

The system will record your setup information. When the process is
completed, the system will display The Service Manager ™ main
menu. You have successfully tailored The Service Manager ™ fo
your business,
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Compose the letters or post cards

Line length, maximum line count for letters

Line length, maximum line count for post cards

Return address on post cards

Include make & model

THE SERVICE MANAGER ™
Section 2.1

Wiite (Compose) Letters Or Post Cards

Before printing any letters or post cards, you must compose the
text of the letters or post cards and enter the text into the system.

Precision fip: The Compose funchion uses dli of the full-
window lext eniry described in Section 1 of the Precision
Main Menu manuadl.

Precision fip: If you have changed the company sef up so
the systems print leffers this function will only allow you to
compose letters. If you have changed the company sef up
so the sysfem prinis post cards this function will only ailow
you fo compose post cards. It Is not possible to prinf both
leffers and post cards af the same lime.

The system will leave about 1 inch for the left margin. Your printer
will print the letters ten characters to the inch. The system allows a
maximum line width of 67 characters. Up to 25 lines of text to be
included in the body of any one letter will be aliowed.

Your printer will print the post cards ten characters to the inch. The
system allows a maximum line width of 52 characters. Up to 17
lines of text to be included in the body of any one post card will be
allowed.

Precision tip: Post cards must be 4"Xé" post cards.

Precision fip: If you have your return address pre-printed on
the post card, have it printed in the upper left corner on the
back of the post card. You must sef up the system so it
does not prinf the return address.

The computer will print on the back of the post card. The return
address will be printed in the upper left corner. The message will
be printed below the return address. The customer's address will
be printed on the right, much as you would wiite a “picture” post
card.

The system can be made to insert the make and model of the
vehicle in the text of the letter or post card. The computer will
search the text of the lefter or post card and substitute the make
and model of the vehicle for the following distinct group of
characters:

**VEHICLE**

Thus, to cause the make and model of the vehicle to appear in the
letters or post cards, you need only type: [LIVIEIHLIC)El-Hx]
wherever you want the make and model to appear within the
letter or post card.
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Include Previous Service Information

Suggested Services Promotional letter
or post card

Write (Compose) function to enter text

Starting the Write {Compose) function

THE SERVICE MANAGER ™
Section 2.1
Write(Compose) Lefters or Post Cards

Precision tip: **VEHICLE** musi be in ail capital lefters.

The system can include a reference to the previous service date
and mileage. To include the previous service date in the letter or
post card, type: MM/DD/YY wherever you want the previous
service date to appear within the letter or post card. To include
the previous service mileage, type wherever you want
the previous service mileage to appear within the letter or post
card. {Example: Your last oil change was on MM/DD/YY at MILES
miles.}

Precision ftip: Both MM/DD/YY and MILES must be in all
capital lellers.

When using the Suggested services promotional letter or post card,
the services are recommended by printing the title of the category
or categories of services suggested on the letter or post card. To
make the system print the category or categories of suggested

services, type on a line all by itself in

the text of the Promotional letter or post card.

Precision tip: The **CATEGORIES** must be in ail capital
letters,

The Write (Compose} function is a utility program supplied with the
system which will allow you to enter, review or edit the text of the
letters or post cards.

At The Service Manager ™ main menu press (U to select the Utilities

menu, at the Uliliies menu press to select Write [Compose}
letters or post cards.
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THE SERVICE MANAGER ™

Section 2.1
Write{Compose) Letters or Post Cards

Jsing the Write (Compose) function After a few moments, the screen will show:

Coupose ietters :
£r-Thank you (b=Promotional

-0l & Filter Change A Filter

<B>-Ture Up . d>Fuel Filter
E>-Enission Testing <F>-Fuel Injector Svc.
<G>-Al ignment ¢J>-Shocks / Struts
<K>-Hew Tires {L>-Rotate Tires
<N>-Fron! Brakes <0>-Rear Brakes
<P>-Cooling System Flush {>~Thernostat
R>-Belts SrHoses )
{T>-Hew Batlery Ab-Transmission Service
{B-Clutch Mdjustuent

<-Exit Compose

» Your selection : 7

The Write (Compose) function may be used to review and edit an
existing letter or post card, enter a new letter or post card or print a
copy of any letter or post card as it is currently in the system.
select the letter or post card with which you wish to work by
pressing the appropriate letter.

Precision tip: The system comes supplied with a short Thank
you letter diready entered. You can review or edit this
leffer.

Precision fip: The system is not supplied with the text for the
reminder letfers. The text for a reminder lelter should be
entered before the sysiem reaches the fime (days) set for
that category. For example, when a customer has an oil
change done, the system will flag the oil change cafegory
for a reminder leffer lo be sent in 90 days. If you have nof
yef entered the text for the Oil change reminder lefter the
system will print the following as the fext of the lefter:
Service reminder for service code “A”.
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Edit

Hard copy

Cancel

Exit the edit

THE SERVICE MANAGER ™
Section 2.1
Write(Compose) Letters or Post Cards

The type of letter or post card you are working with will be
displayed ai the top of the screen.

vice:Hana

Prevent unnecessary engine wear. Our computerized service records
show that it is time for an oil change on your #«VEHICLE==.1

]

Your last oil chonge was on WH/DD/YY at NILES miles. We will drain
the motor oil, add wp to 5 quarts of 104-48 all season wotor oil,
install a new oil filter and lubricate the chassis. By presenling
this letter within the next 21 days, you can purchase this service
%ackage for only $ 14.95.1

fippointuents are generally not needed. However, a phone call shead

:ill help us serve you more promptly. Ye appreciate your business.

»>> Your selection : 2
<Erdit ard copy <Crancel <Page Up> <Page Dom> wo-Exit

Pressing [E] {edit) will allow you to enter the text for a new letter or
post card or make changes and corrections to an existing letter or
post card.

Precision fip: The Compose function uses all of the full-
window fext eniry described in Section 1 of the Precision
Main Menu manual.

To print @ Hard copy of the letter or post card as it is curently
stored in the system, press 5. The computer will print one of the
letter or post card.

If you have made changes o an existing letter or post card and
decide you would like to retain the original letter or post card,
press [Elancel. The system will warm you that you are about to
erase the changes you have just made and ask:

You are about to erase the changes you have made to the letter.
>>>Are you sure that you want to do this? (Y/N)."

When you have completed the edit, press [Esc]. Press L to return
to the Write (Compose]} Letter menu. The computer will write the
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[Page Up] and [Page Down]

Exit Write (Compose)

Technical information for advanced users

THE SERVICE MANAGER ™
Section 2.1
Write(Compose) Letters or Post Cards

text of the letter or post card as shown on the screen fo the disk
and the new text will become permanent.

if all of the letter or post card does not fit on the screen at once,
using the [Page Up] and [Page Down] will allow you to scroll the
text up or down, so0 you can review the text on the screen.

After entering the desired letters or post cards, press at the
menu of letters or post cards fo retumn to The Service Manager ™
mdain menu.

The text of all letters or post cards are stored on the hard disk in
areas called files. The text of the thank you letter or post card is
stored in a file called “CfsTy.Dia". The special promotional letter or
post card is stored in "CfsPromo.Dta”. The text of the reminder
letters or post cards are stored as per the following:

Category File Name Category File Name

(A} CfsRem1.DTA (B} CfsRrm2.DTA
{C) CfsRem3.DTA {D) CfsRrm4.DTA
(E) CfsRemS5.DTA {F} CfsRimé6.DTA
{G) CfsRem/.DTA (J) CfsRrm8.DTA
{K) CfsRem%.DTA (L} CfsRrm10.DTA
(N) CfsRem11.DTA (O) CfsRrm12.DTA
(P) CfsRem13.DTA Q) CfsRrm14.DTA
(R) CfsRem15.DTA (S) CfsRrm16.DTA
(1) CfsRem17.DTA (W) CfsRrm18.DTA
(Y} CfsRem19.DTA {Z) CfsRrm20.DTA

By using MS-Dos ™ to copy a file while simultaneously renaming it, it
is possible to create a library of letters stored on a separate floppy
disk.

Precision tip: A floppy disk shouid be used to sfore your
library of letters for safe keeping.

This completes the setup process. The Service Manager ™ is ready
to use,
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THE SERVICE MANAGER ™
Section 2.1
Write(Compose) Letters or Post Cards
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information you must have

Other information the system uses

Assighing numbers to your employees

Crediting the job to an employee

THE SERVICE MANAGER ™
Section 3.0
Running The System

To use The Service Manager ™, your repair orders must contain the
following information:

Customer’s full name

Customer's address

Customer's city

Customer's state

Description of vehicle (Year, make & model]
Date of Service

A description of the services performed

The system has fields for the following information about edach
vehicle:

Customer's Zip code

Customer's home phone nhumber

Customer's work phone number and extension
Comment field-a place for your personal notes
Engine

ticense

VIN

Color

Service schedule

Discount code

Sales tax

Shop supplies

Account receivable account number

Mileage

Technician number

The system will accumulate the number of vehicles serviced by
your employees and the number of service jobs each has done
within each of the twenty service categories. You must assign o
number to each employee. The numbers must be between 1 and
g9.

Precision fip: f you have purchased The Manager's
Assistant ™ you can use the employee numbers assigned in
Manager's Assistant ™-Employee Inquire/edif.

Since it is likely that one vehicle will have several service jobs billed
on one repair order and that these jobs could be done by several
employees, you will need to have your employees indicate on the
repair order who performed which service. Each category of
service may be credited to a different employee, however, only
one employee can be credited with overall service of any one
vehicle. When the repair order is entered info the computer, it is
up to you to assign overall credit for the servicing of a vehicle o
one individual; usually the one who did the work requiring the
greatest skill.
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QOrganizing the information

Starting the system

THE SERVICE MANAGER ™
Section 3.0
Running the System

The Service Manager ™ is designed for maximum convenience.
You may enter the repair orders as often or as infrequently as you
wish. The repair orders will remain in the system, unprocessed, until
you have the time to let the computer system process the repair
orders. The processing of repalr orders will prepare a list of thank
you letters or post cards and follow up letters or post cards. The list
of un-printed letters or post cards will remain in the system until you
have the time 1o let the computer print the letters or post cards.

To start The Service Manager ™, press (8] at the "Precision” main
menu. The system will go to The Service Manager ™
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The Main Menu

The system date

Correct the system date

Description of each function

THE SERVICE MANAGER ™
Section 3.1
The Main Menu

You now see the main menu on the screen.

_Your Company Name
Nonday, January 7, 2002

<A 4dd repair orders

<$> Process repair orders
<P> Print letters

<I> Inguire/edit file

{L> Labels, lists, promotions
<E> Employee services info.
<§> Sysiem status

> Utilities

<#> Exit Service Manager

3> Your selection : %

Near the top of the screen is your company name just as you
typed it during the setup process. Also, notice the system date. If it
is not correct, you will have to correct the date.

Exit the program by pressing 1. #, for example, the correct date
should have been typed in s POIEEDEREE, of the
Precision Main Menu, press [tilities, the press [£, and then type in
the comect date. If the tfime is not correct, enter the correct fime.
If the time is comrect, press {Enter].

This will correct the system date. Then press (8} to go back to The
Service Manager ™.

The menu displayed on the screen is your access door to the
customer follow up system. Briefly, here is what each choice will
do:

Add Repair Orders
Allows you to enter your repair orders

Process repair orders
Posts service information and decides who receives letters
or post cards.

Print letters (post cards)
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THE SERVICE MANAGER ™
Section 3.1
The Main Menu

Prints the letiers or post cards that were selected.

Inguire/edii File
Allows you to look up a service record on any vehicle and
make changes to the information. Allows you to print a
single mailing label. Allows you to print a single thank you,
promotional or reminder letter or post card.

Labels, lists, promotions
Allows you fo print lists of the information in the service
history file, print maiiing labels from the information in the
flle, do a mass malling of special promotional letters or post
cards and export the data to a comma delimited ASCII
text file.

Employee services info.
Reports, by category, the number of vehicles serviced by
each employee. It also reports the number of letters or post
cards mailed.

System status
Gives you vital information needed to control The Service
Manager ™,

Utilities
Allows access to the Company Setup, Delete Inactive
Vehicles, Write (Compose) letters or post cards, the Analyze
file function, the Re-sort funciion and the Expand system
function.

Exit Service Manger ™
Returns you to the Precision Main Menu,
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System Status

THE SERVICE MANAGER ™
Section 3.2
System Status

To check the System Status, press fSl. The screen will show this:

Unprocessed repair orders :

Ungrinted letters :
Vehicles in system :
Deleted wehicles :
Current systen capacity :
Haximm cepacity

» Press SEHTERY to continve <

Unprocessed repair orders represents the number of repair orders
entered into the system. They must be processed by the Process
repair orders option. The system will not allow you to accumuiate
more than 499 unprocessed repair orders.

Unprinted letters (post cards) represents the number of letters or
post cards that are waiting to be printed. Unprinted letters or
post cards are created by the Process repair orders option on the
main menu. The number of unprinted letters or postcards cannot
exceed 599.

Vehicles in System represents the number of vehicies currently on
file regardiess of the vehicle's last service date. Vehicles that
have not been serviced recently will be removed by the Delete
Inactive Vehicles option.

Deleted Vehicles are those vehicles that have been manually
deleted from the system. They will be efiminated by the Delete
inactive Vehicles option. Vehicles manually deleted since last
Process repair orders function will not be included in the system
status. These vehicles will still be deleted by the Delete Inactive
Vehicles option even though they do not show in the System
Status,

When the system is delivered the current system capacity is set for
250 vehicles. It can be expanded by 250 vehicles at a time (See
Section 3.9 Expanding the System for more information). The
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Maximum Systerm Capacity

Return to The Service Manager ™
Main Menu

THE SERVICE MANAGER ™
Section 3.2
System Siatus

number of vehicles in the sysiem plus the number of deleted
vehicles can never exceed this number.

™

The maximum capacity of The Service Manager system is

999,999 vehicles.

Press [Enter] to display The Service Manager ™ main menu.
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Capitalization and punctuation

Correct information is vital

Ways to Add Repair orders

THE SERVICE MANAGER ™
Section 3.3
Adding Repair Orders

You should enfer all available customer and vehicle information
into the system. This will keep the service records most complete.
Certain information is required by the system. The system will not
allow you to pass the required fields without entering information.
Remember that the information you enter will be used in sending a
personalized letter {post card). You must enter the information in
conect form, using spaces and punctuation where required. You
may enter all information in lower case letters. The system will
provide the correct capitalization.

The service records are maintained in sorted order by last name or
company name, house numbers on address fine 2 and the first few
characters of the vehicle description. Thus, it is very important that
the repair orders have the name correctly spelled, the address
correct and the make of the vehicle correct.

Precision tip: The number of characters of the vehicle
description the system uses fo sort corresponds to the
number used in the company selup. {See page 7, for more
information.)

A repair order may be added by using one of the three different
methods.

Method #1
Type in the customer's name, address, phone numbers and
vehicle description from scratch. This is the "Add new
name" function. {Note if there are no customers in your
files the system will automatically put you into the Add new
name function.)

Method #2
Search for and display the customer's vehicle for which you
wish fo add the repair order, then use the "initialize repair
order using this name" function.

Method #3
Search for and display the corect customer, but with the
wrong vehicle, then use the “Initialize repair order using this
name" function and then correct the vehicie by editing it.
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THE SERVICE MANAGER ™
Sectlion 3.3
Adding Repair Orders

Adding repair order for a new cusfomer If this is the first fime you have used the system or you have pressed
to Add a new name, the following will be displayed:

Engine:
Ligense:
VEN:

Calor:

Service schedule:
Discount code:
Tax table:

Shop supplies:
A/R fect:

[ the <ESC> key to cancel )

Add new name When there are no customers or the customer you wish to enter is
not in your customer follow up system, you must use the Edd new

name function. Press (4], you will be prompted o enier the
customer's name, address and other information.

Precision tip: If you have searched for the customer by last
name and the system fails fo find the name, pressing 12 fo
add a new name will cause the name jusf searched for to
appear on the “Name" line.
Entering new customers A name is required. The way you enter your customer's name is
very important. Names entered into the system are either
individuals or businesses.
Entering an individual When entering the name of an individual, the name must be
entered last name first, followed by a comma, followed by his title
and/or first name. If a space is entered after the comma, the
system will delete it. For example, if the customer's name is John
Smith, you would enter him as or
LEEm.

©1985 by Precision Data Systems
©1987 - 2001 by Robert Pollock
Page 30



How the letter [post card) begins

The first name

Other titles that work

Jr. & Sr.

if unsure if name is male or female

Names without titles or first name

THE SERVICE MANAGER ™
Section 3.3
Adding Repair Orders

The way you enter the names also effects the way the letter {post
card) begins. If you entered EMUEELEEEE, the letter (post
card) to this customer will start “Dear John,". If you entered
OEHM, the letter (post card) will start
“Dear Mr. Smith,". The "Mr." portion of a name is calied a fitle. All
commonly used titles are handled by The Service Manager ™.

Recognized fitles

Mr. Mrs. Miss
Ms. Mr. & Mrs., Mr. and Mrs.
Dr.

If the system does not find any of the above recognized fitles, the
first word after the comma is assumed 1o be a first name. The letfter
(post card) would open with the first name. Otherwise the letter
{post card) will open with a title and last name.

Ofther titles, although not actually recognized will also work. For
example, if you enter the name
CIRIEN, the letter (post card) will open “Dear Reverend,”. If you
enter the name Father John Jones as
the letter (post card) will open "Dear Father,”. Entering
Brother John Johnson s
will cause the letter (post card) to open as "Dear
Brother,".  Sister Mary should ve entered as
EIOEITER. Her letter [post card) will start “Dear Sister,”. Doctor
John Smith would be entered
GG, His fetter {post card) will start ¥ Dear Doctor,".

Names that end with Jr. or Sr. will also be handled correctly.
Because only one comma is allowed in a name, the comma just
before "“J." or “$1." must not be entered. Thus, if Mr. Jon Jones, Sr.

is entered into the system, he must be entered as
CIRIFEIWN. His tetter (post card) will open with
"Dear Mr. Jones, St.". If a name is entered as
letters (post cards) to that person will
start "Dear Mr. Smith Jr.,". If his name was entered as
EIOIEY, nis letter (post card) would open with “Dear
Bill,".

"Pat Jones" could be male or female. If you are not sure, enter the
name as FAEGE. Letters [post cards) o this person
will open with "Dear Pat,".

As you can see, it is very important to get a complete name on the
repair order. A repair order written "CICERIEEE]", can not be
handled by the system. If you were to enter "P.Jones” as JONES,
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Entering a business name

Name not formatted correctly

Entering Address (lines}1&2

\

Entering a city

THE SERVICE MANAGER ™

Section 3.3
Adding Repadair Orders
P.. the letter (post card) wouid start "Dear P.". This is not

acceptable. [t would be best to know for sure if P.Jones was male
or female. If you were not sure, you can only guess. You would
have to enter the name 0. The letter

(post card) would open *Dear Mr. Jones,”.

A colon (i) is reserved to inform the system that the name of a
business is being entered. The colon must be the last character

"A.B.C. Company” will be entered into the systemm as
...... CBOMERIFENC. The colon, like the comma, will
never actudlly appear on the letter [post card). A business name
may include both a comma and a colon, the colon must be the
last character typed. Therefore "ABC, Inc." must be entered

MOXEE.

Type the name in the comect format, then press [Enter]. The
computer will check what you have typed. if rejected, the eror
message “Last, First OR Company Name:" will briefly flash in the
field. Make sure the individual's name contains one comma.
Make sure the company hame ends with a colon.

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

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

Precision tip: If you do not have an address when entering
the repair order type on Address
(line) 2.

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

An entry in the city field is required. The system will not let you skip
the city field. If the city, state and zip code were entered as one of
your abbreviated city entry codes, you can use the code. If during
the setup process, you entered an abbreviated city entry code for
Evanston, IL 60202 as “2", and the address you are entering is in

Evanston, press (2] then press [Enter]. Evanston will appear in the
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Press [F3] for list of cities

Enter the state

Enter the Zip code (Postal code])

THE SERVICE MANAGER ™
Section 3.3
Adding Repair Orders

City field, IL will appear in the State field, and 60202 will appear in
the zip code field.

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

“The SeEuice - Nanage
Savage Mr. Rich

746 ¥ 16th Place

Comment :

{ -the <ESC» key 1o redo )

If you have not set up an abbreviated city entry code for this city,
type it in and then press [Enter]. Do not type a comma after the
city name. The system will insert the comma for you when it prints
the address.

If you have not used an abbreviated city code, the cursor will
move to the state field. An entry in the state field is required. The
system will not let you skip the state field. The state abbreviation
must be two letters long. Use the standard two letter Post Office
abbreviations for the state. If not sure of the correct abbreviation.
(See Appendix B, of the Precision Main Menu manual,} You can
type the state in lower case letters. The system will convert the
state abbreviation to ali capital letters. After entering the state,
press [Enter].

The cursor will move to the zip code field. A zip code is optional.
Press {Enter] to skip it. If you do enter the zip code, it must contain
five or nine digits.
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Going back to carrect etrors

Erasing a zip code

Entering home phone number

Entering work phone number

Erasing a phone number

Eniering a vehicle description

THE SERVICE MANAGER ™
Section 3.3
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Canadian users note: Postal codes will be capifaiized by
the system.

During the entering of the information, if you notice a mistake on a
prior line, use the {F1], [F2] or [Up Arrow] to move the cursor to that
areq, type in the correct information, and press {Enter], [F?], [F10]
or [Down Arrow] to move the cursor back down to where you left
off.

If you had entered a zip code and then decided that you wanted
no zip code, move the cursor back up to the zip code, type 12 and
press [Enter]. This will erase any zip code entered. The zero will also
disappear.

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

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

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

Precision lip: The exfension field is 5 characfers long. You
may enter lefters as well as numbers. To erase the
extension field press [F5], [Space-bar] and fhen press
[Enfer].

Here you can dlso add the "other" phone number and “email”
while entering repdair orders in the "Add Repair Order" function.

If you had entered either the home or work phone number by
mistake and wish 1o delete it, use the [F1], [F2] or [Up Arrow] key to
move up to that fleld, press [F5], then and press [Enter]. The
phone number in that field will be canceled and the zero will
disappear.

The cursor will move to the vehicle field (this field can not be
skipped)}. Generdlly, the vehicle description is entered the model
year followed by the make and model. (For example, 1995
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Two of the same vehicle type

Commercial account vehicles

Comment field
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Chewrolet Caprice.) The system automatically keeps information
for different vehicles in their own separate file folders. The system
uses the first few characters of the vehicle description to decide
whether to create a new folder or put the information into an
existing file folder.

Precision fip: The number of characters of the vehicle
description the sysfem uses depends on the way the first
question in Company Setup-Miscelianeous information has
been answered. The system is delivered set for 30
characlers.

If however your customer has two (2) 1995 Chevrolet Caprices (for
example, a Blue 1995 Chevrolet Caprice and a Green 1995
Chewvrolet Caprice) the system will treat these vehicles as one
vehicle. To avold having the records for the 2 vehicles combined,
enter the vehicle descriptions as follows:
and
CRAFEROCE. The vehicle
descriptions are no longer the same for both vehicles. If by
chance both vehicles happen to be the same color, assign unit
numbers fo each vehicle. For example, # 1995 Chevrolet Capiice
and #2 1995 Chevrolet Caprice.

If the customer is a commercial account with multiple vehicles of
the same year and make (for example, 17 different 1994 Ford £150
vans} their vehicle information should be enfered as the Unit
number, the year, then the make and the model.

If the customer has not given the vehicles unit numbers, you wil
have to assign them. Using the last digits of the VIN works well for
the unit number,

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

The Comment field can be used to store private information about
the customer or vehicle. Information entered into the Comment
field will appear only on the screen.

Precision lip: The Comment field will hold up fo 69
characters.
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Engine specs.

License number

VIN number

Color field

Service schedule

Press [F3] for list of Service schedules

Discount code
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C.A.R.S. users nofe: This Information will never appear on
any printed repair order.

If you wish, you may enter information about the engine size, or fo
note any other piece or pertinent information you may wish to
place there. If you wish to skip the Engine specs. just press [Enter].

Enter the license number. After you press [Enter], the computer will
capitdiize letters,

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

Enter the Color of the vehicle or any other pertinent information
you may wish to place there, then press [Enter]. If you wish to skip
the Color just press [Enter].

Precision fip: The tifles for the Vehicle, Mileage, license,
Engine, VIN, and Color fields can be changed. Call
Precision Data Systems for help if you would like to change
them.

The system will automatically enter the Service schedule 1. If you
would like 1o use a different Service schedule you must enter the
number of that schedule you must enter the number of that
schedule. Valid Service schedules are 0 through 9. (For more
information on Service schedules see page 10.)

When the cursor is in the "Service schedule” field the prompt "Press
<F3> for list" will appear near the bottom of the screen. Pressing
{F3] at this time will display a list showing the “Service schedules” as
assigned in the Company setup. (See page 10, for more
information on Service schedules.) To have the system insert the
Service schedule entty, just press the letter of the entry you would
like to use or use the ammow keys to highlight the entry and press
[Enter]. If you do not wish to use an entry on the display and would
like the display to disappear, press [Esc].

The Discount code field is used 1o keep track of the discount, if
any, normally given to the owner of this vehicle. The valid Discount
codes are:

1. A blank-no discount given.

2, "A" through “Z"-Discount plan A through Z. {See Section 2- of the
C.A.R.S. manual for more information).

3. “1" through "64"-discounts of 1% through 64% of entire repair
order.
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Tax table

Press [F3] for list of Sales tax tables

Shop supplies

Account receivable account number
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C.A.R.S. users nofe: Discount codes are used in C.A.R.S. for
fhe gufomatic discounfing of repair orders.

Enter the normal tax table code for this vehicle. (Valid codes are A
through J.)

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

Precision fip: The Tax table code is used by C.A.R.S. fo feil
the system which sales tax table fo use when calculafing
sales fax. (See the C.AR.S. insfruction manvual for more
information.)

The Shop supplies field will tell the system whether or notf to add
shop supplies charges to repair orders for this vehicle. The answer
here should be the normal for this vehicle.

C.A.R.S. users note: The Shop suppiies field is used in
C.A.RS. fo tell the system whether or noi to add shop
supplies to the repair order.

If repair orders for this vehicle are normally charged on a house
charge account enter The Manager's Assistant ™-Accounts
Receivable account number here.

The Accounts Receivable account number field is 5 numeric digits
long. The maximum number of accounts receivable accounts is
9990 accounts.

C.A.R.S. users note: When changing fhe status on the repair
order to paid by house charge (status code 2) the system
will enter the account number for you.

C.A.R.S. users nofe: C.A.R.S. will relrieve the engine specs.
license number, VIN number, Color, Service schedule,
Discount code, Tax table, Shop supplies and the A/R
Accounf number from The Service Manager ™, if they have
previously been entered.
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Enter the mileage

Enter Technician number
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After entering the A/R account number the display will change to
show the following:

R-031 & Filier Eha —/--/- B-flir Filter -=f—f——
C-Tune Yo e D-fuel Filter “=f--f----
E-Emission Testing —-/—/— FFuel Injector Sy --/--/----
G-Alignment i JShocks / Struts  --F--f----
K-Hew Tires mefmrf-—-- {Rotate Tires  -—/--/----
N-Front Brakes —=f-f— 0-Rear Brakes umfanfemam
P-Cooking System F —/--/-—- [-Thermostat ==f==feer
R-Belis ~f=f--- §-Hoses -=f-pe
T-Hew Badtery -—f--f— Y-Treasmission Ser --/--/----
V-Clutch Rdjusimen —/—-/--— —f—=f----

Select services performed by lelfer or
Mo-futonalic thank you <SHIED<D-Ho thank you  <+>-Force thank you
{ the <ES0» ey to redo }

As you enter repair orders, you will be able to change the service
date as often as you wish. If you are entering foday's repair orders,
press [Enter]. The system will supply today's date, the system date,
as the service date. If you are entering repair orders for service
done prior to foday, enter the actual service date here in
MM/DD/YYYY format just as you entered the system date. (Nofice
that The Service Manager TM will type the slashes between the
month, day, and year for you. This is done throughout the
program.) If you make a mistake typing the date, press
[Backspace] to backspace to the point of the error, or press [Al]-
[Delete] or [F5] to erase the whole date. When satisfied with the
date, press [Enter]. Note: that the system will not accept a date
later than the system date.

If the repair order contains the mileage of the vehicle, enter the
mileage and press [Enter]. Press [Enter] o skip the mileage.

The technician number is used to assign credit for the work to the
employee who did the job. The technician number is optional. it
must be a number from 1 to 99. You may press [Enter] to skip it. If
you skip the technician field, the work will be assigned to
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Recording service

Splitting credit for service

Resigning overall credit
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employee number zero. Any work assigned to employee zero will
show as unassigned work.

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

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

When recording service, it is possible that more than one
employee could work on the same vehicle. For example, one
employee might do the oil change and tire rotation, another
employee might do the tune up. A third employee may even do
something else. When giving credit to the employee, the system
will assign the credit for a particular service to one employee,

Suppose that employee #3 did an oil change on this vehicle, while
employee #11 relined the brakes. In the technician field, press f,
then press [Enter]. The cursor will move to the Service code field.
{The service code field is one character long. Recdll that after
typing a response in a field one character long, you need nof press
[Enter].}) Since employee #3 did the oil change, press for oil
change. The date, mileage and employee number wilt appear to
the right of the Oil Change category. Employee #3 did not do the
brakes. You must change the number in the technician field fo
employee #11. To return to the technician field, press [F1], [F2] or
[Up Arrow], fype LIl into the technician field, then press [Enter].
The cursor will return to the service code fleld. Since employee #11
did the brakes, press [©. The daie, mileage and his employee
number will appear to the right of the Brakes category.

One employee will be assigned overall credit for the service of
each vehicle. The employee to receive overall credit for the
vehicle should be the employee that did the most work on the
vehicle, or the employee who did the repairs that required the
most skill. The system will assign overall credit for the repair to the
employee whose number last appears in the technician field. |f
you wish to assign overdll credit to an employee other than the
employee currently shown in the technician field, press [F11, [F2] or
[Up Arrow] fo return to the technician field, then enter the correct
employee number,
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Forcing or preventing letters {post cards)
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A service category mistakenly enfered may be erased by pressing
and holding [Shifi]. While [Shiff] is held down, press the letter
corresponding to the service category you wish to erase. For
example, if 1Al was pressed to record an oil change, pressing [Shift}-
{typing a capital “A") will erase the oil change.

Precision tip: Pressing |2l records the oil change by enfering

a small letter “a”. Pressing [Shiff]-@ erases the oil change
by entering a capifal letter “A".

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

This is accomplished by editing the vehicle service histoty page.
When asked to enter the Service Code, press and hold [Ctri}, then
press the appropriate category code.

Precision tip: The follow up interval for that service calegory
shouid be set lo zero days. The Service Manager ™ wiil
send out the reminder leffer (post card) for that category as
soon as fhe entered date arrives,

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

After you have selected dll of the appropriate service codes you
must decide whether or not you would like this customer to receive
a Thank you for your business letter (post card). You must choose
one of the following:

shift]{7J
Using this option will allow the system decide whether or not
to send a Thank you for your business letter (post card). The
system will look to see when the last Thank you letter {post
card) was sent and compate it to the amount of days
between Thank you letters (post cards) you chose when
setting up the system.

[shift]4x]
This option will not allow a Thank you letter (post card) to be
sent for this customer.
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{shift]-LJ
This option will allow you to send a Thank you letter (post
card) regardless of when the last Thank you letter (post
card) was sent,

After pressing [Shift]-@, 1Shif’r}, or {Shift], the information you
have entered will be recorded as an unprocessed repdir order, the
information will be erased from the screen and you will be allowed
to enter another repair order.

ADDING REPAIR ORDERS
METHOD #2

To add the first group of repair orders, press (A, After a few
moments, you will see:

Marilyn B. Rdans
12234 By Street
160

Your Town,
Home: { ] - . Mork; (123) 555-1414 X 22
Vehicle: #11 2688 Ford Pickup F258 Supe
Coumsent:

Engine: 7.5
License: JAHI i1
VIN: 1FTBR&6GSYL116998
Golor: BLUE
Service schedule:
Biscount code:
Tax table:

Shop supplies:
AR fcct:

Last serviced: B8/27/2001 at 19288 {mileage)

3 Your selection : 7
{Mrext <Prrevious Search  <Page Up> <Page Dow> y-Exit
<irdd new niome <Dnitialize repeir order using this name

Tc add a repair order for a customer that is cumrently in your
customer follow up system, Search for that customer. This will
eliminate the need o type a customer's name and address into
the customer,

The customer records are filed in alphabetical order by last name
or company name. therefore, all of the cusfomers with the same
last name are filed consecutively. Next, those customers are sub-
filed in order by the numeric portion of the address. For example,
all the Burnsides who live at 301 Main will be filed before the ones
living at 1027 W. Fifth. Last, all customers with the same iast name
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Extended search

[Page Up] & [Page Down]
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and the same numetic portion of their address will be filed in
alphabetical order by vehicle. Recall that only the first characters
of the vehicle type are used by the system, for filing purposes. (The
number of characters the system uses depends upon how you
have set up The Service Manager TM. See Section 2.0 of this
manual, starting on page 3, for additional information.)

Pressing Elearch will allow you to search for and display a
particular customer record. You will be prompted to identify the
desired customer by last name or by company name. The records
are stored by company name or last name only. Do NOT enter
fitles, initials or first name. You need not enter the whole name.
Enter only enough letters to cause the computer to correctly
identify the name. For example, If you wished to find the service
Information for Burnside, it probably would be adequate to type
ECIERNGIE. The system will display the first match found. If the
customer record displayed is not the comrect one, you can use

MNext or Flrevious to display the corect customer record.

Sometimes when searching for a hame, the computer will find a
match that contains the name you are searching for, buf not the
exact name. For example, if you search for Ball the system may
find Ballard or when searching for Johns the system may find
Johnson. To display a customer with the exact last name, type the
WHOLE last name followed by a comma. Then press [Enter]. If the
customer record displayed is not the correct one, you can use
NMext or Elrevious to display the correct customer record.

wWhen searching for a customer, if the search fails fo find the
customer, the system will display the five names alphabetically
preceding and the five names dofter the name requested,
highlighting the name shown at the top of the screen.

The search function can be used {o find a customer who lives at a
particular address, This will make it easier o find the information
when the owner has a common last name. To do this, fype in the
WHOLE last name followed by a comma, followed by the
numerical portien of the address. {(Example:

EEMOODELEEED,

The search function can also be used to find a particular vehicle in
a fleet of vehicles belonging to a company. To do this, type all or
part of the company name, followed by a colon {3}, followed by at
least one character of the vehicle description. {Example:

RO AEDONNCEEELD)

Pressing [Page Up] or [Page Down] will display the five names
before and the five names following the name on the top of the
screen.
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THE SERVICE MANAGER ™
Section 3.3
Adding Repair Orders

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

With the list of eleven names displayed pressing [Up Arrow}, [F1] or
[F2] will move the names up info the highlight bar one name at a
fime. Pressing [Down Amow], [F?] or [F10] will move the names
down into the highlight bar one name atf a time.

Precision fip: If you would like to reverse the direction the
[Page up], [Page Down], [Up Arrow} and [Down Arrow] work,
press [CHi] .

If you locate the corect vehicle, press to initialize the repair
order, That will cause the computer to fake information shown and
enter it onto the new repair order.

Precision tip: Iif you are adding o repair order for a customer
who has moved, initialize the repair order using the old
address, then edit the address accordingly.

ADDING REPAIR ORDERS
METHOD#3

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

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

After entering the new vehicle description, press {Enfer]. Enter the
engine specs., license number, VIN number, color and any other
information for the new vehicle. The system will create a record
for the new vehicle when you run the "Process repair orders”
function. {See Section 3.4, for more information on the “Process
repair orders” function.)

Precision lip: Adding a repair order in this way will not
change the information stored in the system for the ofther
vehicle.
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Conlinue entering repdir orders, changing the service date a
necessary, until all repair orders are entered. After entering the last
repdir order, press to retum back to The Service Manager ™
main menu. The system will now add the credit for work done to
the employee records. The system will refurn to The Service
Manager ™ main menu.
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Current HdBackup
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The repdairs orders added to the system (unprocessed repalr ordetrs)
are not actually part of the service file until you have used the
Process repair orders function.

The System Status always shows the number of repair orders in the
system which have been entered but are unprocessed, and
therefore not yet included in the service file. To process repair
orders and select leters, press 5. In a few moments the screen will
show:

> > > EHEEREN

Before proceeding you MUST have a current HDBACKUP.
Do vou have a current HOBACKUP 7 { %2H )

If you DO NOT have a current HdBackup, press M. You will be
returned to The Service Manager ™ —-Main Menu. Exit the Precision
Data Systems sofiware and do an HdBackup. If you have done
the HdBackup. press ). The system will proceed with the Process
repair orders function.

Precision tip: See the Precision Main Menu manudi,
Appendix A, for more information on HdBackup.

NEVER SELECT THIS FUNCTION UNLESS YOU HAVE A CURRENT
HDBACKUPL In the event of a malfunction, failure to follow this rule
will result in the loss of the unprocessed repair orders.
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While the Process repair orders function is occuring, you will see a
number on the screen. This number will go up in value, then down.
The number is displayed only to show you that the system is
processing information. When processing is complete, the system
will return to The Service Manager ™ main menu.

¥¥> Processing Eepair orders <<¢

When the Process repair orders function is completed you will be
returned to The Service Manager ™ ~Main Menu.

~
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To Print letters {post cards)
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Section 3.5
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The Print Letters {post cards) function will print the thank you letters
(post cards) and automatic follow up letters {post cards) selected
by the Process repailr orders function. The mailing address on
letters will be printed in the correct location to show through the
window of a standard #10 window envelope. Before printing the
letters {post cards}, you must have entered the text of the letters
{post cards) into the system. If reminder letters {post cards] will not
be sent at the time, only the thank you letter (post card) text must
be in the system.

To print the letters (post cards), press ). Aster a few moments, the
screen will show:

21 PR R LR Y Y E
onday, January

<R> Review automatic letters
<P> Print automatic letters
<G> Generate manual letters

<> Exit

»5» Your selection : 2

Precision tip: If you have sef the system fo print lefters all
titles will show leffers. If you have set the system to print
post cards all fitles will show post cards.
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Review automatic letters
{post cards)

[Bleview automatic letters (post cards) dllows you to see who will
get which letters (post cards). You can see more names by using
(Page Up], [Page Down], [Up Atrow] or [Down Arrow].

3%

“Rowe. :
fidaus, K. Jin

fdons, Hr. John
fidons, Hr. John
Bandish,Ms. Debbie
Bandish,Ms. Debbie

ast Avenue
8243 E Elw Street .
8243 E £l Street

12 ontiac
1997 Chevrolet C
2888 GRC Envoy
2808 GHC Envoy
1999 GRC Yukon B
1999 GHE Yukon D

Yedsii
0il & Filt
0i) & Filt
Gil & Filt
Rotate Tir
Di} & Filt
Rotate Tir

Becle Wr. Jeff 1853 Perth 199 Pontiac LeM (il & Filt
Benson Hr. Philip 288 N Hain 2001 Cadillac Es Rotate Tir
328 # Hain 2000 Ladillac Ca 01} § Filt

293t Charlette 199% Ford Thunde 0il & Filt Send
Braasch,ls. Mary 21k Sycomore Lane 1999 Ford Crown  Thank you
Davison Ms. Micele 1287 Diamond Circl 1999 Pontiac Gra Thank wou

Doran,Ms, Heather 180 Ash Court 1997 Ford Probe  Thank wou
Fleckenstein Mr. Jac 193¢ Golden fge 1999 BHC Yukon D Thank wou
Hawkins Jr. Mr. Robe 5158 Joff Lane 1998 Ford Ranger Thank wou
Hawkins Jr. Hr. Robe 35158 Jeff Lane 1998 Ford Ranger 0il & Filt
Jowison Company: 12234 fAny Street  #88 1997 Chevrol 0il & Filt

Press <£>, <Space-Bar> or <FNTER} to Cencel or Reinstate letters
<Up Rrrow> <Down fArrow> {Page lip> <Page Down> o-Exit

If you do not wish to send a particular letter {post card), highlight
that entry then press @, {Space Bar] or [Enter} to cancel that letter
{post card)]. The word cancel will appear on the right-hand of the
screen. If you have canceled a letter (post card) and would like to
reinstate it, repeat the process.

Cancel letter [post card)

Precision fip: If you exit the Print lefters (post cards) function
with canceiled leffers (post cards), the system will reinsiate
the cancelied leflers (post cards).

The lefters (post cards) automatically selected for printing are
called Automatic letters {post cards). The Generate manual letiers
{post cards) option will allow you to type in @ name and address so
you may print one letter (post card} to proofread, to reprint a letter
{post card) for any reason or to send a letter {post card) to
someone not entered into the system. At this time you wish to print

automatic lefters (post cards). Press (B for print automatic.

Print Automatic letters
(post cards)
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Now the screen shows:

Printer is fed by :
<I> Tractor

<H> Hanually inserting sheets
<C» Cut sheet feeder

33> Your sefection ; 2

{ the <ESC> key to exit }

A [Oractor feed printer uses continuous paper that is pulled
through the printer by punched holes along the edges. A Manuat
feed (friction feed) printer loads paper like a typewrite, one sheet
of paper at a time. A [Clut sheet feeder is a printer equipped with
a bin that automatically feeds single sheetis of paper. (See Section
2.0, starting on page %%, for more information on using a Cut sheet
feeder.) Select the type of printer that is appropriate by pressing

the corresponding letter.

Precision fip: If you have the sysfem sef to prinf post cards

this message will nof appear.
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Date on the letters
(post cards)

Print in Name order
or Zip code order

Start printing with

Adjust the paper

THE SERVICE MANAGER ™
Section 3.5
Print Letters (Post Cards)

As indicated, enter the date you wish to appear on the letters
(post cards). Use the MM/DD/YYYY format as before. If you wish
today's date fo appear on the letters [post cards), pressing [Enter]
will cause the date to default to the system date. The screen will
show:;

FTRESeFGTEE “aﬁﬁﬁé taaticletterss
Saturday, January 11, 2083

Printer is fed by tractor.

Enter dale to appear on letle
in KN/DD/YY foruat: ﬂi/ﬂ[ﬂﬂﬂa

[ the <ESC> key to exit )

If you would like the letters [post cards} printed in order by
customer name, press [N, If you would prefer the letters (post
cards) printed in order by zip code, press &.

You may specify the point at which letters {post cards) will start
printing. This is useful when printing letters (post cards) after the
printer has Jammed. Press [Enter] to print all letters (post cards). If
you wish to start the printing at some point other than with the first
tetter (post card) type in the name with which you wish the printing
to begin, then press [Enter].

Load the paper into printer. |If you are using single sheets of
stationery {(manual printer option), load the paper so the left edge
of the paper lines up with the zero mark on the paper scale and
the top edge of the paper is about 4 lines (2/3 of an inch) above
the print head. if using tractor feed paper, make sure the left
perforation is lined up just to the left of the zero mark on the paper
scale and the top edge of the paper is positioned so that the print
head will print on the very top fine of the paper. If using a Cut
sheet feeder consult the instructions supplied with the feeder for
proper positioning the paper, press [Enter]. The letters {post cards)
will print.

©1985 by Precision Dala Systems
©1987 - 2001 by Robert Pollock
Page 50



Aborting the printing

If you need to reprint the
letters (post cards)

A list of letters (post cards)

Printing multiple lists

THE SERVICE MANAGER ™
Section 3.5
Print Letters (Post Cards)

While prinfing letters (post cards) using ¢ cut feeder or a tractor, if
you need to abort the printing, press [Esc]. Prinfing will soon stop.
You will be given the opportunity to reprint the letters (post cards).

After printing the letters [post cards), the system will ask:
Are letters (post cards) okay (Y/N) 2

Examing the letters (post cards). If you find something wrong with
the letters (post cards), press (M. You will be allowed to reprint

them. If the letters (post cards) are okay, press []. The screen will
show:

Print list of :

<T> Thank you letters

<R Reminder letters
<R> Rll detters

< Exit

»¥ Your selection : 7

You may print a list of & letters (post cards) sent. A list with just
those who received [Dhank you letters (post cards) or just those
who received [Rleminder letters (post cards). The list requires 8 %
inch continuous paper. You should always print a list of the
reminder letters (post cards} and save it. The list will inciude phone
numbers, Keep track of those that respond to your reminder letters
(post cards). Consider calling those that do not respond.

If you wish, you could print one list of just thank you letters {post
cards), another list of just reminder letters {post cards]. Select the
type of fist you want. Load the paper into the printer so that the
perforation is just to the left of the zero mark on the paper scale,
printing will start at the very top edge of the paper. Press [Enter]
and printing will start. To abort printing, press {Esc].
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To reprint the list

Generate manuat letters
{post cards)

THE SERVICE MANAGER ™

Section 3.5
Print Letters (Post Cards)

When the list is complete, the system will return to the screen
above. If the list did not print correctly or if you wish a second list,

you may reprint it. If no list is desired press %] to exit.

You could now print manual letters (post cards). To print a manual
letter (post card} press (3. The following will appear:

Printer is fod by -

<> Tractor | .
<N> Manually inserting sheets

<C> Cul sheet Feeder

»»> Your selection : 2

{ the <ESCY key to exit )

Answer the question for the printer type as appropriate. Next,
enter the date you wish to appear on the letters {post cards). Press

in response o "Are all entries correct? (Y/N}".
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information for manual
letters {post cards)

Exiting Generate manual
letters (post cards)

THE SERVICE MANAGER ™
Section 3.5
Print Lefters (Post Cards)

You will now be aliowed to enter the information for manual letters
{post cards). You will be able to enter the date of last service and
mileage information. The service files will not be updated and the
manual letters [post cards) will not be reflected in the number of
letters {post cards) mailed.

ur- Empanyrllamta

ke Service: Hanag iial
Saturday, Janwery 11, 2803

Hane Perez Br. Jesus
Address line T
Rddress line 2 2045 N Jessup
City: Your Tomn State: US Zip: 11111
Vehicle: 1995 Pentiac Grand R
Lest serviced on: 01/89/2883 at 94521 (luleage!
Select leler:

U-Thank you V-Pronctional letter
0il & Flller Change B-fiir Fiiter

C-Tune Up D-Fuel Filter
E-Ewission Testing F-Fuel Tnjector Svc.
G-filigrment J-Shocks / Struts
K-Hew Tires L-Rotate Tires

H-Front Brakes -Rear Brakes
P-Cooling System Flush {-Thermostat

R-Belts §-Hoses

T-Hew Battery R-Transwission Service

{ the <ESC> key to redo )

The information is entered exactly as in the Add Repair Orders
function. The name, address, city, state, zip code and vehicle are
all entered exactly the same. All information except the zip code
is required. The abbreviated city entries also function. If the letter
(post card) you are printing contains the reference to previous
service information, (See page %2 for more information) enter the
last service date and mileage. To complete the information, press
to print a thank you letter {post card), 4 to print a promotional
letter (post card) or press the first letter of the appropriate category
for the reminder lefter [post card} desired. You will now be
prompted to insert the paper. Press {Enter] when ready.

After the letter (post card) prints, you will be returned to the
Generate manud! letter (post card) entry screen. if you wani to
print another manual letter {post card) enter the information. To
exit press [Esc], you will return to the Leiter [post card} Printing
Menu. Press [-] to exit to The Service Manager ™ main menu.
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THE SERVICE MANAGER ™
Section 3.5
Print Letters (Post Cards)
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Description

The first vehicle will
be displayed

Two pages

THE SERVICE MANAGER ™
Section 3.6
_ Inquire /Edit File

The Inquire/edit function will allow you to display any service
record, make corrections, print a letter (post card), print a single
mailing label and print a hard copy of the information. At The

Service Manager ™ main menu, press (1.

The system will display the information for the first vehicle in the file.
it will ook fike this:

SIneService Hanagtr s {in): Inenrefeditile:

Adoas, Mr. John
8243 E Ela Street
Your Town, US 10648
Home: (123) 553-8565 Work: (3} -
Vehicle: 1999 GHC Envoy

Comment :

Engine: 4. 3L Y6CPL
License: IH 1443
VEN: 16KCTIaW1¥2112724
Color: BLACK
Service schedule: 1
Discount code:
Tax table: fi
Shop supplies: Yes
A/R Acct:
Sold Current: 068.83 / Cumulative: — 1569.81
Last serviced: 12/28/2001 at 28774 {mileage)

>3 Your selection : 2

ext  (Prrevious <Srearch <Pind  (sterisk  <Page Up>  Page Downd

Erdit  bndo <Deller  <Durp page  <®-Delete  <Mrail label <=>-Exit
SERVICE :NEEDED

The information is arranged in two "pages”. The first page contains
general information about this vehicle {owner's name, address
and phone number, year, make and model, engine specs., license
VIN, color, setvice schedule, discount code, tax table, shop supply
charges, A/R account number, mileage on the vehicle at last
setvice, and the date of the last service]. The second page
contains the specific service history information for the itwenty
service categories.
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The minl menu

Turn page

The Service history

THE SERVICE MANAGER ™
Section 3.4
Inquire /Edit File

C.A.R.S. users nofe: When used with C.A.R.S.. The Service
Manager ™-Inquire/edit file keeps frack of how much each
customer spends on each vehicle. The Sold Current field
will track the amount spent during the currenf period. The
Sold Cumulative field will frack the amount spent during the
cumulative period. The Current and Cumulative periods
are confrolled by having the system erase the information.
This makes the system accumulate the information again
starting at zero. The Current period may represent anything
longer, like a year. Most people will allow the Currenf field
to represent the current calendar or fiscal year and wiil let
the Cumulative field represent how much has been spent
on the vehicle since the system started accumulaling the
information. (See Section 3.9, Utilities-Analyze File for more
informafion on Current and Cumuldtive periods.)

The mini-menu at the bottom of the screen displays the commands
you will use to look up information and to make corrections.

To look at the service history information, press 0. The service
history information will be shown.

tirEleditfile s

8243 € Elm Street
Your Town, IS 10689
Howe: (123} 553-8585 York: { ) -
Vehicle: 1999 BMC Envoy

G T e

A-0i1 & Filter 12/28/28018 2871 5 B-Rir

£-Ture Up {1l D-Fuel Filter —/--{----
E-Enission Testing --/--/---- F-Fuel Injector Sy ==/==fe==u
G-Alignment -/ f-—— J-Shocks / Struts ~mfemfemaw
X-Hew : B6/24/2081 21276 1 L-Rotate Tires 12/28/20818 2697 5
H-Front Brakes e 0-Rear Brakes =t
P-Cooling System F —/--/--— 0-Thermostat B e
R-flelts b A S-Hoses —f—l---
T-Hew Battery ——f ¥-Transuission Ser ~-/—/--——
¥-Clutch Adjusimen --/--/-~-- i —f e

U-Thenk you last sent 12/28/2081. Serviced & tiwes.

»»> Your selection : ¥ .

Wext  <Porevious <Search <Pind  <Psterisk <Page Up>  <Page Down>

<Exdit  <dndo <Lreiter <Tourn page <M-Delete <Mrail label  (=-Exit
ZSERVICE: NEEDED::

The service history information is organized into two groups of three
columns, the date the service was performed, the mileage on the
vehicle when that specific service was performed, and the number
of the employee who peiformed the service. Notice that the last
mine of information contains the date that the system selected a
thank you letter {post cards) to be sent to this vehicle's owner. The
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Next and Previous

The order of the daia

[Up Arrow] & [Down Arrow]

Search

THE SERVICE MANAGER ™
Section 3.6
Inquire/Edit File

"Times Serviced" represents the number of repair orders that have
been entered for this vehicle.

Pressing will display the next vehicle in the file alphabetically.

Pressing will display the previous vehicle in the file
alphabetically.

When using Next and Previous, remember the system has filed the
records in alphabetical order so all the Burnsides are together.
Next, the Burnsides are in order by the numeric porticn of the
address. For example, alt the Burnsides who live at 301 Main will be
filed before the ones living at 1027 W Fifth. Last, all the Burnsides at
301 Main will be filed in alphabetical order by vehicle. Recall that
only the first characters of the vehicle type are used by the system
for fiing purposes. (The number of characters the system uses
depends upon how you have set up the system. See Section 2.0
for additional information.)

Using [Page Up], [Up Arrow), [F1] or [F2] will display the eleven
names following the name shown on the top of screen. Using
[Page Down], [Down Arrow], [F9] or [F10] will display the previous
eleven names preceding the name shown at the top of the
screen. Using this feature will aid In finding a name when you are
unsure of the spelling.

Precision fip: If you would like to reverse the direction the
[Page Up], [Page Down], [Up Arrow] and [Down Arrow] work,
press [Cir!]-.

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

Pressing will search for and display a particular service history
record. You will be prompted to identify the desired service history
record by the owner's last name. The records are stored by
company hame or last name only. Do NOT enter titles, initial or first
names. You need not enter the whole name. Enfer only enough
letters to cause the computer to correctly identify the name. For
example, if you wished to display the service information for
Burnside, it probably would be adequate to type ELENED.
The system will display the first match found. if the service record
displayed is not the correct service record, you can use [Next or
(Blrevious to display the correct record.

Sometimes when searching for a name, the computer will find a
match that contains the name you are searching for, but not the
exact name. Such as the computer displaying Ballard, when you
are looking for Ball or Johnson when you are searching for Johns.
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Extended search

Find

Mailing tabel

Delete

THE SERVICE MANAGER ™
Section 3.6
Inquire/Edit File

To display a customer with the exact last name, type in the WHOLE
last name followed by a comma. The press [Enter]. If the customer
record displayed is not the correct one, you can use Mext or
Elrevious to display the correct customer record.

When searching for a customer, if the search fails to find the
customer, the system will display the five names aiphabetically
preceding and the five names after the names requested,
highlighting the name shown at the top of the screen.

The search function can be used to find a customer who lives at o
particular address. This will make it easier to find the information
when the owner has a common last name. To do this, type in the
WHOLE last name followed by a comma, followed by the
numerical portlon of the house address.

{Example: )

The search function can also be used to find a particuiar vehicle in
a fleet of vehicles belonging to a company. To do this, type all or
part of the company name, followed by a colon (3}, followed by at
least ohe character of the vehicle description.

{(Example: .)

Pressing will allow you to search for and display a vehicle by
License, by VIN or by phone. You do not have to type in the
complete License or VIN. When using Find by phone, you MUST
enter the phone number as 7 or 10 digits. When using Find the
system will display the first vehicle record it finds with a maiching
ticense, VIN or phone number. If the record displayed is not the
record you are looking for and you wish to find another match,

repeat the (ind. This will display the next match.

Precision fip: If you have enfered the phone number as 10
digifs (phone number with the area code) and the system
does not find the phone number, repeat the Find. This fime
enter the 7 digit phone number (phone number without the
ared code).

Pressing will allow you to print a single mailing label for the
customer displayed on the screen,

Pressing L4 (delete) will allow you to erase the service history record
currently displayed. The message “(Deletion pending)" will appear
to the right of the customer's name. The information will not
actually be erased until the Process repair orders option is selected.
The information may be reviewed until it is actually erased. A
deleted service history record may be reinstated by pressing a
second time., Deleted items will not be included in customer’s lists,
mailing labels or special promotional letters. (See Section 3.7).
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Edit

Changing a name

Changing an dddress

THE SERVICE MANAGER ™
Section 3.6
Inquire/Edit File

Filedrawer users note: If a customer file is deleted in The
Service Manager ™, it will also be deleted in Filedrawer.
See the Filedrawer instruction manual for information on
how fo find a repair order in Filedrawer once the customer
has been delefed from The Service Manager ™,

Pressing (€ will aliow you to make changes and cotrections to the
information contained in the service history file. Pressing [E] without
the service history information displayed will allow you to edit the
owner's name, address, vehicle description and last service
information.  Pressing with the service history infoermation
displayed will allow you to edit the service history information.

If you change the spelling of the last name of an individual or the
spelling of the name of a company, the system will mark the
service history record for deletion and make a copy of the
information so that it appears as an unprocessed repair order. The
next time that the Process repair orders function is used, the
conrected service history record will become part of the system.

Precision fip: When ediling a service history record if you
change the customer’s name, address or the vehicle
descripfion, after you have complefed fhe edit the record
will appear nof to have been changed. The message
“(Deletion pending)” will appear to the right of the
cusfomer’s name and the system will record the new
information as an unprocessed repdir order. The next time
the “Process repair order” funcfion is run the new
information will appear.

Precision tip: If there is not room in the system for one more
unprocessed repair order, the system will not aliow you to
edif the company name or last name,

f you change the numerical portion of the address [house
numbet) the system will mark the service history for deletion and
make a copy of the information so that it appears as an
unprocessed repair order. The next time that the Process repair
orders function is used, the corected service history will become
part of the system,

Precision fip: If the word “Box” appears in the address line,
the box number will be used as the house number.

Precision tip: If there is no room in the system for one more
unprocessed repair order, the system will not allow you fo
edit the numeric porlion of the address (house numbetr).
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Changing the vehicle

THE SERVICE MANAGER ™
Section 3.6
Inquire/Edit File

If you change the first characters of the vehicle description, the
system will mark the service history for deletion and make a copy
of the information so that it appears as an unprocessed repair
order. (The number of characters the system uses depends upon
how you have set up the system. See Section 2.0 for additional
information.) The next time that the Process repair orders function
Is used, the corected service history will become part of the
system.

Precision fip: If there Is no room in the system for one more
unprocessed repdir order, the system will not allow you fo
edit the first characters of the vehicle description. (The
number of characlers the sysfem uses depends upon how
you have setf up the sysfem. See Section 2.0 for addifional
information.)

PLEASE NOTE: The changes listed below will only effect systems
which have the C.A.R.S. function. If your system does not have the
C.A.R.S. function you will notice nothing different on your system..

When editing a file folder the system will check what is in the
Vehicle description field against the Year/Make/Model lists
supplied with the C.AR.S. system. If the system does not recognize
something in the Vehicle description field the Year, Make and
Model fields will temporarily appecr in place of the Comment field.
This can be caused by one of two things:

The Vehicle description contains a misspelling {for example,
Acura spelled Accuray)

The combination of year, make and mode! were not found
in the lists,

Precision fip; If the vehicle descripfion must include a unit
number, the unit number MUST be the first thing in the
vehicle description. ‘

Precision fip: Somelimes unit numbers are not really
numbers. If for example a cusfomer has fwo 1997
Chevrolels the system would not know fhey are iwo
different vehicles. If one is Green and the other is Blue you
could use the color of the vehicle as a “Unif number”,
enfering one as “Green 1997 Chevrolet Monfe Carlo™ and
the other as “Blue 1997 Chevrolet Monte Carlo”. To enler
the vehicle description by picking from the lists you musf
first type Green or Blue in the Vehicle descripfion field and
press [Enler]. The Year, Make and Model fields will appear.
After the Year. Make and Model fields are filled in, fhe
sysfem will assemble the description “Green 1997 Chevrolet
Monte Carlo” and put it in the Vehicle description field.
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Year field

Press [F3] for list of years

Make field

Press [F3] for list
of Makes

Model field

Press {F3] for list
of Modsls

Comment field

THE SERVICE MANAGER ™
Sectlion 3.6
Inquire/Edit File

If the system stops on the “Year” field, you may type the year or
press [F3] to display a list of years.

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

If the system stops on the "Make" field, you may type the make or
press [F3] to display the list of makes.

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

Precision lip: The system will converf commonly used
“Make"” abbrevialions. As supplied, the sysfem
recognizes Caddy. Chev, Chevy, Chry, Mercedes, Mif,
Mits, Oids, Ponf. Toy, VW and V.W.. This list can be
cusfomized. Caill for assistance.

While on the "Model" field, you may type the model or press [F3] to
display a list of models,

if you press [F3], the list of models that the system knows were
made in that make will display. You can use the arrow keys to
highlight your choice. Pressing [Enfer} will insert the highlighted
model and move you to the "Comment” field. If the make of the
vehicle is not on the list, you must press [Esc] to exit the list of
models and type in the model.

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

The system allows you to highlight the Comment field on your
customer files in red. The red highlight will appear in The Service
Managers ™ — Inquire/edit and the Add Repair Orders function.
This red highlights alerts you to any special circumstances related
o this customer. To use this feature place a carat {A] anywhere
within the Comment field of the customer record.
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Engine specs.

Press [F3]j for list
of Engines

Changing the
service history

Undo{Canceling the changes)

Letter {card)

THE SERVICE MANAGER ™
Section 3.6
Inquire/Edit File

After entering the Comment, the cursor will move to the Engine
field. Entering the engine is optional. While on the "Engine" field,
you may type the engine or press [F3] to display a list of engines.

If you press [F3], the list of engines that the system knows were used
on that make and model by remembering previously fransferred
repair orders, will display. You can use the arrow keys to highlight
your choice. Pressing [Enter] will insert the highlighted engine and
move you to the “License" field. If the engine of the vehicle is not
on the list, you must press [Esc] to exit the list of engines and type
the engine.

Precision lip: As supplied, there are no engine sizes on
the list. They will be added to the list as C.A.R.S. repair
orders with the Year, Make, Model and Engine fields
filled in are transferred. It is important to be consistent.
The system will interpret a 5.0 LITER, a 5.0 LITRE, a5.0 L.,
5.0 TURBO and a 5.0 as six different engines! Because
the Engine fieid is optional and may be left blank, the
systemn contains a BLANK engine for each combinalion
of year, make and model,

After entering the VIN, the cursor will move to the Color field.
Entering the color is optional. While on the color field, you may
type a color or press [F3] to display a generic list of colors. You can
use the arrow keys to highlight your choice. Pressing [Enter] will
insert the highlighted color and move you to the Service schedule
field. if the color you want is not on the list, you must press [Esc] to
exit the list of colors and type the color. All the common colors we
could think are on the list. Keep your color descriptions simple.
Don't use colors like Midnight Black. Black is sufficient.

When edifing any of the service category information or when
editing the thank you letter/ times serviced line, the information will
be treated as successive fields. Recall that when filling successive
fields, the [F1], [F2], [Up Arrow], [F91. [F10] and [Down Amow] keys
may be used.

Changes made fo a service history are "locked in" upon displaying
another service history. If you have made changes 1o a service
history and have not displayed another service history, you may
undo the changes and restore the old information by pressing [4.
Undo will dlso un-delete a deleted service history.

The system will allow you to print a letter (post card} from within the
Inquire/edit function. Pressing LL (or LS If you are set up for printing
post cards} will dllow you to print a Thank you, promotional or
reminder letter {post card) for the customer displayed on the
screen.
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Asterisk

Exit

THE SERVICE MANAGER ™
Section 3.4
Inquire/Edit File

When the system sends an automatic follow up letter, an asterisk is
put in the file to indicate the letter {post card) was sent. This
asterisk appears just to the left of the service date for the
applicable category. Pressing (A will allow you to add an asterisk i
one is not present or remove an asterisk that is present.

The asterisks will be handled automoatically be the system. For
example, if the system sends an oil change reminder letter {posf
card) to Mr, Jones, an asterisk will be put on the oil change date so
the system knows not to send another oil change letter (post card).
When Mr. Jones returns for his next oit change, entering the oil
change information on the repair order will automatically remove
the asterisk.

To exit and return to The Service Manager ™ main menu, press .
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Section 3.6
Inquire/Edit File

©1985 by Precision Data Systems
©1987 - 2001 by Robert Pollock
Page &4



Description

Paper size

Select type of printing

THE SERVICE MANAGER ™
Section 3.7
Labels, Lists, Promotional LeHers

This function will allow you to print a list of your customers, [with or
without the service information), print a set of mailing labels or print
special promotionat letters {to advertise a special product or
service that is on sale or to send 4 special message o your
customers). The printing may be done using oll of your service
history file or only portions of it. This will allow you to target specific
customers,

At the menu, press [0, After a few moments, the screen will show:

Print from file :

<C» Customer list

<M> Mailing labels

<P> Promotional letters
<I> Ttea count only

<¥> Export data

<> Exit

»> Your selection : 2

Cusiomert lists will be printed in 132 column format. Mailing labels
will be printed on a standard 15/16"X3 2" one across, fractor feed
post cards. At your option, letters may be printed on single sheets
ot fractor paper.

Select the type of printing to be done by pressing the appropriate
letter. Note that if you intend to print [Flromotional Letters, the text
of the letter must be stored on the hard disk under the name
CFSPROMO.DTA. If you have not done this, exit the program and
compose the letter.
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THE SERVICE MANAGER ™
Section 3.7
Labels, lists, Promotional Letters

CUSTOMER LIST

Print Customer list To print a Customer list, press (g, the system will show the following:

3¢ I G
Honday, January 7, 2002

Print vehicle information on list 7
Print account information on list ?
Print comment on Jist 7

Print service informalion on list ?
Ore entry for each loeation 7

<N>ame order or <¢2>ip code order 7 Home order

<Srelected or <Cromplete printing 7 [ $7C )

{ the <ESC> key to redo

Precision fip: The questions on the above screen will appear
one af a lime as you answer each one.

Vehicle information fyou answer [Yes to the question "Print vehicle information on list2
(Y/N}" the system will print the Engine specs., License, VIN and
Color fields on the report.
If you do not want this information on the report, press No.
Account informadion Next, the system will ask:

"Print account information on list2 {Y/N)"

if you answer (Mes the system will print the Service schedule,
Discount code, Tax table, Shop supplies and A/R account number.

If you do not want this information on the report, press [No.

When printing a Customer list the system will now ask if you would
like to print the comment and email on the list.
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Comment line

Using a service history list

Multi-vehicle customers

Name or zip code order

THE SERVICE MANAGER ™
Section 3.7
Labels, Lists, Promotional Letters

Precision tip: When printing the comment line and the
emall on the report, due to the width of the paper, only 60
of the 69 character comment line will print.

Next the system will ask:

“Print comment & email on list? {Y/N}"

Pressing will print whatever comment you have on file for
vehicles included in the list.

If you do not want the comment printed on the report, press M.

Next the system will ask:
"Print service information on listg (Y/N)"

Pressing will cause the complete service history information
about each vehicle to be printed. A copy of this fist at your service
desk can be useful for selling add-ons. The longer you use the
systern the more complete the information becomes, making it
easier to find service needs. After a while, you may find that your
customers will depend on this list to help maintain their vehicle.

If you do not want the Service information printed on the report,
press.

Next, the system will ask:
“One entry for each location? (Y/N)"

Many customers have more than one vehicle. If you are printing a

Customer list, with or without service information, pressing will
cause each customer to appear only once in the list.

When prinfing a complete customer list with the service
information, you would want all vehicles form the customer to be
printed on the list. In that case press N.

Next, the sysiem will ask:

"<N>ame order or <Z>ip code order? {N/Z}"

If you would like the list printed in order by customer name, press N.
If you would prefer the list in order by zip code, press @
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Selected or Complete printing

Print to Screen or Printer

THE SERVICE MANAGER ™
Section 3.7
Labels, Lists, Promotional Lelters

Next, the system will ask:
“<$>elected or <C>ompiete printing? (S/C)"

Pressing will print a report with all the vehicles in your system
listed. :

Next, the sysiem will ask:
"Print to <S>creen or <P=rinter? {3/P)

Pressing will cause the report to print immediately. Pressing
will display the report on the screen.

8r/a1/81 |
3 1

Reme Products:
Commercial Account

Engine: 3.1 i : VIN: WEFL

KL98%8
Service Schedule: 1 Bisc(.: coda: Taxable: Ho  Shop supplies: Yes A/R ac

——/—-/— |F 84/03/82 |
2 | |

Rdams K. Jim
1999 Chevrolet Cavelier

Engine: License: JINSTOY . VIH
Service Schedule: 1 Disc(.: codei Taxable: Mo Shop supplies: Yes A/R ac
ommant:

when the report appears in the screen, you can press the arow
keys to scroll {move) the repori around on the screen to see
different pars of the report. [Page Up] and [Page Down] will scrofl
the information up and down a screen-full at a time. Pressing
[Home] will scroll to the left side of the report. Pressing [End] will
scroll 1o the right side of the report. Pressing Hard copy will print
the report to the printer and exit the report viewer. Pressing any
other key will exit the reports viewer without printing the report.

Precision lip: Reports printed from the reporls view by
pressing Hard copy will print on the printer designafed as
the reports prinfer in the Precision Main Menu-Ufilifies-Printer
port assignmentls,
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Selected printing

Targeting customers

THE SERVICE MANAGER ™
Section 3.7
Labels, Lists, Promotional Letters

Precision tip: To reverse the direction of the arrow and page
keys, press [Ctri]-(],

Precision fip: If you have the Piinter poit assignment for the
reports sef to “Write fo disk” the prompt for “Screen or
Printer” will not appear.

Selected printing will allow you to target specific customers and

specific vehicles. If you have requested the Elelected printing, the
first Selected printing criteria screen will appear:

 Mour Company N
e Hanag
Honday, January 7, 2002

Select printing from :

<C> Companies only
<I» Individuals only
<f> All customers

3> Your selection : %

{ the <ESC> key to rede )

Selected printing will allow you to choose ompqnies only,
[Ondividuals only or falll customers in your service history file.
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Further selections

Selected printing defaults

THE SERVICE MANAGER ™

Section 3.7

Labels, lists, Promotional Letters

After making your selection, the screen will change:

Honday, January 7, 2882

From To

e: z
: 03030 99999

Hileage
Last serviced

Tines serviced:
Sold current:
Sold comulative:

: 8 999999
: B%/Glll%ﬂ g%/ﬂ?lZBBZ

.88 9999959999
.48 999999999

Selected vehicle:
Service category:

{ the <ESC> key 1o redo )

Selected printing will allow you to target particular customers by

name, by zip code,
service, by number
Cumulative sales, by
that was performed

by mileage on the vehicle, by date of last
of times serviced, by Cument sales, by
make of vehicle and by a particular service
[or not performed) within a particular sefvice

category. You may use the criteria in any combination.

The selected printing criteria will default to the broadest possible
range thereby avoiding selection by that criteria. The defaulls are:

Name

Zip Code
Mileage

Last Serviced

Times Serviced
Sold Current

Sold Cumulative
Selected Vehicle

Service Categoery

Start with the first name on file and end at
the end of the Z's

Start at 00000 and end at 99999
Start at 0 and end at 999,999

Start at 01/01/80 and end at the curent
system date

Start at 0 and end at 99

Starts at $0.00 and end at $9,999.992.00
Starts at $0.00 and end at $9,999.999.00
No specidl vehicle

No service category
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An example

THE SERVICE MANAGER ™
Section 3.7
Labels, Lists, Promotional Lefters
For example, if you were overstocked on Ford transmission fluid,
you could target a Ford transmission service special by selecting

only customers who own Fords with more than 24,000 miles, who
have not had transmission service within the iast 18 months:

Name Press [Enter] twice to use the defauls.

Zip Code Press [Enter] twice o use the defaults,

Mileage Type EEIEIEIE and press [Enter]. Press
[Enter] a second fime to use default of
999,999 miles.

Last Serviced Press [Enter] twice to use the defaults.

Times Serviced Press [Enter] twice to use the defaulis,

Sold Current Press [Enter] twice to use the defaults.

Sold Cumulative Press [Enter] twice fo use the defaulis.

Selected Vehicle Type FIRER] and press [Enter}.

Precision lip: When a selected vehicle is entered (“Ford™ in
the above example) the seleclted vehicle may appear
anywhere in the vehicle description line for a service history
fo be selected.
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Service category

Date of service

Serviced or not serviced

Cortrecting the selection criteria

THE SERVICE MANAGER ™
Section 3.7
Labels, Lists, Promotional Lelters

The screen will now show:

orte g e oo T, COMDENY Mowe
TheSerumeﬂanaan} scted pr Seriteria
Honday, January 7,

2

eage: 999999
Lest serviced: 91/81/1580 Bi/87/2082
Times serviced: @ 99
Sold current: .98 9999999, 99
Sold cumulative: .08 9999599.99
$elected vehicle: Ford
Service category:
A-0il & Filter Change B-fir Filter
C-Tune Up . D-Fuel Filter
E-Ewission Testing Ffuel Injector Suc.
G-fAligment J-Shacks / Struts
K-Hew Tires L-Rotate Tires
N-fronl Brakes 0-Rear Brakes
P-Cooling System Flush 0-Thermostat
R-Bolts $-Hoses
T-Rew Battery ¥-Transwission Service
¥-Clutch Rdjustwent
{ the <ESC> key to redo )

Press Y] to select Auto Trans Service.

Let's say that you wish to exclude anyone that has had a
fransmission oil change within the last 18 months. If today is
January 7, 2002, you would exclude any vehicle that had a
tfransmission oil change between June 7, 2000 and foday. Enter
in the “"From" column and press [Enter] to use
today's date in the "To" column.

If you are interested only in vehicles that have NOT had a
transmission olf change in the last 18 months, press for Not
serviced.

If you make an error while entering the Selected Printing criteriq,
use the edifing feature described in Section 1 of the Precision Main
Menu Manual, to make necessary comrections. After filing the last
field, the items which will not effect the selection {the defaulted
items) will be erased from the screen.
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If you made an etror

Print to Screen or Printer

Print Mailing Labels

Name or Zip code order

THE SERVICE MANAGER ™
Section 3.7
Labels, Lists, Promotional Lelters

N Your Company Name
gar: (i) 4 SeTectad printd
Konday, January '.’t 08

From To
. Hame:
Zip code:
Hileage:
Last serviced: 01/01/1589 91/81/ 2002
Times serviced:
Sold current:
Sold cumulative:
Selected vehicle: Ford
Service category: Transmission Service

Date of Service: 86/87/200 81/87/2082
Serviced or Not; Not serviced

33 fire all entries correct 7 { Y74 )

Check the selection critetia. If the criteria are correct as entered,
press (. Pressing will take you back to the start of Selected
Printing criteria.

Next, the system will ask:

"Print to <S§>creen or <P>rinter? (S/P)

Pressing {F] will cause the report to print immediately. Pressing
will display the report on the screen.

MAILING LABELS

To print Malling Labels, press M. The system will ask:

"One labet for each location? [Y/N)"

Pressing Y causes ohiy one label to be printed for each customer
regardless of how many vehicles they own or how many times they
are in the service file.

Next, the systerm will ask:

“<N>ame order or <Z>ip code order? (N/Z)"
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Selected or Complete printing

After entering criteria

Printing Promotional Letters (post cards)

THE SERVICE MANAGER ™
Section 3.7
Labels, Lists, Promotional LeHters

if youwould like the iabels printed in order by customer name,
press &1 you would prefer the labels in order by Zip code, press (4.

Next the system will ask:
"<§>elected or <C>omplete printing? (S/C)"

At this point if you press ], follow the directions for selected
printing, starting on page 70.

After enfering the selected print criteria you will be prompted to
load your labels into the printer. Next, the system will ask if you wish
1o print an alignment mask. Printing an alignment mask will allow
you to line up the labels comrectly in the printer.  Press Y. Three
lines of stars will print on three labels. The lines of stars are printed
exactly in the same area the name and address will print. Center
the lines horizontally and vertically by adjusting the position of the
labels in the printer. Repeat the process until the labels are
positioned comectly. Press (for no alignment mask) and the
labels will begin printing.

PROMOTIONAL LETTERS (POST CARDS)

To print Promotional Letters (post cards) press L The system will
ask you to select your printer type, just as when printing selected
letters. Respond as appropriate. Next, you will be asked to enter
the date you wish to appear on the letters. Enter the date in
MM/DD/YY format. Pressing [Enter] will supply the system date.

Precision lip: If the system is sef up to print post cards you
will not be asked about prinfer fype or date.

The system will now ask;

“One letter for each location? (Y/N)"

Pressing will cause only one letter to be mailed to each
customer,

When printing Promotional Letters (post cards) you may or may not
want to eliminate duplicate mailings to the same customer. For
example, if you were involved in a product recall campaign for
defective transmission fluid, you could mention the vehicle in the
letter and target the letters only to owners of vehicles that had
their transmission oil changed with the faulty transmission fluid. If a
customer owns two or three such vehicles, you would want to send
one letter concerning each vehicle. On the other hand, if you
were promoting transmission ot changes, you could target those
vehicles that have more than 24,000 miles on the odometer and
have not had tfransmission service within the last year. You would
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Name or Zip code order

Selected or Complete printing

After entering criteria

To abort printing

[tem Count Only

Selected or Complete printing

THE SERVICE MANAGER ™
Section 3.7
Labels, Lists, Promotional LeHers

want only one letter sent to a particular customer regardiess of
how many vehicles they own that fit the above situation.

Next, the system will ask:
"<N>ame order or <Z>ip code order? (N/Z)"

If you would like the labels printed in order by customer name,
press M. you would prefer the labels in order by zip code, press

[z
Next, the system will ask:
"<$>elected or <C>omplete printing? ($/C)"

At this point if you press [8], follow the directions for selected
printing, starting on page 70.

Check the selection criteria. If the criteria are cormrect as entered,
press M. The system will ask you to load paper into the printer, then
press [Enter], printing will begin. Pressing (N will take you back to
the start of Selected Printing criteria.

If you are printing lists, labels or letters press [Esc] to cancel printing.

You will be retumed fo the Labels, Lists, Promotional Letters (post
cards) screen.

ITEM COUNT ONLY

The "Item count only" function counts items and displays the final
count on the screen. This can be used to get o pre-count of the
number of items that would print if you were printing using the
same criteria. You can use this function to determine how many
flyers or labels you will need to do a madailing. Or to experiment
using different criteria to achieve a mailing of a desired size. To use

the fem count only, press 0.
The system will ask:

“One count for each location® (Y/N}"

Pressing will cause only one letter to be mailed fo each
customer,

Next, the systern will ask:
"<§>elected or <C>omplete printing? {S/C)"

At this point if you press [8), follow the directions for selected
printing, starfing on page 70.
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Export data

Name or Zip code order

Selected or Complete printing

Exit Labels, Lists, Promotions

THE SERVICE MANAGER ™
Section 3.7
Labels, Lists, Promotional Letters

EXPORT DATA

The "Export data" function will create a standard comma-
delimited data file. This file is suitable to give to a “Mass mailing
service" to de a mailing for you.

The data file named "CFSXPORT.DTA" is found in the directory that
contains Precision Data Systems programs. {Typicaily the PDS
directory.) You will need to copy this file to a diskette.

To use Export data, press (. The system will ask:

"One enfry for each location? (Y/N)"
The "Export data" function, which creates a standard comma-
delimited data file, has been expanded. Earlier versions of the
Export data function provided the Customer's name, address lines
1 and 2, city, state, and zip code. The file will now also include the

home and work phone numbers.

The data produced by the "Export data" function will now include
the other phone number and the email address.

Pressing IYJ causes only one label to be printed for each customer
regardless of how many vehicles they own or how many times they
are in the service file.

Next, the system will ask:

“<N>ame order or <Z>ip code order? (N/Z)"

If you would like the labels to be printed in order by customer
name, pres ™. i you would prefer the labels in order by zip code,
press (2.

Nexi, the system will ask:

"<$>elected or <C>omplete printing? ($/C}"

At this point if you press G, follow the directions for selected
printing. starting on page 70.

After the system had gone back to the menu, exit Precision Data

Systems to the “C" {C:\PDS>) prompt and type the following:
COPY CFSXPORT.DTA A:[Enter].

Press L4 to return to The Service Manger ™ main menu.
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Description

Current Period

Cumuiative totals

Employee Service Info.

THE SERVICE MANAGER™
Section 3.8
Employee Service Info.

The Employee Services info. function will print a report by
employee showing the number of vehicles setrviced by each
employee and the number of service jobs each employee has
done in each service category. You can also display and edit
information of any employee. You aiso have access to the
number of letters (post cards) printed.

Precision fip: End of Period Processing requires a prinfer.

The statistics are iotaled currently and cumulatively. The current
totals may be erased at any time. Therefore, the current totals can
represent the production for a week, a pay petiod, a month, a
quarter of a year, a year or any other time period you wish. The
End of Period Processing option available within the Employee
Performance function will allow you to erase the cument period
total and start the numbers over. The cumulative totals will not be
affected.

The cumuiative totals may represent any time period longer than
the current period totals. For example, if you erase the curent
period totals at the end of every month, you may wish 1o erase the
cumulative at the end of every quarter. Then you will have the
statistics on a monthly and quarterly basis.  If you erase the
cumulative numbers at the end of each year, you will have
monthly and yearly fotals,

To enter the Employee Service info. function, press at The
Service Manager ™ main menu. After a few moments, you will see
the Employee Services info. Menu:

& DL oVES SERUTC
Monday, January 7, 2602

<P> Print services repori

<E> Employee review/edit

<I> Inquire/edit letters totals
<> End of period processing

<> Enit

3>> Your selection : 2
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The Services report

Printing the report

Employee review/edit

THE SERVICE MANAGER ™
Section 3.8
Employee Services Info.

You may print a Service Report at any time. The report will print the
total vehicles serviced and service jobs performed in each
category by employee for both the current period and the
cumulatfive period. Employees with no information in the system
will not print. The report will total the number of vehicles serviced
and the number of service jobs done by category both current
and cumuiative. Last, the system will report on the number of
letters {post cards}. The report will print in 132 column format.

To print the Services Report, press Fl. The system will ask:
“Print o <§>creen or <P>tinter? ($/P)"

Pressing 1&] will cause the report to print immediately. Pressing
will display the report on the screen.

You will be returned to the Employee Services info, menu after the
report has been viewed or printed.

Precision fip: Unassigned work represents the service jobs
that were not credited fo any parlicular employee.

The Employee review/edit will display the number of vehicles
serviced by each employee and the number of service jobs each
employee has done in each service category, Press {8, the
following will appear:

3> Unassigned work <<<

Curreni/Cumulative Current/Cunulative
R-0il & Filter Change B-fir Filter
L-June Up D-Fuel Filter
E-Enission Testing f-fuel Injector Svc.
G-Alignmenl J-Shocks / Struts
K-Hew Tires L-Rotate Tires
N-Front Brekes O-Rear Brakes
P-Looling System Flush (-Thernostat
f-Belts - S-Hoses .
T-Mew Battery . ¥-Transwission Service
¥-Clutch Adjustment

V-Vshicles serviced 49 49

»»> Your selection : ? .
E>Edit < -lIndo <>-Fxit
<H>-Hent <P>-Previous {§>-§earch
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Editing employee infermation

Undo

Inquire/edit letter totals

THE SERVICE MANAGER ™
Section 3.8
Employee Services Info.

Use (Mext, Elrevious ore eqrch to display the employee number
you would lke to edit. To edit that employee's service record,
press L&, The system will ask you to “Select the item to change by
letter”. Enter the letier of the service category. The service
category will appear at the bottom of the screen. Enter the
number of current jobs for this category and press [Enter]. The
enter the number of cumulative jobs for this category and press
[Enter], the mini menu will appear. Repeat for the categories
which need to be changed.

If you have made a mistake while editing the employee services,
press [@. This will cancel {unde) the changes you have made.

When you have finished editing the employee setvices, press [ to
return to the Employee Service info. menu.

Precision tip: When editing the employee fotais, the system
will reject a new figure if the current period lofal exceeds
the cumulalive period fotal.

The Inquire/edit letter totals displays the number of letters [post
cards) which have been printed. Press {1, fo review, edit or print
the totals. The screen will show:

ire/edit:lettersirotals:

¥
iThe Service i Managers
huary 7,

¥onday,
>3» Letters fofals ¢«

Corrent/Cumslative Corrent/Cumniative
A-0i1 & Filter Change 9 9 B-Rir Filter
C-Ture Up 1 1 D-Fuel Filter
E-Enission Testing F-Fuel Injector Swc.
G-Alignment J-Shocks / Struts
K-New Tires L-Rotate Tires
N-Front Brokes 0-Rear Brakes
P-Laoling System Flush 0-Thermostat
R-Belts S-Hoses
T-Hew Battery H-Transaission Service
Y-Clutch Adjustment

U-Thank you 12 12 V-Promotionals
K-Mailing lebels

3 VYour selection : 7 .
<E>-Edit <y-Undo [OX 3t

This function similarly to the Employee review/edit as explained
above.
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End of period processing

Ending a period

End current pericd

End cumulative period

You must print a report

THE SERVICE MANAGER ™
Section 3.8
Employee Services Info,

End of Period Processing will allow you to erase the totals for the
cunent period or for the current and cumulative period. You will
be required to print a Service report. You will find it a valuable
management tool. {For example, if you were to consider buying a
brake lathe, the report would tell you the number of brake jobs you
have done.)

To select End of Petiod Processing, press [X]. The following screen
will appear;

<1> End current period

<2> End cumulative perioed
<=> Exit

> Your selection : 2

If you would like to End Current Period only, press 0. e system
will erase the totals for only the current period. The cumulative
totals will remain unchanged.

If you select End Cumulative Period, by pressing &, the totals for
the current period and the cumulative period will be erased.

After you select either option, you will be warned that they system
will erase the totals. PressY) to continue or 1Y to cancel.
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Printing the report

Exit Employee Service Info.

THE SERVICE MANAGER ™
Section 3.8
Employee Services Info.

After pressing Y to continue, the system will ask:]

"Print to <S>creen or <P>rinter? {S/P)"

Pressing L&) will cause the report to print immediately, Pressing
will display the report on the screen. The numbers will be erased
after you have prinfed or viewed the report and you will be
returned to the Employee Services info. menu.

C.A.R.5. users note: End of period processing is performed
auvtomatically when closing the month from within The
Manager's Assistant TM. (Those without The Manager's
Assistant ™, the End of period processing is performed
here.)

Press [] to return to The Service Manager ™ main menu.
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THE SERVICE MANAGER ™
Section 3.8
Employee Services info.
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THE SERVICE MANAGER™
Section 3.9
Utilities

Selecting the {Etilities function will display the Utilities menu as
shown below:

Company setup
<#> Belete inactive vehicles
<H> Write {Compose) letters

<7 Analyze file
<> Re-sort

<E> Ewpand system
<{=> Return to menu

> Your selection : 2

Briefly, this is what each choice will do:

Company setup
will allow the changing of information entered into the
company setup program.

Delete inactive vehicles
Automatically deletes vehicles that have not been serviced
recenily, eliminates "holes” in the file caused by manual
deletions, and recrganizes the records efficiently.

Write (Compose} letters or post cards
Wwill allow you to write {compose) letters or post cards and
edit existing letters or post cards.

Analyze file
Will check vehicle service information to determine If the
information is in correct order and report if there are any
duplicates. It also gives additional information about your
customers and their vehicles.

Re-sort
Will correct the out of arder vehicle service information.
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Company Setup

Delete inactive vehicles

YOU MUST HAVE BACKUPS

THE SERVICE MANAGER ™
Section 3.9
Utilities

Expand System

Will allow you to expand the capacity of your system by
250 vehicles {up to a maximum of 999,999}.

Return to menu
Will return you to The Service Manager TM main menu.,

COMPANY SETUP

Any of the information entered info the system when setfing up the
customer follow-up system (company setup information discussed
in Section 2.0) may be edited. This will allow you to modify the
system if the need ever arises. (See Section 2.0 for additionat
information.) '

To enter the Company Setup function, press at the Utilities
menu. (See Section 2.0 for a description of the information
entered and for instructions on entering the information>)

DELETE INACTIVE VEHICLES

This function will do three things.

1. Efiminate "holes" in the data files caused by manual deletions.

2. Delete vehicles that have not been serviced within the number
of days specified in the setup process.

3. Physically rearrange the service history records on the disk for
efficiency.

You must have a current backup copy, of all your information,
before you select this function because a malfunction or power
fallure during this process will cause the loss of all data. if a
problem does occur during this process DO NOT USE THE SYSTEM
until you have copied the most current backups onto the hard
disk.

Precision fip: Do an HDBACKUP and a BACKUP! before
doing the Delele inactive vehicles.
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THE SERVICE MANAGER ™
Section 3.9
Utilities

To select this option, press 4 at the Utilities menu.,

Your Company Name
Honday, January 7, 2802

You have requested the deletion of inactive wehicles.
vehicles not serviced since January 8, 2009
will be deleted. Continue 7 [ N7 )

You will be asked to verify the selection. Press Y] to continue. Now
you will see a warning message about having current backup
copies. DO NOT CONTINUE UNLESS YOU HAVE CURRENT BACKUP
COPIES.

Press LY} to confinue. After a few moments you will see a number
displayed on the screen similar to the number displayed during the
Process Repair Orders function. The numbers wilt go up in value,
then go back down. As the numbers go down, the system will
appear to be "Stuck” on some numbers for a long time, while other
numbers will appear to be skipped. This is normal. When the
process is complete, the system will return to The Service Manager
™ main menu.
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WRITE {COMPOSE) LETTERS OR POST CARDS

To enter the Wiite (Compose} letters function press W at the Ufilities
menu. {See Section 2.1 for a description of the information
entered and for instructions on entering the information.}

ANALYZE FILE

The Analyze file function will verify the information to determine
that it is in the corect order, display information about the
average number of days since each of the 20 service categories
was repedated per vehicle, and print a sales analysis report. Printing
of the Sales anglysis report is optional.

The Analyze file function will print a report of sates by zip code. The
reports print the top fifty zip codes in descending order; by
Vehicles in the zZip code, by Current sales in the zip code or by
Cumulative sales in the zip code. To start the Analyze file function,
ot The Service Manager TM —Utilities menu, press [Shift]-{l). The
following will be displayed:

Print sales anelysis based on :

<1> Vehicles in zip
<2 Current sales
€3> Cumulative sales
<4> No sales amalysis

> Your selection : 7

{ the <ESC> key to cancel )

Selecting Vehicles in zip, will print the report of sales sorted so
that the zip code that coniains the most vehicles is printed first.
Selecting & Current sales, will print the report of sales sorted so that
the zip code that contains the most current sates dollars will print
first,  Selecting Cumulative sales will print the report of sales
sorted so that the zip code that contains the most cumulative sales
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dollars will print first. Selecting k&) No sales analysis will prevent the
system from printing o sales report.

Press the number for the type of report you want. After the system
analyzes the file, the Service analysis screen will appear.

Your €

Konday, Jan

8 duplicates
8 out of order

System contains 70 vehicles representing 46 locations,

You service an average of 1.521 uehicles from each location.

>»> Press ENTERY to continue (<<

The system will display the number of duplicate entries and the
number of items out of sorted order.

Precision tip: Duplicafe items and items out of sorfed order
may be corrected by forcing o re-sorf. (Do NOT USE the Re-
sort function unless you have read fhe ENTIRE secfion on Re-
sort following.)

This function will also give you information about how many
vehicles are in the system, the number of locations they represent
and the average number of vehicles you service from each
location.

It also gives information about the average number of days since
each of the twenty service categories was repeated per vehicle.

Note: If you selected 14 {No sales analysis), there will be no report
to print or view.

Precision tip: i you do not have the C.A.R.S. funcfion
choosing & cument sales or B) Cumulative sales will print
the report but it will not be in any patticular order.
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Print to screen or printer After pressing [Enter], the system will ask:
"Print to <S>creen or <P>rinter? {S/P)"
Pressing 1¥) will cause the report to print immediately.

Pressing 18] will display the report on the screen,

Your Company Hame
13957 5 Kostner Auvenue Date : Honday. Janvary 7, 2892
Crestwood, IL 66445

System contains 72 vehicles representing 47 locations,
You service an average of 1.531 vehicles from each location.

Average number of days since service was repeated per vehicle;

0il & Filter Change 138 Bir Filter

Tune Up Eabl Fuel Filter
Emission Testing Fuel Injector Suc.
Alignment L68 Shocks ¢ Struts
Hew Tires 329 Rotate Tires
Front Brakes 399 Rear Brakes
Cooling System Flush ?gﬁ Thernostat

elts 8 oses | .
New Battery 192 Transmission Service
Clutch Adjustment

The average vehicle has not been serviced for 102 days,

When the report appears on the screen, you can press the anow
keys to scroll {[move) the report around on the screen to see the
different parts of the report. [Page Up] and [Page Down] will scroll
the information up and down a screen-full at a time. Pressing
[Home] will scroll to the left side of the report. Pressing {End] will
scroll to the right side of the report. Pressing Hard copy will print
the report 1o the printer and exit the report viewer. Pressing any
other key will exit the reporis viewer without printing the report.

Precision lip: Reporls prinfed from the repors view by
pressing Hard copy will print on the printer designated as
‘the reports printer in the Precision Main Menu- Ufilities-
Printer porf assignments.

Precision fip: To reverse the direclion of the arrow and page
keys, press [Ctij-[5],
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After printing the report, the system will go to the Reset sales dollars
screen.

«TheiSeruice’ Ranager (Nl = Reset sales:
Honday, January 7, 2002

Reset Service Manager:
Current sales dollars 7 { Mo )

Cumulative sales dollars ? ( Ho )

fire all entries correct 7 [ ¥/K )

The system will give you the option of resetting the Current sales
dollars or the Cumulative sales dollars. The Reset sales dollars
function will allow you to erase the amounts stored in the Sold
current and Sold cumulative fields. if you would like to reset either
field answer to “Are dll enlries correct?”. To reset the Current
sales dollars answer to "Current sales dollars?”. To reset the
Cumulative sales dollars answer Y to "Cumuiative sales dollarsg”.

C.A.RS. users note: For those using C.AR.S. and The
Manager's Assistanf ™, End of period processing is
performed automatically when closing the month from
within The Manager's Assistant ™. (For fhose without
C.A.R.S. or The Mandager's Assistant ™, the End of period
processing is pedformed in Employee Services Info.. See
Section 3.8, for more information.)
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FORCING A RE-SORT
DO NOT USE THIS FUNCTION UNTIL YOU HAVE READ THIS
ENTIRE SECTION!!

if the customers' vehicle service information gets out of order due
fo a malfunction, forcing o re-sort should correct the problem. The
information is out of order if any of the following symptoms
appears:

1. The Process repair orders function produces the message
*Customer file is out of order, Use re-sort function.”

2. The Inquire/tdit File search function fails to find a customer that is
in the system.

3. The Inquire/Edit File Next and Previous functions fail to display the
correct customer.

4. Customer lists are out of order.

5. A check of the order of the system shows duplicates or items out
of sort.

Precision tip: A re-sort will reinstate all service histories
manuvally deleled since last selecting the Delete Inactive
Vehicle function. It is recommended that you do the Delefe
Inacfive Vehicle funciion before running the Re-soif.

Make a complete set of backups using HDBACKUP and BACKUP1.
The re-sort function will erase any unprocessed repair orders.
Having backup copies of the information will allow you to restore
the unprocessed repair orders after the re-sort has completed.
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To start the Re-sort function, at the Ulilities menu, press [Shift}.
You will see the following message:

aruice Nanage Re
Monday, January 7, 2802

You have requested the re-sort of vour informaticn.

Consult your instruction manual or call .
Precision Data Systems, Inc. before proceeding.

Press to continue. The system will wamn you about having an
HDBACKUP?, if you have made the backups, press .

©1985 by Precision Data Systems
©1987 - 2001 by Robert Pollock
Page 91



Restoring unprocessed
repair orders

THE SERVICE MANAGER ™
Section 3.9
Utilities

The system will display the following:

>>» Sort in progress <<<

Precision lip: The sysfem will soif the records in increments
of 499. This process can fake from minutes to an hour
depending on the speed of the compufer and the size of
the file.

After the Re-sort is complete, the system will return o The Service
Manager TM main menu.

During the Re-sort, the unprocessed repair orders which were
contained in the file CFSIN.DTA were erased. They hay be restored
by doing the following, at the "C" prompt (C:\PDS>} type:

[Enter]
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EXPAND SYSTEM

The cument system capacity can be expanded in steps of 250
items up to a maximum capacity of 999,999, The system will
auvtomatically request expansion when the total number of
vehicles in the system plus the number of deleted vehicles exceeds
the current system capacity. For convenlence, you may force the
system to expand at any time.

To force the system to expand, press [E] at the Utilities menu.

Your Company Nawe

6 Man £l
Honday, January 7, 2002

Current systew capacity is 180 vehicles,
Expanding the system wil} increase capacity by 258 vehicles.

Do vou want to expand the systew now 7 ¢ ¥/ )

You should not expand the system much beyond your immediate
needs. Each time the system is expanded it uses additional space
on the hard disk and requires additional space on backup disks.
Once expanded the system cannot be made smaller,

C.A.R.S. users note: If C.AR.S. runs out of space during
Transfer Paid Repdir orders function, you will have fo force
The Service Manager ™ to expand as explained above,
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Proper exit on Ms-Dos system You must exit the system properly. NEVER press [RESET] or turn off
the computer unless the DOS prompt [CA\PDS>) is displayed.

To exit the system, press ki at the Precision Parts Manager main
menu. Press 12 at the Precision Main Menu the computer will exit

to the DOS prompt.

Proper exit on a Windows system To exit the system, press L1} at the Precision Parts Manager main

menu. Press 1] at the Precision Main Menu the computer will exit
fo the Windows Deskiop. At the Windows Desktop, click on the
“Start” button. Next, click on “Shut down”, click "OK".
Make backup copies Before turning off the computer for the day, make a backup copy
using Backupl. (See the Precision Main Menu manual, Appendix A
— Making Backups, for more information.} This can be done on 3 %
or 5 Y inch floppy disks or zip disks.
BXit and make backup copies To exit the system, press L1l at the Service Manager TM main menu.
After leaving the system, you should make a backup copy. (See
the Precision Main Menu manual for instructions on making
backups.) -
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