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Welcome to Autosoft! This Guide has been created to show you the basics of the Autosoft Parts and Workshop Program.
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What happens now?

You and your Staff

Now that you have bought the Autosoft system, you get to go through the exciting process of learning how to use the
system and set it all up. As with any change, this can be daunting for some so it is important that all involved know whats
involved. Here are a few tips on what we recommend to help you and your staff;

e Have a meeting to discuss why you have changed to Autosoft and all the benefits it will have in your business e.g;

e The ability to Enter all the rego and service info of your customers

e Send service reminders to get your customers coming back.

e Make more educated business decisions based on the info you will have like Part Sales and Profits, how
long labor is taking vs what is charged

e  Other core reasons you bought this great system!

e Allocate Time Before, During and After Going Live with Autosoft;

e Set time aside to Learn the System, there are many resources to help you learn the system as will be
explained further in the next sections but it is up to you and each person who is learning to take
responsibility for their learning which means taking the time and using the resources to help them do so.

e Allocate extra time to do all your normal tasks as when you are doing these tasks in Autosoft for the first
time, they will take a little longer.

e To get the system setup with all the valuable info you can use, this will take all involved in entering the
‘Data’ to take the time to do it properly. Depending on if you have imported some information to start
you off with the system or not, this may also include inputting all your Customers, Suppliers, Parts and
other info which may take some time.

e Be aware of your own and others emotions which come with
dealing with the process of change;

The Change Curve

Stage 1 Stage 4
e Don’t be shy to contact us! We have been through this process o [nformation .
[l
with our clients many times before and we are here to help every E “
step of the way! s E
c =
23 |Stage2 Stage 3
“E % Support Direction
O of
Anger
Time
Looking to the past Looking to the future
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System Setup

We would have sent you a Client Info Booklet to fill in for us to customize your system which is the first step in your system

setup. Through the stages of learning the system you can then setup other areas and features such as;

Before going Live;

o Creditors (Suppliers) — Enter in &/or make sure all the creditors you send and receive orders from as well as all your
utility companies and any other companies you regularly invoice in from are in Autosoft.

o Debtors (Customers) & Their Vehicles — Enter in &/or Make sure all your Account and Cash customers and their
vehicles are in the system ready for when you need to invoice out to them.

o General Ledgers — Make sure the chart of GL Accounts we have preset for you cover everything you need.

o Parts & Labour Codes — Enter in &/or Make sure all your Parts, Consumables and Labour Job Codes you invoice in and
out are in the system.

o SMS Features -Call SMS Global to setup an account with them, then see this guide to enable it in Autosoft
http://service.autosoft.com.au/entries/21174681-Setting-up-SMS-and-or-Fax-features-in-Autosoft-

o Email Features - Simply make sure Outlook or another email program is you ‘Default Mail Server’. Check with you IT
consultant or google to find out more on how to set this up on your PC.

o Enterin all the Opening Balances of you Debtors, Creditors and GL Accounts upon Go Live.

Logging in to Autosoft and Your Learning Resources

——— In your package you have access to the following

his is the Log in . . . .

program Autosoft uses to Learning Resources which you can start using straight
get Access to your PC

when Authorised by you away!

1. To Log in to Autosoft on your PC where Autosoft was

installed - Find the following icons

This is where you Back your

Autsoft Data - we raccomend H H :
Yo back up tily onto 2 Double Click on the Autosoft5 icon and you will get a pop
Removable Hard Drive u
Autosoftd p
Backi S
ackup Your LOGIN is; T T =
. Username: MANAGER
This is the Payroll Program UserName: [MANAGER
(an additional program you may Password: MANAGER
or may not have purchased) L. Basiolt 1
" Database: Training5 Datobase: [TRAININGS =
Autosoftd
Payroll Cancel

- This is you Main
Autosoft Program

Autosofts

Once you have logged in, you now have access to start

% Autosoft Parts, Warkshop - The Autosaft Garage Pty Ltd - olEd RO
e Gl oo Peo oy Gonaiion. oGty Ui et Secey TakPe Nl Mo Practicing in the Autosoft System
i A LR Eaads " . . . . . .
Task Panel o . Practice using Autosoft in your Training database and
MANAGER LOGIN . . .
T — Al the areas of e ) I this will not affect your actual data.

DEBTORS/CUSTOMERS
CREDITORS/SUPPLIERS Program are under

BANKING/END OF DAY these headers

PARTS/STOCK MANAGEMENT . o

'WORKSHOP ‘ ‘

1 1 .l < i
2. F1 help within Autosoft, Simply press your F1 key on your keyboard or go to the
website http://www.autosoft.com.au/flhelp/index.html

3. Client Portal for all your system updates and Online Training Videos
http://www.autosoft.com.au/clients/videos.html

LOGIN = Username: Your Business Name
Password: Your Autosoft Account Code
NOTE: You can find out what your code is by calling us or find it on an invoice we have sent you.

4. For all FAQs, Guides and Articles http://service.autosoft.com.au/forums
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General Daily Workshop Operations

Making a booking

1. Open the Booking Diary

Workshop | Communications  Prospecting ~ Utilities  Reports  Security  TaskPanel Navigate Window  Help

]
]

a9

Beli=
e

i.Navigate to the Workshop

|

File Generalledger Accounts Parts

4=» & Invoice/Repair Order vE
Task Panel 2 x I:’bce"";—
MANAGER LOGIN ooking Diary
‘GENERAL LEDGER. Vehicle Master File
BANKING/END OF DAY Vehicle History
DEBTORS/CUSTOMERS TobCodts
CREDITORS/SUPPLIERS Job Code Grid
PARTS/STOCK MANAGEMENT SR
WORKSHOP

Workshop Sale Types
Booking Diar

Job Control Centre
Vehicle History
Vehicle Master File
Quick Quote
Invoice/Repair Order

Mechanic Master File

Mechanic Times Entry

Add Reconditioned Item into Stock

Till Menu »

Click on the Day you

want to make a booking

for.

Then click on

Open/Create Booking

Follow the next step as per option

a)

Brand New Customer

Click Add New Vehicle. See the next
page for details.

Menu at the Top of your Screen

(This may also be available in your
Task Panel on the left side of the
screen)

ii. Then select Booking Diary

B Booking Diary - Tuesday 12/10/2013 008
[ET Date | Hours | Capacity| Jobs | Weh| % Rega Wehicle Customer Job Description Hours Amaunt
Friday 12/6/2013 0 40 (]
Saturday 12/7/2013 o 40 oo
Sunday 12/8/2013 0 0 0 00
tonday 12/9/2013 o 40 o oo
Tuesday 0 40 a o
Wednesday
Thursday
Friday 12/13/2013 Click on the Day you
Saturday  12/14/2013 want to make a Booking
Sunday 12/115/2M3
Monday 1216/2013
Tuesday 1217/2m3
‘wednesday 12/18/2013 0 0 0 00
Thursday 12119/2m3 o 40 o oo
MNotes for the day:
Then click
OpeniCreate
Booking
R S
14 Refresh Open / Cieate Booking
B Invoice/Repair Order =R
Fieqo . Add New Vehicle Type: |Bookingor RO - Rt
aisar [ -] sbi [
Billing Code: b 5me

b) Existing Customer

Press F4 to search and select the
customer. See Page 7 for details.

1/29/2013

Press F4 or click OR Click this Button

h to Add a New Pick Up Tra/Dt I
where ever you see )
Eustomer Makile this 'Elipsis’ gu‘ftcm to Vehicle and Irvoice Status: [Dpen

L Customer Details
search your existing

records

1dobs / Pats | 2 Notes

Item 5> Desc

iy

Item Sequence

SOH: ] 000 | 0.00% Freight $0.00
Send Invoice via:
Status: [1 Bnoked In | & Printer ¢ Email ¢ Fax Total G.5.T $0.00
Becall Invoice Save Invoice Dizcaunt Walue; $0.00 Discount Reason:
Internal $0.00 Invoice Total $0.00
Job Cente Warranty $0.00 MeshHans [
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a) Brand New Customer

. Click Add New Vehicle & Enter the Customer Details;

o Code: This is an auto-created code for the * Add Vehicle and Customer ==
Choose Cash
customer. Code: 112191 ] Cash Or Account] |Cash = or Account
o Cash Or Account: Choose CASH or ACCOUNT Custmer Nane: ||F5'“'name F;“'”ame
Dizplay Mame: |Firsthame Sumarne
o Customer Name: We recommend you enter the P Name and

customer details as SURNAME FIRSTNAME as this Address Details

helps when you need to search for the customer
by surname OR Company Name if they are a
business customer. Rego > Flest Code | Make Model Model Code Mode| series Build Date ~
o Display Name: This is the name that will print on
the customer’s invoice, so we usually recommend

their FIRSTNAME SURNAME or company name <
i Class of Wehicle: Body Type: |Sedan - Wi Iv Air Conditioning

again. o b T

Ear a Calour: Engine Number: v Automatic

ok Cancel

Subuib: |EEIGITRE =

| Nsw [z170

Wehicle Details I Detais Page 2 | Details Page 3 | Contact Numbers |

o Address: Enter their Address details if necessary

ii.  Inthe same screen go down to the Rego>> o e S e =TS
field and add all the Vehicle details; o [T o] conmian 5]
o Rego, Fleet Code, Make Model, Model Code. Customer Name: [Suname Frstname =
o . . Display Name: |Fuslname Surname
Model series, Build Date: Enter all these details as .
necessary (you can add as little or as much as you
Iike) Suburb: [Hammandville | [Nsw [zi70

Wehicle Dietails WDela\Is Page 2 | Details Page 3] EﬂntactNumhars]

o Class of Vehicle and other options along the Fleet Code ] Model Code | Wodelseies | BuidDale -
bottom of the screen: Enter all these details as - — - - -
necessary (you can add as little or as much as you

v

like)
Class of Vehicle | Body Type: [Hatch - Vin: [12345670955412365 W &i Condiioning |
Lar =l Celaur, [Blue Engine Number: |564034834 W Automatic
oK Cancel
i3 Add Vehicle and Customer == =
aee . . . o[22 ] CashOrAccount [Cash =]
iii.  Details Page 2 & 3 Tab - If you also want to add further details like — 3
. . . Display Name: [Fistname Sumame
the current speedo and more in depth details on the vehicle go to
these tabs saas flemite [
Vecwtl\"e Details Contact Nurbers |
C Dat Doors:| 0
Cplinders: [ 0 Lires: [ Famib: [
e | 0 S e
ADRCaegoy [ Transmisson: |
ADRepprovaltt [ DiveType: | 7|
Catego: |
oK Cancel
iv.  Contact Numbers Tab - Enter in all the contact % T e =B
details you have for the customer; Coke [ ] CashOrdccoms [ 3]
o Name: Enter the main contacts Name again e ‘I:lmztm =
. isplay Mame: |Firstname Surname
o Type: Select the Type of contact details you have from the aciress: [T JUMP 5T
list of options
Suburb: |HammondviHe J ,W |21?D

o Number: Enter the number or email as per the contact
type Vishicle Detalks | Detais Pags 2 | Detals Page 3

o Email/Fax: If you would like to be able to Email or Fax the Hans ] Tyse | Nurber | EmaiFar | &
Customers Statements, Invoices or Both, select the option
as applicable. If you always want to print their statements
and invoices, leave this blank.

end Statements
Send Both

tail for b ail b orgy -

Title: Initial: First Mame: Sumame: 1

V. OK to Save and Close this screen and their details. If e | _x ] e |
you made a mistake or need to add an additional vehicle for the same customer, click back on the Add New
Vehicle button.
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b) Existing Customer

i. In the Rego field press F4 to search . Available Selections
[Reoo + [ Stock Number| Code | Customer | Make | odsl [ Win | Engine rumber | Key number | V| a
o If you have the customers Rego Rt a Search: Rego NISEAN GU NITCSVEIAGE301 . TD4 2DIESEL 3
b I q R NISSAN PATROL
Number, start typing it in and press i NISSEN PATRIL
e YPINg P R om0 QK NISSAN PATROLD DIESEL
Enter or click on OK to sort the search Rt TOYOTA HOJ100R JTEHCDSJ7040184,.. THD-FTE DIESEL 0
Lo Atcro o rmoer oo o | NISSAN PATROL JNTWYGYEADES..  RDZET DIESEL 5
results by this field. RCS138 SMYTHE GERRY TOVOTA ) TTMAN7O12458 THZ-T i
AC5777 0 SIBLEY ROGER Start Typing and this %aciose. 45PETROL 1
I box will appear, Type  EE:
RELM3 [ UTTLELYROBERT  NISEAN | the Rego Number |1A03035.. ZD30DDTIDIE 3
FENDS 0 BAINES RENEE SUZUKI | and Press Enter or
RE4056 0 GOSLING BOB TOVOTA oK 008033263 1FZ-FE PETROL 0
REVI07 0 DON KYATT TOYOTA 31 FPETROL 0
FUMOT9 0 KELLY MATTHEW — TOYOTA
ol cong N 1A N2 1Al 0D DWARl TINTA 1 AMMCDI D C AR A70nc fel o =1= f =Tnl} £l 4
< >
Tgp=: El
oK Saarch Fiter Cancal |
5042 records listed
. L] Available Selections
o If you do not have their Rego
Rege | Stock Mumber| Code | Customer / | Make | Model [ Win | Engine rumber | Key number | V[ &
. . MH208 0 ASHOS ASHCROFT D&MD MISSAN G0 KFIY50-000742 42DIESEL 0.
Number, Slmply click in any of the KATAKS 0 ASHO?  ASHTON MIKE NISSAN GU JNITESYB1ADISET... ZD30DIESEL 3
TAYM... U ESHOE ASHWORTH KELLY _ NISSaN e u
. P : OUG 5 L]0
other column fields and start typing it UUHS53 0 ASPOI  ASFIN FETER NISSAN SEL 0
1856 0 ATKD4  ATKINS DANIEL T0v0TA [ [sumame ok 8
. . B354 0 112064 ATKINS NEIL ) 3
in and press Enter or click on OK to 1BYYA... 0 ATKD3  ATKINSON PETER SEL a
18IS 0 ATKDT
s BY794. 0 ATLO icking in thi TESY61A0354..  ZDA0DIESEL 3
sort the search results by this field. 18MH... 0 ATMOT FiBe‘I"dCItllc-:ltl:gt:r:i:ls got:;];m 11LLJAS030705.. 172 PETROL 0.
185TS... 0 ATMOT ’ hing by Cust TFSESHVET03.. 28 T/DIESEL .
Y 0 aTMI ATMCH @M NOWsSearching by LUSIOMET  4ynesonsnig 1vD-FTY DIESEL 0
14475 0 ATPO1 Name ORV45U00I773 356 PETROL o,
a1 UE noarThe
< >
Type: |
oK Seach.. | Filter Cancsl |
ii.  Once you have found the customer
you are looking for - press Enter or Click OK
'l Invoice/Repair Order [sXaX ]

Add New Vehicl

Booking or RO |4

P

If your Existing Customers Details

Biling Code: 112035

(D] Mame: [SMITH BOB

If the Exisitng Customer has

have changed OR they now have

Select by Customer) ( Change Bill To Ac

New Vehice

klpTmeate: [ |77 |

more than one vehicle — Click Add Customerbiobls: |

l another Vehicle, click Add

Inwoice Status: [Open i

My Customeris

H selected
New Vehicle
msmows | 1 Queries | Options I Meszaging [ Pictures | Parts Portal | Dlsmantlmg1
Item >> Desc Sale Type >> MechHrs | Oty Unit Price | Amaunt Allocated A Show:
Add Item to Order
- Item Sequence
v
sob; [ o ooo|[ ooox | Freight
Send Invoice via:
Status: |1 Baoked In . @ Piinter O Email  Fax Total G.5.T.
Recall Invoice) | Abort Invaice Unlock Save Invoice Discaunt ¥alue: Discount Reason: l:l
Preview Print Job Card Prirt & Close Pay Mow Finalize: Intemal: Iresoice Total $0.00
aemateARN ) { Job Cenre ) { Frint Fick Siip Wy $0.00 MechHows: | |

e

Add Vehicle and Customer

Code: [112035 @)

Customer Name: |5M|TH BOB
BOE SMITH
THIGH §T

Cash Or Account: [Account

Digplay Mame:
Address:

Update any of the
Customers Details as

_;k necessary

0086 ,
iv.  Update their details or Add New

Vehicle Details as Necessary

Suburb: |War|iewnod

P‘*MH Dietails Page 2 [ Details Page 3 [ Contact Numbers|

Flect Code Make Model Model Code

Rego»»
ABC123

Model series Build Date

Click on the next clear vehicle details line

e

@

to add their additional vehicle
Se

Clags of Yehicle:

Search WL

Bodp Type:

Colour:

p7
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2. Enter the Booking Details

e TAB until you get to the Advisor field ] Invoice/Repair Order =]
Press F4 to search and Select yourself Fooe PS03 ] e | e | e kg o ] “’ '—,—

advsor: [ /]
from the list

WDt I
Invoice Status: |Open ~

antiing |

[ Alocated | ~  ghow
[

F4 to Search and Select
your Name from the list

=

ok | geson. | e | ganea |

tem Sequence
4 records listed

soH: [ 0 ooo | ooox Freight $0.00
Send lnvaice via:
Status: [1 Baoked In | © Printer { Emal (" Fax TolalG.5.T $0.00

Recall Invoice | Abort nvoice Unlock Save Invoice Discount Value: $0.00 Discount Reason
Preview PrintJob Card Frint & Close Pay Now Finalise: Intemal $0.00 Invaice Totak $0.00

PML Lookup || Alternate/IRN Job Centre: Print Pick Slip “Waltant: $0.00 Mech Hours:

v.  Keep TABing to enter any additional details for the booking

e.g the Drop Off/Pick Up time as necessary (NOTE: W Invoice/Repair Order (o] ® )
the time are in 24hr time) Fego: [REGO123 .| AddNewVehicle History Type: [Bockingor RO~ Rk 1982
dvizor [AR Job 1592
Billng Code: [112192 | Hame: [Sumame Fistname =l Date Fosted ,m
Select by Custorner | Change Bil To | Cash Drep 0N Time: [T000 ik g T/t [17.00 [1277172073
Customer Motile: | ther Fhone: | OrderMumber: | vice Status: [pen -

1dobs ¢ Pats | 2Motes | 3 Stock | 44nalsic | 5veticle | EHous | 7 Hueries | Options | Messsging | Fictures | Pans Portal | Dismanting |

ltem »> Desc Sale Type s> | MechHrs [ Gty [ UnitPrice | Amount [ Alocated | A gpoy,

ltem Sequence

soH: [ 0 oo [ ooox Freight $0.00
Send Irnvoice via
Status: [1Booked In | @ Frinter (" Email  Fax Total G.5.T. 30.00

Eecalllnvoice | Abart Invaice Urlock: Saye Invoice Discount Yalue: $000  Discount Resson:
Preview | PintdobCard | Fin & Cloce Pay Now Finglize Intemal $0.00 Irwoice Total 1000

PML Laokup | Akermate/IRN Job Cenitre: Print Pick Slip ‘Wananty $0.00 Mech Hours: 0.0

vi.  Inthe Job/Parts Tab, click in the line and if
you know the Labour/ Part Code you can type in code and TAB OR F4 to search and select one.

The same searching options apply, click in the *® Invoice/Repair Order E=S R

column field you would like to search by and start oo || [P EETI |i:°*‘”“’“° = -
Advisor Job #:
typing. Biing Code: [T12192 | Name: [Sumame Fisiname S

Select by Customer | Change Bl Ta | Cash Drop O Time: [10.00  Pick Up TmeDt. [17.00 [12/11/2073
Customer Mobik: Other Phone: Order Number: Invoice Stalus: [Dren  ~

NOTE: A General Labour you can use is LABOI, this 1Jobs / Paits | 2 Notes | 3Stack | 4Analysis | 5Vehicls | 8 Hours | 7 Queries | Dptions | Messaging| Pitures | Parts Pottal | Dismanting

Unit Price Allocated

ltem > Amount A Shou

J

is a default Labour Code entered in every new

clients Autosoft system. If you know the Labour/ Part Code you
can type in code and TAB OR F4 to

search and select one

Item Sequence

soH: | 0 000 [ ooox Freight $0.00
Send Invaice via,
Status: [T Booked In - & Prirter ¢ Emal © Fax Total G.5.T. $0.00

Becall Invcice | AbotInvoics | Uriock | Sawelnvsice | Discount Value: W00 Discount Reason:

Preview | PintJobCad | PinttCiose |  FPaphion | Finelie ntemal 0,00 Inweice Tatal 0,00
Pl Lockup | Alemstedni | dobCente | Pint Pick Siip | e $0.00 Mech Hours: 0.00
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B

Invoice/Repair Order

. TAB and change any of the fields as necessary e.g the Qty is the number of hours for the booking.

==

Fiego: |REGO123 Add Mew Vehicle History

Type: |EnnkmgmHD - Ref: [1592
Advisor IAH

Billng Code: [112152 | Hame: [Sumame Firstname

Select by Customer | ChangeBil To | Cash

Customer Mobile: Other Phone:

1dobs / Farts | 2Notes | 3Stack | 4 Analysis | §Vehicle | & Hous | 7 Gueries | Dations | Messag

Qty is number of
hours the labour will be
booked for.

Job #: |1582
29/2013
.00 Pick Up Tm/Dt: |17.00 [12/11/2013

Imvoice Status:

Open

| Fictures | Parts Fortal | Dismanting |

Iterm >

MechHrs

01 - Retail

Linit Price

Allocated
| |

[102.50)

Change/Update any of
the fields as necessary

soH: [38 [ oo [ ooox

Item Sequence
Freight: $0.00

viii.  Go to the Notes Tab to add any St [TBtat = [ P -t € o TasgsT: [0
story or details you want to put on BecallInvoics | Abertinvoics | Unick || Savelnwoics | Discountsue: | 000 DiscountResso: |
the job card for the mechanic to be ek || il || st || mpt || Rk emat [0 ook [ 4000
aware o f PML Lookup | &lemeedRH | Jop Centie | Print Pick Sip | Warranty: 3000 Mech Hours: 000
B Invoice/Repair Order =] @ |
Regor [REGO1Z3 .| AddNewVerick History Type: [Bocking ot RO~ | Fief. [1592
adisor: [BR | Jobt: [1E82
Biling Code: [112182 | Mame [Sumame Firstname: = Diats Posted: m
_SelctbyCusoner | _ChangeBilTo | Cash Drop Off Time: [10.00 Pick Up TmyDt [17.00 [12/1172013
Customer Mabil: | Other Pharee: | OnderMumber: | Invoice Status: [Open <]

1 Jubs.‘F’avt Stock | 4Analsis | §Vehicle | & Hours | Z Queiies | Options | Messaging | Pictues | Pants Paral | Dismanting |

RO Notes

RO ltem Motes

Additional Motes for the Mechanic to be aware of for the whole hook\nj

These will print at the
bottom of the job card.

Invaice Motes / Future Work Required

Specific Labour/Part notes for the mechanic to
know about on the line selected in the previous
screen

These will print
under the selected
line

Invaice ltem Motes

Recal Invoice Abort Invaice Unlock Save Invoice
Preview Print Job Card Frirt & Close. Pay Now Finalige
ix.  Go back to the Job/Parts to o8

Diszount Yalue: $0.00
Intemnak: $0.00

DiscountFiessors |
Invaice Total | $11275

annn PP Ann

Invoice/Repair Order

=12

add anything else on as
necessary

Select by Customer | Changs il To | Cash

Rego: |REGO123 .

Drop Off Time:

A New Veticls | History Type: [Bockingor RO~ Rel: [1532
savisor: [AR ] Job ¢ [1632
Biling Code: [112192 | Mame: [Sumame Firstame = Date Posted: [T1725/2013

1000 Pick Up Tm/Dt: | 17.00 [1241/2013

X Save Invoice to save the Customer Mobile: | Other Phane: | Order Mumber: Irwoice Status: |Open -
booking.
1 Jobs # Farts |2Noles| 3 Slockl ﬂAna\ysisl §Vehicle| 3 HDUISI IQueriesl thionsl Messagingl Pu:tulesl Parts F'ortall D\smantl\ngl
Item >> [ Desc [ 5ol Tupe s> [ MechHis [ Oty [ UnitFrice [ fmount [ Alocated [~ gp
LABO LABOUR [wORKSHOPR] 01 - Retail 0.oo 1.00 $10250 $10250 O -
2262 FLELFILTER 01 - Retail 0.00 1.00 3360 3360 [
L | ool ¢aool ¢000) M|
Item Sequence
son: [ Of o000 o00x | Freight $000
Send Invoice via
Status: [1 Bocked In B & Prinker € Email " Fax Total G.5.T $1361
ﬂecaH\nvmcel Abart Invoice I Unlack I Save lnvoice | Dizcaunt Value: $0.00 Digcount Reasan: I
Pigviow | PintdobCad | St Cose | Foyfion Finglize Intemal: $0.00 Inveice Tatat [ $148.70
FrL Lookup | Alternate/ RN I Job Centre: Prirt Pick Slip W arranty $0.00 Mech Hours: | 0.00
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Printing a Job Card

There are 2 ways you can print your Job Cards;
o Individually as the customer comes in from the Booking Diary
o Individually OR in Bulk (All for the next day) Job Control Centre

1. From the booking Diary v sk iy e 33 =7e |

T T A et Lot | E— T
Thirsda u.wzqa 0 &0 0 0o 1025
. . ) e raml s so
i. Go to Workshop — Booking Diary e Ao
S -
:.‘.:‘..A,’ E ;E S : 2 AI Find the Booking and double
. 3 . Saluday o o 0 L click on it to open it
ii. Click on the day/date of the booking s oo st w ’
o e
iii. Find the booking in the screen on the right and gl S
Double click on it
* D",Lli;ﬂ? Fefesh Open / Cieste Bookig e o [ ]
A ivoiceReper Order 0Ne
R R Rego [ABC13 ( (AddNew Vehele) (Hinto ) Type: [Bocking RO 18) Ret. (33384
iv.  Add any further Jobs/Parts or Notes if aves [ D) b (390
;w‘{:;@ 6525 Name Lewss. Thody L Date Posted: |1870/2012
necessary (Select by & Drop Off Time: | 0.00] Pick Up TewDt | 0.00][7 /7
Customer Mobde: Other Phone: Order Number: Irvoice Status:
V. click on Print Job Card Eml-ﬁu]zu«m 3Stock | & Analysis | §Vehicle | § Hours | 7 Quenes ' Dismantiing | Qphons | Messaging | Pictures | Pasts Portal
Ttem >> SaleType>> MechHrs Qty  UntPrice  Amount Alocated |4 | ghou
LABO1 Retad 000 1.75 $33.00 $|7 -] [m} ;’
. T =
Click the r‘lr?;tensj Clg :"id any more J
Click to Print the Job Card | m (Chem Sequence )
SOH. 0 000 000% Freght $0.00
Send lnvoce vy
Status: |1 Bocked In ® Pirter O Emad Fax ToalGST $17.33
(Becl Invoce) { Abort Invesce ) (Saye Invoice) Intesnst $000| Invorce Totat $19060
Praview ot & Close N Waranty $000]  Mech Hours: 000
oL Lookes Job Centre ) (Prnt Pick Sip) |
2. From the Job Centre
i.  Go to Workshop —Job Centre ¥ e
Post date Fleet Code. Calour Lab Hrs

Advisor

Drop Off | Pick Up
L0

ey

5 .
5/30/2012 50234 TCS390 HZI78 GLOBAL GYPSIES PTYLTD Corey $2,967.90 1225 & Completed

0 0
" Double C”Ck to Open a particular B/30/2012 60187 1AZUI303 x WILTON LUKE Ray 377840 0 0498 0 0 2work InPr
. 6/5/2012 80213 MANSELL GARETH Ray $225.50 0 0403346047 0 43 2WorkinPr
. /52012 B0215  KM3B9H3 HZI10sR EDMUNDS LIZ Corey $1.734.60 0 0418925719 0 0 2Work InPr.
bOOklng B/E/2012 80208 1CTCI08 KUNZER KEA CONSTRUCTIONS Corey $156270 563 0412122885 0 0 2Work In Fr.
6/7/2012 60230 985759 FZI80 AOSS MARKHAM Ray $11275 0 0421 614043 0 45 ZWalkinFr
B/11/2012 B0184  PL1DBST GU LYNN ROBERT Corey 3376090 0 0427 994053 0 0 2Work InFr.
/112012 80207 1DLROBT LH172 DO'SULLIVAN RICHIE Corey $225.50 222 (438475148 0 0 2Work InPr
g s B/11/2012 60203 AUTIEEI KUNZ6 WARRILOW TONY Corey $2.001.40 644 (422523393 0 0 1 BockedIn
1. Add anyfurther details If B/11/2012 80240 1ARYZIT HOLM STEVE Corey $22560 ] 0 0 1 BookedIn
6/2/2012 B0243  PH5230 HALL DEREK Ray $11275 0 0430074454 -D 0 43 2WorkinPr
necessar and Print JOb Card 6/12/2012 B0245  TAFMTZT GIESON ANDREW 5 0 2Work InPr.
y By s ey | LIk Print Job DELRENE P A
ok In Pr.
B13/2012 1271 1BRYDZ1 Cards for Day 10 BENMETT MA&RK Double click to open a particular booking 1 Booked In
BH3/2012 1385 Print all for an BEZROVSEK PAUL 1 Booked In
6n%2mz 1387 100st4z | upcoming date. HEATH SUE 1Bockedin
Jtb-eet e o S
Fitr Jabs by: 110 Jobs displaed
SMS Message
Advisor | LabouwrCat | Open Job | SMS a Customer ‘

You vehicle is ready for pick-up at our workshop. Direct SMS
sent from Autosofts software.

OR Job Status:

@ &l (" InProgess  ( NOT Completed  ( Completed
Pt Job Cards for Day

I™ PostDate = [12/4/2013 4 p [ ShowDeseiintions |

SMS Completed Jobs

[V Shaw Vehicle Detal Fefresh Print Control Sheet ‘

iv.  Click on Print Job Cards for Day

v.  Enter the Date you wish to print all the bookings for and OK

4 Select Date

Date: |12/04/2013

Cancel |

vi. This will print all the bookings for that date
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Workshop Invoicing - Preparing & Charging the Invoice to the

Customer

This guide has been broken up into 7 Steps you can follow as applicable.

1.
Scratch

Find the Booking/RO Job you need to finish or Start Creating the Invoice/RO from

Go to Workshop - Job Centre OR Recall

File Generslledger Accounts Parts | Workshop | Vehicles Communications Prospecting  Utilties  Reports

Security TaskPanel Navigate Window Help

Invoice, find and select the job you want to L — ; zEnd oo RRILERS

finish
OR
o Go to Workshop- Invoice /Repair Order — Invoice/Repair Order ( Vehicle)

File Generalledger Accounts Parts | Workshop | Vehicles ~Communications Prospecting  Utilities Reports Security TaskPanel Navigate Window Help

o Select the Existing Rego or Add New o 1 g f‘f"i""gi"’p?;ii’ — (: =

Vehicle and enter the Customer and Rego Details.
o Change the Type to Invoice
2. Mechanic Hours - Add in the mechanic hours for who worked on the Job

B Invoice/Repair Order (=== |
i.  Highlight the Labour Line o PSS L] [remtonae | e .

Biling Code: [EDM02 .| Hame: [EDMUNDS LIZ

Select by Customer | Change Bl To | Cash

Customer Mobile: 0418 325713 Other Phone: | 3257 2440

Date Posted [E7572012
Diop Off Time: [ D00 Pick Up TmeDt: | 0.00 [ 77
Order Number Inveice Status: [Dpen <

ii. GO tO HOUI'S tab Ldobe / Parte | 2Notes | 3Stock | 4 Analysis | EVeh\_EHuuls 7Dueuss| Options | Messaging | Pictues | Parts Portal | Dismanting |
[ . S3 T Hechte | 0y | Uriterice [emoun | Alocated [~ spous
Click to select the labor
line then go to the Hours
Tab
v Item S aquence
SOH: ,_ 0.00 |100.00% oo Freight: $0.00
Stahe: [2WorkinProgiess 7| @ Priter © Emal C Fax TolGST $30.75
Becallnvoice | Abort Invoice Unlock. Saye Invoice DiscountVabe: | 8000 DiscontResson |
Prgvien | PiintdobCard | PrinttClose | Pavion Finalise Intemal: [ 90.00 Invoica Totat | $338.25
PMLLookup | ~lerete/n | JobGents | Print Pick Siip Waranty [ $0.00 Mechtous: [ 000
iii.  Search and Select the Mechanic that worked on
the job  InciceRepair O =le &
_ : Fego: [OTCINT Add New Veticle Hisoy | Type [imvore - Re. [60033
o Code — The Mechanic ﬁ;um,nmsm e a2 s [R00
o Date - When the job was done Bing o [FUTONOT ] Nane: [Atomoive Conpary 1 e ot [T
o T ; : Selclby Cusomer|_ChangeBiTo | Cash DepOfTre [0 PickUp Tt [O00[77
o Begin Time - time the job was started i IR e — T
o EndTime -time the job was finished
o Hours - automatically added for you Ncbs/Pals[ZNohesl35hck“An§ym|5Vehwkquem|_ptm:\Messagng]Pidule:|Pameal\D|:mar&u;|
T L nd Tine Hous Jhicte |
Icknahan Stevenson 7203 T 0010
— ood | |
iv.  Go back to Job/Parts tab and you will see the total
hours reflected on the MechHrs Column
H¢ Invoice/Repair Order =l e ==
Rego: [OTCINT | AddNewVehicle History Type: [Invoice - Ret. [50033
Veh. Owner: 11111, new client advisor: [8B .| Job #: [60033

Biling Code: [AUTOMOT .| Name: [Automotive Company El

Select by Customer | ChangeBil To | Cash
Customer Mobile: Other Phone: |02 9316 7600

Date Posted: |[22/11/2013
Drop Off Time: | 0.00
Order Number:

1Jobs / Parts | 2Notes | 3Stock | 4 Analysis | 5Vehicle | & Hours | 7 Gueries | Options | Messaging| Fictures | Parts Portal | Dismanting |

Pick Up Time/Date: | 0.00 |/ 7

Invoice Status: |Open >

Item >> [ Desc [ Sale Type >> | Mecths [y [UnitPice [Amount [ Alocated [ » ghow

0125654 Voltage regulator Fetal 100 10000 §10000 [

0132801114 Motor Retail 1.00 $200.00 $200.00 4 A
) Pre Delivery Retail -m 0.00 $0.00 $000 [
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3. Labour Lines — Update and Add any Extra as needed

Change the Qty field if necessary - this is the
total hours that need to be charged to the
customer

F4 to search and add any other labour lines
as necessary

When you are in the lookup screen and only
want to view Labour -Select Labour in the
type box

Search & Select the Labour line you want to
use & Press Ok

Parts - Add on any Parts
Go to Item field and F4 to search

When you are in the lookup screen and
only want to view Parts-Select Parts in the
type box

Search & Select the Part you want to use &
OK

Highlight the Labour or Part lines & Go
to Notes tab

¢ Invoice/Repair Order

Rego: |O1CLNT Add New Vehicle

oo ==
History Type: |Invoice - Ref. |60033
Veh. Owner: 11111, new client Advisor: BB | Job - [60033

Billng Code: [AUTOMOT

Select by Customer | Change Bil To | Cash

-] Name: [Butomotive Company

Customer Mobile: Other Phone: |02 9316 7600

_J Date Posted: |22/11/2013

Drop Off Time: | 0.00 Pick Up Time/Date: | 0.00 |/ /
Order Number: Invoice Status: 2

dobs / Parts | 2Notes | 35tock | 4Analysis | §Vehicle | & Hours | 7 Queries | Qptons | Messaging | Pictures | Parts Partal | Dismanting |

Item >> [ Desc [ Sale Type>> [ MechHis | Oty | UnitPrice | Amount | Allocated | »  ghow:
0125654 Voltage regulator etail 0.00 1.00 $100.00 $100.00 (W]
0132801114 Motor Retail 0.0g 4l $200.00 $200.00 m ad
FD Pre Delivery Retail 10.0§ $1000  $10000 [
Item >> | Desc | Sale Type>> [ MechHrs [ Oty [ UnitPice [ Amount [ Allocated [ »  gpou:
TR Available Selections I - E = -
Item code Description | Group List| Cost|
Log Book Service 0 0 [
ABC123 LOG BOOK ## ####KM VEHICLE SERVICE. WORKSHOP LABOU... Job 0 0 0
LaBO1 LABOUR [WORKSHOP] WORKSHOP LABOU... Job 0 0 0
LaBO2 LABOUR [ON-SITE/CALL DUT] WORKSHOP LABOU... Job 0 0 0
LABO3 LABOUR [NON PRODUCTIVE] WORKSHOP LABOU... Job 0 0 0
LABO4 LABOUR [NON CHARGEABLE] WORKSHOP LABOU... Job 0 0 0
NEWJOBCODEK... LABOUR [WORKSHOP] WORKSHOP LABOU... Job 0 [ 0
NEWJOBCODEK... LABOUR [WORKSHOP] WORKSHOP LABOU... Job 0 [ 0
NEWJOBCODEK... LABOUR [WORKSHOP] WORKSHOP LABOU... Job 0 0 0
Pre Delivery WORKSHOP LABOU... Job 0 0 0
sfl|| RECONBUILDT __ ENGINE “NOT DEFINED™  Job 0 0 0

Stal | Type: [N i
3ecd)

Item >> | Desc | Sale Type >> | MechHrs | Gty | UnitPrice | Ar
0125654 Voltage regulator FRetail 0.00  1.00 $100.00
0132801114 Motor Retail 000 1.00 $200.00

D Fre Delivery Retail 10.00  10.00 $10.00

Press 7 3 a0 ennnl |
£4 ® ° Available Selections

here Item code | Description Category Group il

TEST PART B test part B ~NOT DEFINED™ *NOT DEFINED™ s

0125654 Voltage regulator 3-NPN Parts NPNO4 - Loan Cars s

0132801114 Motor 3-NPN Parts NPND4 - Loan Cars s

1856915 Engine Oil Filter 3-NPN Parts NPNO4 - Loan Cars s

DELETED DELETED ITEM FOR HISTORY *NOT DEFINED™ ~NOT DEFINED™ s

NEW PART  description 3-NPN Parts NPNO2 - Gen Consum s

NONE No Product *NOT DEFINED™ *NOT DEFINED™ s

NPNO1 Environmental Compliance Fee 3 - NPN Parts NPNOT - Env Compliance Fee S

||| NPNO2 General Consumables Used 3-NPN Parts NPNOT - Env Compliance Fee S

NPNO3 Miscellaneous Parts [Non Stock) 3 - NPN Parts NPNO1 - Env Compliance Fee S

| Car 3-NPN Parts NPNOT - Env Compliance Fee S

W
Flege: [KM38333

Biling Code: [EDM02

Add Mew Vehicle

Hame: [EDMUNDS LIZ "
Select by Customer |  Change Bil To | Cash
Customer Mobile: [0418 325713 Other Phone: (9257 2440

Notes/Story - Enter your Notes or Story on the Labour or Parts

Invoice/Repair Order

History

(=] 5 =]
Type: [lnvoice - Ref
Advisor: |CO

60215 [Crose
Job #t: 60215
Date Posted: |6/5/2012

Drop Off Time: | 0.00 Pick Up Tm/Dt: | 0.00 | //
Ordler Nuraber: Invoice Status: |Dpen

1dabs / Patts \gmt_esl 35tock | 4 Analysis | 5Vehisie | & Hours | Z Queries | Options | Messaging | Pictutes | Patts Partal | Dismanting |

ltem >> fid [ Dese [ Sale Type>> [ MechHis [ Gy [ UnitPrice | Amourt Allocated [ A gpgn

STD SV HDIT STANDARD SERVICE HZJ0 01 - Fetal 000 300 10250 sa07s0 [ —
MAGMATEC15\a08 MAGNATECENGINE OIL 01 - Petail 0o 950 $350 025 [ -

OILFILTER 01 - Retal 0o 100 $31.93 $3193 [

T0-9043012031 GASKET 12MM SUMP 01 - Retal 000 1.00 250 g250 [

W/SHOP CONSUMBLES 01 - Retal 0o 1.00 $1000 $000 [

ENVIRONMENTAL DISPOS 01 - Retail 0o 100 $7.15 715 [

000 400 $10250  $4000 [

Click to select any of your Labour or Parts Lines EES ?EE ?E:gs ;EEEE E

you want to put a note on and go to Notes tab ] [ 000 m |

Item Sequence

Job Card Notes for the Mechanic

Irwaice Motes £ Future Work Required

MNotes on Particular Part or Labour Line for Job
Card as well

Ireoice Item Notes

ii. Type in your story either in

o Invoice Item Notes field -
these notes will appear

Future Work or Invoice MNotes to print at the bottom of the customers invoice.

MNotes on Particular Part or Labour Line for the
Customer Invoice.

underneath the Labour line

o Invoice Notes/Future
Worked Required -notes will
appear at the bottom of the
invoice
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6. Vehicle Details - Enter any additional Vehicle Details

i.  Go to the details on the vehicle § Invoice/RepairOrder f=leE
tab Rego: [O1CLNT . Add New Vehicle History Type: |Invaice v Ref: {60033
Veh. Owner: 11111, new client Advisor: |AB Job #: [E0033
Biling Code: [AUTOMOT ... Name: [Automotive Company | Date Posted: [ZA1/2013
i i . Add any oth er "nfo in fields as Select by Customer ] Change Bill To | Cash Drop Off Time: ,_D.DEI Pick Up Time/Dale: ’—u ) ,—/ 7
. Customer Mobile: Other Phone: |02 9316 7600 Order Number: Invoice Status: |Jpen v
required
E .g. 1Jobs / Parts | 2Notes ] 3Stock I 4 nalysis| B Vehicle 1B Hours | 7 Queries ] Options | Messaging | Pictures | Patts Portal I Dismantling |
(@] VIN N um be r Vehicle Details I Owner Details | Wananty / Notes [ Follow Up | Due Dates | Wheels/Tyres | Serial Numbers |
. Vehicle Details
o Engine Number e B Budoae [T Make 2 detais (e.g. FV's)
o M Od e I CO d e Model: |test Compl Date: [_/_ Make2:
| Model Code: |TEST 1 sotyes 57 <] Model2:
Model Series: Class of Viehicle: [Car - Model Code2:
VIN: Colour: Model Series2:
I Engine Number: I v Automatic
™ Radio Code: | [V Air Condiioning
Fleet Code: r

7. Print & Close OR Finalise

i.  Click Print & Close if they are not there and you want them to review the invoice before putting it through
(vou can then go back to Job Centre to find it again and Finalise it when they come in)

Eecalllnvoice| Abort Irvoice Save Invoice Dizcount b alue: $0.00 Dizcount Reason: |

Preview Pririt Job Card Frirt & Cloge Finalige Irbernal $0.00 Irweoice Total: $1.734.60

Job Centre Print Pick, Slip Wwarranty: $0.00 tech Hours: 0.o0

ii.  Onceitisall ready to put through - Click on Finalise.

Eecalllnvoice| Aboart Invaice | Save Invoice Dizcount ' alue: $0.00 Dizcount Reasan: |

Preview | Prirt Job Card | Frint & Cloze | Finalize Internal: $0.00 Irvnice Total: £1.734.60
| | Job Centre | Print Pick 5lip Waranty: $0.00 Mech Hours: 0.00

iii.  Ifitis an Account Customer; this will charge the invoice onto their account.

OR
POS Payment ﬁ
iv.  Ifitis a Cash Customer; POS will appear in front of you. | s ﬁﬂ’_§|5' o
1 Ca 2 irech payment I .
. . . ZERpos | S000 Tvisa [ 3000
v.  Enterin how they paid and click OK e

4 mex $0.00
5 Master Card $0.00

| Amount Tendered: | $280.50
Irwvoice Amount: I $280.50

Change: I $0.00

Cancel 0K
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Parts Only Invoicing

If you have the Parts Module, you can go to Parts — Invoicing to do a general Parts only invoice to a Customer. If not you can go

to the Workshop —

i. Go to Parts — Invoicing — Invoicing

ii.  Inthe Account Name find the customer you

need create the invoice for

iii. TAB to Sales Person — Search and Select

Invoice/RO - Labour Invoice/RO. This guide shows the steps in the Parts Module system.

o Autosott Parts, Workshop - |he Autosoft Garage Pty Ltd
File General Ledger  Accounts | Parts | Workshop . il Reports Security TaskPanel Mavigate Window Help
Hd4=Pr M QiBQ Invoicing || Inveicing culdl (=28 9|9 o[B8 |Zi= |88y
Slock G Transaction Finder  Ctrl+T
Catalogue _» Serial Number Finder
e‘ Invoice View =
Account Mame: I _I Irwvoice Type: Ilnvmce - Credit Period: |Cunent i
Subuty | \ i Available Selections _—— =
Mare code Suburb State PCode Contact Name Fh...
DELETED ACCOUNT FOR HISTORY DELETED
ltems Ilnvmce Ngtesl Stack Do || Intemal Account INTERMAL
5 Internal Reconditioning INTRECOM
o sorely s ||| 1tema vericts Stock. TESTV 72
Test Custamer 112035 12
test Customer 112038
Wehicle Supplier 112033
wehicle testing TESTING
4| I 3
=
oK Search Filter | LCancel |
9 records listed

yourself
[ click F4nere tofind the part
Items | Invoice Motes Wﬂsl ﬁWWWmanthngl Plcturesl Parts Portall
- . . Item code > I Back Order -
iv.  TAB OR click in the Item E
Code line and if you . =
B Available Selections
know the Part Code you
. Item code Description Group List Eost OnHand | Bin Suppller -
can type In code and TAB DELETED DELETED ITEM FOR HISTORY =NOT DEFINED™ $0.00 0 0
MHOME =WNOT DEFINED™ $100.00 $100. DD -1 *WOT..
OR F4 to searCh and MHOME Mo Product =WNOT DEFINED™ $0.00 000 *WOT..
Select one. NFNO1 Environmental Compliance Fee  MPMNOT - Enw Compliance F.. $0.00  $0.00 0 NOT.. |2
MPNOZ General Consumables Used WPMOT - Env Compliance ... $0.00  $0.00 1] SNOT... |~
MPMO3 Mizcellaneous Parts ([Mon Stock] MPMOT - Eny Compliance F... $200.00  $0.00 0 “MOT..
MPMHO4 Loan Car MPMO1 - Env Compliance F... $0.00  $0.00 -1 “MOT..
I 2794 EMGIME CIL FILTER =NOT DEFINED* $60.00  $57.53 2 Sundry... ||
2794 [ExaMPL.. EMGINE OILFILTER =WNOT DEFINED™ $100.00 $29.1.. 3 Sundry...
V. Once you have the part
selected enter in the Qty the customer is buying — you can also change the unit price if necessary
Iﬁ‘ Invoice View EI =l E
Azcount Marme: IEASH _I Irvice Type: Ilnvolce l Credit Period: IEunent l
Suburb: I I I Sales Perzon: IAB I
vi. If it is an Account Customer; Cash Ref: [T137 Date: [T4/022013 ] Order #: |
this will charge the invoice
onto their account. ltems |Invoice Ngtesl Stock Detailsl Delixeryl Dptionsl Lueri Eranchesl Dismantlingl Picturesl Parts Poi
Item code »> | Desc | Gty ordered | Suppliedl B ack Order | RRF | UnitI D epogit | Armount | GST Inc:ll -
OR 2798 EMGINE OIL FILTER 1.00 1.00 000  $366.08  $332.80 $0.00 $332.80  $366.08
[
- P . . POS Payment g
vii.  Ifitis a Cash Customer; POS will appear in front of you.
Pirect payment I 30.00
. . . 2 EMfpos 3000 . 7Visa [ $0.00
viii.  Enter in how they paid and click OK -
4 Amex $0.00
5 Mastes Card I $0.00

Amourt Tendered: I $280.50
Irvvoice Amount: I $280.50

Change: I $0.00




Parts/Stock and Labour Management

Parts

There a few different options, this guide has been broken up into 4 sections which you can use as applicable for what type and

how you would like to create your part. Depending on the modules you have purchased in Autosoft, your Stock section can

either be found under;

o Parts — Stock (For customers who only have the Both Parts & Workshop modules or Only the Parts Module they sell a lot of
parts so need a full Parts management system. If you would like this option added to your package, please contact us)

OR

¥ ‘Autosoft Parts, Workshop - The Autosoft Garage Pty Ltd
weager Account[ P T woranon cat

MANAGER LOGIN it it
'GENERAL LEDGER

DEBTORS/CUSTOMERS
CREDITORS,SUPPLIERS.
BANKING/END OF DAY
PARTS/STOCK MANAGEMENT
WORKSHOP

o Workshop - Stock
(For customers who only have the Workshop module as their workshop
primarily does Labour& buy-

in parts so don’t need a full
Parts management system)

File  Generai

Autosott Workshop - 1he Autosat Garage Hty Lt

Task Panel

Sgcurty

Accounts ons Prospecting  Utities  Repon®

‘EEI oAl
As you can see from the
Name of Autosoft at the
top 'Autosoft
Workshop' means | have
only the Workshop
Module only

Task Panel

Job Codes
Job Code Grid

Unallocated Sublat Repairs

Once you are in the Stock
Section, you then have 2
options of how you would
like to add your Part

hop Parts Allocation
CHieF
Ciri+

Stocktake Singl
Pricing

1. Stock Master File

This gives you all the available options to set up your part. It is best to use this option if you need to setup Parts that come in
Litres, Metres, and Packs or are consumables or need any Stock Options set.

i.  Simply add all the details of your Part as
necessary

Stock Master File

Itern Cade: =] Categoy: [1-AlPats
Description: |01l | Group: [Fuel
H H H H Desciiption 2: | | Pice Group: [*NOT DEFINED™
ii. Main Tabs to put in your info - oo [T DEFRED.

Full Tabs of Additional Sefyp . Qptigns

l

Stock —All main Details

Navigate  \

O
e} PrICIng _CUStomer P”C'ng Etogk ! Pricing | Branch Stack [ Stack Options | Query | Promo | Cross Ref | Kits | Pictures | Product Info | Driine Shaop I Key Murbers| I_
—_ ~Uptiong ~5tock Holding = - Cosl Frices.
o Cross Ref — Alternate Codes e ot Fr——
o Stock Options — Ordering and other details looatiort | O O O Loet o
(see your F1 Help on what all the available options are Locatior O Aetuned Cuent Cos
in these tabs) Uity [Lres 19 0ty Reserved Landed Cost:
Buy Pack Oy 100 Qg Delverd Shipping Cost
Sel Oty 1 aty Backorder Stack Nrder
iii FZ to Save Depasit Charge: ‘ 40 UUl Stock Value: $0.00 Date Created:
Focrie [ ) Includes ares not available in List Price 800
Duty Percent Stock Quick Eniry Options Y
‘Weight 0.00 | Tor
Length: ljl _'—| Clear ‘; Create ;'

2. Stock Quick Entry

This option gives you all the main options you need for a normal Part in the one screen. This is often handy when adding a range
of new parts in as it is fast and you have the Copy this Product option so can easily add similar parts using this feature

i.  Simply add all the details of your Part as necessary kX Boduct Quick By, 0086
L . . . ltem Code: [ D
This give you only 1 main page of information ot [PRVESET ‘ |
Description 2 | |
ii.  Click Save Branc | \
Category: [*NOT DEFINED™ ol
. i i Gioup [*NOT DEFINED™ 2] |
iii. You can also use the Copy this Product option when making Parts Pi Ceurs [PNOT DEFIRED™ 2]
that are similar to your existing Parts Suppie. [Repeo Au Pats _ O
LitPrce Commentz @ RTF -0 Orine
Average Cost: Curr Cost: 1278
Stock Order Cost: Location: l:l S"tr_"ain rart
ptions for a
‘w'eeks Cover, Duty % normal Part are
Masimum | 0] weight available in the
P one screen for
':mmudm ljl bendh ljl Quicker Entry
[GstFree Bwln (( oy this Product )




3. Within Invoicing

You can create a new part when you are in a Customer or

Creditor Invoice e Creditor Invoice o060
Supplier: | Sundry Supplier / \Tue 5464654 () FRieference Date: [15/11/2013
. ; Code: [SUNDAY | 4 any Invoice Screen, s [Open 51 inwaice Amount $110.00
i. In the any Invoice Item Code Field - type in | Smoly type the ltem pos [rwoce  T8)  DuePosed [157112013 )
ode of your New Part
the Item Code of your new Part U6 Genersl Lodger | and TAB

Item Code ... _ofppher & Unit Landed | Urit Deposit | Foreign... | Amount | RO >>
$0.00
Add item ()
2_If the ltem
is not in the
system, It will
give you this
promt and you
can select Yes

ii.  TAB and this will look for the existing Part in the
system, and if it cannot find this item code on an @ e noton e s to stock e?
existing Part, it will auto prompt you; ‘Item not o '
on file, add stock to file?

Last Cost S0H: ( Voo J [ No j date Stack Prices
€ Piint ) options ) (ke GST
(Stock/Puch Order) (Aot ) (( AddSublet ) | Process Freight: Totak
wew . . . m m Difference: $110.00
iii. Select Yes and you will get a similar screen to g Costng ) (Serenvace ) [ mew]
the Stock Quick Entry
Add New Product (3]
R—— Similar to
o = the Part
Desarper | Quick iv.  Enter in all the details of the Part
Desciption 2 | Entry, give
Brandt | you all the |
main——
Category: | setup 1
Group: | options
! . . .
Price Group: | =] v. OKto Save and this will also add the Part onto the Invoice.
List Price: (65T Minus)  (Cale using Retail Markup)
Cast: | | Markupzz: | € coemakwe )
Lacatior: I:l
Barcode: | |
Supplier Mame: |5undry Supplier :‘)|

‘wgight:

Franchize: m Dty Percent: l:l
E Buy In —
) BST Fres ( Cancel ) | ok )

Job Codes

Job Codes are the Labour lines you charge out for all Jobs you

File GenerolLedger Accounts Ports | Workshop | Vehicles Communications Prospecting  Utiities  Reports  Security  TeskPanel  Novigate  Window  Hel

| Invoice/Repair Order vE==;m 0 3 2|4 = (07 T8l
- Job Centre
perform. BokingDiry
Vehicle Maste il
VehiceHistory
- Parts Portal >
i. Goto Workshop —Job Codes e —
ii.  Enterin all the Details of the Labour/Job
Cod e, ¥+ Job Code Maintenance [ol & ===
‘ Job Code Job or Sublet: [Job v Sublet Cost $0.00
o Job Code _ iS the Item Code yOU want to be Description: l:og ljook iervice " Job,;fype: [Labnol;ro- no h::‘ow-up on}-:hssiob. Un_vn|
able to type in when you use the Job Code e 'WS\;:;:JZ;?:H = Rl L S o
o Description - Enter in the Description that will i | — =
appear on the invoice for the customer and you Retail Price: | 0.00° Service Claim Amt: | 000 ™~ FivedPiice I Inactive I GST Free
. Default SaleType: [<Nane> Enter v Kit [ Show Inactive Jobs
can search for the job by. o
o Category and Group - if you have speCIfIC Comments |Pl§cing| Promations | Barcodes | Ki here dates | Key Numbers |
Categories and Groups for your Labour you can Ro Comments: mments
select them, otherwise search and select the Replace the following: S Comments
B ! , as per OEM Schedule Carried out log book as per manufacturers schedule, refer to
default ‘2 — All WOFkShOp Jobs’ and your log book for details of service
‘WORKSHOP LABOUR' Senic the folwing »
. . as per schedule
o Job or Sublet — Select the option as applicable _
o Job Type — This is for use of follow up Work Instructions: '
placed and/or sevice all items as listed above
reminders, select the Default VEHICLE POl checks and sdsinens of dasociited
. . t tem not
SERVICE or other as applicable from the list. DO NOT pesforn i iithinised work
o RO Comments — These will be the default (E)tf::eck vehicle interior & exterior of workshop soiling
RO/Job Card notes for the Mechanic. Complete “Invoice Notes/Work Required" within

o Invoice Comments- These will be the default

Story/Invoice Notes for the Customers Invoice.

iii. F2 to Save



V.

Stock Orders

This guide has been broken up into 2 parts- Creating a general Stock Order and Creating a Stock Order for Parts needed on a Job

Go to Workshop — Stock — Stock Order

e
File
[}

General Ledger  Accounts

4 = » M |Q B [

Autosoft Parts, Workshop - The Autosoft Garage Pty Ltd

Parts | Workshop  Communications  Prospecting  Utilities  Reports  Security  Task Panel  Mavigate  Win
Inveicing rl % B 7 U S |a | E=Z=180d |9 |3 delizic|e=E =2

i Stock

v Stock Master File Ctrl+7

Catalogue »

Stock Quick Entry

Part Finder Ctri+F

Price Enquiry Ctri+8

L Stock Order | I

Stocktake Count Input

Stocktake Single ltem Entry

Pricing »

Fill in the necessary details such as the Supplier Name and Code, Order Date, Due Date, Purchaser and Order
Comment

In the Item Code Field =
search and select the Part
you wish to order

Enter the Qty Order = specify

the number of items you
need to order

R Stock Order
Supple: Name: [REPCO AUTO PARTS - s the SiRtE ',
Suppher Code: |REP Type: |
Ouder Datec (2370572012 | Dus Dote: 3070572012
Ordet Comment:

Bl e =]

Add the parts onto the order

Monthly | Marehly Beanches | Comments | Item Detads | Defvery | Options | OFEA | Branch Stock |

Iteen code »> | Desc Pack Qty | Oty Ordered | S UntPrce |  Amount | Out JobCard | Notex | &
FILTER OIL TOY 1 1.00 000 1% 195 1.00 NoJeb [

1050 PARTS WASHE| 1 1.00 Qoo 5300 5300 1.00 No Jeb

2338 FILTER OIL 1 100 000 500 500 1.00 NoJeb

25W/50-4 RAL LUBE OIL 29w 1 200.00 000 837 167400 200.00 No Job

Ibeen

e e T e e BT [ TR [ e =l

Print/Email the order

Yes  Month Irveosced Cradits Bt K Tos
If the Part is for a
. . Send O
particular Job - in the ot
Job Card Field — Search P
and select the Job
,;‘g.z'z
Sugghet Neme: flestng 7| Osdes Nusrber: 3 [ Cade Requen
Sugpher Code {TEST Type m
O Dot [120272013 | DueDae [1420872013 Puchaser [LF
Ondee Coeremert. \Spacial Order for Customer RO#41527
U OnHand
[ow
Reserved
[om
On Ordes
[om
Back Dader
o
Mockhly | Morthly Brarche: | Comenerts | Bes Detsis | Devery | Opions | 0PEA | | Maberctions [T
‘Year Month Invoiced| Credits Br! Ka Total r—'—‘
2005 Mey 20 0 o0 o 20 Toabhmaurs i
Total 20 0 0 0 20 v fuoCoess | Pavew |
Avero 2 @ Porter Frsige |
? Emad | ot Back Ouders Abat
Print Pt Awey’ | Print Supgested ]

Finalise to send/Print the order

Auto Creste

B |

Froge | )

Get Back Oeders




vi.

received against

Go to Creditor — Creditor Invoice

Select the Supplier from which your
invoice is from

You now need enter the following
information;

Reference: Invoice Number

Invoice Amount: Total Amount inc GST
Reference Date: The date on the
Supplier Invoice

Date Posted: The Date you are doing
the Invoice.

¢ Creditor Invoice

Creditor Invoicing - Receiving in Parts

A3 Autosoft Parts, Workshop - The Autosoft Garagi
File  General Ledger | Accounts | Parts Workshop  Communications  Prospecting  Utilities  Reports  Security  Task Panel
M4 =p M|C Debtors » BJIUS| s E=S=Madl 9o feliz iz

‘ Creditors ’ ‘ Creditor Master File Ctrl+3
Account Search  Atlr+A | ‘ Creditor Invoice Ctrl+4
b Creditor Payments Ctrl+5

MNen Creditor Payments
Purchase Order

Expert to Online Banking System

Date on Suppiier's
invoice

— = =
Reference: [1174 Reference Date: [8/05/2013

Supplier: [testing = |
Total
Code: [112 Invoice Status: [Tpen ~] Invoice Amount: 57534yt
| [ Type [Invoice ~]  DatePosted [23/0872013 | |meGsT

Date the invoice is

Parts |ngera| Ledgell Item Delai!sl Notes I Query | Dptionsl made

Descri...

Item Code >> | Supplier #

.

Last Cost: SOH: |0

List Price: pda S

Print | Options | Copy Invoice I

Rounding: | $0.00 GS.T: | $0.00
Freight: | $0.00 Totat [ $0.00

Difference: $57.53

Stock/PuchOrder | Abot | AddSublet |

CosttoVehicle | Savelnvoice | Import Costing |

Start adding on the lines you received onto the invoice under the Parts tab - If you sent a Parts Stock
Order and want to add the Parts/Purchase Order details onto the invoice Click on Stock/Purch Ord - Find the
stock order that you are tying into the creditor invoice, highlight it and then double click on it - click OK

the General Ledger Tab and Select the
GL the Cost of the Invoice is to be

%+ Creditor Invoice =] @ =
Suppler; [testing = Reference: [1174 Reference Date: [8/05/2013
H H H oae: MvoICE alatus, =y NYOICE AMoLnt:
If your invoice is not for Parts — Go to il Ll Coraee LD =]t o

[ | [ Type [Invaice - Date Posted: [23/19/2013 |

Parts ] General Ledger] Iterm DelaiI51 Motes ] Query ] Dptinns]

Itern Code >> | Supplier #

| Descii.. | Pack Dlyi Dlyl Unit plicei Unit Landed‘ UnitDeposit| Fora\gnAml‘ Amounl‘ RO »» ‘ -

Edit any other Invoice details
For example; Freight or

TEST PART

Part number
saved on
your system

Tes! Fat T 100 5000000 $500.00 40,00 0.00_$500.00 No Job
I

Number of
Paris/Packs
Received

Total ine

amournt of
total units

L |

Rounding amounts to match Last Cost: [ S0H: [0 List Price: [ Stock Price
th e tO ta/ Of yOUf' Invoice. Print | DOptionz 1 Copy nvoice | e I $0.00 G5T- ‘ 50,00
Stack/Purch Drder |I fbot | addsubler | Frighe [ $0.00 Totd [ 55000
Cost to Vehicle | Save Invoice I Import Costing | Difterence: ‘ [$492.47)

Process (this will only be available if all your line totals match your total invoice amount as entered

at the top)



V.

General Administration/Book keeping Operations

Entering Debtor Customer Accounts

To view, create or make an existing customer a W

Debtor Account, File

Go to Accounts- Debtor- Debtor Master
File

Existing Customer - F4 to search and

General Ledger

= b

4

Accounts | Parts  Workshop

Autosoft Parts, Workshop - The Autosoft Garage Pty Ltd

Communications  Prospecting  Utilities  Reports  Security  TaskPanel  Navigate

Debtors

Creditors

Account Search  Atlr+A

’ Debtor Master File Ctrb+1 %g o 31T = e =

> Receipts

Output Statements

Ctrl+2

Select the existing Customer OR If it is a New Customer - Fill in all the necessary information such as;

o Name - this can be the name of a business or individual. If entering a customer’s name, we recommend you enter it

with SURNAME FIRSTNAME.
o Code - this is a unique code that identifies the

Debtor. The Debtor code will show once a name is
chosen. Searches for debtors can also be made by

debtor code. The code can be automatically
generated by using the Get Next Code in.

o Display Name - This is the Name that will appear
on Invoices and Statements. Therefore you would

enter the full business name OR the customers
TITLE FIRSTNAME SURNAME. For example. Mr
John Smith

o Group & Territory - Groups & Territory’s can be

are and are good for reporting. If you do not have

any set select the default “1-Customer’

Go to the Addresses Tab to add their Address Details

Options tab - Fill in any further info you want to
store against the customer - set the option to
make the customer an Account
To see the Current Balance or any History on the
Customer Go to the Balances or Query Tab
$ Debtor Master File =@ ==
Hame: [AUTO OITY o | Group: [*Not Defined™ = |
Code: [A0T02 .| GetNewCode Teriton: [*Not Defined™ = |

Display Name: [uto City

Contacts | Addresses | Aemate Addles ptions | Account Informtion | Marketing | Courier |

Query:

Ervice & Pails [ransactions

3Vishicle Debtor Transactions
Back Drders leady to Invaice - Selected Debtar

Backorders - ALL Deblors

Backorders - Selected Deblor

Backorders Ready to Invoios - ALL Debtors

Backorders Requiing Supplier Oider - ALL Debtars

Backorders Flequiing Supplier Order - Selected Dieb

|Biling to Account Balances v

i

Enter as SURNAME then FIRSTHAME for

sumame searching

606

Use this to Autogenerate
a Customer Number or
Enter in you own

Display Name: |CUSTOMER ACCOUNT

Enter Name as you want it to Print on

the Customers Invoice

[Ennlacls | Aderesses | Atemale Addiess | Balances | Queries [ Options [ Account Information [ Marketing [ Couter | Key Numbers|

Email/Fax \'

Name Type Mumber i
is allows you to
Email customen@email.com. au Send Baoth email the customer
Phone 02 99669966 Invoices and
Mobile 0400200200 Statements directly tact Allowed [a
instead of printing
L them
v
Auto Fix Name Browse Open Document Send SM5

Details for Mail Menge
Title:

Debtor Master File 000
Mame: [ACCOUNT CUSTOMER €] Group. [3 Contact
] (BotNew Cods) Tertory: |3 Contact

Code [112200

Dizplay Mame: |EU5TDMEH ACCOUNT

r;orvlat:ls I Addresses I Alternate Address | Balances | Queliesl}gptims lf\ccount Information | Marketing | Courier | Key Numbers|

[UDUONS i Options2 ['Bark Account | Comments / Licence | Werd Search | Multiple Matris | [ BRav]

Debtor Optians

Price Structure: |02 - Retail Markup) |4 [} Order Number Required Diate Created: |5/09/2013
Delivery Amaunt: $0.00

] Mot Registered for GST

|

ABN
[ Use Backorders

I Cash ar Account:

I [ Inactive Retail Price Display; |Fietail &

Dealer Licence:

Cash Print Opt: S}
Altemate Code: l:l
TasBremprtt [ |

Prirter Number:

Click in the first field which is the Name field - F2 to Save

Id: 108501

[_J1s a Company [not Individual] [ Shaw Inactive Accounts
Credit Limit

LiritTypes [None 4]
Limit Amount: $0.00

] Stop on Limit



Send Out Account Customer Statements

NOTE: You must have Fax setup to use the Fax

Go to Accounts - Debtors - Output Statements

Select the Send As option as applicable to you.

Print = will generate and Print all Statements |+

to your Default Printer Send s

Fax + Print = will generate and select the Fax

Statement Output

ehdail + Fax + Print

=1
S

As ot Date; [31/08/2013

[ Outstanding Transactions Only

=] )

] [ If Printed, use Pre-printed Statement paper | with No Header

option for Debtors with a Fax number listed
(in their Debtor Master File) then print the
remaining who do not have a Fax number
listed.

Email + Fax + Print = this will generate and
select the Email option for Debtors with an
email address listed, then Fax for those with
a Fax, then Print the remaining with neither
listed.

Selecting this option will look through
your Debtors and Email those with
an email address, if they dont have

an email it will then try Fax and Print

the remaining.

Selact Al Select Mone

You can back Date
your statements to

end at any date you
wish

Create

i | |

option http://service.autosoft.com.au/entries/21174681-Setting-up-SMS-and-or-Fax-features-in-Autosoft-. To use the Email

option you must have a Default Mail Server setup on your PC - usually this would be Microsoft Outlook or similar. Check with
your IT or google how to set this up.

iv.

Choose the As at Date for the End Date of your

statements.

Select Create List

This will give you your list of Debtor Account Customer
Statements and you can Check and Change the Output
Method as you wish or un-check the Debtor in the list if
you do not wish to send it.

V.

Select Output Statements and this will Output
the statements as per your options selected.

Receiving Debtor Account
Payments

vi.

Go to Accounts — Debtors — Debtor Receipts

F4 to Search and Select the Customer

e

Statement Output = B
Sl ’W' . ’WI [~ I Printed. use Pre-printed Statement paper [ with No Header
[ Outstanding Transactions Only
Code Desc Method Owing | Email Fax Select ~
1636 Email 237,00 &
1389 Email 4164050 v
5031 Print 368180 [ Ifyou do not wish to “
1427 r—— Ernail 5001 onmmi—— SENd their statement [ -
1675 e ) Pt 423205 e un-select g
1825 Wthe Method from Email $72.35 e — .
1434 Ermail $949.50  pm— &
1038 Email $2.47550 I — v
8081 Print $68.18 &
1584 ieie— Email 1214350 ol —— &
1451 Email $4522.64 I— v
1268 I Email $5.50 i ——— &
1503 — Ernail $1.304.00 e —— G
1087 E— Email $1.169.00 i ] v
129 (RN ol 4134450 E— “ v
Select Al Select None Ouipu Statements

Select the bank account the Payment is going in to (we

recommend Undeposited funds for all CASH, EFT/CRD and

Cheque Payments)

customer

A

Debtor Receipts View

Select your
customer

e Daje

nt
Status:

Notes:

Transactions | Balances |

Enter the Date of payment & Enter the Amount paid by the :

Enter in the invoice
numoer nere J

Locf e aate--

payment
Posted [18709/2012 | was made

Amourt $0.00

the customer
Nusnber t-) po
™ EFT (Add to bR

e | =] f
Select the Bank where
1 the Funds need to 9o Settiement Disc: $F"Fhe amount
(| \ Recept
[
ni—

Click on Autopay to auto allocate the amount being paid to
the oldest outstanding invoices or manually select which you

would like to pay off.

Reference Customes

Invoice typ Date Posted | Reference Amount | Balance Outstanding | Pad

[
You wil see invoices isted and all you need to do is find
the one that the customer is paying for and "tck” & off
and your balance needs to equalto "$0.00"

Send Receipt via:
Q Q @ Prioter C Emad

$0.00)

Balance:
© None $000

Click on FINALISE and enter the Method of Payment and click on OK



http://service.autosoft.com.au/entries/21174681-Setting-up-SMS-and-or-Fax-features-in-Autosoft-

Accounts Payable - Company Payments

1. Non-Creditor Payments

Non creditor payments are payments that have been made to creditors that are one off or creditors you don’t always use on a
regular basis and you are tying a general ledger code to them. See the processes below how you can do a non-creditor payment
in your system.

i.  Go to Accounts — Creditors — Non Creditor Payment

ii. Enter in the Payment Details;

o Payee - If this supplier has been used previously it will be in the file, search for the name OR simply type in the name of
who/what you are paying. Maintenance program.

o Bank Name - Use the default bank account set in the System File or select another bank account.

o Cheque/EFT Number — If you have already processed the payment in your online banking, enter the BPAY or Ref No. OR if
you are writing a cheq put in the Cheq No. OR Leave the number as the autogenerated No.

o EFT Payment - If payment is made by

. . . . . W Non Credtor Fayments s NeN . ]
Direct Online Banking for this creditor :
this box should be ticked. See Export To Payes: [Tekta '%;-*'|
Online Banking System. Bark Name: [T -Bank Account 1 (5]
o Date Posted - The default is today's Cheque / EFT Number: |35 ) CJEFT Payment fexpert to anine barking)

date. Change if the payment is to be Date Fosted: [12/6/2113 ()
posted to another date or period. Amaunt: Statys: (Opsn 4
o Amount - Enter the payment amount. Bl 1234 Needsd to be Paid by 10/12/2013
o Status - This will always be Open or
Closed. This field cannot be manually Accourts> | AccourtName>> | Remark Amount | Gsttype | Account>> | Bran. | Contol# | |4

edited and will be Open before a
payment is processed, and Closed after
it is processed.

o Notes Field - The Notes field at the top
right can be used for any payment-
related notes. These will appear in the

non-creditor payment screen only. [JForce Gist Copy Transaction tbort GST: $0.00
. Process
E Price Includes GST Change Post Date | (Change GL Account Total: $0.00
iii. Select GL Account

This is the general ledger you are going to allocate this to. Example you might be paying for a one off phone bill so the general

ledger code would be 5900 telephone, Fax. However this may vary depending on if you have a different chart of accounts that

have been done for you by Autosoft
Iw

Account>> | 41 coount

—
ranchise | Desciplion P &L Gioup -
Salaries & Wages Expenses

ubaccount | Dept
ADMI
ADM...
ADMI

E
o
0 Superannuation Expenses
o

5a40 o ADMI
0
o
0

PAYG Tau Expenses
Commission Expenses
Holiday, Sick Pap, L5.L Expenses
Workers Compensation Expenses
Subscriptions & Memberships Expenses

ADMI...
ADMI
ADMI...

locoococooon

GL Account

af:

BA05 o ADMI

Till Vatiances Expenses

iv.  Process - Once its processed it will than appear in your bank rec accordingly

NOTE: If you are being paid for something, you can put the amounts in negative. e.g | have been paid a check back from a Payee
therefore | would enter the amount as -330.00. Alternatively if the Payment effects multiple GL Accounts (for example | have an
amount in Expense GL and it can now be moved to another Expense or Liability) you can do a Journal

Entry http://service.autosoft.com.au/entries/21692749-How-to-Do-a-Journal-
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2. Creditor Payments

* Autoso Pats, Workshos, imusting  Dtabase Bud 2000

Fie  GeoersiLedger | Accounts | Pars  VWorishep  Dismesting  Communicelions  Prospectng  UNes  Repens  Secerty  TaskPasl  Na

Go to Accounts - Creditor — Creditor Payments os cers Jax mrus . EETMe o0 R EE e
Task Panel 3 Cradior Master Fie Coed
Search and Select the Supplier — !
Enter the Payment Details;
o B:'mk Account'- U.se the default account or =~ E=g=R
click on the ellipsis ... for another account to = S
H B upplier Name: |[EI¥iaaeT: i ted:
make this creditor payment from. Supler e = e
Ch / EETN b Th t h Supplier Code: [AUTOBA ] Amount: $137.00
© eque umber e next ¢ ?que Bank Account |1 - Cheque Account - Autasoft Demo _J “/StattlemenlDist: I—ﬁ]UD
number or EFT number (Onllne banklng Cheque / EFT Number. |785 ¥ EFT Papment [Export to Onfine Banking) Vou can tek s Tyos ™
payment) is chosen, depending on the EFT Notes: fmvorce 12345 wil be using the
. . . ’ E ing S y u
box in the Creditor Master File, Bank l PTG Syste okt
Account tab being ticked or not. Note: If you FiSfsrehice Nurtbet iy Clodtot TipelenliDso Aok Uikeherg St i
are not using online banking the cheque
number only is used. Select the creditor nvoice that
o EFT Payment (Export to Online Banking) - If o
payment is made by Direct Online Banking 3040 3
for this creditor this box should be ticked. 5
See Export To Online Banking System for Auto Pay - Balance: Caly
fU I’ther deta”s. Change Fast Date | N [~ Cunent Branch Transactions Only
o Date Posted - The default is today's date. i/ End Dptionn _ S Gickprocess ||
Ch f th t . t b t d t Send Payment via: [ Piint Transactions the payment
angel e payme_n Is o be poste 0 @ Printer ¢ Emal ¢ Fzx © Mone [Re)Print Payment
another date or period.
o Amount - This is the amount of the
payment, less settlement discount (if any).
o Settlement Disc - Enter the amount (if any) for settlement discount.i.e. You owe your creditor $100 and receive a 2%
discount for paying in 14 days, you pay $98.
o Notes - This is a free text field you can put any note you want to display on the
. . EFT Payment Details
invoice. : :
Enter in the details
Account Name: |Australia Post : dz:aieﬁ?(a :’::re
Process - If you are going to be using the Exporting System in Ao Miber T ssted are correct
Autosoft, you will have the EFT Payments Details Screen appear, BSE:
Make sure all the details are correct or enter them. Also enter a EFT Reference: |Inv 2718210073104 |
Reference — we recommend your own company name. Craca)
. . Accounts | Parts  Communications  Prospecting  Utlites  Reporis
3. Export to Online Banking S PPN L
Creditors. » Creditor Master File Ctris3
e  Go to Accounts - Creditors - Export to Online Banking Aecount Search  Alr=A Sro ek it
Account Word Search Creditor Payments ciks |
SyStem Account Groups. Non n:redn:r Payments |
Account Terrtories s / {
You will see all your EFT payments listed in the list and you ol 000 |
. . . i EFT File Export o] @
simply go through and tick off the once you are paying. These e e j

should match with the payments you did through the creditor
payment screen. You now need to select your bank that these
are going to go to and select your file name. Once you have this
selected click on RUN EXPORT. It will ask if you want to print a
report. For further info see this guide
http://service.autosoft.com.au/entries/21652760-How-

i
| Tick off e
™, transacton sty
Here you willnave sl ransactons tckng the export
that you Reve processed as EFT win bax
EFT Payment box ticked from Credtor
Paymants

Seiect the Bank Account
‘where the fransactions are

&Y )

to-use-the-Autosoft-Export-Online-Bankinag-Svstem

Suppler Dotals Alocaie Al un Expot \;
Code [IMPORT Bank: hd
Undlocats Al
Name: [lmpod Test Compary Fiename: [dreciz =
Remove Transaction
PR Run Expon
e 0 irer S]] 2y N ectl]
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End of Day Tasks

1. Till Reconciliation

A till reconciliation is so that you can reconcile what you have received in takings for the day, regardless if
you have a till or not and is great for businesses with Cash type customers and many staff so that all
takings can be kept track of. This is an optional feature to use in conjunction with the Processing the
Undeposited funds.

vi.

vii.

viii.

Go to General Ledger — Banking - Till

. ofe _as ¢ Till Reconciliation o] = ==
Menu - Till Reconciliation
Begin Date: [25/07/2013 Automatically ,
EndDate: [471272013 | appears for you Close Till

Begin Time: ]12 o1 End Time: 13 0o Print Reconciliation Sheet
| Descriptior: |Enter description here | Print Till Summary Report
I Refresh Payin / Payout for this Till |

The Begin Date will already appear for you,
you need to enter in the End date

Balances I Query ]

You can Choose to pUt Ina Beg in T'me’ End Type Expected Amount | Actual Amount Variance Hundred: 0.00
Time and also a Description _ e i o0
Cheque $0.00 $0.00 $0.00 Twent 000
Amex $0.00 $0.00 $0.00
H aster Care . . 1 Ten: 0.00
You now need to click on Refresh Do paned e b 20 e [ 500
Visa $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 Two: 0.00
Once you click on Refresh you will see in the fine L)
. Fifty Cents: 0.00
Balance tab what has come in, from cash, to e T
eftpos to cheques and so on Ten Cents: 00
Total Cash: 0.00 Five Cents: 0.00
B Till Reconciliation =N RERE="
Enter the Amounts you have actually . .
egin Date; |
counted ErdDate: [11/1872013 m
. eqin Time: nd Time: [15. o Frint Reconciliation Sheel
For Cash — Enter the amount in the e }1324 End Tine e Pl F'ltTl\S—tyF!plt
. . . . Description: [Warkshap Til Rec _ Puint Til Summary Report |
Denominations fields OR in the Total Cash at the ’ ’ -
bOttom Balances IQUEW }
For all other Payment Methods (Eftpos or Tope Expected Amount | Actual Amount Variance Hundred: 0000
cheque or credit cards) - Click into the Actual E;;:S ;g:g?;g :g;;f [*335020501 e i
Amount field and Type in the amounts. Cheaue 5000 $0.00 snoo Twenly: [ 200000
Direct payment $160.00 $0.00
Barter Card $00. $0.00 $0.00 Ten: 5000.00
Enter all other Tenders FIEE5 ) Five: A00.00
Amounts in the Actual Enter CASH Twe: | 10000
Amount Fields amount using the Ore: 5000
idenominations OR: )
inthe Total Cash |{ Fifty Cents: 20.00

Fields. enty Cents: 200

Ten Cents: 0.00
917200 | | Five Certs 0.00

Total Cashe

Once you are happy with your final totals - click on Close Till

The system will ask if you want to close the till -say Yes if you are sure all the totals you have entered
are correct. This is the last stage before closing the till and you cannot reopen a till period.

If your actual takings (the totals you entered) are different to the system totals and there are variances,
it will ask if you want to Post the Variances - Click Yes if the amount is worth keeping track of (see this

guide for more details http://service.autosoft.com.au/entries/21604315-What-to-Do-With-Your-Till-
Reconciliation-Variances)

The system will give it a reference number and create a NEW SHIFT for you, ready for the next till rec to be done
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vi.

vii.

2. Processing Undeposited Funds

Undeposited funds works like a holding account; it keeps all your transactions that have gone through in the one place up until
you see the funds in your bank account. The transactions will appear in your Undeposited funds once you have completed a till
reconciliation, these are your cash sales and some of your account customer debtor receipts, depending on what bank was
selected when a debtor receipt was done. Once you have ticked all the transactions off through undeposited funds they will
carry over to your Bank Reconciliation as credits, ready for you tick them off when you do your Bank Reconciliation.

Generalledger | Accounts Parts Workshop Vehicles Communications  Prospecting  Utilities
Go to General Ledger — Banking — Deposits — Bank Undeposited S Ao ME IR L5 SIERTIND
Funds Somiiin
Account ections Set-up
Standing Journal Set-Up
. . Edit GL Account in Grid -
Enter the Post Date = you must enter in that date the funds hit Baning o= T
Maintenance » Bank Reconcifiation  » Bank Undeposited Funds
your bank account . — > At Crueto Bk Depost
Choose the Deposit to Bank A/C = you need ~* BankUndeposited Funds
to select the bank that funds belong to I | Status: [Open =l
|13/08f2013
Click Refresh to make sure all the .
. Deposit to Bank A/C: |New Bank Account _|
transactions are up to date |—|
l Account Ref Post Date | Pay Method Amount Sel
Find and tick the amounts to be deposited to Test Customer 1012 012 Cheque 52,000,00 E?ﬁ: o :ggg
the bank. The totals of these will add up on iU
the right ( For example if you had v P e
o $2,000.00
52000 hit your bank account for cheque
payments you would look for all transactions
for Cheque payments that add up to that ok P | ol
amount) o o
Diners $0.00
Amex $0.00 | =
Other 2 $0.00
Other 3 $0.00
Other 4 $0.00
$2.000.00 ~
Once you are happy what you have ticked and it all matches- click on Process
You will get a message pop up in front of you “Process deposits of | heue
7 . L2 s -
5555” you now need to click Yes if its correct p— I
avment
ec Type
vs




3. Backing Up your Autosoft

Autosoft offers multiple options for you to back up your system. This is a very important process and below shows you the most
basic minimum recommended backup option. For more options including an Autosoft Automated Backup Service and if you
have any trouble with backing up your Autosoft, contact us.

i.  Plug in a USB Removable Hard Drive to your main Autosoft Server/PC

ii.  Exit out of Autosoft on all PCs s 1= where you Back your

you back wp daily onto a

Removable Hard Dire

iii.  Double click to open the Autosoft Backup Icon.

iv. All the SQL, Database and Backup to Folder info should be
preset for you, similar to this screen. Simply tick the box to ‘Copy to folder’ and search and select your Hard
Drive Location

Autosoft Backup {2 g

SQL Server; PC-NAME\SQLEXPRESS

Database: IRIE
Backup to Folder, c:\AuwtosoftS\Backup

Delete backups older than 0% Days [0 = keep all backups] Backup v. Click Backup
For Large Backups (over 4Gb): y
Alternate Compression Program:  <Altemnate compressian program, eg, 7-zp> [} =

Program switches: a File et 72

Use for All backups, not just Large ones

On completion of Backup:
File Transfer Details
Copy to FTP Host Domain or IP.  <Insert FTP Host domain or IP>

User Mame:  <Incert FTP Username>

Copy to folder Target Folder: <eg. folder on extemal drive>

and Delete from "Backup to" folder —
,@Save $creen Values



Banking/End of Month Reporting and BAS

There are various procedures involved in you end of moth and things you should do for lodging your BAS. Use the Below as a
checklist for what needs to be done. Most of what needs to be done has been covered in this guide but if not there are links to
where to find further guides;

1. Make sure Accounts Payable, Receivable and other book keeping tasks are up to
datei.e;

o Debtor Invoices- Go through all outstanding Jobs/Invoices in the Job Control Center to see if you can Finalise any
outstanding Debtor Customer Invoices. For the guide on how to do this click here
- http://service.autosoft.com.au/entries/21647560-How-to-use-the-Job-Control-Centre

o Debtors Payments - have been Finalised (where possible) Debtor Account Statements - send out all your customer account
statements

o Creditor Invoices - All Outstanding invoices to be received in have been Finalised

o Creditor Payments have been processed (where possible) http://service.autosoft.com.au/entries/21372544-How-to-Do-a-
Creditors-Run-

o Non Creditor Payments/Journals- Any other company payments have been processed. Non-Creditor
Payments http://service.autosoft.com.au/entries/21433295-How-to-do-a-Non-Creditor-Payment-in-
Autosoft Journals http://service.autosoft.com.au/entries/21692749-How-to-Do-a-Journal- General Invoicing

o Undeposited funds — all funds that have been banked have been processed to the Bank
Account http://service.autosoft.com.au/entries/21440774-How-to-Process-Undeposited-Funds

o All Opening Balances have been entered -

o Bank Reconciliation — all Bank Reconciliations are up to date and have been
Processed http://service.autosoft.com.au/entries/21372654-How-to-Do-a-Bank-Reconciliation-Run-

2. Additional Recommended Procedures

o Close the GL Calendar - for the previous periods / open next period - http://service.autosoft.com.au/entries/21475589-How-to-turn-
certain-months-on-and-off-in-the-Calendar

o  Run a Backup - Backups are recommended DAILY but definitely make sure you do another one at EOFY and have it copied to a hard
drive or other devise which is/can be taken OFFSITE. http://service.autosoft.com.au/entries/21106542-How-to-Backup-your-Autosoft-
Database

3. Reports

These are the reports generally needed by your accountant/book keeper at the end of financial year. Please check with them for
further information or reports they may need.

Reports Console — Stock -

o Stock Value — this report must be run on the date and time it is needed. i.e Run it at the end of trade on the 30%" June
Reports Console - General Ledger -

o GL Balance Sheet

o GST BAS Amounts

o Profit & Loss

o Payroll Transactions By Employee - Summary (if you have the Payroll program)

For a guide on how to Cross Check the totals on the above reports - see this

guide http://service.autosoft.com.au/entries/22674980-How-to-Cross-Check-Totals-on-BAS-and-Other-Reports

4. Entering your Processed ATO BAS Payment as a Journal

This is an example of a journal you may post to record your processed BAS Payment.

A Journal Entry = B
Descripion: [ATD EAS =] Reterence: =

Jouanai Mates: [OCT - DEC 2012 Enieect [FIT0TS
Poste:

[
Accaed - Tawes PAYG. (4] ssssss T NOMGST  MoAccout
120 GSTPad ®33s53 INOWGST  Moccount
- ssssss NOWGST  NoAccoum

Crecht by incresee accourk, debitbo decresse. BST (1] [T Fepart Opbns

LT o | — [ Pt furdt Tead Fum Repot
Dovament [ ] GL e Note:
Change Poi Date

g pccon | G|

[ Extraondinny Expere
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General Ledger Accounts and Opening Balances

Autosoft comes with a full list of preset and pre mapped GL Accounts. Before you have to do your first Bank Rec and BAS tasks,
we recommend give your accountant the new GL Chart of accounts;

1.

3.

e Isthere any Edits or New GLs that they would like you to create?

e As of the changeover to the new system, which GLs need their current balances entered?

To get a full list of your New GL Chart of Accounts

Go to Reports Console - General Ledger - Chart of Accounts
Choose your Grouping (Account Code or GL Type are suitable)

Run

To Change an existing GL

Go to General Ledger - General Ledger Accounts |

Click into the Account field and F4 to search

Find & select the GL you want to change
Change any of the Fields as Necessary

Click back in the first Account field and F2 save

To Create a New General Ledger (by copying an
existing one)

A Report Console =] B
= b Available Reports ~ P e

o v Account

& » Bank

o b Fronchse Mansgerment
¥ _Balance Sheet
® Chart of Accounts
' Control Reconciliation
» GL Group Monhly Balance
» GL Monthly Balance
» GL Top 20 Months
» GST BAS Amounts
» ST Trnsactions
» Management Report
+ Nony Transaction Summary
» Proftand Lass
» Profit and Lass Banch Summary

.
Pevmeg| _opses | n
General Ledger | Accounts  Parts
General Ledger Accounts
(SRR S r
W General Ledger Account Maintenance el @ s

Accouni__ SubAccount Deparinent __ Fianchise
o E [

chise  Descripbon
fea ] [BaSHT ][0 ] [CashinBenk - NeB

Mapged to GL Control Type: 15 Type new
description
here

Detal: | Query | Edi Controt Number | Budget |

Type: [Asset 5

Postive Sigr: [Debi =l
GLGow: [3 ] [CASHACCOUNTS =

P&L Grovp: [N/A
BST Type: [NONGST

Conirel Type: [Hicne

10; n T~ Inactve

L L]

‘

To create a NEW General Ledger account code is just as simple, what you can do is find a general ledger code that is similar to

what you want the new one to be ( as in the details are what you want it to be from Type, Positive Sign, GL Group, P & L Group,

GST Type and Control Type)

F4 to search and select the similar GL account you wish to
copy

Once selected- Click into the Account field - Press F5 = this will
clear the general ledger code and keep all the information, all
you need to do is simply type in the new code into account
field.

Edit the Fields as necessary = you can change any field you
wish inc Account Number. You can even use totally different
Number. If you are using the same number then you can
enter a Sub Account Number

TAB through to next fields and update it as necessary

Click back in the first Account field and F2 to Save

e

General Ledger Account Maintenance

Account  SubAccount Department Franchise  Description

b= = s

BoMiN ] [0 [Dffice Expenses

Press F5

here
Detals | Query | Edit Contiol Number | Budget | This is the GL | want |
to copy (
Type: [Expense <

Postive Sign: Dbt «|

6L Group: [5 .| [DIRECT EXFENSES =
PuLGroup: [Esperses ]|

GST Type: [GST Appicable  +|
Cortiol Type: [None ]

1D: 2027 [ Inactive

|

e

Account

General Ledger Account Maintenance

Sub Account Departmert __ Fianchise_ Description

=] B

5500 i [ADMIN |1 w/arkshon Expanses

Sub Account

Used Same Account
oei: | aues| £ o NUMREY. but Enter 1for J

%
Positive Sign: [Debt _+|
GL Group: |5 .| |DIRECT EXPENSES =
PilGioup [Erenses |
GST Type: [BSTAppicable =
Control Type: [Nore ~]
1D 2027 r Inactive

=
Edited my
Description

—_—




V.

Opening Balances - Debtors & Creditors

Upon changing over to Autosoft, you have to enter the opening balances of your GL accounts. This has to be done for ALL
system changeovers., the only time it doesn’t have to be done is when you are a brand new business, you may only have to enter

your opening Bank Balance and any other pre system company purchase Expenses.

This Process has been broken up into 4 Parts in the Order we recommend you Enter them into Autosoft (as shown in this

guide);

To Start

‘ . » Computer » OS(C:) » Autosoft5 » Programs »

Open the Initial Entry Program = This program is specifically for

the task of entering your Opening Balances and once you are done =~ 'nelvdeintbray > Sharewith = Bum - blew fpides
it should not need to be accessed again. ites - e s WO il
allers for Autosoft +  IDAutomationC39M
Go to your Main PC - My Computer - C Drive — Autosoft 5 entPlaces ¥ InitialEntry
allers for Autosoft (2) I MANAGFMFNT TackPanel

Folder- Programs
Click on “InitialEntry”

Login as you “Setup-pro” access user

1. Debtor Opening Balances - Debtors should be done first as after Go live, if account customers come in-you need to

have their balance in AS in order to make their Payments.

File | Initial Data Entry | Security Help

Go to Initial Data Entry — Initial Debtors/Creditor Trial Balances | Initial Debtor / Creditor Balances

Journal Entry

Make sure the selection is on Debtor
F4 to Search and Select the Account Name
Enter in their current, 30, 60, 90 opening balances

Click Save

Note: If you make an error and need to go back to adjust any of the balances you can. Take note though Autosoft does not allow
you to make the amount $0.00. The lowest you can go is $0.01. Once you have done this you need to do a debtor receipt in

Autosoft to balance this off and then go in do the correct opening balance and Save.

2. Creditors - Try and pay as many as you can before change over so there are less balances to enter. They can be done as

you go e.g When you get a Creditor Invoice, go to initial Entry oo o — e
and add your current owing balance to that supplier. Accaunt Name: [ Fito 7|
,—_—‘[ search
o creditor
Follow the same steps as above except make sure the o | here ‘
selection is on Creditor T wias [ 9000
60 Days: [0 60+ Days: $0.00
F4 to Search and Select the Account Name 30Days [0 30+ Days: $000
Current |0 Current: $0.00
Enter in your current, 30, 60, 90 opening balances Tk 5 Total w000
I~ Vehicle Debtor
Click Save

Account Type 1



Journal Entries for All GL Accounts Opening Balances

Journal entry is where you enter your opening General Ledger Journals to populate your GL with balances for each relevant

account. This needs to be completed after you have done your opening and closing balances for your Debtors and Creditors.

Opening general balances are so that General Ledger Entries Balance from your previous system are carried over so they will

appear on the Autosoft Balance Sheet. Here is the example process on how to do opening and closing balances for General

Ledger of Trade Debtors, Creditors and Stock.

a) Journal for Trade Debtors - As the Balances of all your Debtor Account Customers were entered as a Opening

Balance and not processed as transactions, the total Balance of the Trade Debtors

GL will also have to be entered.

Go to Initial Data Entry — Journal Entry

Description: Enter Something like 'Opening Balance Debtors'
Journal Notes - Any extra notes or description you want against this
entry.

Posted- The Date this Entry needs to be Posted -This will most likely
be the First of the Month you started with Autosoft.

Ac ##- The General Ledger codes that you need to use to process the
entry for Debtors is as follows

1100 = Trade Debtors - put it as either Debit or Credit

9000 = Initial Entry Holding Account -Off sets the other side of your
trade debtor entry; you always need to end the journal with 9000 code,
on whatever you are entering in

Post.

File

Initial Data Entry | Security _Help

i4 Initial Debtor / Creditor Balances

Journal Entry I

¢ Joumal E— {E=3 ol ™|
I Descrptior: [ESEPTRERSiIRE I = Filomes |
FWrete i Ervered: [I71272013
Foried [T2073
Stats. Jore
Ac#) | Description >> Control # Debit Credit Gt type Debtoe/Credit... | Payee. hg nur Branch >>
1100 TVMEDE“GI& $2.000.00 NON GST No Accourt

et e B DIODNON Cor [ T S—

Enter in amounts as K
to where they need to

Journal for Creditors - You now need to do an Opening Journal Entry for Creditors.

Go to Initial Data Entry — Journal Entry

Enter the Journal Details;
Description - Enter Something like 'Opening Balance Creditors’

go- debit or credit.
And the 9000 code
off sets the other side
Debi to increase sccount, credh to decrease est:[ oo [ 000 Report Options
I™ Frint Audt Tral Run Report
. [ $200000 [ $200000 op
e Totals: [ S201 3.
e At ol GL Item Nates
[~ Force Gst X | Post
r
& Journal Entry ol @
|| Desciption: [Opering Basance Credrors o Relerence: 0
T Usually first of
Wirete here any Enteret [(71272013 b6
| G223 e morth you
Posted. started with
| Staus: [05= Autosoft

Act>> | Descipton>> | Cotol# | Nate

[ Credt IE e Debmr/o dt_ | Payee | Chqrumber | Branch>>
2000 Credior N GST
S000__Jiniiat Entey holding Ac ___ 200000, NUN 55T ____

Enter the amount as they
need to go- debit or

[ ebi
120000

Journal Notes - Any extra notes or description you want against this entry. 3

Posted - The Date this Entry needs to be Posted -This will most likely be

the First of the Month you started with Autosoft.

Ac ##: 2000 = Creditors - put it as either Debit or Credit

9000 = Initial Entry Holding Account - off sets the other side of your
creditor entry

Post

credit and then 9000
code off setsthe other
side

acoount, credi 1o decs

GST. 000 000

Repor Opiions

Journal for Stock/Parts Inventory - You now need to do an Opening Journal Entry for Stock.

Go to Initial Data Entry — Journal Entry

Enter the Journal Details;

Description- Enter Something like 'Opening Balance Stock’

Journal Notes - Any extra notes or description you want against this
entry

Posted - The Date this Entry needs to be Posted -This will most likely
be the First of the Month you started with Autosoft.

Ac ##: 1300 = Parts Inventory - put it as either Debit or Credit

9000 = Initial Entry Holding Account - off sets the other side of your
stock entry

Post.

. Totals: [ 5200000 [ 5200000 I Prit Audt Tral Run Report
Departrer Standinglounal | GLltemNotes
I~ Force Gst ﬁ
E
iy ST
Descrigtion: [Opening Balence Stock = v |
Joumal Nofs: |Wrists h his enty] Entered: [11272013
Posied |8/1272013
Status: {Open

$2.000.00 NONGST  No Accourt

Enter in the amounts as

to where they need to
go- debit or credit with
the 9000 code to off set
the other side

GST 000 000
Totals: | $200000 | $2.000.00

Report Options
I~ Print Audit Tisi

Fun Report

Subacs

Depatment. [BALSHT Abort Standing Jourmal LR Natss
I Force Get "Tl J
-




d) Bank Account GL and Other Balances on your Bank Rec- These are also an initial Entry Journal for

your Bank Account total Opening Balance and the other funds which although the transaction was processed in your previous
system, the funds did not clear into your bank account until after the changeover. You need to do a journal for them so you can

Balance your first Bank Rec.

i.  Goto Initial Data Entry — Journal Entry

T Soumat iy == |
ii.  Enter the Journal Details; e = P
L. i . . Houral otes: [Trnactins Dl 0 et urlChargeeren kil Bveady nered [ZF03/201
Description: Enter Something like ‘Opening Balance Bank e B B lnce St
Account' then do another Entry for the 'Unpresented Totals' stenar [Open -
P : [ Desipion> | Cont | o [ Debi -
Journal Notes - Any extra notes or description you want against paa e T e -
. 1020 Cash In Bank - Bank Account 1 Cheaht $50.00 MOMGST  NoAccount
this entry. e iy elsngaceen 11 1 Dswosuonger | 1]

Posted - The Date this Entry needs to be Posted -this is the date i
the transaction appears on your Bank Statement ‘E_
Ac ##:1020 OR Any other Bank Account GL you have in the - : :
system & Enter Each Entry - Enter a line per Statement Entry and Debi o nrease accourt, credi o decresse. g7 [ 0w [ 000 [ Repest Optens

put a Note of the Cheque or any other Reference number so that S Toule [ 0000 [_sio0m Preatd e ]|
it will appear on your Bank Rec. ) I o | Sendegdoar | imlan
9000 = Initial Entry Holding Account -to off sets the other side e e |

of your entries total balance

iii. Post

e) All Other GL Expense Accounts - Do another In ital. Entry Journal for any other Expense GLs you were advised

by your accountant to enter.

A video guide is also available here; http://www.youtube.com/watch?feature=player_embedded&v=JYB5ZWIU05s



http://www.youtube.com/watch?feature=player_embedded&v=JYB5ZWlU05s

Shortcut Keys & Navigation

Function Keys:

o Fl=Help

o F2=Save

o Shift + F2 = Delete

o F3 =Close Current Screen

o F4 = Available Selections

o F5=Clear Screen (Can also be used to clear a row in a grid) F7 = Move back one record
o F8 = Move forward one record

o F9 = Find Closest record

Getting to Screens:
o Ctrl + 1 = Debtor Master File
o Ctrl + 2 = Debtor Receipts
o Ctrl + 3 = Creditor Master File
o Ctrl + 4 = Creditor Invoice Ctrl + 5 = Creditor Payments Ctrl + 7 = Stock Master File Ctrl + 8 = Price
Enquiry
Ctrl + 9 = Workshop Invoice/Job Card
o Ctrl + I (Letter I) = Parts Invoice
o Alt + D = Item Discount popup in Parts & Workshop Invoices

O

Moving through Field in screens:

o Tab-Go To Next Field
o Shift + Tab - Go To Previous Field
o Enter - Can be used instead of mouse clicking OK

On screen Keyboard navigation:
o Where a letter or number is underlined, for example - Autosoft
o Hold the ALT key + the Underlined letter. 'ALT + A'
o On Screen Tools:
o Ctrl + D = Calendar / Date picker
o Ctrl + L = Calculator
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