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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.

o 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;

e Don’t be shy to contact us! We have been through this process with our clients many times before and we are

here to help every step of the way!

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.
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.

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

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.
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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 Enter in 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 Learning Resources which you can start using straight away!
1. To Log in to Autosoft on your PC where Autosoft was installed - Find the following icons

Double Click on the Autosoft5 icon and you will get a pop up

Your LOGIN is;

Username: MANAGER

Password: MANAGER

Database: Training5

Once you have logged in, you now have access to start
This is the Log in .. .
program Autossf uses to Practicing in the Autosoft System
get Access to your PC

when Authorised by you Practice using Autosoft in your Training database and this
will not affect your actual data.

This is where you Back your
Autsoft Data - we raccomend
you back up daily onto a

Removable Hard Drive

Autosoftd
Backup =
- Autosoft Automotive Software ...
This is the Payroll Program User Name: [MANAGER
(an additional program you may
or may not have purchased) Password: !l
f Database: |TRAININGS -
Autosoftd
Payroll Cancel

2. F1 help within Autosoft,

This s you Main Simply press your F1 key on your keyboard or go to the

Autosoft Program

Autosofts

- The Autosoft Garage Pty Ltd - olEN

File General Ledger Accounts Parts Workshgp G Utilities  Reports  Sec

X =

Task Panel
MANAGER LOGIN

GENERAL LEDGER
All the areas of the

DEBTORS/CUSTOMERS

CREDITORS/SUPPLIERS Program are under
BANKING/END OF DAY these headers
PARTS/STOCK MANAGEMENT . ’
'WORKSHOP ‘ ‘

SRR

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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Customers & Invoicing

Debtor Customers

Before you invoice a Customer, they have to exist in the system first. To create Debtor;

Go to Accounts - Debtor- Debtor Master File

Accountsl Parts  Workshop

Vehicles Communications  Prospe

Debtors

If it is a New Customer - Fill in all the necessary information;
Name - this can be the name of a business or W

surmame searching

l Enter as SURNAME then FIRSTNAME for

||  DebtorMasterFile  Ctriel |2
| =

Use this to Autogenerate

individual. If entering a customer’s name, we

Marme: ‘ACCDUNT CUSTOMER

a2 Customer Number or

Enter in you own

recommend you enter it with SURNAME

FIRSTNAME. This field is searchable so if entered
this way, you can easily search for the customer by

Code: | 112200 )| (Getbied Codel
Display Mame: [CUSTOMER ACCOLNT Enter liame = you want it fo Print on '

Tenitons: |3 Contact :,|

their surname. OR if it is a business — Enter the

IEUNGE[S !A_ddresses | Alternate Address I Balances | Bueries | DOptions [ &ccount Information | I arketing I Cavrier I Key Numbers|

Company Name Name Tupe Humber Email/Fax e stows youto ¥
Code - this is a unique code that identifies the i o sendah e :I
Debtor. The code can be automatically generated T e — s S
by using the Get Next Code in. .._J
Display Name - This is the Name that will appear on
Invoices and Statements. Therefore you would m
enter the full business name OR the customers i
TITLE FIRSTNAME SURNAME. For example. Mr John s Bl e ETEEES SganDuzanai St S
. Details for Mail Merge
Smith Tit: | | wid[ ] Feeme | ] Sumame| ]

Group & Territories - Groups & Territories are
setup in Account Groups in the Account menu.
When groups are setup you can send bulk emails or

mail merge letters to a group in the Account Groups or Territories program. Numerous reports can be printed by group.
Select the default ‘1 Customer” if you do not need this feature.

Contact Details — The Contact details for the Person or Company.

Addresses tab to enter the Customers Address

Options tab - Fill in any further info you ¥ Destor Master File

want to store against the customer and to Narre: [ADCDUNT CUSTOMER 2] Gioup: [3 Cortact

set the option to make the customer Cash Or
Account

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

Code: |”22[|U I@iatNexl Codé;l Teritony: |3 Cortact

Display Mame: [CUSTOMER ACCOUNT |

[Enntacts I Addresses [ Alternate Address I Balances I QueriespoDt‘UnS ’j&:cnunt Information | M arketing | Courier I Key Numbers|

[UDtiUV’TS ! Options2 [ Bark Account | Comments # Licence | Word Search | Multiple b atrix ] [ BPay]
Debtar Options
Price Structure: |02 - Retail [Markup) [B | Order Number Required Date Created: |5/09/2013
[ Mot Registered for GST
Delivery Amount [ Use Backordsrs
Cash or Account 1 Inactive Fetai Price Display:
Dealer Licence: Default SaleTywpe:
Cash Print Opt E} 115 a Compary (ot Individual] [ Shaow Inactive Accounts
fhemateCode: | ] Credt Limi
Limit Type: |Mone |4
imil 2 0.00
Printer Mumber: Uit A rete

[ Stop on Limit

Id: 108501



Parts Invoicing

W Autosott Parts, Workshop - | he Autosott Garage Pty Ltd
File Generalledger Accounts | Parts | Workshop L. tilties  Reports Security TaskPanel Novigate Window  Help
. _ . o _ . o M4 = b pi|Q iE B ([ lnvoidng ] Invoicing Ctrll \ S TICEE S == K2
i. Go to Parts — Invoicing — Invoicing o ——
Catalosuclil Serial Number Finder
.- . .
ii. In the Account Name find the customer you e e =
H H Account Mame: _I Irwoice Type: |Invoice - Credit Period: |Cunent
need create the invoice for LN | = !
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 || reemstverices stk TESTV 72
Test Custamer 112035 12
test Customer 112038
Wehicle Supplier 112033
wehicle testing TESTING
4 1 3
iii.  TAB to Sales Person — Search and Select o Soarch Fe | e |
yoursel‘f 9 records listed

Click F4 here tofind the part

iv. TAB OR click in the Item

. B Items | Invoice Motes Wﬂsl ﬁmmmmanthngl Plcturesl Parts Portall
Code line and if you know .

Item code > -
the Part Code you can |;
type n COde and TAB OR B Available Selections
F4 to searCh and seIeCt Item code Description Group List Eost OnHand | Bin Suppller -
the part. DELETED DELETED ITEM FOR HISTOR NOT DEFINED™ $0.00 I I

MOMNE =NOT DEFINED* $100.00 $100. DD -1 *WOT..

MOMNE Mo Product =NOT DEFINED* $0.00 000 *WOT..

MPMOT Environmental Compliance Fee MPMO1 - Env Compliance F... $0.00  $0.00 0 “MOT.. L
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

Z794 EMGIME DILFILTER “NOT DEFINED= $E0.00  $57.53 2 Sundry...

2794 [EXAMPL.. ENGINE OILFILTER =NOT DEFINED* $100.00 $291.. 3 Sundry...

V. Once you have the part 8 Tnvoice View =l @

Azcount Marne: IEAS H

=

Se,ectEd enterin the Qty Irwoice Type: IanDICe l Credit Period: IEurrent l

the customer is buying — Suburt | | | Saes Person: [i8 =]
you can also Change the Cash Ref: |113? Date: |14.-"D2.-"2D13 l Order #: I

unit price if necessary

ltems |Invoice Ngtesl Stock Detailsl Delixeryl Dptionsl Qe Eranchesl Dismantlingl Picturesl Parts Pox

Item code »> | Desc | Gty ordered | Suppliedl B ack Order | RRF | UnitI D epogit | Armount | GST Inc:ll -
2798, EMGIME OIL FILTER 1.00 1.00 0.00 $366.08  $33280 $0.00 33280 $366.08
| T
vi.  Ifitis an Account
Customer; this will charge the invoice onto their account.
POS Payment g
OR
Plirect payment I $0.00
. o . . . 000 ‘ 7Visa I $0.00
vii.  Ifitis a Cash Customer; POS will appear in front of you. 2Ches [0
4 hmex $0.00
viii.  Enter in how they paid and click OK Master Card [ 8000
Amount Tendered: I $280.50
Irvoice Amount: I $280.50
Change: I $0.00




Customer Back Order Function

This process has been broken up into 4 Sections- Enabling Backorders for Debtors, Placing Stock On Backorder, Ordering Stock

on Backorder and How to Invoice it Once the Stock Arrives

1. Enabling the Debtor Customer for Back Orders

. . A S Debtor Master File =l @ S
You can then choose which customers want to be setup for Automatic = o [ —
H . . . . . Code: [T12197 GetNest Cade Tenitory: [3 Contact |
Backorder so that when a part is on order for a job/invoice, it will alert to egbyone [CUSTOERDEETON
backorder e !
Dm?,iz‘?ﬁm,e [OT-Retdl ] [ OwerNumberRequied  DateCrested [Z3/0720z
i.  Go to Accounts — Debtors — Debtor Master File o MU =
- Cash or Account, [Cash ~ = o e Retail Fiice Display: |Retail -
Deslerlicence: | Dorotcontactme  poapsaenspe [ _v]
. canpincop: [ <] [ Is a Company [ret Inividual) [ Show Insctive Accounts
ii.  Search and Select Debtor e =
TanErempttt [ Ui W
wra - 3 Labu:y”:'\cz“;‘::; - - Period Limit:
iii. Options tab- Tick Box Use Backorders B | I~ sopentio
iv. F2 to Save
2. Placing the Stock On Backorder oot View|
ﬁ‘ Invoice View 000
i. GO to yOUr Customer Parts InVOice Enter your Account Name: |4 & CBARNES SEAFNONS ] Imveice Type: [Iveics |:j Credit Period | Curtent .
. . . Suburb: |PORT BROUGHTON | [522 | Sales Person: Customer has Notes
invoice details as normal Account et [30047 Dae ider
.. . [tems ] imvoice Nates | Stock Detais | Delery | Options | Quetes | Pictures | Branches | Pats Portal | Dismarting|
ii.  Add the Parts the Customer wishes to buy to : :
~ s - - Qty ordered Supplle Back Order FE -; Depasit Amount | GST Incl | Lineff 4
the Invoice -If you do not have enough stock of T S T TR e - wae sl o
. . . . . . . Backorder? (&)
this line to fill the total on the invoice, it will
then prompt you to pUt iton baCkorder - '@‘ Stock not available, place on backorder?
select Yes
Send [nwoice via
iii.  This will then adjust the Supplied to the amount @& 1=l w&l [ ] Clnseawme ) ®iner Ofna
( Becallnvaice ) (&bort Invoice ) ( CopuInvaice ) ( Save Invoige ) Sub Totak 000 GS5T 5000
you can supply to the customer now and (ki) S Sy S t

( Preview ) (PintPick Sl ) (it Label ) (Frint Del Dockel) Py How Freicht Flounding
the Back Order to the amount I'emaining to fl// (PML Lookup ) (étemate/IRN ) ( Back Orders ) ( LostSale ) ( Credit Retums Discount Value: \wocice Totak

the Qty Ordered. You can adjust these figures Servce etk o Secied ¢ Brezms ey
as necessary

|

Finaliss

iv.  Continue with the invoice and add any other charges as necessary —then Finalise (This will only charge the
customer for the Parts Supplied)

tRaiiutosoft arage tax Tnvoice [HIHENTN

4 Daydream Street

"
Nowhere NSW 2102 au tOSOf
Phone: 02 9979 6090 Fax: 02 9979 6090

accounts@autosoft.com .au - www.autosoft.com.au Innovate. automate. ntagrate,

Invoice # 80007 2:39 pm

Mr Barry Backorder Date: Monday, September 30, 2013

Code: BACKB

r Sales Person Order Number Despatch By \
. ]
Item Description Ordered  Supplied [Back Order RRP Unit Amount
P1 Part 1.00 0.00 1.00 | 22000  200.00 0.00

Subtotal $0.00
0 !
L

Thankyou for shopping at the Autosoft Parts Store
We are open 7 days a week.




vi.

vii.

vi.

vii.

3. Creating and sending an Order for the Backorder Stock

Go to Parts — Stock — Stock Order
Enter your Stock Order Details as normal
Select Get Back Orders

Select Yes to view the parts on backorder with that supplier listed
OR No to view all parts on backorder

Tick in the Order box to select which lines you wish to order

Enter any other lines for order as necessary

Finalise

4. How to Invoice the Stock once it arrives - once the stock

arrives you will have to first receive in the Creditor Invoice — see guide on Stock

Orders for the full procedure.

Upon Processing the Invoice - it will prompt you that Backorders have

been filled.

¥ Slack Oude 000
Supgls Mae: [ERPAUSTASLIA PTY LTD [ [ S| O G Recuent
Suaphe o, [P ] Toom: [Fonesd 1
e e 1092313 (3] Due Dt [seroerzmnz Puchsst 1
Onces Camrert |
oot Do Poci Oy OuDd=  Sucgen  Uni P drart Ousandng oaCa | i | Gedel N
S S S ) IS — Curem Supplier?. &) m T
- fescwes
@ srow oy backorders for urrent suppiier?

)i

[t vion v enchar_Cannerts | tsmEoat| oy | Qotare | OFEA bramhistocy

AE Creditor Invoice o [

v [ o] feews [0 ] PewwciDe [RBET

Cose [SORGRY | v S | g ey GIEL)

Y | Tia forors ] DusFuses [0 ]

Pant | Goner Lo | ham Dot | Hoes | Cham | s
Information =1
o Backorders have been hullfilled on this invoice.

Run the backordier query in debtor fle to see Gackorders.

oot [ 7000 SR 4 ke oK
P Dokom | _Coprimeoce . [ smm
Sloch Furch D At Stk o Feigpe CE] Tos [ TIEE
InponCosing | _Snee bucios Dbenck I

”ﬂ‘ Debtor Master File 0he
To see who's back orders have been filled; . - [a
cote GoNorto®) T
Go to Accounts - Debtors — Debtor Master File — Query tab —_——— S
W > QAIDD
Select the drop down for the query ‘Backorders Ready to Invoice —ALL AR e e A T T S T

DEBTORS’

186772 17/02/2012 SNEATH/HENDY — OHALLORAN AG MARINE 21721550  HOSE ASSEMB
188773 17/02/2012 DPH Hose campaign NORTHTRACK MACHINERY 21721880 HOSE ASSEME
188773 17/02/2012 DPH Hase campaign NORTHTRACK MACHINERY 21721648 HOSE ASSEMB

1688894 22/02/e012 TREVOR CSUNDRIES STM4626 Hose

|

This will show you a list of all the Customer Invoices of which the Backorders have Toane | el enlc WANNUMENGINE GERTRE U7 [GASKETAY
now been filled so can now be invoiced to the Customer, you can then contact the 03008 | NTqole 5 | PORTUNCOINBOAT SUPPLES [Gor7o14 | SASKET A
customer to let them know you have the stock. If they no longer want the stock see e — T
this guide http://service.autosoft.com.au/entries/22318730-How-to-Clear-Stock-or- ===
Override-Qtys-on-Backorder, if they do want the stock- to prepare their invoice;
¥ Invoice View = | 8 [
Go to Parts — Invoicing — Invoicing — Search and Select the Customer “"“I"T = - 3 Mr:

Tab through and this will Automatically Prompt you about the

Merss | irwoice Ngtes | Sjock Detals | Defyery | Options | Quesies | Picuses | | Pasts vt | Dismsnting |
e AP

i

Back Orders Received

Customers Backorders — select Yes (OR Click on the Back Orders button at @ o pin oo i cunamerbacroes

the bottom)

Tick to select all the Parts you wish to fulfill the backorders for —

click OK

Continue with the invoice and add any other charges as necessary

— Save Invoice OR Finalise as applicable.

Do you wish 10 see back orders?

Sand Irwcicn v

G5 Inal] Lot |

sw [0l e[ e Secuence @ P C Ensi © Fex
Evcuioos | _Abotivaos | Cosivoos | Seveinns | olas [ @B @[ B®
Paren_|_AriPcksio | Fitlesl | Potoaocksl| | Fge [ W0 Ramdg [ 800
| |_Bochowms | Lowsee | | Discourt Vahee: [ SO jrvcice Tost 00

Lasinvorce: 20007 Discours Ressors

W Invoice View =
PR RS =1 ottt o =]
s [ [ [ SeesPeen R
" Back Orders with stock received for Backorder Barry ﬂ
[Gueaiicli | FostDute| OnderMumbs: | tem Code | Desc _ OnHand Cry bick. ardr
o — G .
—

b e |

Becais | mmm\um.m |_Saminicks | swtwd [ @®  6sT w0
P | Pt Pk Sip | e Latel | Prvt Dl Dockar| | Fuaht WO Randg [ @00
Skt || Loucee | | Decorivite [ 0B mekaToa [ 500

T 0007 Do Resr [


http://service.autosoft.com.au/entries/22318730-How-to-Clear-Stock-or-Override-Qtys-on-Backorder
http://service.autosoft.com.au/entries/22318730-How-to-Clear-Stock-or-Override-Qtys-on-Backorder

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 Lid
il Gener Leager  Accounts[[ P woranon cati

i

Camiogee_+

o Workshop - Stock
(For customers who only have the Workshop module as their workshop

Task Panel

MANAGER LOGIN L . .

- primarily does Labour& buy- —
E:;;Em:x:i I in pa r‘tS Yo} donlt need a fU ” File General Ledger  Accounts ons. F‘vasaec::v\]: :Jtu;espﬂgauﬂs Sgcurty  ToskPanel  Navigate \
PARTS/STOCK MANAGEMENT As you can see from the
WORKSHOP Parts manage ment System) Task Panel Name of Autosoft at the

top 'Autosoft
Workshop' means | have
only the Workshop
Module only

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+

1. Stock Master File I LT

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

B Stock Master File
hecessary Itern Cade: =] Categoy: [1-AlPats
Description: |01l | Group: [Fuel
ii.  Main Tabs to put in your info e | e s [FROT DR
Brand— 1 Coctice |=NNT NFFINER

Full Tabs of Additional Sefyp . Qptigns

l

Stock —All main Details

Etogk ! Pricing | Branch Stock, | Stack DOptions | Query I Promo I Cross Ref | Kits | Pictures | Product Info | Driine Shaop I Key Murbers| I_

O
o  Pricing —Customer Pricing
o

= = S e T

Cross Ref — Alternate Codes — e J——

o Stock Options — Ordering and other details looatiort | Oty O Drler LestCast

(see your F1 Help on what all the available options are etz [ Oy etanec; Canent Cos

in th tabs) Uity [Lres 19 0ty Reserved Landed Cost:

Inthese Buy Pack Oty 100 Qy Delivered Shipping Cost

sy [ 1] 1y Backorder Stock Dicer

iii. F2 to Save Deposit Chaige: | Eli]| Stock Value | $0.00] Date Createt
Fancis [ OB \iciudes ares not available in List Price 500

Duty Percent Stock Quick Eniry Options Y
‘Weight ’—DDD‘ | 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

This give you only 1 main page of information

Click Save

that are similar to your existing Parts

Simply add all the details of your Part as necessary

You can also use the Copy this Product option when making Parts

'ﬁ‘ Product Quick Entry

@

N )

Item Cade: |il

Description: DR IVE BELT

Description 2 |

Brand: |

Category: [*NOT DEFINED™

Gioup [*NOT DEFINED™

Piice Group: ["NOT DEFINED™

Supplier [Repeo Auto Parts

Comments: @ RTF O Orline

List Price: 2090
verage Cost: Curr Cost 1275
Stock Order Cost: Location: l:l S"tr_"ain ral't
ptions for a
4 %
‘w'eeks Cover, Duty % normal Part are
Masimum | 0] weight available in the
P one screen for
Minimum: Length :
[ 1 L o1 | Quicker Entry
[GstFree [JBwln (( Copy tis Proguct )




3. Within Invoicing

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

i.  Inthe any Invoice Item Code Field - type in
the Item Code of your new Part

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

ii.  Select Yes and you will get a similar screen to

the Stock Quick Entry
Add New Product 9 (3]
R—— Similar to
: = the Part |
Description: | Quick | :|
Desciiption 2 | Entry, give || |
Brand: | you all the | :|
main—
Categary: | setup :H
Group: | options )]
Price Group: | _Eﬂ
List Price: (65T Minus)  (Cale using Retail Markup)
Cast: | | Markupzz: | € coemakwe )
Locatorc [ |
Barcode: | |

Q

‘wgight: l:l
[ ]

Dty Percent:

{ Cancel ) | 0K )

Supplier Mame: | Sundry Supplier

E Buy In

1 GST Free

'ﬁ‘ Creditor Invoice

Supplier. |[Sundy Supplier Va
Fede: [SUNDRY 1. In any Invoice Screen,
Simply type the Item

Code of your New Part

Xﬂce 5464654 () Fiaference Date: |15/11/2013
hus: [Open %) Invoice Amount $110.00

Paits | General Ledger | | and TAB
Item Code ... _fpplier # UnitLanded | Urit Deposit | Foreign... | Amount | RO>> |
L sooof |
Add item [=]
2_If the ltem
is not in the
. system, It will
' Item not on file, add to stock file? give you this
promt and you
can select Yes
Last Ciost 45455 50H: ( = ] [ S j date Stock Frices
€ Piint ) optins ) (& GST $0.00
(Stock/Purch Order ) (C abot ) ( Add Sublst ) [Ermsees Freight: $0.00 Total: $0.00

Difference: $110.00

( Import Costing ) ( Save Invaice )

Enter in all the details of the Part

OK to Save and this will also add the Part onto the Invoice.



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

Autosoft Parts, Workshop - The Autosoft Garage Pty Ltd

File General Ledger Accounts | Parts | Workshop Communications  Prospecting  Utilities  Reports  Security  Task Panel  Mavigate  Win

H 4 = p M |Q (B [ Invoicing

| % B 7 U G| a|=5=

48 9|9 o @B | iseE =

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

If the Part is for a
particular Job — in the

Job Card Field — Search
and select the Job

B8

¢ Stock Order IERCRE-3
Supple: Name: [REPCO AUTO PARTS I~ Credt Request
Supphes Code: [REP
Ouder Date: [237B/2012 ] Duw Dol [3070672012 B Pelmsgnplacmg
Ordet Comment: '
Iteen code »> | Desc Pack Oty | Oty Ordeted | S Unat Prce Aot JobCard_ | Notes | S Itesn -
FALTER OILTOY 1 100 000 1% 15 1.00 No Job ] |
1050 PARTS WASHE| 1 100 000 5300 5300 1.00 No Job A
233% FILTER OIL 1 100 000 500 500 1.00 No Job F ] OnHand
29//50-4 RAL LUBE OIL 25W/2 1 200,00 000 837 167400 200.00 No Job
L e |
EI Reserved

On Ordee
Add the parts onto the order

Print/Email the order

Manthly | Moréhy Beonches | Comments | Item Detads | Defvery | Option: | DPEA | Branch Stock: |

Yes Month Invoiced|  Ceadts Bt K2 Tos
Send Ordar via Auto Creste pigaon_|
@ Pirve Jark Rocenve Finalige ]\
:E"“ Giet Back Ocders

Sugghet Name: [lestng

Sugphes Code |TEST

=] Osdes Nusrber: 3 [ Cade Requen

Type: [Sooonied -

O Dot [120272013 | DueDae [1420872013

Purchaser [LF I

Onder Commert ISppcial Order for Customer RO#41527

Moethly | Morthiy Branchas | Coreenerts | o Desis | Deivesy | Opions | 0PEA | | Mabadions [T

X OnHard
om

Reserved

0%

On Ordes

oo

Back Doder

oo

‘Year Month Invoiced| Credits.  Br
2005 May 20 0 0
Total 20 o 0

T°';. Tota Amour: [ (3
@ Prrter Fnsige ]
? Emad | ot Back Ouders ot |

Port Put Ay’ | Pt Supgeted |

88

Finalise to send/Print the order



vi.

Creditor Invoicing - Receiving in Parts

Go to Creditor — Creditor Invoice

Select the Supplier from which your
invoice is from

You now need enter the following
information;

o Reference: Invoice Number

o Invoice Amount: Total Amount inc GST

o Reference Date: The date on the
Supplier Invoice

o Date Posted: The Date you are doing
the Invoice.

A3 Autosoft Parts, Workshop - The Autosoft Garagi
File  General Ledger | Accounts | Parts Workshop  Communications  Prospecting  Utilities  Reports  Security  Task Panel
4 4 = » M |G Debtors 4 BT US| a|E =4l Je | i= i=

‘ 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

% Credtorinvoice — o ==
Supplier: [testing = | Reference: [1174 Reference Date: [8/05/2013

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: Jpdate S -

Print | Options | Copy Invoice I

Rounding: | $0.00 GS.T: | $0.00
Stock/PuchOrder | Abot | AddSublet | Freight | $0.00 Totak | 3000
CosttoVehicle | Savelnvoice | Import Costing | Difference: 457,53

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 ~  Crerineie =
on StOCk/PurCh ord - Find the StOCk Supplier. ]lestmg _] Reference: [1174 Reference Date: |8/05/2013

. . Code: [112 Invaice Status: |Dpen | Invoice Amaunt: $57.53
order that you are tying into the , T Toos [rwas =] DatePosst ORI L]
creditor invoice, highlight it and _ _

A ) . Parts iﬁgnelal Ledger] ltem Dela||31 Motes ] Query 1 Dplluns]
then dOUbIe CIICk on It - c“Ck OK Itemn Code >> | Supplier # |Dascn | Pack E!lyi E!lyl Uit pm:ei Uit LandedJ UnltDEpﬂSltI Fnra\gnAml‘ Amﬂunl‘ RO >» ‘ -
TEST PART Test Part 1 1.00 $500.0000 $500.00 40,00 0.00 $500.00 Mo Job
OR

If your invoice is not for Parts — Go to
the General Ledger Tab and Select the
GL the Cost of the Invoice is to be

Fart number
saved on
your system

Number of
Parts/Packs
Received

Total ine

amourt of
total units

|-

rECEiVEd against Last Cost: J SOH: 1EI List Price: ‘
Print | Dptions ] Copy Inwaice | Fiounding l $0.00 BST. ‘ $50.00
Edit any other Invoice details I sockPuch e (| abot | addsubet | Brocss Freight 3000 Totah [ 95600

For example; Freight or

CostloVehicle | Save Invaice | Impart Costing | Difference: | (43247)

Rounding amounts to match
the total of your invoice.

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

at the top)



General Administration/Book keeping Operations

Entering Debtor Customer Accounts

To view, create or make an existing customer a

B Autosoft Parts, Workshop - The Autosoft Garage Pty Ltd
Debtor Account, File General Ledger | Accounts | Parts  Workshop Communications  Prospecting _ Utilities  Reports  Security  TaskPanel  Navigate
= b b Debtors ’ Debtor Masterfile  Ctri+1 %g ) 3 1= iz |8 =0
Creditors 3 Receipts Ctrl+2
i Go to Accounts- Debtor- Debtor Master Socomisrh At W outpurStatements

File

ii.  Existing Customer - F4 to search and

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

O
with SURNAME FIRSTNAME.
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.

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

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’

iii. Addresses tab to enter the Customers Address

iv.  Options tab - Fill in any further info you want to
store against the customer - set the option to
make the customer an Account

v.  To see the Current Balance or any History on the

Customer Go to the Balances or Query Tab

AY Debtor Master File

Mame: [AUTO CITY = |

Code: |AUTOZ Get Next Code

Display Name: [#uto City

Contacts | Addresses | A\nema;eAddres Gptions | Account Infommation | Marketing | Couier |

ervice & Parts Transachons

3Wehicle Debtor Transactions
Back Orders eady ta Invoice - Selected Debtar
Backorders - ALL Dieblors

Backorders - Selected Deblor

Backorders Fieady to Invoice - ALL Debtors
Backorders Fequiing Suppler Order - ALL Deblors
Backarders Frequiring Supplier Order - Selected Deb
|Biling to Account Balances

Group: |*"Not Defined™

Teritoy: [“Not Defined™

—

[o] @ ==

sumame searching

Enter as SURNAME then FIRSTHAME for

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

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|

Name Type Mumber Email/Fax This allows you to \'

Email customen@email.com. au Send Baoth email the customer

Phone 02 99669966 Invoices and

b obile 0400200200 Statements directly  tact Allowed s
instead of printing

L them
v
Auto Fix Name Browse Open Document Send SM5

Details for Mail Mege

e Debtor Master File 808
Mame: [ACCOUNT CUSTOMER €] Group. [3 Contact
Code: [112200 )| (Get Nest Cods) Tertory: |3 Contact Q|

Dizplay Mame: |EU5TDMEH ACCOUNT

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

[UDUONS i Dptions2 | Bank Account | Comments / Licence | Wword Search | Multiple Matiix |

Debtor Optians

Price Structure: |02 - Retail [Markup) |
Delivery Amaunt: $0.00

I Cash ar Account:

Dealer Licence:
Cash Print Opt: S}
Altemate Code: l:l
TasBremprtt [ |
Prirter Number:
Labour Price Code: :}
!

vi.
Save

[ BRay|

Date Created: |5/09/2013

ABN

Fietail Price Display: |Retal |

‘
:

| Show Inactive Accounts

[ Order Number R equired
] Mot Registered for GST
] Use Backorders

[lInactive

|

()15 a Company [not Individual)
Credit Limit

Limit Amount: $0.00

] Stop on Limit

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



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-



file:///C:/Users/Livianna/AppData/Roaming/Microsoft/Word/SystemFile.html
file:///C:/Users/Livianna/AppData/Roaming/Microsoft/Word/ExportToOnlineBankingSystem.html
file:///C:/Users/Livianna/AppData/Roaming/Microsoft/Word/ExportToOnlineBankingSystem.html
http://service.autosoft.com.au/entries/21692749-How-to-Do-a-Journal-

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 "o s ces Jax mrus s EE=me o0 R iEEw
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-Banking-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]



file:///C:/Users/Livianna/AppData/Roaming/Microsoft/Word/ExportToOnlineBankingSystem.html
http://service.autosoft.com.au/entries/21652760-How-to-use-the-Autosoft-Export-Online-Banking-System
http://service.autosoft.com.au/entries/21652760-How-to-use-the-Autosoft-Export-Online-Banking-System

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


http://service.autosoft.com.au/entries/21604315-What-to-Do-With-Your-Till-Reconciliation-Variances
http://service.autosoft.com.au/entries/21604315-What-to-Do-With-Your-Till-Reconciliation-Variances

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



http://service.autosoft.com.au/entries/21647560-How-to-use-the-Job-Control-Centre
http://service.autosoft.com.au/entries/21372544-How-to-Do-a-Creditors-Run-
http://service.autosoft.com.au/entries/21372544-How-to-Do-a-Creditors-Run-
http://service.autosoft.com.au/entries/21433295-How-to-do-a-Non-Creditor-Payment-in-Autosoft
http://service.autosoft.com.au/entries/21433295-How-to-do-a-Non-Creditor-Payment-in-Autosoft
http://service.autosoft.com.au/entries/21692749-How-to-Do-a-Journal-
http://service.autosoft.com.au/entries/21440774-How-to-Process-Undeposited-Funds
http://service.autosoft.com.au/entries/21372654-How-to-Do-a-Bank-Reconciliation-Run-
http://service.autosoft.com.au/entries/21475589-How-to-turn-certain-months-on-and-off-in-the-Calendar
http://service.autosoft.com.au/entries/21475589-How-to-turn-certain-months-on-and-off-in-the-Calendar
http://service.autosoft.com.au/entries/21106542-How-to-Backup-your-Autosoft-Database
http://service.autosoft.com.au/entries/21106542-How-to-Backup-your-Autosoft-Database
http://service.autosoft.com.au/entries/22674980-How-to-Cross-Check-Totals-on-BAS-and-Other-Reports

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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