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About this Quick Reference Guide and the Help System

This manual is designed to help you get started with your daily shop management software
tasks, such as setting up your shop information, entering customers and creating estimates
and repair orders. Because it is concerned with getting you started, it does not cover topics
such as deleting information. See the help system for more comprehensive information.

Help System

MANAGE®™ has a comprehensive on-line help system that you view and navigate on your
computer screen. If you do not find the information or procedure that you need in this manual,
look for it in the help system.

To access the help system:
1. You must have access to the internet.
2. In MANAGE, select the Help menu.

3. Select Contents and Index.
Result: The help system opens in a separate window.

Conkents and [ndex

Yideo Tips
Qick Reference Guide
Yiewy Error Log

Cuskomer Suppork
ALLDATA on the \Web

About ALLDATA MAMAGE..

About this Quick Reference Guide and the Help System 1



ALLDATA MANAGE Quick Reference Guide

4. Click the books and topics on the left side to browse through the contents, or select the
Index tab to enter search words.

e G

= L) Getting Started with MAMAGE -

diting job status codes

%twmmﬁummuumﬁ If you edit 3 job status code that appears on any un-posted orders, the
X] Using the Quack. Reference Gul job-status-code information on the un-posted orders updates. Editing job
ﬂ::’“‘ ""‘“"‘"“'"“"'E status codes does not affect cashiered and posted orders or service
weorkarg MANAL hi L
8] Expaed subgcoplong story
] Alecudt MAHAGE Ao dmen
ﬁmwmind . To edit a job status code:
. Meniiz
E Company [Shop] Infoamashon 1. From the Setup menu or shortcut bar, select Job Status Codes.
= 1L Shop Data
o @ Emplyes: Reswit: A kst of job status codes displays. If the list box is empty,
- Labaor Fistes there are no job status codes to edit.
- Diepclmrensy
= L) Joi Stahar Codes 2. Chek to hghhght the pob status code you are edibing.

(1] Jobs status codes st
3. Click Edit.

Reswit: An Edit Job Status Coade dialog box deplays.

-:". Cuastomaer ije:
- Customser Follow-up 4. Type your changes directly to the fields:
. Shop Jobs
- Cuastonnars and Vebacle: — Code: The numbers or letters that identify the i
. Newi E stimastes of Repas Orders and status.
& B Sewng and Lonweiting Repss Orde Description:  The status code text descrption.
- ‘w'oik, w1 Prospres  Adcbhorrs snd Fee
R ST 5. Click Submit.
- ervcae Hizlory 'I
d | . Mote; If you edit @ job status _c-:ude that appears on any un-posted |

Help Buttons

You will also see the following two help buttons within Manage. Click a help button to find
more information about the window or message you are currently viewing.

Screen help button

This help button is available on most windows. Click the button for help topics related to the
specific window you are viewing.

Message help button

This help button is available on most messages you will see. Click the button for help related to
the specific message you are viewing.

About this Quick Reference Guide and the Help System 2
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Chapter 1: Shortcut and Menu Bars

Shortcut Bar

The shortcut bars are displayed on the left side of the MANAGE® application window.

Ml airy
Scheduling
Irvventory
ALLDATA
Appointments
L Purchase
Eg Orders Repar
1 Infiosmation
o Employess
Mew E stimate s e E ]
o Repair Order Lt Vendois QR ql?
- Sh 1] Foimn ;
-r;ﬁ, %
Customers
EE- Disclaimers
[
B
Cugtomes %
Follow-up
Job Status
Shop Jobs
tﬁ.
‘Vehicles
Feo-.
o] Customes
Service History Lhi
LAY
= u ! ‘
Scheduling Accounting
Irweritory Inventory Setup
ALLDATA ALLDATA
Sewp || Setup Setup |

To hide/display the Shortcut Bar:

From the View menu, select Shortcut bar.

The shortcut bars

When starting MANAGE the main shortcut bar is selected. You can select a shortcut bar by
clicking on the shortcut bar name.

Chapter 1: Shortcut and Menu Bars 3
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Main shortcut bar

The Main shortcut bar gives access to day-to-day work options, such as working with
customers, vehicles and orders.

Scheduling shortcut bar
The Scheduling shortcut bar gives access to appointment information.

Inventory shortcut bar
The Inventory shortcut bar gives access to purchase orders, vendors, and the parts list.

ALLDATA shortcut bar

The ALLDATA shortcut bar gives access to the ALLDATA library of repair information and to
the Shop Forum, an online user community.

Setup shortcut bar

The Setup shortcut bar gives access to system Setup options, such as adding employees and
creating labor rates.

Menu Bar

The menu bar presents most of your application options, including creating new orders, setting
up shop information, requesting reports, and getting help.

4@ MANAGE

File Miew Reports  Setup  Window BaE]s

Note: To open a menu within Manage, click it or press the underlined letter while holding
down the ALT key (i.e. ALT-F opens the File menu.)

File menu

Use the File menu to create new estimates and repair orders, create new counter sales,
backup the database.

File
ordeiestirate Ctiso |

Counter Sale  Ciri+N |
Backup B - e !
Export... »

Exit

Chapter 1: Shortcut and Menu Bars 4
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The File menu also allows you to export data to an XML file, an Excel file, or the MARKET web

site.
File
[T
Export...
Exit
View menu

=ML Data Export

Excel Export
MARKET Data Export

Use the View menu to switch the window you are currently viewing (work in progress,
estimates, customers, shop jobs, vehicles, service history).

The View menu also allows you to hide or display the shortcut bar.

iEwy

Saved Estimates
Work in Progress
Cashiered

To Be Posted
Appointments
Custorners
Customer Follow-up
Shop Jobs

Vehicles

Service History

Invenktory

v Shortcut bar

Reports menu

Chri+E

Chrl+W

Chrl+D
Chrl<+3

Chrl-+L
Chrl=+Y
Chrl+]
Ctri+F
Chri+H

Purchase Orders Crri+C
Vendors
Parts Crl+pP

Crl+y

Use the Reports menu to access customer, management, shop, and inventory reports.

Reports

Company Setup Report

Customer Reports

Managemant Reparks

Shop Reports
Irventory Reports

Chapter 1: Shortcut and Menu Bars
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Revenus Raports
Sales Reports
Praofit[Efficiency Reports
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Setup menu

Use the Setup menu to access setup windows (for example: accounting integration,
database tables, and security profiles).

SN Window  Help

Emplovees

Labor Rates
Disclaimers

Iob Status Codes
Miscelaneous Charges
Cuskomer Types

Accounting Setup

Campany etup General

End of Day Setup TaxMarkups

Installation and Setup Print Format

Security Settings Drata Walidakion
Setup
Preferences

Catalog Setup

The Setup menu also allows you to view and print installation and setup documentation from a browser.

Employees

Labor Rates
Dicclaimers

Job Stabus Codes
Miscelaneois Charges
Custorner Types

Accourting Setup
Company Setup L
End of Day Setup

Installation and Setup

Sacurity Settings

Help menu

Use the Help menu to access the help system, Video Tips, the Quick Reference Guide (Training
Manual), view the error log, find customer support contact information, automatically link to the

Chapter 1: Shortcut and Menu Bars 6
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ALLDATA.com website if you have an active Internet connection, or view legal information.

Video Tips

Conkents and Index F1
YWideo Tips

Quick Reference Guide

Vienwy Erraor Log

Zuskomer Support
ALLDATA on the Web

About ALLDATA MAMAGE..

Use the Help menu and select Video Tips to access a selection of training videos displayed

in a browser.

Contents and Index

Wideo Tips
Quick Reference Guide
Wiew Errar Log

Cuskomer Suppork
ALLDATA an the Web

About ALLDATA MAMAGE. .

Fi

Video Tips

Bs Setting Up MANAGE
& Working with Inventory Vendors and POs

P8 Recommendations

BS Appointments

B8 Shop Jobs

g8 Customer Follow Up

B8 The Write Up Process

g8 Work in Prog

P8 Senvice Histo

BS Security

s MANAGE/QuickBooks Integration
N MANAGE DEMO Database

#= Parts Ordering and Confiquration

Chapter 1: Shortcut and Menu Bars 7
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Chapter 2: Setting Up Your Company Information

You must set up your shop information before you begin using Manage®™. This includes:

e Company information (general information, tax rates, markups, print formats, data
validation settings, and setup options), refer to Setting General Company Information
below.

e Shop Data Information (employees, labor rates, disclaimers, job status codes, and
miscellaneous labor charges, etc.), refer to "Chapter 3: Adding Shop Data” on
page 24.

The ALLDATA MANAGE Setup Wizard helps you add basic information before you use Manage
the first time. For help with the Setup Wizard refer to the MANAGE Pre-Install Workbook, which
can be accessed from the Manage menu by choosing Setup > Installation and

Setup > MANAGE Pre-Install Workbook.

Use this chapter for additional Company Setup instructions and details.

Company Setup

Company information ranges from demographic, such as address and phone numbers, to tax
rates, license numbers and database backup options.

To access Company Setup:
From the Setup menu or shortcut bar select Company Setup.
The Company Setup window contains the following tabs:

e General

e Tax/Markups

e Print Format

e Data Validation

e Setup

e Preferences

e Catalog Setup

Note: Some of the above features are only functional when the subscription

includes Elite Features.

Chapter 2: Setting Up Your Company Information 8
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Ry MaRAGE

General | TesMebeps | EiFomat | Dasbaldsion | Selup | Frefeences | CeldogSelp |
Corrpary N m
s W Iﬂq-ﬂmnn M|[WJJEB'55W
Addesr |1234u-s F.u:|
I Erd |"“°‘3""°°’°‘°°"
Prstel Cedr I‘b’iﬂi Shep B [cm
o [ o L

ek Addiezr I'b'ﬂ’\w@ﬁdﬂcm

1 |Srmnlm?ﬁﬂ

z |wsarss4321
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Setting General Company Information

Use the General tab to enter the basic contact and license information listed below.
1. From the Setup menu or shortcut bar, select Company Setup.
2. Select the General tab.

3. Type your shop's general company information. (See the following descriptions.)

General

Dwnes Mame:  |Pete Jones Phene: |(215) 5551212

Addhess:  [555 Man Shiest Fae [(215] 5555555

| Ernadt |petes jones@aldata coem

Postal Code: | 130000000 Sheo $: |

Ciy  [AMYTOWN Sl P [PA

‘wiab Address: |i:|:\l-¢nborm o O O, O

Ligenges

1: |F‘-ﬁ State Inpsechon

e
2]

Fields on the General tab:

Company Name: Your shop’s name, as you want it to appear on estimates, repair orders
and counter sales.

Owner Name: Your shop owner's name. Note: This does not appear on printouts.
Address: Your shop’s address.

Postal Code: Your shop’s postal code (5-9 alphanumeric characters). Note: Only the first 5
digits are used to determine the City and State/Prov. values.

City: Your shop’s city. The City field is prefilled if the code entered in the postal code field is
recognized by Manage.

Phone: Your shop’s telephone number.
Fax: Your shop’s fax number (if you have one).

Email: Your shop's email address, as it should appear on estimates, repair orders and
counter sales.

Chapter 2: Setting Up Your Company Information 10
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Shop #: Use this field if you have more than one shop location.

State/Prov.: Your shop’s state or province. The State/Prov. field is prefilled if the code
entered in the postal code field is recognized by Manage.

Web Address: Your shop's Web site address, as it should appear on estimates, repair
orders and counter sales.

Licenses: Any shop licenses that should print on estimates, repair orders, invoices and
counter sales (BAR, EPA, etc.).

4. Click the Submit button.

Setting Taxes, Markups, and Other Charges

Use the Tax/Markups tab to enter the markup and tax option listed below.
1. From the Setup menu or shortcut bar, select Company Setup.
2. Select the Tax/Markups tab.

3. Type and select your shop’s options. (See the following descriptions).

TaxMarkups
Lan Rates Markups
Dl Tax Schedule: |System Defaul Sublat %: (7 o0
Labe Guide %: [20.00
Tape Mairis Satup Prige Malrix Setup
Shop Supply Chasges Hazmat Charges
Tpe | EETIEI ~ Type: [Patstlobe 7]
A (200 Ll Ol dmore 000 3 Fx
Max Chage: (53972 Max Chasge: lsum
Applp Tae [ fpply Tax [
Puofit Masqi
Minirevaen Drder Proft Mangin %: [54.00

Chapter 2: Setting Up Your Company Information 11
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Tax Rates

Default Tax Schedule: Displays the tax schedule set as a default.
Tax Matrix Setup: Click this button to open the Tax Rate Setup window.

On the Tax Rates tab:
TacRatesSetup =
[ TaxFstes | TawSchedue
T Rabe Type
Tass Rate Name [Reogiu Fale =l ¥ Feguls
= Compound
Paits ' Labor
Range 8 FFincen Cioat To Cist Tax X From Ciost To Cost Tan %
1 m M Limat 7.75 m Ha Lirat .59

3| | oe |

1. Click New to activate the Tax Rate Name field for input.
2. Enter a name for the new Tax Rate.

3. Select a Tax Rate Type using the selection boxes:
e Regular
e Compound (only one compound tax can be configured per database)

4. Use the grid to add ranges and tax percentages and click Save.

5. Click New to add more Tax Rates or select the Tax Schedule tab.

Chapter 2: Setting Up Your Company Information 12
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On the Tax Schedule tab:
x|

TacFates | TaxSchedde

Scheduls Name [rew schsduie 'ﬂ
™ Defaudt Scheduls

Tax Rate: Available Tax Rates Included
Tax Fate Type Tax Rate Type
riewi Compound rale Hegds Hewdy crested Fiesgudar

<4 Remeve Al

il

4 | x| 1] |,L|
l:? Hew | Dielete |
| e |

1. Click New to activate the Schedule Name field for input.

2. Enter a name for the new Tax Schedule.

3. If appropriate, use the Default Schedule box to set the current schedule as the default.

4. Use the buttons: Add Selected >, < Remove Selected, or << Remove All to move
Tax rates between the Tax Rates Available and Tax Rates Included grids and click
Save.

5. Click Close.
Result: The Tax/Markup tab of the company Setup window displays.

Markups

Sublet %: Type the markup percentage of work you send to other shops.

Labor Guide %: Type the markup percentage for labor items from the ALLDATA Repair Parts
and Labor Guide.

Chapter 2: Setting Up Your Company Information 13
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Price Matrix Setup: Click this button to open the Price Matrix Setup window, where parts
markups and profit margins can be configured. For more information on completing this window
refer to “Price Matrix” on page 119.

Shop Supply Charges

Use this section to set up a Shop Supply fee that is automatically added to all jobs on orders.
The charge is either a flat fee or a percentage of the parts and labor charges. The fee can be
removed from individual orders.

Note: The Shop Supply fee is applied to each job on an order matching the Parts and Labor
criteria selected.

To charge a flat shop supply fee:

1. In the Shop Supply Charges Type drop-list, select Parts & Labor, Parts Only, or Labor
Only.

e Parts Only - fee only applies when parts are billed to a job

e Labor Only - fee only applies when labor, sublet or miscellaneous charges are billed to
a job

e Parts & Labor - fee applies when parts, labor, sublet or miscellaneous charges are
billed to a job

2. Type the fee amount.
3. Select the dollar sign ($) after your selection.

4. Select Apply Tax if the shop supply fee is taxable. Supplies are a materials charge so are
taxed using the parts rate. If your Parts % tax rate is set at zero, then this field is dis-
abled.

Shop Supply Charges

Type: |F'arts & Labor "I

Amount: |‘|11EID (@ Ol
Man. Charge: |$3U.EII]

Apply Tax [

To charge a percentage shop supply fee:

1. In the Shop Supply Charges Type drop-list, select Parts & Labor, Parts Only, or Labor
Only.

e Parts Only - fee only applies when parts are billed to a job

e Labor Only - fee only applies when labor, sublet or miscellaneous charges are billed to
ajob

e Parts & Labor - fee applies when parts, labor, sublet or miscellaneous charges are
billed to a job

Chapter 2: Setting Up Your Company Information 14
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Type the percentage amount.

. Select the percentage sign (%) after your selection.

Type a Maximum Charge. Do not leave this box at zero or the application assumes there
is no maximum charge.

Select Apply Tax if the shop supply fee is taxable. Supplies are a materials charge so are
taxed using the parts rate. If your Parts % tax rate is set at zero, then this field is dis-
abled.

Hazmat Charges

Use this section to set up a Hazardous Materials fee that is automatically added to all orders.
The charge is either a flat fee or a percentage of the parts and labor charges. The fee can be
removed from individual orders.

To charge a flat hazardous materials fee:

1.

2.

3.

4.

In the Hazmat Charges Type drop-list, select Parts & Labor, Parts Only, or Labor
Only.

e Parts Only - fee only applies when parts are billed to a job

e Labor Only - fee only applies when labor or miscellaneous charges are billed to a job

e Parts & Labor - fee applies when parts, labor or miscellaneous charges are billed to a
job

Type the fee amount.

Select the dollar sign ($) after your selection.

Note: The Hazmat fee is applied to each job on an order matching the Parts and Labor
criteria selected.

Select Apply Tax if the hazmat fee is taxable. Hazmat is a materials handling fee so it is
taxed using the labor rate. If your Labor % tax rate is set at zero, then this field is dis-
abled.

Hazmal Charges
Type: |Palls & Labar LJ

Max. Charge: [$100.0

Tt © >

To charge a percentage hazardous materials fee:

1.

In the Hazmat Charges Type drop-list, select Parts & Labor, Parts Only, or Labor
Only.

e Parts Only - fee only applies when parts are billed to a job
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e Labor Only - fee only applies when labor or miscellaneous charges are billed to a job

e Parts & Labor - fee applies when parts, labor, or miscellaneous charges are billed to a
job

2. Type the percentage amount.
3. Select the percentage sign (%) after your selection.

4. Type a Maximum Charge. Do not leave this box at zero or the application assumes there
is no maximum charge.

5. Select Apply Tax if the hazmat fee is taxable. Hazmat is a materials handling fee so is
taxed using the labor rate. If your Labor % tax rate is set at zero, then this field is dis-
abled.

Profit Margins

Minimum Order Profit Margin: Type the minimum threshold percentage. This value is used to
determine if the profit margin is met as orders are saved. For more information, refer to “Profit
Margin Analysis” on page 120.

Note: The Minimum Order Profit Margin feature is only functional when the subscription includes
Elite Features.
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Setting Print Format

Use the Print Format tab to select and enter printing options.
1. From the Setup menu or shortcut bar, select Company Setup.
2. Select the Print Format tab.

3. Type and select your print format options.

| Print Format |

Fooler. |‘£'w'£ LL SERVICE FOR A SWELL PRICE!

Printed Labos Fomat
% Show Rste snd Tima
" Show Tolal [Cakoudnted fom Rate and Time]

Heport Settings
™ Puirt o6 Pregprinted Fom
[# Pred Techracians
¥ Prind "buthorzed By
¥ Prirt " for Hazmat and Shop Supphes
™ Pord Ordlers vath Job Sub Tolals

Fields on the Print Format tab:

Header: Type text to print at the top of your printed estimates, repair orders, counter
sales and balance due reports.

Footer: Type text to print at the bottom of printed estimates, repair orders, counter sales
and balance due reports. The footer does not print on pre-printed forms.

Printed Labor Format section

Show Rate and Time: Select this option to show the labor rate, labor time and total
billed labor on printed estimates, repair orders and invoices.

Show Total: Select this option to show just the total billed labor amount on printed
estimates, repair orders and invoices.

Report Settings
Print on Preprinted Form: Select this option when using pre-printed MANAGE®™ forms.

Print Technicians: Select this option to print the technician’s name on receipts.
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Print “"Authorized By”: Select this option to print the Authorized By fields on the order
and order history reports. This option is unavailable if the Print on Pre-Printed form
option is selected.

Print * for Hazmat and Shop Supplies: Select this box to print an * next to the
Hazmat and Shop Supplies charges when they are printed on order reports. This might be
required by your local government.

Print Orders with Job Sub Totals: Select this box to include Job Sub Totals when printing
orders.

4. Click the Submit button.
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Setting Data Validation Levels

Use the Data Validation tab to select the validation levels for different conditions at various
stages of the order. This allows you to tailor Manage to require certain information important to
your business under specific circumstances.

1. From the Setup menu or shortcut bar, select Company Setup.

2. Select the Data Validation tab.

Data Validation |

Milenge In carnot be 2e00 of st tham B vebecks's Coment Misage | Order Scees | Mot F s ed

Uuche/Est/RD Mieage Uut connot be zeno o kst than the Misage In Ordes Scaeen Hol Requaed e
Quoba/EsLRO  "Wrilben By cannot be blank Oirclest 5 ctmany Mol R aquated
Quobe/Est/RO0  Assigned Techrician cannol be blank Job Scresn Hot R equared
Irrvosce: Mieage In cannot be zero of less than the vebecke's Cument Misage  Order Scieen Hol R equued
Inivoice Mieaags Oul cannol be zeno of ks than the Misags In Oirdesr Scaman Hot R equated
Irvoice: ‘wiithen By cannot be blank Order Scaeen Hot Required
Irrwoete Order Total carnol swcead suthoised atlimate smourt Oidai Seisen Mot Faqaed
Irwoice Astagned Techracian carnol be blank Job Screen Mot R equated
Irevpice: Faut Cost connot be 2o Liree Ibesm Screen | Mot B equaed
Invoice Labot Flagged Hours cannot be zein Lires Ibes Sersery | Mol Faguisd
Invnice Mizc Cosl cannol be 2em0 Lirws Ibesm Sermer | Mot R equited
Irwoice: Sublet Cost cannol be zero Liree lbem Screen | Hob Fequeed
[ Whicle Licente cannol be blank Wehicls Sereen Mot Requaed
Al Vshicle VN carnot be blank Wehicls Screen Mot Requined
Cusslomess Ermaa Carnct be blank Customer Soeen Mot Fequeed

Ferstal | Change Status |

3. Select an Order State/Rule/Location combination and click the Change Status button
until the appropriate status displays in the Status column.

4. Repeat Step 3 as appropriate.

5. Click the Submit button.

Note: The Data Validation feature is only functional when the subscription includes Elite Features.

Chapter 2: Setting Up Your Company Information 19



ALLDATA MANAGE Quick Reference Guide

Setting Setup Information

Use the Setup tab to set various options and settings, including estimate and repair order
options.

1. From the Setup menu or shortcut bar, select Company Setup.

2. Select the Setup tab.

o=
e = Dot E crmals s it e} =

Starbrsg Esbrnale 1 = [veietn B0 e alter. fdayr} [

Eaming PO B =
W Diplay maming when posting animcice | pass cost o lsbor coot i nad entered
W Displey waiming when posting animoice § the rs is nal pad in

¥ Bpass Rewsion Massage

Shoowsh Seflings Ak Cabenoiss
HIAFIKET Shep 0 1
Cofegery Spsher ~
Accersones and Ophonal Equpment Ic2
. . Body ard Frame v
Autehdmin $efling Basker and Tiagkon ool =
Rackip | iz Corbel [
[ Sheawdubad dinin Alesds on Dpsn Duagrcais
) Expet | Engine, Cooling st E st Ic3
¥ Enabiodudnddmin A ppantmant brpad Vieafing and A Condboning =
It Farel [aupes tnd Warig Indfizais =
¥ Enabiknadnd dimin S ereice Hitloy Expot Lighing 2nd Homs i
Warksnance &l
¥ Diplay Hew Appsrtent Mediegs Fossian Manageneal =
. Fonlagn ordd Modules =
Diplay futod dinin Emos M prages Figabpinl Spstera o
Seraonn and Swichen 52
Startng and Chagrg ¥
Sierng and Saperalan ¥
Catabon % attings Teanarission and Deavtsan I+ 3
M s e d s =
¥ Erthiie utorratic Mspeng of DEM Fats 1o AdoZone Pats
M Calegow
DEM Catslag Sourcs AutoTone Catghog Souwce
& Orline % Aakol oras Delre

T Dism " Activant Dac

3. Type and select your available settings and options.
Starting RO#: Type the number you want repair orders to begin at.
Starting Estimate #: Type the number you want estimates to begin at.
Starting PO#: Type the number you want purchase orders to begin at.
Delete estimate files after...(days): The number of days to keep your estimates.

Delete PO files after...(days): The number of days to keep your closed or voided
purchase orders.

Display warning when posting an invoice if parts cost or labor cost is not
entered: Select this option if you want to be warned, at the time of posting, that you
have not entered your actuals (the actual labor time spent or the actual part or service
cost).

Display warning when posting an invoice if the invoice is not paid in full: Select
this option if you want to be warned, at the time of posting, when an invoice still has a
balance due.

Bypass Revision message: Select this option to turn off the warning message when
revisions are not authorized before saving the order.
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4. Complete the ShopWeb Settings section:

MARKET Shop ID: Enter your MARKET Shop ID number. This field is required if
Customer Follow-up uses the MARKET Email format and is enabled.

5. Complete the AutoAdmin Setting Section:
Backup button: Use this button to set your automatic backup options.
Export button: Use this button to set your export scheduling options.

Show AutoAdmin Results on Open: Select this option to display, at startup, the results of
any backups or exports completed since shutdown.

Enable AutoAdmin Appointment Import: Select this option to activate the importing of
appointments from the MARKET web site every hour.

Enable AutoAdmin Service History Export: Select this option to activate the exporting
of service history information to the MARKET web site every hour.

Display New Appointment Message: Select this option to have a notification message
display when a new appointment is found and imported.

Note: This field is deactivated when the MARKET Shop ID field is blank or the Enable
AutoAdmin Appointment Import option is disabled.

Display AutoAdmin Error Message: Select this option to have error messages display
when AutoAdmin encounters an error while importing appointments or exporting Service
History information.

Note: This field is deactivated when the MARKET Shop ID field is blank or when no related
AutoAdmin option is enabled.

6. Complete the Catalog Settings section:

Enable Automatic Mapping of OEM Parts to AutoZone Parts: Select this option to turn
on the automatic lookup of AutoZone Parts from the Catalog window.

OEM Catalog Source: Select if you will access the OEM Parts from Online or Disc

AutoZone Parts Source: Select if you will access the Activant Disc Catalog or the AutoZone
Online Catalog. Note: Online access requires an Internet connection.

7. In the Job Categories section, the system defaults are listed and cannot be changed. To
add a category, type the name of an additional category in the New Category field and
click Add.

Result: The category is added to the list and can be changed or deleted.
8. Click Submit.

Note: The New Category field is only functional when the subscription includes Elite Features.
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Setting Preferences

Use the Preferences tab to select and enter your shop preferences options.
Note: The Preference tab is only functional when the subscription includes Elite Features.

1. From the Setup menu or shortcut bar, select Company Setup.

2. Select the Preferences tab.

Preferences
Default Search by Settings Default Follow-up Format
Part Scieen Search | CETTIFT—. - Follow-up Format | MAMAGE Mail Meig =
[efaul Cily Casing Salti

CyCosno[Tie Case 7]

3. In the Default Search By Settings section, choose the Part Screen Search option for
the parts screen list:

e Part Number
e Description

4. In the Default City Casing Settings section, select the type of capitalization to use
when pre-filling city fields on company, customer, and vendor windows.

If you select UPPER CASE, all prefilled city names will be completely capitalized (ATLANTIC
CITY) and if you select Title Case, all prefilled city names will be capitalized as a Title
(Atlantic City).

5. In the Default Follow-up Format section, select the Follow-up Format to use as a
default.

6. Click the Submit button.

Note: The Default Follow-up Format is only functional when the subscription includes Elite Features.
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Catalog Setup

Use the Catalog Setup tab to select and enter your Catalog Credentials.
1. From the Setup menu or shortcut bar, select Company Setup.

2. Select the Catalog Setup tab.

Company Setup El

General | TaxMarkups | Print Format | Diata Walidation \ Setup | Preferences \ Catalog Setup |
Catalog Credentials AConneX Setup

| AutoZone
Pin |

Update Password and MCL

| Internet Auto Parts
PartnerCompany
Userhame

Passwiord
ProgramGroup

StorelD

A Autoi Online

UserName

Pagsword

-~ WHI Solutions

Username

Password

- OEM

Username

Passwiord

3. Enter info and Credentials for the relevant Catalogs.

4. When credentials are entered for a catalog that catalogs Tab will appear in the catalog viewer.
5. Enter your ALLDATA Repair online username and password for OEM Catalog, Parts & Labor.

6. When AutoZone PIN is entered click “"Update Password and MCL"” to complete AutoZone setup.

7. If Activant discs are copied to the PC and the license is activated, Click "AConneX Setup” to “Retrieve
AConneX Account” info or “Create New AConneX Account”.

Note: The Credentials need for each catalog will be available from your Parts Vendor.
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Chapter 3: Adding Shop Data

Creating Employee Records

To list the names of employees on estimates, repair orders, counter sales and reports, you
must add their names to the system.

To add an employee:

1. From the Setup menu or shortcut bar, select Employees.
Result: A list of employees is displayed.

Employees x|
Search By Filber By —
oloves NarJd I ftetive =
Employee ID | Hame | Tile | Extension | Actve
002 Hairy Actres
00g Tony Actre
oS ik Aicke
| Statuz: Done Record Count: 4
Hew | Edt_ | Refesh |
& _Close_|
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2. Click the New button.
Result: A New Employee dialog box is displayed.

Rioles:

Employee ID: | .7.- —
I

Employee Name: |

Tile: |

Extension: I

~ Salaty Information
Payment Type:  |Flat Rate |
Payment Amount  [$0.00 e
Pay Penod Hours: |

il Employee D field cannot be blank

Subin | Cancel

3. Type an Employee ID. Choose how you want to identify your employees using letters,
numbers or both. This is a required field.

4. Type an Employee Name (required), Title and Extension.

5. Enter Salary Information (Not required.)

¢ Flat Rate - In the Payment Type drop-list, select Flat Rate for hourly employees
whose hours are calculated using the hours billed to the customer rather than the
actual hours worked. Type the hourly pay rate in the Payment Amount field.

e Hourly - In the Payment Type drop-list, select Hourly for employees paid per hour
worked. Type the hourly pay rate in the Payment Amount field.

e Salary - In the Payment Type drop-list, select Salary for employees paid a set
amount for a set time period. Type the salary amount in the Payment Amount field,
and type the hours per pay period in the Pay Period Hours field.

6. Select the Roles the employee performs. This is a required field.

7. Select Active if the employee is available to be assigned to Jobs. (Not required.)

8. Click the Submit button.
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Creating Labor Rates

You must create the labor rates that are available when creating estimates and repair orders.
After creating your labor rates, verify that one is selected as the default rate.

To create a labor rate:

1. From the Setup menu or shortcut bar, select Labor Rates.
Result: A list of labor rates is displayed.

Search By

O] |

Code | Dascription Fate: e

Rate 2 Labor Rate2  $75.00 Dafaul
Fabe 3 Labor Rate 3  $100.00

| Stabues: Do Record Count: 3

Hew | E |  Deete | Refesh |‘
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2. Click the New button.
Result: A New Labor Rate dialog box is displayed.

x|
Labor Rate Code: | Rate: [$0.00
Dezcnption: |
Drefaudt Fate: r

:31 Labar Rate Code field canmot be blank.

Canceal

3. Type a Labor Rate Code. Choose how you want to identify your labor rates using letters,
numbers or both. This is a required field.

4. Type a Rate.
5. Type a Description.
6. Select the Default Rate check box if you want this rate to be your default labor rate.

7. Click the Submit button.
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Creating Disclaimers

Manage®™ provides a method for creating and printing certain notes, warnings, disclaimers or
waivers that might be required by your local government.

You can configure the font, style, and conditions for printing.

You must create the disclaimers before they can be available while creating estimates and
repair orders.

To create a disclaimer:

1. From the Setup menu or shortcut bar, select Disclaimers.

Result: A list of disclaimers is displayed. The list is blank if no disclaimers have been cre-
ated.

oscaimers x
Search By
90 veanarty on ol perace
Pasts 30 day wairanty on &l parts Wex N k| L] ol =l - e
55-1 Seniol Specasl iequite: HAARP cad Mo ‘eg 12 “es [ » -
Test daclamer  Test disclamer bexd Ve ‘ez 12 Yes W o
| Stahu: Dione | Record Count: 4
Hew Ecit Delte |  Beiesh |
o Close
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2. Click the New button.
Result: A New Disclaimer dialog box is displayed.

New Disclaimer ) { x|
Title:
|
Disclaimer
zl
=
Settings
[ Aways P I~ Show Box I Bold Test Fort Size: [3 =
P O e [¥ Estimater ¥ Repar Qider: [ Inwoice: W i
g Tile field cannot be blark. | Cancel

w

Type a Title to identify your disclaimers. Use letters, numbers or both. This is a required
field.

4. Type your Disclaimer text. You can use both letters and numbers in this field.

5. Select the appropriate Settings:
e Always Print
e Show Box
e Bold Text
e Font Size

o

Select the Prints On options:
e Quotes
e Estimates
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e Repair Orders
e Invoice
o All

7. Click the Submit button.

Creating Job Status Codes

Use job status to indicate the state of service or repair.

You must create the job status codes that are available when creating estimates and repair

orders.

To create a job status code:

1. From the Setup menu or shortcut bar, select Job Status Codes.

Result: A list of job status codes is displayed. The list initially has a few predefined job

status codes that you can use, edit, or delete.

Job Status Codes Yl

Semch By

[Coce I

x|

Code /| Descrption

AUTH  ‘Waling fee custhormes aithoizalion
CHE. To Be Checked

DOME  Job iz Complete

FAIDN  Cusborres ha Paid

SHOP  In Shop

SOP Special ke Pt

SUELT Wehscls out of shop for subled work
UM Unaszigned

WAIT  Cambomes 'waling

WP ‘whotk in Progress

| Stahur Done

Examples: WIP is a code with a description of Work in Progress; PARTS is a code for Holding on

Parts.
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2. Click the New button.
Result: A New Job Status Code dialog box is displayed.

Mew Job Status Code i x|

Code: |

Description: |

(| Status Code field cannot be blank,

o Cancel

3. Type a Code. Choose how you want to identify your job status codes using letters, num-
bers or both. This is a required field.

4. Type a Description.

5. Click Submit.
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Use miscellaneous charges for simple labor charges.

ALLDATA MANAGE Quick Reference Guide

Note: Miscellaneous charges should not be used for parts because miscellaneous charges

are taxed as labor.

You must create the miscellaneous charges that are available when creating estimates and

repair orders.

To create a miscellaneous charge:

1. From the Setup menu or shortcut bar, select Miscellaneous Charges.
Result: A list of miscellaneous charges is displayed. The list is blank if no miscellaneous

charges have been created.

Miscellaneous Charges N |
Search By
] |
Code Diescaiption Fietad I
CHAMGE |Change s flat e, |
CHARGE Battedy re-changs. £10.00
PLUG Flat twe phag & foc $25.00

| Status: Dome | Record Count: 3

Hew Edi | Deiete | Refesh |

£ [ Cow |
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2. Click the New button.
Result: A New Miscellaneous Charge dialog box is displayed.

New Miscellaneous Charge |
Code: 1| Rietail I‘;DIII

D escriphon: 1

% Taxaslabor © TaxExempt

K| Code field cannol be blank.

Cancel

3. Type a Code. Choose how you want to identify your miscellaneous charges using letters,
numbers or both. This is a required field.
4. Type a Retail charge.

5. Type a Description.
6. Select whether to Tax as Labor or to leave as Tax Exempt.

7. Click the Submit button.

Examples of Miscellaneous Charges
The following are examples only, not suggestions.

Code Description Cost

NCI New customer initiation fee $25.00

TRAN1 | One way shuttle transportation | $5.00

TRAN2 | Round-trip shuttle transportation | $5.00

Tow Towing charge $50.00
HDLT | Headlight adjustment $25.00
Store | Storage fee, per day $20.00

Creating Customer Types

Use customer types to automatically assign labor rates, tax exemptions and part discounts to
different types or groups of customers.

You must create the customer types that are available when creating or editing customers.
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System Default Customer Type

All customers are automatically assigned the System Default customer type, but you can
assign any customer type to a customer. The System Default starts out with your default
labor rate, no parts discount and no tax exemptions, but you can edit these settings. The
System Default customer type cannot be deleted.

Example Customer Types: Standard Customer, Senior Citizen, Fleet Customer, Govern-
ment.

To create a customer type:

1. From the Setup menu or shortcut bar, select Customer Types.
Result: A list of customer types is displayed.

xq
Seaich By
Past Discount| Labor Code | Labor Rate Descaption | Labor Rate | Tax

T a1l ..II".. I JsCount Labce
Spstemn Dedad 0.00% Standend Stardard Labor Flate $100.00 Pty Labos
T ¢ E st Q00% Standand Stardard Labor Fate £100.00

Hew |  E® |  Dokte |  Rehesh |

Z T
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2. Click the New button.
Result: A New Customer Type dialog box is displayed.

New Customer Type x|

Customer Type Informaton

Customer Type: I Labor Tax Exempt
Pait Discount %: IIII o I Pasts Tax Exemgd

Labee Fate [nformation

Rate Code: LE1 | Rata: me

Diescriphion: ||-~!~|="='r 1

'__‘*EI Customes Type field cannot be blank.

i I Canicel

3. In the Customer Type Information section, type a Customer Type. Use descriptive text
or a code that is easy to identify, such as Standard (STD), Preferred, Senior, or Govern-
ment (GOVT). This is a required field.

4. Type a Part Discount % if this customer type gets a discount on parts.

5. Select Labor Tax Exempt or Parts Tax Exempt options if this is a tax-exempt cus-
tomer type.

6. In the Labor Rate Information section, select a labor rate code from the Rate Code drop-
list. The Rate Code drop-list contains the labor rates you created.
Result: The Description field displays the description and the Rate field displays the
hourly fee for the selected Rate Code.

7. Click the Submit button.

Creating and Processing Customer Follow-up Messages

Use the Customer Follow-up feature, when enabled, to manage follow-up messages. Mes-
sages (user-created or system) can be tailored, printed and sent (mailed or transmitted via
email) to your customers under specific conditions, such as posting invoices or service spe-
cials.

Manage system messages are intended to welcome customers, thank them for business, and
remind them of scheduled and recommended services. These messages cannot be deleted but
can be tailored to meet your shop's specific needs.
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User-created messages can be created and tailored using one of two formats:
e MANAGE Mail Merge

Using Microsoft Word's Mail Merge functions that are supplied with Manage, these
messages can be formatted, labeled, and printed. The printed documents can then be
mailed out to your customers.

Note: Microsoft Word is required to be installed on your computer with Authentication
certifications applied for macros before certain functions can be accessed. The but-
tons for functions that require Microsoft Word appear grayed-out when they are not
available.

e MARKET Email

Using email templates supplied with MARKET and accessed in Manage, these mes-
sages can be formatted and sent in email to your customers. All email messages use the
information at the MARKET website to process the information. If a valid MARKET Shop
ID is not configured in the company setup window, you will not be able to select MARKET
email as a format. The template on the MARKET website cannot be edited

from within Manage.

The MARKET website queues email message as they are processed in Manage and
sends them out to customers in batches. Refer to the MARKET website for information
about reports, preferences, and settings.

To access and process follow-up messages:

1. From the main shortcut bar, select Customer Follow-up.
Result: The Customer Follow-up window displays with the following tabs:

e Customer Message Queue tab - For more information, refer to “"Customer Message
Queue Tab"” on page 37.

e Processed Messages tab - For more information, refer to “Processed Messages Tab”
on page 39.

e Settings tab - For more information, refer to “Settings Tab” on page 40, and setting
purge and queue parameters.

Chapter 3: Adding Shop Data 36



ALLDATA MANAGE Quick Reference Guide

Customer Message Queue Tab

The Customer Message Queue tab displays the queued Customer Follow-up Messages that
match the Selection Criteria, so that you can locate messages to process or delete.

[CustomesFollow-up x|
Eligtbmﬂlluﬂﬂéﬁllgé Queue | Frocessed Messages ' Settings '
Selection Critori
Meszage To Process Drate Frsm Date To Filter By
[Select Message =] [enszoe =] [nzewe =] Fech | =]

[ ol

Process | Customes | Conlact  |Address1  |Address 2 | City, State & Postel Code | Wiehicle Due Date | Subject | Foamat

| Status: Done | Total Record Count: 0 Selected Record Count: 0
& Lotters and Maling Labels - 1" x 25/8" lassrorinkiet) Letters Orly eview | Fiocess | peme | Retesn |
4 _Close |

To determine the queued messages to display:

1. You must select a message type in the to Message to Process field.

2. You can use the Date fields to select the earliest and latest due date to be included in the
Date From and Date To drop-down boxes.

3. You can use the Filter By option to select a message format (MARKET Email, MANAGE
Mail Merge or All) to include in the list.

4. Click Fetch.

Result: The Queued Message grid is updated to list only those matching the Selection
Criteria.
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To process queued messages:

1.

To preview the layout of a MARKET Email message, highlight a single Customer Follow-up
message with the MARKET Email format (mail merge formatted messages cannot be pre-
viewed) in the grid and click Preview.

Result: A browser type window displays an example of the email the customer will
receive. Click Close to continue.

Using the Process selection boxes, select the Customer Follow-up messages that you
want to work with.

Select a print option to apply to the selected messages.

Click Process to process the selected messages in the selected print format.
Result:

e MARKET Email - If the format of any selected message is MARKET Email, the cus-
tomer follow-up information for all of the Market Email messages are sent to the MAR-
KET database so that they can be compiled and the email messages sent to the
customers.

e Manage Mail Merge - If the format of all the selected messages are MANAGE Mail
Merge, the messages open in Microsoft Word to allow you to print the messages and
mailing labels.

Note: If Microsoft Word is not installed on your computer, functions that require
Microsoft Word will be deactivated.

e Both - If messages of both type are selected only the MARKET Email messages will be
processed.

When you return to the Customer Message Queue tab, the processed messages are
moved from the Customer Message Queue list to the Processed Messages list, click
Close.

TIP:

The MARKET website maintains a Customer Follow-up Email Status report. This
report shows all of the email files sent to customers, and whether they were
successfully delivered.
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Processed Messages Tab

The Processed Messages tab displays the message that have been processed so that you can
choose messages to view or delete.
Note: A Customer Follow-up Email Status report is available on the Resource Center
page of the MARKET website where you can trace follow-up messages of the format MARKET
Email.

Customer Follow-up [ ' . EI

Customer Message Qusue [Processed Messages | Sefings 1

Soloction Crites
Mezzage To View Seaich By

|3|-awﬁl ﬂ |Eu:lm j |

Culeener | Vehicle | Mezzage | Subpset | Dste Processad | Feemat

b 2o Mk MAMAGE 'Welcoms Letter  Cuslomer Apprecistion  BM1/2008 24609 P MARKET Emad

Status: Done -.Tﬂﬂﬂmdmzl .
| Redresh |
3 _ Cowe |

To select and process queued messages:

1. Enter the Selection Criteria.
e Select the message type in the to Message to View field.

e In the Search By drop-list, select the Search Criteria and type an alphanumeric char-
acter in the search by text box.

Result: The Processed Message grid is updated to list only those matching the Selection
Criteria.

2. To delete the message before the auto purge date, select a message and click Delete.

3. When you are done with the Customer Message Processed Messages tab, click Close.
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Settings Tab

The Setting tab displays the existing messages and the settings for queuing and purging
messages.

Customer Message Queus Frocessed Messages Tﬁﬁiﬁﬁﬁ;i
Meszages
Hame Dofauk Subject Signahue Tithe System
MAMAGE Recommendabon Leites  Recommendsd Sendce [Shop Owner Signabwe]  Shop Cenes Ea
MAMAGE Service Remindes Letter  Schedulsd Service Reminder  [Shop Dwrer Signabae]  Shop Dwnes b
MAMAGE Theank “ou Lether Cushormer Appaeciation [Shop Owrer Signabwe]  Shop Demee e
MAMNAGE “Welcome Letba Cuishorme Appdeciation [Shop Owrer Signabuie]  Shop Dwoet b
|Record Count: 4
Add : o | Retsh || |

fwito Queue Settings

¥ Auto quees - “MANAGE Welcoms Letbers” [+ Auto queus - "MAMAGE Setvice Reminder Letbers™

¥ Bl oueses - “MAMAGE Thark You Lathers™ [ Ao queus - "MANAGE Recommendstion Latbers'™
Auto Purge Settings

[ Dedele quewsd mastages alter . dags: |9':'
¥ Dedste processed messages after .. days: [50

To select and process messages and queue settings:

1. Select a message and use the following to perform the corresponding functions:

e Add - To add messages. Refer to “"To create a Customer Follow-up Message form:” on
page 41 for more information.

e Edit - To edit existing messages. Refer to "To edit a Customer Follow-up Message
form:” on page 42 for more information.

e Delete - To delete existing, non-system messages.

2. In the Auto Queue Settings section, select or de-select the following queue options to
enable or disabled them:

Auto queue - MANAGE | Welcome letters can be automatically queued to be sent to new
Welcome Letters customers when the Customer record is created.
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Auto queue - MANAGE | Thank You letters can be automatically queued to be sent to a

Thank You Letters customer when the customer has an invoice posted.

Auto queue - MANAGE | Reminder letters can be automatically queued to be sent to a
Service Reminder customer when the customer has an invoice posted.

Letters

Auto queue - MANAGE | Recommendation letters can be automatically queued to be sent
Recommendation Let to a customer when the customer has a Recommendation
ters created.

3. In the Auto Purge Settings section, select or de-select the following queue options to
enable or disabled them:

Delete queued mes Enter the desired number of days between queuing the message
sage after days. and deleting it.

Delete processed Enter the desired number of days between processing the
message after message and deleting it.

days.

4. When you are done with the Customer Message Settings tab, click Close.

Customer Follow-up Message Forms
To create a Customer Follow-up Message form:

1. From the Main Shortcut bar, select Customer Follow-up.
Result: A list of customer follow-up messages displays.

2. Select the Settings tab.

Result: The Settings tab displays a list of existing messages. The list includes default
System messages supplied with Manage.

3. Click Add.
Result: The New Follow-up Message window displays.

4. Complete the following fields:

e Message Name - Enter a name for the message. This name will be used as selection
criteria on the Customer Message Queue and Processed Messages tabs.

e Default Subject - Enter the text to be displayed in the Subject line of the message.

e Paragraph One - Enter the text to be displayed in the first paragraph of the mes-
sage. This paragraph is required.

e Paragraph Two - Enter the text to be displayed in the second paragraph of the mes-
sage. This paragraph is optional.

e Paragraph Three - Enter the text to be displayed in the third paragraph of the mes-
sage. This paragraph is optional.

e Closing - Enter the text to be displayed in the Closing line of the message.
e Signature - Enter the text to be displayed in the Signature line of the message.
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e Title - Enter the business title text to be displayed after the Signature line of the
message.

5. Determine the number of days to use to calculate the Due Date value and enter the num-
ber of days into the Default Due Date Calculation Settings field. In the case of the
default letters, Scheduled Service Reminder and Recommended Service, this value is only
used when the Due Date cannot be calculated automatically.

6. If you want to apply a template to the form or remove a template that you already
applied use the one of the following buttons:

e Add Template
e Remove Template

Note: If Microsoft Word is not installed on your computer, functions that require Microsoft
Word, like Process, will be deactivated.

7. Click Submit.

To edit a Customer Follow-up Message form:

! Caution: When using MARKET Email formatted messages, remember that
the messages use a template stored on the MARKET website. The templates cannot
be edited from MANAGE. If you edit the message text in a way that interferes with
the template or it's embedded fields, the information may not be accessible.

1. From the Main Shortcut bar, select Customer Follow-up.

Result: A list of customer follow-up messages displays. The list has the default message
forms even if you have not entered any follow-up message forms.

2. Select the Settings tab.

Result: The Settings tab displays with the list of existing customer follow-up message
forms displayed.

3. Highlight the customer follow-up message form that you want to edit and click Edit.
Result: The Edit Follow-up Message window displays.

4. Type your changes directly to the fields:

e Message Name - Enter a name for the message. This name will be used as selection
criteria on the Customer Message Queue and Processed Messages tabs.

Default Subject - Enter the text to be displayed in the Subject line of the message.

Paragraph One - Enter the text to be displayed in the first paragraph of the mes-
sage. This paragraph is required.

Paragraph Two - Enter the text to be displayed in the second paragraph of the mes-
sage. This paragraph is optional.

e Paragraph Three - Enter the text to be displayed in the third paragraph of the mes-
sage. This paragraph is optional.
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¢ Closing - Enter the text to be displayed in the Closing line of the message.
e Signature - Enter the text to be displayed in the Signature line of the message.

e Title - Enter the business title text to be displayed after the Signature line of the
message.

5. Determine the number of days to use to calculate the Due Date value and enter the num-
ber of days into the Default Due Date Calculation Settings field. In the case of the
default letters, Scheduled Service Reminder and Recommended Service, this value is only
used when the Due Date cannot be calculated automatically.

6. If you want to apply a template to the form or remove a template that you already
applied use the Add Template or Remove Template button.

Note: If Microsoft Word is not installed on your computer functions that require Microsoft
Word will be deactivated.

7. Click Submit.

Note: The Customer Follow-up feature is only functional when the subscription includes Elite Features
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Chapter 4: Adding Customer and Vehicles

Adding Customers

To add a new personal customer:

1. From the Main shortcut bar, select Customers.
Result: The Customer list displays.

omers x|
Search By Filter By

II:u:Idrrﬂ P s j |¢d IP‘EfsmH j

AL |a e |c |o |e |F |6 |w Jv 1y Ix |t |w In Jo |p |a |8 |s |7 v |vilsd
Hama / Aabdrzs ity Slate  Poslal Code | Phone =
Coling, Haime 0711 Las Vegas Bhd  Las Vegas MY 0002 [215) 5551 212H]

Cussdomes, Joe [LELLI]

Cuslomerd Test  here and thers CYPRESS MM TH IB452

E. Brian 00000 BEH)

exmept, non

Ladrri, sebere (B3] 555-455 7[H]

Feldhaus, Chuck 00000 [555) BEE-TTTIH]

Foestzch, Geay 00000 BeaH)

rlpe_.ﬁlen 00000

gebia, 105 |50 ) 666-4567TH]

psko, amy

Jones, Pale 00000

Karz, Miks 456 Mages Sinest Ol FL S&789 (407) 555-3456[H]

Lew. Jim 356 Nouddo Fioed  Philadeiphia Pa 1mzz 1215) 955-3607H] b
malay, ko [0 | BEE-TESAE]

malayg, m 301 BEE-8TES{B]

Mchaly. Frank LLELLY]

Mehsly, kst [0 | BBE-ETE[R)

Mitchel, W 00000 TT7E]

Muny, Bl 00000

Miwsre Tl_'wm: 195RL . .:I
| Status: Done | Piecoed Count: 37

Create Order | New | o Delete | Befiesh |

3 |

Note: The Create Order button can be used to go directly to a blank quote window.
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2. Click New.
Result: A New Customer window is displayed.

Note: If you add a record, Manage®™ will populate the Customer Name field with information
entered in the Customer Name search field.

ewrustomer x|
lrlfwmu.liun.] Service History | PaymentPiecord | Comments |
Cugbomess Informadion
Home: I
i+ [Parsonal (" Busiess
"_:l _I Business: |
Fied as: | Mobie: [
Hame 2 Pager |
Address: [ Emat |
I Cuistosmier Typec |5 ystem Defout |
Postal Code: | Retals Number. |
el Tax Schedule: | Systom Diofauk k|
Etm'ﬁm':.l
Folowup: [Hore =] I Labor Taax Exempt ™ Pasts Tas Evemt
. Edt Webicl |
Year | Make | Modsl [Engne VN 7|
4| ﬂ
8] ustomes Name fiekd caneot be blari. ] | Cancel |

3. On the Information tab, select the Personal option.
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4. Click the ... button (after the Name field).
Result: A Customer Name dialog box is displayed.

5|
Prefix: Il ¥

First Mame: |

Middle M armne: I

Last Mame: I
Suffix. [ | -]

il Custamer Marme figld cannot be blank.

Cancel

5. Type your customer's First Name and Last Name (optionally include Prefix, Middle Name
and Suffix) and click Submit.

6. In the New Customer window, select or enter information in the following fields:

Name 2 If appropriate, enter an additional contact name.
Address The customer’s address.
Postal Code The customer’s postal code (5-9 alphanumeric characters).

Note: The City and State/Prov. fields are prefilled if the first 5 digits of
the code entered in the postal code field is recognized by Manage.

City The customer's city. The City field is prefilled if the code entered in the
postal code field is recognized by Manage (50 character maximum.)

Note: Only the first 5 digits of the postal code are used to determine
the City and State/Prov. values. When the City field is pre-filled the
value of the City Name Case field on the Preference tab determines if it
is completely capitalized or capitalized as a title.

State/Prov. The Customer's state or province. (4 character maximum.)

Note: The City and State/Prov. fields are prefilled if the code entered
in the postal code field is recognized by Manage. Only the first 5 digits
of the postal code are used to determine the City and State/Prov.
values.

Follow-up When active, use the Follow-up field to select the format for Customer
Follow-up letters. The options are:

e None

e MARKET Email

e MANAGE Mail Merge

Home The customer's home telephone number (20 character maximum).
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Note: If you do not enter an area code when entering a customer
phone number, your shop area code is automatically inserted.

Business The customer's business telephone number (20 character maximum).

Note: If you do not enter an area code when entering a phone number,
your shop area code is automatically inserted.

Mobile The customer's mobile or cell telephone number (20 character
maximum).

Note: If you do not enter an area code when entering a phone number,
your shop area code is automatically inserted.

Pager The customer's pager telephone number (20 character maximum).
Note: If you do not enter an area code when entering a phone
number, your shop area code is automatically inserted.

Email The customer's email address. (50 character maximum.) Note: The
Email field (a@b.ccc) is required when the Customer Follow-up format
field is set to MARKET Email.

Customer Type Use the Customer Type drop-list to select a customer type.

Resale Number Type the customer’s Resale Number (30-character maximum),if one
applies.

Tax Exempt The Labor Tax Exempt or Parts Tax Exempt check boxes default
depending on the selected customer type. Change the setting as
appropriate.

Tax Schedule Select the Tax Schedule to use for orders from this customer.

7. Click Submit.
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To add a new business customer:

1. From the Main shortcut bar, select Customers.

Customers x|

Seaich By Filter By

|Customer Mame ] | e =l

[EC)a I8 lc Io e IF e Iu It ]9 Ik Ju M In Jo |p la |8 Is |1 Ju |val

[ | Auddeest | City [State [Poslsl Code | Phone [a]

Ardorion, Cathy 125 Morel Ave Phiadsiphia FA  00DOD [215) 5551 234 H]

B.Fhi 0000

Bakier, Keith 00000

colardn, mike 00000

Coling, Hary 0711 LasVegas Blvd  Las Vegas WY 0002 [215] 585121 2{H]

Cusstoerms o 0000

Custores®. Test  hese and theee CYPRESSINN  TH 3452

E. Brien 00000 Ee3B{H]

]

fatmi, selere [E0E) SE5-456TTH]

Faidhaise, Chick 00000 [E55] 656-T777TH]

Foeitzch, Geay 0000 B38{H] i

Frve, Gilen 00000

gehia, ross [901) BE5-4567H]

Jacks Auto 00000

jesko, atty

Jores, Pate 00000

Karz. Mike 455 Magee Steet Oilanco FL 557 [407) 555-3456[H]

F.ely Diodand 00000 EEBB{H]

Lee, Jim MSENmidoFoad  Phdadelphia FA 19123 [215) 555-3007H]

madey, bom (207 BEE-TESA[E]

sl 191 | RRF-ATREIR ﬂ

| Status: Done | Record Count: 43
Ceste s | Hew | Edi | prste | Rehesh | ‘

2 _ O |
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2. In the Customers list, click the New button.
Result: A New Customer window is displayed.

rewrustomer x|
Information Service History ' Payment Record | Commerts |
Company Infomation
SR Hema: [
" Parsonsl (% Husresd
Nuﬁ:| | : . |
Filed 2. | |
Hame 2 | Pager. |
Address. | Emsd |
[ Customes Type: |5 ystem Defadt =]
Postal Cods Fiesale Mumber. |
it Tas Schaduls: [System Detai =]
StabeProw.:
I™ Labor TaxE ™ Ports Tax E
e |h!nne j &1 E vt 5 T &4 Exsrmpt
el Make el Engne WiN L
1] | ; |
| [5] Customes Mame fikd caneiot be bl | Concel |

3. On the Information tab, select the Business option.

4. Type your customer's business or company name in the Name field and click Submit.

5. Select or enter information in the following fields:

Name 2 If appropriate, enter an additional contact name.

Address The customer’s address.

Postal Code The customer’s postal code (5-9 alphanumeric characters).
Note: The City and State/Prov. fields are prefilled if the first 5
digits of the code entered in the postal code field is recognized by
Manage.

City The customer's city. The City field is prefilled if the code entered

in the postal code field is recognized by Manage (50 character
maximum.)

Note: Only the first 5 digits of the postal code are used to
determine the City and State/Prov. values. When the City field is
pre-filled the value of the City Name Case field on the preference
tab determines if it is completely capitalized or capitalized as a
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title.

State/Prov.

The Customer's state or province. (4 character maximum).

Note: The City and State/Prov. fields are prefilled if the code
entered in the postal code field is recognized by Manage. Only
the first 5 digits of the postal code are used to determine the City
and State/Prov. values.

Follow-up

When active, use the Follow-up field to select the format for
Customer Follow-up letters. The options are:

None

Market Email

Manage Mail Merge

Home

The customer's home telephone number (20 character
maximum).

Note: If you do not enter an area code when entering a customer
phone number, your shop area code is automatically inserted.

Business

The customer's business telephone number (20 character
maximum).

Note: If you do not enter an area code when entering a phone
number, your shop area code is automatically inserted.

Mobile

The customer's mobile or cell telephone number (20 character
maximum).

Note: If you do not enter an area code when entering a phone
number, your shop area code is automatically inserted.

Pager

The customer's pager telephone number (20 character
maximum).

Note: If you do not enter an area code when entering a phone
number, your shop area code is automatically inserted.

Email

The customer's email address. (50 character maximum.)

Note: The Email field (a@b.ccc) is required when the Customer
Follow-up format is set to MARKET Email.

Customer Type

Use the Customer Type drop-list to select a customer type.

Resale Number

Type the customer’s Resale Number (30-character maximum) if
one applies.

Tax Exempt

The Labor Tax Exempt or Parts Tax Exempt check boxes default
depending on the selected customer type. Change the setting as
appropriate.

Tax Schedule

Select the Tax Schedule to use for orders from this customer.

6. Click Submit.
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Adding Vehicles

Vehicles are added to customers using the Customers list. You cannot add vehicles that are
independent of a customer.

To add a new vehicle to a customer:

1. From the Main shortcut bar, select Customers.

Customiers ; i EI

Search By FllenBp oot

[Customer Hame =] [ [show 2 =]

A)a J& fc |o |e |F & |6 |0 |4 |k |u |m v Jo |p Ja | |s |1 Ju |val

Hame | Adress | City | State | Postal Code | Phone |«

Ardeeson, Cathy 125 Morel frve Fraadeipina C ] [215) 5551234

B.Fid 00000

Blaker. Kedh 00000

colanto, mke 00000

Colint Hawy 0711 LasVegas Bhed  Las Vegas MY D002 [215) SE5-12124H)

Customer, Joe 00000

Custoenerd, Test  haie and thas CYFRESSINN  TH 38452

E. Brian 00000 B8EH)

eaanepl . Fion

Fatrin, sbsries [B0c3) 555-45ET(H|

Feldhaus. Chuck 00000 (555 666 T77TIH]

Foertsch, Geary 00000 EEREH] e

Fipe, filen 00000

gehia. roue [301] B5E-45E7]H]

Jacks buto 0000

ki, iy

Jores, Pete 00000

Karz, Mike 456 Magee Stiest  Oilando FL 5678 [407) 555-34554H)

Keelly D celand 00000 BE(H)

Lee, Jim 56 MaudoFoad  Phiadehia Fa 19123 [215] 555-SB07H|

ralley, fom [301) EB6-TES4E]

[ 50 | FRR-ATRRIRE :I

| Statuz: Done | Record Count: 43
Creste (g I Hew i B | Ditate I Fohesh | ‘

2 _ G|
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2. Select the customer to whom you are adding a vehicle, and click Edit.
Result: An Edit Customer window is displayed.

Edit Customeer: mia figg

Information | Service Histony ] Fayment Record ]

Comments .';
LCompany Information
Hame: |
£ Pergonal F Business
Mame: [T ) Busness (301 BE5-3875
Fied sz [ria figg Mobde: |
M 2 [ Pager |
Ml Emad: Irrhgg@g"ﬁ com
[ Customes Type: | Sputern D et =
Postal Cade: [22103 Ressle Number |
Chy: [MEMPHIS TaxSchedde |Sysem Defait =]
State/Prey: [TH
n TanE ™ Pasts TaxE
. e 5 Labon Taw Enempt it T E st
Vehicles
Voo | Make [ Model Engne WIN [ Ly
4] | Ll |
3 sumt |

3. Click Add Vehicle.

Result: The Select Vehicle YMME Description window displays, allowing you to choose

the Year, Make, Model, and Engine.

Note: Vehicle, parts, diagnostic, and repair information is accessed via YMME. YMME

represents:

Year - 1942 to the current year
make

model

engine information
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4. Make your selection and click Submit.
Result: A New Vehicle window is displayed.

General | Senvice History | Comments |
Curttomer Mame
[Fm.ma
YMME Selection
License: |;|
oo [2005 VIN: [
Make: [cHRvsLER Transmisson [
Model:  [FTCAUISER GT Cokax: ]
Engine: |14 24L 2423CC 148000 FI GAS TG Moniactng iale |
Change Veticle Uri F
Custrent Miesge: |
Senves Interval [2000
T Schedule: [System Defenst =l
™ Labor TaxExempt [~ Pasls Tae Enompt : |

5. Select or enter information in the following fields:

Verify the name.
Customer Name

If needed edit the vehicle Year, Make, Model and Engine
YMME Selection information or click Select Vehicle to use the Select Vehicle
YMME Description drop-down lists to select a different Year,
Make, Model and Engine.

The Labor Tax Exempt or Parts Tax Exempt check boxes default
Tax Exempt depending on the selected customer type. Change the settings as
appropriate.

Optionally type the vehicle License ID.
License
Note: Neither the License nor the VIN is required by Manage but
may be required when using Data Validation (“Setting Data
Validation Levels” on page 19).

VIN Optionally type the vehicle ID number.

Note: Neither the License nor the VIN is required by Manage but
may be required when using Data Validation (“Setting Data
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Validation Levels” on page 19).

Optionally type the vehicle transmission information
Transmission

Optionally type the vehicles color.
Color

Optionally type the vehicles manufacture date.
Manufacture Date

Unit # Optionally type additional information for fleet vehicles
nit

Optionally type the vehicle’s current mileage reading.
Current Mileage

Optionally type a vehicle next recommended service interval.
Service Interval

Select the Tax Schedule to use for orders from this vehicle.

Tax Schedule

6. Click Submit.
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Chapter 5: Creating Orders, Jobs, and Line Items

Each order is associated with one customer and one vehicle. You can create four different types
of orders: quotes, estimates, repair orders and counter sales. Orders contain jobs. Jobs can be
created from data entry, from stored shop jobs, from recommendations, or from service
interval recommendations. Jobs, in turn contain line items, which can be parts, labor items,
sublet items, miscellaneous charges, and notes.

Different color headings help distinguish the type of order you are viewing.

Creating New Orders

To Create a new estimate or repair order:

1. From the Main shortcut bar, select New Estimate or Repair Order.
Result: A new, blank order opens with the Job View tab selected.

Refro Est 4 | Key TRg R | Mikage In | Milsage Cut Ling Item Totals By Typo
Date Witten || Wiitten By sromisad Date | Save Parts
12082000 || EN N ot Speaiis =TT
oy | Add Job a> | | | T | | b .;1. |
[ E— T Pai B/Ccde Dectiction Weeds DhwHie Coaifighes| Relal | Lie Tald
e Joiy Subncez1 000
Descoun 000
izt 000
Tupplies. $0.00
dok Tessl 000
Job Wiew |I.ne-|lam\-‘13w |Aﬂetnmal Farts Wisw
e B ar
= g e as 20 3 Dscianmens |
Schodirg | | | i | Information | v
. ":" I @ | Customer Informabon s raqured togeint or save |
Seap

2. Determine if you want to start the process with customer information or vehicle informa-
tion.
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3. If starting with customer information, click Customer.
Result: The Select Customer list displays.

e x

Seaich By Filter By

Itush:m'u:i Mame :I | IEI'MM LI

B]a l8 lc lo € |F 16 [n 1v o |k I Iw v Jo [P Jo I8 |s |7 Ju |vil]

Hame | Addeess [ City |State | Posial Code | Phone =]

Anderson, Cathy 125 Moirell Ave Prdsdelphes PA 00000 [£15) 555-1234[H]

E. Prd 00000

Bakoer, Feith 00000

colarin, mis 0000

Colins, Hamy 0711 Las Vegas Blvd | LazVegas MY D00 [215) 555-1212H]

Cusplomes. Jos [Levitl

Cuthormed 3, Test  hese and thers CYPRESS NN TH 38452

E. Brian 00000 B38{HI

amepk, non

fstrei, selere (%) S55-4567TH]

Fddnaus, Chisck: 00000 [555) BBE-TTTTH]

Fnﬂls:h_ﬁm 0000 mH] —

Fiye, Gler: 00000

gehia, roge [501) 6BE-4557TH]

Jacks Auto 00000

ptho, Ay

Jones, Pete [Leeitl

Kz, Mie A5E Mages Strest  Dilanda FL  SETEY [407) 555-3456[H)

¥y Dorland 00000 B8{HI

Lee. Jm 3456 Mauldo Fload  Philadelphis PA 1933 [21'5) 555-3207TH]

by, toen (501 BEE-TESA[R]

P — 1911 RRR.ATRRIR1 =

| Statar: Dene | Frecoed Coure: 43
R H | ] o 7

3| -

e For returning customers:

Search for and select the customer and click Select.

When the Select Vehicle list displays select the vehicle to use.
e For new customers:

Click New to open the New Customer window. Add the customer information, and
then click the Add Vehicle button to add a vehicle to the customer. Click Submit
after entering vehicle information, and again to close the New Customer window and
return to the order.
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4. If starting with vehicle information, click Vehicle.
Result: The Select Vehicle list displays.

Selectveile x|
Lizerize | Custosnei Namee | Vear | Make | Madal Erga Rl
1CAZR1 [ABCDEALER | 1998|BUICK |CENTURY CUSTOM |V6 21L 189CID FI GAS H M
HERL1SS ABCDEALER 1935 ACURA  CL L4 231 2354ce FI GAS N F234)
= [CHew | seet |  cocn |

5. Select a vehicle.

Result: The Select Vehicle list closes and the order updates with the vehicle and
customer information.

6. Enter general order information in the appropriate area of the window. This information
may include:
e tag or window hanger number in the Key Tag # field
e mileage in the Mileage In field (Important for service interval jobs)
e service advisor in the Written By field
e promised date in the Promised Date field
e whether to save old parts in the Save Parts field

7. From the button bar, above the grid, use the following buttons as described:

e Select All or Select None to include or exclude all jobs in the order. (This button is
active only after a job has been added to the order.)

e Add Job >> to Add jobs to the order. Refer to “Creating Jobs” on page 59.

Chapter 5: Creating Orders, Jobs, and Line Items 57



ALLDATA MANAGE Quick Reference Guide

e Edit Job to modify a job after you create it. The order does not have to be saved
before you modify the job (see “Editing Jobs and Items” on page 78).

o Edit Item to modify an item after the job has been created (see “Editing Jobs and
Items” on page 78).

¢ Delete Job to delete the selected job.
¢ Rollback Job to undo the last deletion.

e Parts & Labor/Catalogs to access the OEM Parts & Labor and AfterMarket Catalogs
feature. The Catalogs feature can be used to search for and add parts to the
order.

8. From the button bar, below the grid, use the following buttons as described:

e Save as Est to store the order as an estimate (see “Saving an Order as an Estimate”
on page 74). This button is only available before the order is saved as an estimate.

e Save as RO to save the order as a repair order (see “Saving an Order as a Repair
Order” on page 74). This button is only available before the order is saved as a Repair
Order.

e Save to save the updated repair order after it was already saved as an estimate (See
“Saving a Repair Order” on page 75). This button is only available after the order is
saved as an estimate.

e Conv. to Inv to save the order as an invoice after it has been saved as a repair order
(see “Converting a Repair Order to an Invoice” on page 75). This button is only avail-
able after the order is saved as a Repair Order and before it is converted to an invoice.

e Conv. to RO to save the order as a repair order after it has been converted to an
invoice (see “Converting an Invoice Back to a Repair Order” on page 75). This
button is only available after the order is converted to an invoice.

e Save as Appointment to open the New Appointment window, with the information
entered for the order. Refer to "Completing the New Appointment window” on
page 128, to see an example of the window. Note: The Save as Appointment but-
ton is only available for new Quotes and only before they are saved.

¢ Repair Information to search a library of automotive repair information.

e Disclaimers to open a Disclaimer Selection window, where you can select or create
disclaimers to add to the order.

e Customer Follow-up to open a Customer Follow-up dialog box to add a follow-up
message to the order.

9. On the Line Item View tab you can view all the line items for all the jobs on the order.

10. Add additional jobs containing AfterMarket parts (refer to “"Adding Parts to Jobs from the
AfterMarket Catalogs” on page 90) to the order using the Parts & Labor/Catalogs button.

11. On the Aftermarket Parts View tab, you can click Stock Check to check current price
and availability, you can click Order Parts to order the selected aftermarket parts (see
“Checking the Price and Availability” on page 89).

Note: This tab is accessible only when aftermarket parts are included on the order.

12. When you are done entering information for the job, click Close to save the order and
close the order window.
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Creating Jobs

1. On the order form, click the Add Job>> button.
Add Job >

2. Select the type of job that you want to create:

e If New Job is selected, a New Job window is displayed with the Select New Job
Items window open over it. Refer to "Add New Job” on page 60.

If Generic Shop Job is selected, a Generic Shop Job Selection window is dis-
played. Refer to “Add Generic Shop Job to an Order” on page 62.

If Specific Shop Job is selected, a Specific Shop Job Selection window is dis-
played. Refer to “"Add Specific Shop Job to an Order” on page 63.

If Service Interval is selected, a Select Service Interval list is displayed. Refer to
“Add Service Interval Job” on page 64.

If Recommendation is selected, a Recommendation Selection window displays.
Refer to "Add Recommendation to an Order” on page 66.

Note: The recommendation option displays only if recommendations exist for the
selected vehicle and the specific shop job option displays only if specific shop jobs exist for
the selected vehicle.

Chapter 5: Creating Orders, Jobs, and Line Items 59



ALLDATA MANAGE Quick Reference Guide

Add New Job

1. From the order form, click Add Job >> and select New Job from the options list.

Result: The Job window is displayed with the Select New Job Items window opened
over it.

Select Hew Job Items
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2. Use the different tabs and the available buttons to select or create line items (see “Adding
Items to Jobs” on page 67) to add to the job.

Result: The Selected Items grid shows the items that have been selected to add to the
job.
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3. When you have finished entering line items, click Submit.
Result: The New Job window is displayed.

3

‘ Job Marme | Category | [ Assigned Technician Status
Engine. Cooling and Ext v | |BOBEY BUICK. »| |sHOP v

Diagcription | Syrriptorm [
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4. Use the Add Item button to add more line items.

5. Use the Edit Item button to make changes to line items after you have saved them to
the job.

6. Use the Delete Item button to delete the selected line item.
7. Use the Rollback Item button to undo the last deletion.

8. Use the Save as >> button and select the type of shop job to save. This saves the job as
a shop job for use in the future.

9. Use the Parts & Labor/Catalogs >> button (see “Chapter 8: Catalogs” on page 86) to
use the catalog lookup function to add lines items to the job.

10. When done adding line items to the job, click Submit.
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Add Generic Shop Job to an Order

Note: This procedure describes adding an existing Generic Shop Jobs to an order. Refer to
“Creating Shop Jobs” on page 70 for a instructions on creating a Shop Job.

1. From the order form, click Add Job >> and select Generic Shop Job, the Generic
Shop Job Selection window displays.
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Search By Filler By
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Hame b
| ) & Spoml
&1 Paitz Shop Job £l Paits Shop Job Descrption $1.124.00
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‘with Hazmat & Supples Job  With Hazmat and Supplies, Shop Job Descripton $151.00
xdizadsad Mo Descnphon Ghen 100,00
| Status: Done Record Court 3 | Selected Record Count: 0
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2. Use the check boxes to select the generic shop jobs that you want to add.

3. Click Submit.

Result: The selected Generic Shop Jobs are added to the order and the order form is dis-
played.
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Add Specific Shop Job to an Order

Note: The Specific Shop Job option only displays when the selected vehicle YMME type
matches a saved specific shop job.

This procedure describes adding an existing Specific Shop Jobs to an order. Refer to
“Creating Shop Jobs” on page 70 for a instructions on creating a Shop Job.

1. From the order form, click Add Job >> and select Specific Shop Job, the Specific
Shop Job Selection window displays.

specific Shop Job Selection R x|
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2. Using the check box, select the specific shop jobs that you want to add.

3. Click Submit.

Result: The selected Specific Shop Jobs are added to the order and the order form is dis-
played.
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Add Service Interval Job
Note: It is recommended that you select a vehicle before adding a service interval job.

1. From the order form, click Add Job >> and select Service Interval Job from the Add
Job From field.

Result: The Select Service Interval list opens with the available service schedule
options listed.

2. Select the service interval from the list or select the Type of Service in the Service
Schedule drop down box and select a service interval from the updated list.

Result: The Select Service Interval result window is displayed.

3. To send the part and service information for the selected service interval to the Catalog
Viewer, click Get P & L.

GetPhL

Result: The Catalog Viewer is opened with the catalog parts for the selected Service
Interval displayed.
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4. Select the items to add to the Service Interval Job, use the Add Selected button to add
the line items and click Submit.

Result: The Add Service Interval Jobs window displays with the items listed.
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5. Add any additional line items.

6. Click Submit.
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Note: Select a vehicle before adding a recommendation. This activates the recommendations
indicator in the Status bar of the window if any recommendations exist for the vehicle. For
more information, refer to "Recommendations” on page 122.

1. From the order form, click Add Job >> and select Recommendation.
Result: The Recommendation Selection window displays.
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2. Use the check boxes to select the recommendations that you want to add.

3. Click Submit.

Result: The selected Recommendations are added to the order and the order form is dis-

played.
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Adding Items to Jobs

1. From the Job form (New Job or Edit Job window), click Add Item or from the order form,
click Add Job >> and select New Job from the options list.

Result: The Select New Job Items window displays with the Labor tab selected.
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2. Select the appropriate tab:

e Part Items - In the parts grid, select a part and in the QTY field, use the down arrow
to select the quantity to add. Click Add Item to add the parts to the selection grid.
Note: Decimal values are now allowed in quantity fields.

e Misc Items - In the Misc item grid, select an item and in the QTY field, use the down
arrow to select the quantity to add. Click Add Item to add Misc items to the selection
grid.

Note: Decimal values are now allowed in quantity fields.

e Labor - Select or enter information in the following fields and click Add Item to add
the Labor item to the selection grid.

Labor Rate Select a labor rate from the configured list.
Work Requested Enter a description of the work requested.
Work Performed Enter a description of the work performed. You can leave this field blank

until the work is completed.

Account Select the QuickBooks Account assigned to the line item. This field only
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displays when accounting is integrated.

Tax Exempt

Select or de-select this flag to indicate if the part is tax exempt.

Hours

Enter the estimated number of labor hours required.

Flagged Hours

Enter the actual time spent to complete the job.

Note: You can leave this field blank until the work is completed.

Retail

The retail charge is calculated based on the cost, the Price Override
settings, and the Markup settings from the Company Setup window. If
you want to override the markup, type over the amount in this field.

e Sublet - Select or enter information in the following fields and click Add Item to add
Sublet items to the selection grid.

Work Requested Enter a description of the work requested.

Work Performed Enter a description of the work performed. You can leave this field blank
until the work is completed.

Vendor The vendor or supplier name.

Account Select the QuickBooks Account assigned to the line item. This field only
displays when accounting is integrated.

Qty This indicates the quantity added to the estimate.

Cost The cost after discounts or markups.

Retail The retail charge is calculated based on the cost, the Price Override
settings, and the Markup settings from the Company Setup window. If
you want to override the markup, type over the amount in this field.

Tax Exempt Select or de-select this flag to indicate if the part is taxable.

Note: The account field only displays when QuickBooks accounting integration is

enabled.

e Note - Enter your note text in the field and click Add Item to add Note items to the

grid.

Result: After clicking Add Item, the select items grid is updated with the following fields:

Type The type of line item.
Code The part number or code.
Description A description of the item selected.

Work Performed

For Misc, Labor and sublet items this field contains a description of the
work performed. Note: This field is where you enter details about the
work after it is performed.

Vendor

The vendor or supplier name.

Qty/Hrs

The number of part or hours assigned.

Cost/FIg Hrs

The cost after discounts, markups, or the flagged hours.

Retail The retail charge is calculated based on the cost, the Price Override
settings, and the Markup settings from the Company Setup window.
Line Total The total cost for the line (Qty x Retail).
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3. When done adding items to the Job, click Submit.
Result: The line items are added to the selected items grid on the Job form.

Viewing Orders by Line Items

1. On an order form or invoice form, select the Line Item View tab.

Job View Jlinu Hern View j.ﬂhrmarlmt Parts View /]

Result: The Line Item View tab is displayed.
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Creating Shop Jobs

A shop job can be generic or specific to a vehicle of a defined YMME type. Shop Jobs consist of
one or more part or service items.

You must create the Shop Jobs before they can be added to orders.

To create a shop job:

1. From the Main shortcut bar, select Shop Jobs.

Result: A list of Shop Jobs is displayed with the specific Shop Jobs filtered out. The Filter By
field controls which Shop Jobs are displayed.

The list is blank if no specific shop jobs exist.
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2. Select Generic or Specific in the Filter By field.

Note: If Generic Shop Jobs is selected in the Filter By field, only Generic Shop Jobs are
displayed and if Specific Shop Jobs is selected in the Filter By field, only specific Shop
Jobs are displayed.
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3. Click New.
Note: If adding a specific Shop Jobs, the Select Vehicle YMME Description window
displays. Select the Vehicle information and click Submit.

Result: A New Shop Job window is displayed with the Select New Job Items window
opened over it.
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4. Select the appropriate tabs and add items to the job (see “Adding Items to Jobs” on
page 67).

5. When done adding items to the Job, click Submit.
Result: The New Shop Job window is displayed.

6. Type a Shop Job Name and select a Category.
7. Enter a description or symptom if appropriate.

8. When finished entering information click Submit.
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Creating Counter Sales

To create a new counter sale:

1. From the Main shortcut bar, select New Counter Sale.
Result: A new, blank Counter Sale order form opens.
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2. Enter customer and vehicle information (not required for a counter sale).

3. Type or select general order information (not required for a counter sale):
e Written By - select a service advisor name
¢ Promised Date - select a date or select Not Specified
e Save Parts - select to indicate that the replaced parts don’t need to be saved

4. From the button bar, above the grid, use the following buttons as described:

e Select All or Select None to include or exclude all jobs in the order. (This button is
active only after a job has been added to the order.)

e Add Job >> to Add jobs to the order. Refer to “"Creating Jobs” on page 59.

e Edit Job to modify a job after you create it. The order does not have to be saved
before you modify the job (see “Editing Jobs and Items” on page 78).
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o Edit Item to make changes to line items after you have saved them to the job.

¢ Delete Job to delete the selected job.

¢ Rollback Job to undo the last deletion.

e Parts & Labor/Catalogs to access the OEM Parts & Labor and AfterMarket Catalogs
feature. The Catalogs feature can be used to search for and add parts to the order

5. From the button bar, below the grid, click Save to store the order as a counter sale.
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Chapter 6: Saving and Converting Repair Orders

Saving an Order as an Estimate

1. Create an order.
2. Click the Save As Est button.

Sawve as Est

Result: The order is saved as an estimate, the field headings become bright yellow, and
the order is assigned an estimate number.

Saving an Order as a Repair Order

1. Create an order.

2. Click the Save as RO button.

Sawe as RO |

Result: The order is saved as a repair order and is assigned a repair order number.

Saving an Order as an Appointment

1. Create an order.

2. Before saving the order, click the Save as Appointment button.

Save a5
Appointment

Result: The New Appointments window displays.

Note: The Save as Appointment button is only available for new orders and only before
they are saved.
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Converting a Repair Order to an Invoice

1. Create an order and save it as a repair order.

2. On the repair order, click the Conv. to Inv button.

Carne, ta e |

Result: The order is converted to an invoice and the field headings become blue.

Saving a Repair Order

1. To save changes to a repair order, click the Save button.

e |

Saving a Counter Sale

1. Create a counter sale.

2. Click the Save button.

Save |

Converting an Invoice Back to a Repair Order

Invoices can be converted back to repair orders if you need to make changes (such as adding or
deleting line items).

1. Create an order.

2. Save it as a repair order.

3. Convert it to an invoice.

4. On the invoice, click the Conv. to RO button.

Corwe. to RO |

Result: The invoice is converted to a repair order.
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Chapter 7: Work in Progress, Additions and Changes

Work in Progress Window

The Work in Progress window lists all your saved estimates, current work in progress,
cashiered orders, and when they exist, un-posted paid invoices.

The window allows you to:

e Search orders, estimates, and invoices, using a variety of search criteria. Refer to
“Viewing Work in Progress” on page 77.

Edit Jobs. Refer to “Editing Jobs and Items” on page 78 below.

Add parts to jobs. Refer to“Adding Items to Jobs” on page 67 or “Adding Parts to Jobs
from the Catalog Viewer” on page 86.

Use the Print Technician Worksheet button to print the Technician Worksheet -
This report lists all the jobs assigned to the technician on the selected order.

Save, convert, cashier, and post orders. Refer to Chapter 9: Documenting, Closing
and Posting Orders.

Note: This window does not include posted orders, which are found in the Service History
window.
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Viewing Work in Progress

1. From the Main shortcut bar, select Work in Progress, Saved Estimates.
Result: The Work in Progress window displays.

x|
Saved Estimates ] YWork in Frogress i Cashiered 1 To Be Posted ]
Search By Filter By ———
[Eu::lm Hame :i I ISl'lm-.' Al

REET

RO 11  Figg Mia 2002 HOMDA CVIC EX MIASKAR
RO 12 Figg Mis 2002 HONDA CIVIC EX MIASKAR

by

Details
Customer | [Credk, Theee Vehicle | [1334JEEP CHEROKEE COUNTRY
Job Mame | Job Descnpbion | Techeecian | Stalus | Subtatal
Thies | | | $283.00
|Status: Done | Record Count: 3

2 vad | Ee [ |

2. Select the appropriate tab:
Saved Estimates

Work in Progress

Cashiered

To Be Posted

Note: This tab and the corresponding menu option only exist when paid invoices exist

that have not been posted. Unposted paid invoices can be created when upgrading from
a previous release of Manage®™.

3. Use the Filter By drop-list to adjust the type of records displayed.
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4. Use the Search By drop-list, to determine the column to search for the search by text
and to sort in ascending order.

5. In the Search By text box, enter the alphanumeric characters string to use in the search.

Editing Jobs and Items

Manage order windows have been enhanced to allow the editing of line items directly from
the order window.

Note: Jobs that were created from Shop Jobs or Recommendations are treated as regular
jobs and are edited in the same way.

Editing Items from the Order Window

Manage order windows have been enhanced to allow the editing of line items from the order
window.

1. On the Work in Progress window, select the Saved Estimates or the Work in Prog-
ress tab.

2. Select an order and click Edit.
Result: The order window is displayed.

e (mder 182

R ([T e P P it P e R T
e [ea2 eomen [emex U4 MTL ORRGE I GAS B D17A2
el - -
- s I — J — J Liee fam Tolali By T

Fan (5]

S I |¢..._|=-—-|
- ' == -1-'-5
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Note: You can change the order of items on the job by selecting a line item and clicking
the Line Position arrows at the right side of the grid.

3. Select an Item from the Job grid and click Edit Item.
Result: The appropriate edit item (Part, Misc, Labor, Sublet, or Note) window is displayed.

4. Edit the item and click Close.
Result: The Edit Job window is displayed.

5. Make any changes that are needed and click Close.
Result: The order window is displayed.

Editing Jobs from the Job Window

1. On an order window, select a Job and click Edit Job.
Result: The Edit Job window is displayed.

Edit Job: MARY MOCHA 2006 MERCEDES-BENZ CLSS00 V& 5.0L 49660C FI GAS N

| Job Name | Category | Azzigned Technician | Status |
OiChange -5q1  |Mantenance | [sammvsussru <) =
| Dezcription | | Svmmiptomn |
Change Ol & Fiter and Lube
Paits 4
Sebect Notw | 84 Rem | Edit leem: I [relete len | : | Fuge B 3> | Labos/Catuisgs
Type Code | Desenplion Wendor QbHrs | Cost/FlgHes  Retsl 42
B3 |Laboe |Fabte 2 Change engne: ol m =
W Pai 00038 QIL 10wW30 5.00 10010 B 1 P J
W Pal 00037 OILFILTER 1.00 §$333 4583 .
Additionsd Cost
Raiced Est

Note: You can change the order of items on the job by selecting a line item and clicking
the Line Position arrows at the right side of the grid.

2. From the button bar, above the grid, use the following buttons as described:
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e Select All or Select None to include or exclude all jobs in the order. (This button is
active only after a job has been added to the order.)

e Add Item to Add items to the jobs. Refer to “"Adding Items to Jobs” on page 67.
e Edit Item to modify a line item on the job.

¢ Delete Item to delete the selected line item from the job.

¢ Rollback Item to undo the last deletion.

e Save As >> to save the job as a shop job.

e Parts & Labor/Catalogs >> to add items to the job using the Catalog Viewer

3. When finished editing the job, click Close.

Removing Hazardous Materials or Shop Supply Charges

On the Job window, clear the Hazmat or Supplies check box.

M Fixed Price:

M Hazmat

M Supplies: %1.00

M Fixed Price:

M Supplies:
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Adding Discounts

Parts, labor, sublet, and miscellaneous charges are discounted directly on a job window.
Note: You can also apply parts discounts based on customer type, or create a discounted
labor rate.

To discount items on a Job:

1. On the Edit Job window, click the Discount button.

Discount |

Result: The Apply Discount dialog box is displayed.

rTT— x
Existing Discount $0.00

| Subtotat [ 23000

S [ W Csex

| Discounted Amount: $0.00

e L e c e b e L L T ST -
i Labor and Misc

| Sublotat $350.00

| Digcounted Amount 30,00
— Sublet-

| Sublotat [ $10830
| Discount [ 0w rsEx

| DiscourtedAmount  $0.00

Dizcount Tatal:

$0.00
:__i‘ﬂ | oK | Cancel

2. In the Parts, Labor and Misc, and Sublet sections, select either the % percentage or $
dollar option and enter the amount of the discount.

Result: The total discounts are calculated and displayed.

3. Click the OK button.
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To View a discount on an order:

1. On the order form, click the View Discount button.

Wiew Discount |

Result: The View Discounts dialog box displays the calculated total discounts.

Wiew Discounts L x|

Parts

Discount Armount: £11.50

— Labar and Misc-

Dizcount Aot $10.00
— Sublet

Discount Amount: $0.00

Dizcount Totak $21.50

2. Click OK to return to the order window.

Revising Repair Orders

If, after saving an estimate as a repair order, you make changes that increase the total repair
cost the Revisions button is enabled.

To Revise a Repair Order

1. Open the saved repair order.

2. Enter changes by:

e Adding new jobs to the repair order. (See “Creating Jobs” on page 59.)
e Selecting additional jobs to include in the order using the job line item check boxes.
e Edit jobs. (See “Editing Jobs and Items” on page 78.)

Result: If the changes increase the total repair cost the order revision totals are updated
and the Revisions button is enabled.
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3. Click the Revisions button.
Result: A Revisions window displays.

|

I honzed Reviss ] FRra T ]
Authorize
Authorized Est | $47473 Revision: | Revision 473 I | —I
Addtional Cost: | $10.20 Bratec | 4ug 15 2005 10 324M
Reyised Est | £484 93
Job Hame Authatized Amount | AddonalCost | Revised Totdl | Hew Job |

Job #2 $0.00 3307 3307 ]

Job #3 $0.00 307 $307 O

Job #4 $0.00 $4.92 $4.92 [l

4. The New Job boxes indicate which jobs are new.
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5. Verify the revision information and click Authorize.
Result: The Authorize Revision box displays.

Authorize Revision x|

~ Revision Details
Original E stimate: | $1.127.61
Additional Cost | $121.06
Revised Estimate: | $1.24867
Authorized By: | (FTETXenT
Phone # Called:  |No Phone Given
Date: |o1/24/2008 3:33PM ¥
Feason _:_J
R =l
™ InPerson
2 Subrit | Cancel |

6. Type the authorization information (Authorized By, Phone # Called, Date and Rea-
son) and select the In Person check box if the authorization was in person.

7. Click the Submit button.

Result: The authorization information is saved to the database and you are returned to
the order window.
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To Review the Revision History

1. From the Revisions window, click on the Revision History tab.
Result: The Revision History tab displays.

Revisions EI
Unamshorzed Pevisiors | Revision History [
Original Order  $474.73
Rlevision: | levision #73 x| AvhomedBy |Ho Name Grven Rasson For Flaven
uthorized Est. | $474.72 Phore #: [Hc Frone Gren P
Addiional Cost: | $10.20 Dabec [3/15/2008 10:47.10 M
Revied Eat. | TELS  InPesor 7 ]
Job Hame | Authorized Amount | Additional Cost_| Revised Total [ Novedob
Job #2 $0.00 s eI T
Job #3 $0.00 107 e =
Job #4 $0.00 $4.92 $4.92 5

_ Cem |

=

2. When you are done authorizing revisions, click Close to return to the order window.
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Chapter 8: Catalogs

Manage includes a Catalog Viewer that allows you to access configured ALLDATA compatible
aftermarket parts catalogs and an interface to the WorldPac application and catalog.

Adding Parts to Jobs from the Catalog Viewer

The Catalog Viewer allows you to access configured ALLDATA compatible aftermarket parts
catalogs. Once you have a catalog configured in the Catalog Setup screen, the Catalog Viewer
allows you to search and select items from the catalogs to add to the order.

To Use the Catalog Viewer window:

1. From the button bar on an Order or Job window, click Parts & Labor/Catalogs >>.
Faits &
LaborfCatalogs
Result: The following catalog Tab options are display: OEM Parts & Labor, AutoZone Catalog,
configured AfterMarket Parts Catalogs and if installed, WorldPac.

2. Select Parts & Labor/ Catalog.

Result: If a vehicle is already selected the Catalog Viewer displays with a list of compo-
nents.

If a vehicle has NOT been selected or if the vehicle cannot be mapped in the catalog, you
must select a vehicle. From the Select Vehicle YMME list select a vehicle and the list of
components displays.
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4. Navigate the list of components (i.e. Engine, Cooling and Exhaust) to the basic compo-
nent level (i.e. Oil Filter).

Catalop Wever: 2000 CHEVROLET WPALA LS ¥4 3.8 231CI0 FIGAS HK
OEM + AutoZone | WischsadInc, | fusoiOrne | Intsinel faio Pty | WoldPAD | Sebcisdliems |

=| B DL FLTEA - Repics
| QI FILTER - Replsce - HOTE - To Chargs OLAdd

C

0

<o
= > -- s | S | @ | 2
Back Heodra Mgy Cir Aok Szl Saaich Hely
Cataloy  |Vendw  Desciption Fal H Code | Coal Lot | Cose | Qip Requesied 5w Helmok | Huo
0EM DiFker- Dunguad 3PFAF © 25010752 A 1=
1 QEM OAFRe - Disaguad Sivet T ZZHM 0 1~
0EM DilFie - Uheguerd Gold © 25320055 30,0 1-]
| fubndore Fram Tough Gused - 0i Fie TR3IET  FAC 33 $13% 1=13 ] &8
T Aubone STP . OdFie Si3EA CHL  §330 3680 1.l 7 1
AubaZone Fram - DA Fiter FHXI7A  FAC 433 4794 1=010 20 a2
| Ao Sonch - Ol File k] EIS 1645 $12%G 113 =] 13
A e Puond - O Fller M0 CHL 2% (54 1.0z 3 ]
Bk Pefosmance - 0 Fitm
] AubiTone A Dhison - 0d vt FE4T TR 1~ n ]
AubaZone Wit - O Fier WA CHL #2348 1.-]2 xn ]
| fubidore Fram Corren - 0l Fller PHIETAZE FAC $1655 %3370 1=ln 0 n
] Auone Aupodte - 0 Fler AR FAC f138 27 L] 0 1]
| AuZore Falpeo - 0l Fiber Corver Gtk T4 PR 49 £% 1= 3 ]
Labor D escipion Skl Level | "Waranly Houas Stanclasd Houas

Hobes; | Tech Mol Wianchall o e

&

Sistuz Done

2, 0 Fibes Rlemote Mount Kit - Pest

Note: The AutoZone Catalog Navigation system may prompt you again to select YMME
information.

Result: The Part section is populated with Part items from the ALLDATA OEM Parts & Labor and the
AutoZone catalog

Note: If the Enable Automatic Mapping of OEM Parts to AutoZone Parts option
is not selected, use the AutoZone Parts button to search for mapped AutoZone Parts
as needed.

5. Use the check boxes to select part and labor line items.

6. Use the Add Selected button to add the selected items to the Selected Line Items tab.
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7. Click the Selected Line items tab to view the list of selected items.

Catalog Viewer: 2000 CHEVROLET LPALA LE V6 3,8L 231CID I GAS H K

Uncheck j?

Subind Chcked

X

Disiete: Cheched

| Mesn Type  Wrgerd | Calniog  Verdor | Pal# | Descipbon Cisl List | Cove | Oty Aeguested Oy Svadstle Shill Level | W His Sid His
= | Wi Paits [ Sudndans HFO0 Ein Pebonares - QiFka $1130 £2799 1 11

| s,

| B I e OEM 0L FILTER - Aaplacn

[4 03 n:

8. Verify that the appropriate Part and Labor items are included on the list.

9. When the Selected Line Item list is complete and the items to go on the order are checked,
click Submit Checked.

Result: If you have selected a part that is in the Parts table with a different price than the
catalog price and if the part has the Price Override option selected, the Price Override

Parts dialog box displays. In this case, select which price (catalog or Parts table price) to
use for the retail price on this Job and click Submit.

Result: The items are added to the job and the Job window is displayed.
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Checking the Price and Availability of Parts selected from the AfterMarket Catalogs

1. When a quote, estimate, or repair order contains aftermarket parts, select the After-

market Parts View tab.

Result: The Aftermarket Parts View tab displays a list of the aftermarket parts on the

order.
Note: OE parts are not listed and can not be electronically checked for pricing and avail-
ability.
A MAMAGE
Ela e nh Salyp  Windom  Hein
= Estimate;: T60
Customer Name: John Browning Parsonal Phona: | Business Phone:
Wehigle 2000 |cHEVROLET MALIBLU Vﬁ 3.1L 189CID FI GAS NJ
| Refer to Est. # “ Ky Ta i | Milezge In | Mileage Qut |
60
| Drate writtarn | Wittan By Pramised Date | Save Parts |
[zozoio ERN Hot Specified Mo
Salact Nona l Stock Check | Ordar Parts |
R 0l Avsdabi Gy Didered] Gl Verds_[PstHumbe | Desciphn Corfimston i
El 1 13 ot | [HF1001 [ it et - O Fller | |
Job View I Line ttem view lattermarket Parts View
I e 3 FRepar e Custormer
|: Save as BO Appointment Infarmation DIEPE RS | Followe-up
Scheching |
It
ALLDATA ﬂ ﬁ
Setn

2. Click Stock Check.
Result: A request is sent to the appropriate vendor/s and displays current cost and
availability information for the parts.
Note: A Window may appear if the cost or availability has changed, make selection.
This function is not available in Quote, must be saved as a RO
3 Click Order Parts.

Result: A request is sent to the appropriate vendor/s and displays order information for the parts.
Note: A Window may appear if the cost or availability has changed, make selection

Result: The new cost information is reflected in the Cost field for each part checked.

Note: The check mark on the parts that have been ordered will be grayed and cannot be ordered a second
time. This function is not available in Quote, must be saved as a RO
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Adding Parts to Jobs from the OEM and AfterMarket Catalogs

The Catalog viewer allows you to search and select items from the available catalogs to add to
the order.

Once an order has a Job assigned, the Catalog viewer accessed from:
e Order windows - Parts & Labor/Catalogs button
e Job windows - Parts & Labor/Catalogs button

To Access the Catalogs from an Order window

1. From the button bar on an Order window, click Parts & Labor/ Catalogs.

Parts &
Labo/ Catakogs

Result: The following catalog tab options display: OEM Parts & Labor with AutoZone Catalog, configured
Aftermarket parts Catalogs and Selected Items

To Access Catalogs from a Job window

1. From the button bar on a job window, click Parts & Labor/Catalogs.

Parts &
Labon/ Catalogs

Result: The following catalog tab options display: OEM Parts & Labor with AutoZone Catalog, configured
Aftermarket parts Catalogs and Selected Items

Note: The navigation of the configurable catalogs will be the same as going directly to the
website

Example:

2. Select WorldPac.

Result: The WorldPac application displays in a browser window.
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WorldPac Browser window

To Use the WorldPac Browser window:

The WorldPac application displays in a browser window and when accessed from Manage the
WorldPac Catalog displays in a separate browser window:

I test - WORLDPAC speedDIAL for OLE'S CAR SHOP, INC. =10 x|
Server View Links Help

Catalog
o [
c Product# | =] | @ 37 - 2005 BMW 3251
Returns
Messages (Erop
img | Brand |Proguer | Deseription | anl List| price|  CoralsubmitBy | True
i | i |
Professional Resources More resources af worldpac.com » =
(2] WIN - WORLDPAC Industry News i WORLDPAC Promotions
Global covarage with local Sanvice Enbar far your chanca to win a Plasma

HOTY, Digital Camera, or iPad in the
2008 WORLDPAC All Imports Sweepstakes!

Wi Customer Marketing Solutions W TI WORLDPAC Training Institute
Markating your independant repair facility is W provide nationwide raining programs in e
marg important boday tham éver bifons, and managemant of thi profassional aulomotie
WORLDPAC can help. WORLDPAC providas senvice businass, car line spacific tachnical
complats “turn key” marketing sencas that training classes, as well as free training for
amract and retain customers speadDiAL
&) Community Forums . WORLDPAC Assist Programs |
420 P | % Forums haidr I & Shop Software
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I ~WORLDPFAL speedDIAL Catalog [ x|

Vehicke  SearchIN | History |

Modal Year |2IJIJE 'I Make EMN -

Modal |325x| j
Category |
Part Types | Positions ald w1 Raset
v & Replacement Parts -
B Air intake
& Body Elecirical

* Body Mechanical & Trim
& Body Sheet Metal

k Brake

* Carburetion

b Chimate Control

¥ Chitch

* Cooling System

k- Diesel Injection

k= Drive Belts

* Driveshaft & Axle

& Engine Ebectrical
 Engine Mechanical =l

Optional par type search
| v

Resst

Note: For information about using the WorldPac application, refer to the WorldPac tutorial by
selecting Links >Tutorial from the WorldPac browser menu bar.

3. If necessary, select the vehicle using either the Search/VIN or History button.
4. Use the Category and Part Types list to search the catalog for parts.

5. Locate the part, check the price, view details and click Export.
Result: The confirmation box displays for each part Selected.

6. Click OK on each confirmation box to add the new part to the Selected Items screen
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7. Click Submit Checked to add the new part to the order.
Result: If there is more than one job on the order;

The Distribute selected items across the jobs window displays.

Distribute selected items across the jobs

Assign Parts/Labors to One Job

Select the Job |Brake Pads LI Apply

Brake Pads
Alternator & B el

Azzign Parts/Labors acrozs multiple Jobs

Type |Descripti0n |J0b |J0b D escription
Part Felly Springfield - Hoze Brake Pads Replace front brake pads
Part Daypco - Hoze Brake Pads Feplace front brake padz

Fart Kelly Springfield - Hoze Brake Pads

Replace front brake pads

Subrnit |

8. If all of the parts are to be added to the same job, select the Job from the drop down and
select Apply.

9. If the parts are to be added to more than one job, click in the job column for one of the
parts in the grid.

10. Select a Job from the drop-list.
11. Repeat steps 9 and 10 as appropriate.

12. Click Submit.
Result: The original Job window displays with the new parts listed.
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Chapter 9: Documenting, Closing and Posting Orders

Adding Actuals and Details

Keeping track of actual costs and comparing them to what was actually billed can help you
manage your shop more efficiently.

After a service is provided, but before the order is cashiered or posted, you can edit the Line
Item to include:

¢ a note in the Work Performed field on labor, sublet and miscellaneous line items.
e the actual labor hours in the Flagged Hrs field on labor line items.
e the cost in the Actual Cost field on part, sublet and miscellaneous line items.

Applying Deposits

1. On the repair order, click Take Deposit... button.

Zil .|
Pagmert 8 | Date Tipe Fief. Humbes Muthonzation Dieposit Atk
| Status: Applying Payments
LA, I RO Tobat 6842
Amount Recened $0.00
Balarce Due: i v
Hew Payment
Payment Type: Cash *

Payment Date: | 4 /252006 vi
Pagmant Amount: I—m

™ Print Feceint

3l ooy | _ cow |
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2. From the Payment Type drop-list, select Cash, Credit Card, Check, Debit, or Other.

3. Enter any options to go with the payment type (i.e. check number, authorization number,
credit card type, expiration date, etc.).

4. From the Payment Date drop-calendar, select the date of payment. It defaults to the
current date.

5. In the Payment Amount field, type the amount of the deposit.
6. Click to check Print Receipt to print a receipt when the window is closed.

7. Click Apply.
Result: The deposit is reflected in the Amount Received and Balance Due fields.

8. Click Close when you are finished.
Result: The Apply Payment window closes.

Note: When Print Receipt is selected (see above), the receipt is displayed and can be
printed. The Amount Paid and the Balance Due are reflected at the bottom of the receipt. If
Print Receipt is not selected, the repair order is displayed.

Applying Refunds

If an order is changed in such a way as to decrease the total to a value below the deposit
accepted, a Refund dialog box is presented to allow for refunding the resulting overpay-
ment.

If integrated accounting is activated the refund information is sent to your QuickBooks appli-
cation.

In addition, a Refund dialog box has been added to the Service History tab on the Edit
Customer window.

1. From the Customers list, select a customer and click Edit.

2. On the Edit Customer window, select the Service History tab.
Result: All cashiered and posted invoices and counter orders for the customer are listed.

3. Select a posted invoice and click Order Refund.

Order Befurd |
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Result: A Refund dialog box is displayed.

Refund for Invoice #: 1194 i x|

Invoice Details
Customer,  Just home

Total Amount Paid: $425.59

Refunded Amount: $0.00

Dverpayment Credit $0.00

Total Minus Refunds: $425.59
Refund Type

¥ Cash

i~ Check

(" Ceadit Card

Fefund Amount: |'L1 0.00

& Submit | Cancel

4. In the Refund Type area, select Cash, Check, or Credit Card.

5. If Manage® is integrated with QuickBooks a field titled Bank Account displays. Select
the account (from your QuickBooks Accounts list) from which to deduct the amount.

6. In the Refund Amount field enter the dollar amount of the refund.

7. Click Submit.

Result: If the refund type is Cash or Credit Card, the refund is applied to the customer
record and when accounting integration is enabled, a general journal entry is sent to
QuickBooks.

If the refund type is Check, the refund is applied to the customer record and when
accounting integration is enabled, a pending check is written to the Registry in Quick-
Books.
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Applying Payments

Notes:

Deposits can be applied to repair orders, but repair orders must be converted to invoices
before payments can be applied.

Do not forget to add Cost and Flagged Hours information for each line item on the
invoice.

1. On the invoice or counter sale, click the Cashier... button.

Cashier...

Result: An Apply Payment window is displayed.

Apply Payment: Order 45 LA £
Papment § | Date | Type | Red. Humbses | Awsthorizahion | Dimpeesit Amound
1320 05/05/2006 Cath ¥ #11.80
Ststut Apphang Payeerts
& F Irrvgscs Ttk 541 60
Aot Riecermd: £11.60
Balance D $630,00
Hew Payment
Paymeri Type: Cach -
Paymari D abe: 54572008 "'l
Paymmari Amount: 63000
™ Prird Receipt

2. From the Payment Type drop-list, select Cash, Credit Card, Check, Debit, or Other.

3. Enter any options to go with the payment type (i.e. check number, authorization number,
credit card type, expiration date, etc.)

4. From the Payment Date drop-calendar, select the date of payment. It defaults to the
current date.

5. In the Payment Amount field, type the amount of the payment.

Chapter 11: Premium Features 97



ALLDATA MANAGE Quick Reference Guide

6. Click to check Print Receipt to print a receipt.

7. Click the Apply button.

Result: The payment amount is reflected in the Amount Received and Balance Due
fields.

8. If a balance remains, click the Close button when you are finished.

Result: The Apply Payment window is closed and a reminder message about posting the
invoice is displayed.

9. When an invoice is fully paid, the Apply Payment window closes and the reminder mes-
sages for printing the receipt and posting the invoice are displayed. If you choose not to
post the invoice it will display on the Cashiered tab on the Work in Progress window.

Posting Invoices and Counter Sales

Invoices and Counter Sales should be cashiered before they are posted, otherwise the balance
due will be applied to Accounts Receivable. Also, each line item should have actual costs
information (Cost or Flg Hrs fields) entered before the invoice is posted.

To post an invoice or counter sale:
1. Open an invoice or counter sale and click Cashier.

2. Add any outstanding payments to the invoice and click Apply.

Result: When the invoice is successfully cashiered a message displays prompting you to
Post the invoice.

Note: When an invoice is fully paid, the Apply Payment window closes and the reminder
messages for printing the receipt and posting the invoice are displayed.

3. After an invoice has been cashiered, click Post.
Puost |

Result:

If any item is lacking actual cost information and the Display warning when posting an
invoice if parts cost or labor cost is not entered option is selected on the Setup tab of

the Company Setup window, a warning message displays and allows you to cancel posting
the invoice.

If there are declined Jobs (check box cleared) on the invoice a Save Recommendation
dialog box displays allowing you to save the declined Jobs as recommendations for future
orders and then the invoice is closed and sent to the Service History table.

Note: Counter Sales do not allow you to save declined Jobs as recommendations.
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Chapter 10: Service History

Service History is a searchable history of all your posted and voided invoices and counter
sales.

To access cashiered or posted invoices and counter sales in Service History:

1.

2.

From the Main shortcut bar, select Service History.
Use the Filter By drop-list to adjust the type of records displayed.

Use the Search By drop-list, to determine the column to search for the search by text
and to sort in ascending order.

In the Search By text box, type the initial characters of the customer name, VIN, order
number, license plate humber or Vehicle year, make, model in the text box.

Result: The list is updated with only those items that match the Filter By selection and
with the first match selected.

Service History . !J
Search By Fileas By
i':uilbmll Hmﬂ I |Shm'rﬂ ﬂ
Statuz | Order Mumbes | Date Posted | Cuslomess | Licarse | Wighicla: |VIN Todal
5242007 | Cred, Eight 1996 HOMDA CRVIC EX | | £5.29.43
Posted 9 21,/2005 Credt, Eight  AsA8AHH 1996 HOMNDA CIVIC EX f1:3.70
Posted 15 57242007  Credi Free 6543357 1993 152U AMIGOD £714.10
Posted 18 B24/007  Crede Fowr  YTRERTY 1990 GED TRACKER €264 00
Posted 3 21/2005 Credit, For  WTRERTY 1330 GED TRACKER £256.20
Posted 7 2N/2005 Cred#, S 212354 1995 HISSAN 3002 22 £22245
Posted 4 5242007 Credet, Thise 3265985853 1994 JEEP CHEROKEE COUNT £565.20
Posted 5 5/24/2007  Credit, Two | 5455124 1395 FORD CROWH VICTORL .. £230.35
Posted 17 5/24/H007  Figg. Mia MIASEAR 2002 HOMDA CIWIC EX Z1245KIDN $78.24
Posted 13 S/24/7007  Figa Mia MLSKAR 2002 HOMDA CIAC EX £555.02
Posted 11 SR24/2007  Figg Mia MIASKAR 2002 HOMDE CIVIC Ex $8,505.25
Posted 12 SR24,0007  Fiog. Mia MIASKAR 2002 HOMDA CRAC Ex £1.2%5N
Posted 10 207 Figg, Mia MIASKAR 2002 HOMDA CIAC EX $306.20
[ Stabes: Done [ Fecord Coumt: 13

View I [ Hefesh ]
e —Gose_|
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5. Select an order and click View to open the order and view it in detail.

Result: The order displays. In the Order window the contents of the following fields can be
edited:

e Mileage In
e Mileage Out
e Written By

6. Select a Job and click Edit Job.

Result: The Edit Job History window displays. In the Edit Job History window the
contents of the following fields can be edited:

e Job Category or (when displayed) Service Schedule
e Assigned Technician

Chapter 11: Premium Features

e Accounting Integration

e AutoAdmin Appointment Imports
e Customer Follow-up Messages

e End of Day process, Reports

e Editable Payment Records

e Inventory Management

e Vendor Invoice Number on Repair Orders
e Job Category Maintenance feature
e Price Matrix

e Profit Margin Analysis

e Recommendations

e Scheduled Appointments

e Security Profiles

Accounting Integration

Manage® is equipped to integrate with QuickBooks (United States or Canadian versions) to
provide accounting information and tools for your shop. Certain tasks need to be completed in
QuickBooks before Accounting can be integrated with Manage.

For complete details, Click here or go to www.alldata.com/manage/quickbooks integration.
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AutoAdmin Appointment Import

Manage can use the AutoAdmin utility to import appointment information on a scheduled
basis from the MARKET web site.

The AutoAdmin utility program is installed on the server computer with Manage. This pro-
gram is responsible for automatically running import and export tasks that are configured on
the Setup tab of the Company Setup window (Refer to “Setting Setup Information” on

page 20). For more information about the utility refer to "AutoAdmin Utility” on page 165.

Customer Follow-up Messages

Use this feature, when enabled, to manage follow-up messages that can be printed and
mailed or sent via email to your customers under specific conditions, such as posting invoices or
service specials.

MANAGE Elite includes default follow-up messages that cannot be deleted but that can be
tailored to meet your shop's specific needs. These messages are intended to welcome cus-
tomers, thank them for business, and remind them of scheduled and recommended services.

Customer Follow-up messages can be created and tailored using one of two formats:
e MANAGE Mail Merge
e MARKET Email
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MANAGE Mail Merge

Manage provides templates that facilitate creating and editing Mail Merge letters using the
Microsoft Word Mail Merge feature.

Note: Microsoft Word is required to be installed on your computer with Authentication
certifications applied for macros before functions relating to Mail Merge templates can be
accessed. These functions appear grayed-out when they are not available.

For details refer to “Creating and Processing Customer Follow-up Messages” on page 35 and
“Setting Preferences” on page 22.

MARKET Email

When a valid MARKET Shop ID is entered in the ShopWeb settings field on the Company
Information, Setup tab, Manage provides templates that facilitate creating and editing
Market Email messages.

For details refer to “Creating and Processing Customer Follow-up Messages” on page 35 and
“Setting Preferences” on page 22.

Integrating Customer Follow-up Data

Before integrating Customer Follow-up Data in your shop for the first time review the needed
system settings and message setting procedures.

Note: If you are updating Manage software with an existing Customer Follow-up feature
refer to "Integrating Existing Customer Follow-up Data with Updated Manage Software".

How to update System Settings for Customer Follow-up feature:

1. On the Company Information, Setup tab, enter the Market Shop ID in the ShopWeb
Settings area. Refer to the procedure “Setting Setup Information” on page 20.

2. On the Company Information, Preferences tab, select Market Email or MANAGE
Mail merge from the Default Follow-up Format box. Refer to the procedure “Setting
Preferences” on page 22.

3. On the Customer Follow-up window, Settings tab edit the following supplied Cus-
tomer Follow-up messages forms:

MANAGE Welcome Letter
MANAGE Thank You Letter
MANAGE Service Reminder Letter
MANAGE Recommendation Letter

For more information on how to edit these forms refer to the Editing customer follow-up
forms procedure.
When editing these forms remember to update the Shop Owner Signature field

to contain the name of the person who will sign these letters for your shop.

4. On the Customer Follow-up window, Settings tab, add additional Customer Follow-up
messages forms as needed. Refer to the procedure “To create a Customer Follow-up Mes-
sage form:” on page 41.
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5. To send a follow-up email message or letter, refer to the procedure, “To access and pro-
cess follow-up messages:” on page 36.

Integrating Existing Customer Follow-up Data with Updated Manage Software

If your shop has been using the Customer Follow-Up feature the database will retain the
customer settings when the software is updated to the latest version.

Before adding new customers, access the Company Information, Preferences tab and
select an option from the Default Follow-up Format box. Refer to the procedure “Setting
Preferences” on page 22.

This setting will determine the default setting for new customers but if you change it while the
database contains Follow-Up customer records, you will need to decide how to handle the
existing customer records.

If you change:

o from MANAGE Mail Merge to MARKET Email, you will be asked "Should the Follow-
up Format be set to Market Email for all customer records with a valid email address
and currently set to MANAGE Mail Merge?"

e from MARKET Email to MANAGE Mail Merge, you will be asked "Should the Follow-
up Format be set to MANAGE Mail Merge for all customer records currently set to Mar-
ket Email?"

Answer Yes only if you want the changes made automatically. You can always change the
customer settings on an individual basis.

If you are going to be using the MARKET Email format for the first time, update the following
items:

1. On the Company Information, Setup tab, verify the Market Shop ID in the ShopWeb
Settings area. Refer to the procedure “Setting Setup Information” on page 20.

2. On the Customer Follow-up window, Settings tab, edit the following supplied Cus-
tomer Follow-up messages forms:

¢ MANAGE Welcome Letter

e MANAGE Thank You Letter

¢ MANAGE Service Reminder Letter
¢ MANAGE Recommendation Letter

For more information on how to edit these forms refer to the procedure "To edit a
Customer Follow-up Message form:” on page 42.

Note: When editing these forms remember to update the Shop Owner Signature field to
contain the name of the person who will sign these letters for your shop.
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End Of Day Process, Reports

Manage is currently equipped to configure an End of Day process for handling the printing of
selected reports on a daily basis.

To Select End of Day Reports:
Use the End of Day Reports section to select parameters and reports to print.

1. From the Setup menu, select End of Day Setup.
Result: The End of Day Reports section of the End of Day Setup window displays.

End of Day Setup T . x|

End of Day Reportz

Date Hange Filter

Fom [10/21/2008 =| Ta 102172008 =] (" Show Selected
' Show &1
Print | Fiepcst Mame | Report Type | Prompt | Last Frirted [=]
Cueztornes B alance Dus Stalement Cughormer Customes M anme
Balance Due Statement for A Cuslomer Ho Prompt
Hegative Cushomes Balances Cugtomer Mo Prompt
Customes Credit Balances Customer Ho Prompt
Cunterd Payreents and Deposits Cughormes Mo Prompt
[ Mizzed Appombments Customer Date Range
#  Schedued Appoiriments Cughormes Drate Rangs
[ Mading Labels Cuztomer Ho Promgpt
Hornally Stocked Pas by Paet Murmber Irvenbory Mo Prompt
Homnally Stocked Pasts by Descrption Irrvenbory Mo Promgpt
Hornally Stocked Pads by Primam Vendor  Irventoey Mo Prompt
Homaly Stocked Parts on Order by Vendor  Irvenbory Mo Frompt
Mot Homnaly Stocked Pats by Pat Humbes  [rnvenboey Mo Prompt
Hot Hommaly Stocked Pats by Descrption  Irvenbory Mo Prompt
Hoirmally Stacked Parts by B Location Irnvenbacy Mo Promgt
Proffit by Oinder for Pats and Labor Profit/Efficsency Date Range
Job Prodit by Order Profit/Efficeency Disle Range
Salez Proht by Technician | Profit/Efhciency | Date Ranps
| ] .Job Profit by Job Type Proft/Efficency  Duste Range & d|
| Stabus: Done | Recard Count: 50 | Selected Recosd Count: 3
Select Al | piw |

2. In the Date Range area, use the drop-down calendars to select the From and To dates to
include in the reports.
Note: The default From date defaults to the last To date saved.

3. In the Filter area, use the Show Selected or Show All option buttons to determine the
reports shown in the list.

4. 1In the list area, use the Print option boxes or the Select All button to select the reports
to print.

Note: Selections are saved when you click Submit.
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Use the Print button to start printing the reports selected.

Result: The name of the report that is printing displays in the status bar at the bottom of
the window.

Click Submit to save the list of reports selected and close the window.

Editable Payment Records

When the Edit Payment Records feature is enabled payments can be edited at any time
before the order is posted and saved to history.

Note: When Manage is integrated with QuickBooks, posted invoices cannot be edited.
When Manage is integrated with QuickBooks 2005 or lower, deposits cannot be edited.

To edit a payment:

1. From the Work in Progress or Cashiered tab on the Work in Progress window, select
a repair order or invoice and double-click on the order.
Result: The order window displays.
2. From the order or invoice, click Take Deposit or Cashier.
Result: The Apply Payment window displays.
3. Select a payment and click the Edit Payment button.
Result: The Edit Payment window displays with the EDIT MODE status bar flashing.
4. Change the Payment Type, Payment Date, or Payment Amount and click Save.
Result: The payment changes are applied and the View Payments window displays.
5. Click Close.
Result: The order window displays.
Inventory

Manage provides inventory functionality by allowing you to:

e store and update part information in a database table
e search and filter parts records
e add part information to the table from data entry windows or from the Catalog Viewer

e add part information to jobs from data entry windows, from the Parts table, or from
the Catalog Viewer

e store inventory information in the Parts table including Bin Location
e store information about vendors

e create and track purchase orders

e report on part usage and purchases
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You can add purchase orders to your database so that you can track parts orders and inven-

tory.

To create a purchase order:

1. From the Inventory shortcut bar, select Purchase Orders.

Result: The list of existing purchase orders displays.

AuboZone 5293

223006 30338 P

3 $373.28
Fartisly Receved 4 Ao one 5293 428/ 006 30624 PM $304.55
Blecerred 5 AuscZore 5253 4/28/2006 55501 PM $1200
Closed B AucZone 5233 S/10/2006 12336 PM S/I0/2006 33228 PM $15%5
Clased ? AucPore 5251 S/10/2008 33320 PM E/10/2006 337 73FM $357
Chased B AutZore 5233 S/1VZ006 33316 PM SA0/2006 34243 PM $357
Flecemed 9 AuZone 5233 5/10/2006 14332 PM $8.97
Flecerved 10 AuteZone 5233 1/10/2007 111254 AM $38.00
Chad 1 AuZore 5253 1102007 11:14524M 171072007 125330 PM $104.28
Closed 12 BuboZone D293 1102007 11,1637 AM TARSZ007 111730 AW $4E57
Patishy Recaived 13 Amaticsn Tee 1/10/2007 11:18:08 AM $30.00
Open 14 AucZone 5233 2/16/2007123500PM 123686
Claged 15 Joeys Pats for Cars  S/2/2007 122435 PM SA2F2007 123256 FM $111.88
Open 18 Acadermy Auto Parts_ 5/23/2007 20042 PM $48562
| Stats: Done | Recerd Count: 15
tew g | Beiesh |

2. Click New.

Result: The New Purchase Order window displays with the following fields pre-filled:

e Order Status
e Date Created
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) MARAGE -2

Edit Purchase Orders 55

Wendo Mame: Auls Fone  Costack: Cagy | Buziness Phone; [916] 9951212 | Est:

Oider Sladus Date Creaded Dade Exparciued Dk Closed
TPEN TIV2/2007 D14 AH T
Rethock, | Ptz Let Fasta/Catniogs | Hews bz | Forkd [bean b Parts Lisk [Dhebate
Pam Source | Vendo Totad | O ToFRecswe Oy Recemed  Beceived..
[ ] [— |
Flecor Count: 1 Totd Oty Dchesed 1 Crder Totak 95093 Tooel Ot Fleceivet 0| Fecsied Totak 0.0

Sghact 21 L Claee FII e
ALLDATA 4”&“
et

3. Click Vendor to open the Vendor Selection window.

4. If necessary create a vendor record and select it or select an existing vendor from the
Vendors list.

5. Select the source for the parts that you want to add to the order using the following but-
tons:

e Restock - All normally stocked parts whose stocked level is less than the recom-
mended level are added to the order.

e Parts List - The Part Selection list displays allowing you to search and select items
from the Parts database records to add to the order.

e Parts/Catalogs - The Catalog Viewer opens allowing you to search and select items
from the aftermarket parts catalogs to add to the order.

e New Item - The New Part window opens, allowing you to enter part information to
add to the order.
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e Add Item to Parts List - Adds the currently selected item to the Parts List.

6. If necessary use the following buttons to change the selected items:

¢ Delete - Remove the selected item from the purchase order.
¢ Rollback - Undo the deletion of line items.

7. The following information is displayed in the grid section of the window:

Column

Description

Item Number

The part number from the parts list or the Aftermarket Parts catalog.

Item Description

A description of the part.

Cost

The vendor’s list price of one part.

Qty Ordered

The number of the items on the order.

Total

The total cost of the quantity on the order.

Qty to Receive

The number of items to be processed as received.

Qty Received

The number of items flagged as received.

Received Total

The total cost of the quantity of items received.

8. The quantities can be changed by double-clicking in the Qty Ordered field for the part.
Note: Decimal values are now allowed in quantity fields.

9. The following buttons can be used to perform the corresponding function:

¢ Print - Prints the Purchase Order.

e Close - Saves the Purchase order, closes the Purchase Order window and displays
the Purchase Order report.

Notel: Buttons are not activated if the criteria for the associated task are not met.

Note2: The Purchase Orders feature is only functional when the subscription includes Elite Features
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To Receive Purchase Orders

1. From the Inventory shortcut bar, select Purchase Orders.

Result: The list of existing purchase orders displays.

Purchase Drders

Filtei By

Showe Al

ALLDATA MANAGE Quick Reference Guide

A one 5293

3222006 303 38 PM

Drdes Total |

Wiomdad 3 $3331.23
Pastisly Received 4 AutcZons 5233 4/2/2005 306:24 PM 4904 55
Recenved 5 AutoZone 5293 472002006 55501 P 1200
Closed 3 AudrZone 5233 A L2005 3:29:36 P S 02006 31228 PM $15.55
Closed 7 AutoZons 5233 5102005 333.28 P S/ 072006 33733 PM $357
Closed ] AuteZans 5203 5102006 33516 PM &/ (2005 34243 PMl 3957
Received g AuteZons 5233 5102006 34332 Fi $97
Received 10 AutoZone 5233 102007 11:1254 AM £3.00
Cloged 11 Ao ons 5293 1052007 111452 A 102007 1253 30 FM $104.28
Closed 12 AT ons 5233 1AW2007 11:16:37 &M 1A0V2007 11:17 38 AM $MIET
Pastialy Received 13 Amesican Tae 11072007 11:1804 AM $30.00
Opsn 14 AuteFons 5233 2A62007 123500 P 1
Closed 15 Jotyer Pty oo Cars 5/2/2007 12.24:35 PM S/2/2007 123255 PM $111.69
Open 16 Academy Auto Parts | 572372007 200042 PM $455 62
| Status: Dons | Record Count 15
e

=

Ed |

2. Select a Purchase Order from the list.
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3. Click Edit.
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Result: The Edit Purchase Order window displays.

&, MAMAGE - |8 x
Bz

Edit Purchaze Order: ¥

Sehedubing
Irwenbog

Wendow .IIH Aula Sone: ml.'ullﬂ: LCaiey :.Emum [41E] 8551212 ._Eﬂ:

Qidi Sl

Dt Cieaded

D Bz Dot it

FRisiock, | Fatz [l Pata/Catuog: |

OPEN TIAI2FA00T 09:14 AW

1

|

e Ren | e [l b Pants Lise I Dl

Past Source | Vendo Bers Munber | lenn Decdption

F‘I‘mdﬂoﬂt1

Sgghect ol L Clase FQ

=

Qil:lrﬂm-d Total IliToRm Coy Recmed  Receved .

[ Tota Oy Dt 1| e Totek 3933 | Tatel Oy Fsceivrst 0 Received Tetal 000
e
G

4. Using the check box, select a line item.

5. Click in the Qty to Receive field and select a quantity.

6. If appropriate over-type the cost.

7. Click Receive.

Result: The Inventory information is updated and the purchase order is refreshed.

8. After all items are received, click Close PO.

9. Click Close.

Result: The Edit Purchase Order window closes.
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Vendors
The Vendors list displays the vendors (Sellers or wholesalers) of parts that you use and stock in
the shop.

To Create a Vendor record:

1. From the Inventory shortcut bar, select Vendors.
Result: The list of existing Vendors displays.

hendors x

Search By

[verdorCode =] |

AL s Je Je Jo e JF Je Ju v |4 |k | |u | Jo |r Ja |8 |s |1 Ju |
FAl Fred's Lawn Service  Faciibie: Fred Flnt [901) 5551567

| Marey Mias Mats

| Record Count 2

Wﬁilwalﬁml

iSIMD'm

Chapter 11: Premium Features 111



ALLDATA MANAGE Quick Reference Guide

2. Click New.
Result: The New Vendor window displays.

s i
Wenda Mame | [ VendwCode | | Wendao Type | [ Puchaseloa |
| $0.00
Teams | Commerts |
Contact Infoimation Local Address
Cortact Hame | Auddress |
Business Phone || Ea | Mobie Fhore | |
[ Busmess Fox_]
Eml Adckess City State/Province |
Dpen Orders
PO Mumbss | Stabus Diabe Creabed Date Expacted Order Total | |
Grand Total: | $0.00
L;E Vendor Name field careict be blank o | Concel |

3. Enter the following information for the vendor:

Field name Description
Vendor Name Enter your vendors company name.
Vendor Code Enter a descriptive code that you want to use to group vendors.

This is a required field.

Vendor Type Enter a descriptive type such as: aftermarket parts.

Purchase Limit Enter you shop’s purchase limit with this vendor.

Terms Enter your shop’s credit terms with this vendor.

Comments Ent%r any comments that might be helpful when working with this
vendor.

Contact Information | Type the contact’s information (name, phones, FAX, and email) in
the appropriate field (Contact Name, Business Phone, Ext, Mobile
Phone, Business Fax, and Email Address).

Chapter 11: Premium Features 112



ALLDATA MANAGE Quick Reference Guide

Field name Description

Local Address Type the vendor’s address information in the appropriate field
(Postal Code, Street, City, and State/Province).

Note: The City and State/Province fields are prefilled if the code
entered in the postal code field is recognized by Manage.

4. The Open Orders grid is used, when editing vendor records, to list open orders assigned
to the vendor.

5. Click Submit to save the vendor record.
Note: The Vendors feature is only functional when the subscription includes Elite Features.

Parts

The parts database table stores and tracks parts used by your shop. These parts records are
used to track inventory, to create restocking purchase orders, and to add to estimates, repair
orders, and counter sales.

To add a part to the Parts list:

1. From the Inventory shortcut bar, select Parts.
Result: A list of parts is displayed. The list is blank if no parts records have been created.

% MANAGE =2
Fle Wiew Reports Setup Window Help

Main e |
chesig |
Irnventory Seach By Filtes By — e
; [Pzt Mumbes = [Show a1 |
s Part Mumbes [ PalSoulce | Vendal Oy OnHand | Oty OnOrder | Cost | Relall Meaialy Slocked -]
5 Lamp Manage 53.00 oo $1.26  #E ‘oz
% 1003 Lamp Manage 4200 00n 105 §3141 Yes
= Lamgp Mansge Auto Zone .00 oo .21 s s
050U Laing it Sgnal Manzge Fragen Fam oo £1.52 359 Yes
20wl Ml otor 00 Manage Wavoline Bulk Sales 14.00 0o $1.35 e ‘ag
# S M otor 0 Bulk Manago Valvoling Bulk Salos 140,00 (0L £255 564 Yoo
" S Motor 00 Syrithetic Manage .00 oo £.19 a2 ‘fed
ACDNES DiiFikei Mansge Chazingpion Chrevialet 15,00 1.00 $308 41157 Wes
PH3S Dl Fiker Manage Advanced bubo Parte 10.00 oo 295 $959 ‘eg
FF-a7 DitFikar Manage Muto Zone 200 000 £253  §R4z ou
PHESS DilFiker Manags Advcancsd fusho Paits 10.00 0on §295 953 R(TS
WES2 DilFiker Mansge Adbrancad Aubo Parts 500 000 §298 969 ex
PHES Dl Fike Manage Car Qusst 10.00 oo 29§95 eg
BCEZ DilFikel Mansge Auto Zone 10,00 non £295 §353 s
Stock il Fiker Manzge 188,00 000 8211 $6BE e
PHS25 DiFiker Marage Advanced fubo Parts 10.00 oo §259 s842 ‘s
PF52 Dl Fikar Manage Andn Zone ] oo 898 42240 Yes
[l gy Fowes Steeting Flud Manage Advanced fudo Paty n.m non 123 §473 e
RFEETE R atiztor Fhushi - Pieslang Manage Aghvaniad biba Paits 14.00 oo £388 41294 Yes
AL 258 Spark Plug Marage Auto Zone 0.0 oo .58 a7 ‘e
DEMMERCAIZ Tramamision Flud Manago Audo Fone 20 10.00 258 §H42 You
ANGT4C AUTOZ0NEAACDELCO - AIR FILTER... Buhivart AutoZone 1o oo §31.24 8302 R
ANGEC AUTOZONEACDELCO - AR FILTER, . Belivart 10,00 0on $1274 43959 es
25180303 Ait Mass Sensar.. WioddPAC WorldPac 100 oo $12223 26456 ‘eg
Ealin} Kin Peclomance - 0 Fibes... AuiZone MutcZone 1.00 0.00 $1293 42000 eu
AFIZEF [A Firer] FED AR FILTER... Al Onlire .0 oo 5T JI2s7 ‘Yeg
46153 B Fiber,., Intemet Aula Paits 1.00 ] 8N 9592 Yes
Frag FILTER DIL # 0F Files . whenchead Ine. Valencia 100 0o 5373  $3193 ‘es —
Status: Done Fiecod Couri 42
Parts/Cataloge Hew 3 Del ‘ Biefoesh |
ALLDATA &= Chase
Setup
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2. From the Parts list, click the New button.
Result: A New Part window is displayed.

Note: The New Part window has been enhanced to populate the Part Number or Description
field with information entered in the search fields on the Part list window.

|
Part # [ Description Hama Cordact  Phone Ext
] [Brake Aiurstes |
| Souce | Current Cost HRetal
[MANAGE [ 30,00 $0.00
Qiy On Hand T
[ il e
| Bin Localon
|
Assign
0.00 - Oty Committed
[ om0 Syperzeded Pait Infoimation:
alit Al Part # Descriplion
[TT000=] - Min Stocking Level
Misc, Inventory Flags:
¥ Hoemally Stocked
™ Price Ovenide
P Bpply Markup
Eﬂpamlmmmbaum. £t Cancel
3. Complete the following fields:
Field Name Input
Part information:
Part # The part number, as designated by the individual part manufacturer. This is a
required field.
Description The description of the part. Use the down arrow to access a list of common
part descriptions.
Source The origin (MANAGE entry, Aftermarket Parts catalog, or OEM) of the part
information. This field cannot be edited.
Current Cost | The manufacturer suggested list price of one part. (Only displays when
Normally Stocked is not selected)
Retail When the Apply Markup flag is selected the retail price reflects the current cost
plus the markup from the price matrix.
Qty On Hand | The current quantity of the normally stocked part. When an invoice or counter
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Field Name

Input

sale is posted, the Quantity On Hand values for all of the SC - user defined
parts on that invoice or counter sale are decremented. When a PO is received,
the Quantity On Hand value increments for all of the SC - user defined parts
on that PO. (Only displays when Normally Stocked is selected)

Average Cost

The average cost.

When the Normally Stocked flag is selected this field displays a cost based on
the average cost of the quantity in stock and on the average cost of the
quantity received.

This value is recalculated whenever the Quantity on Hand value is increased or
when the Current Cost value changes on either a part record or on a purchase
order.

(Only displays when Normally Stocked is selected)

Bin Location The location identifier. The identifier cannot be longer than 30 characters.
Note: The Bin Location field is only enabled when the subscription includes
Elite Features.

Qty The quantity of the part selected on all open unposted repair orders (quantities

Committed on estimates are not included). (Only displays when Normally Stocked is

selected)

Qty On Order

The quantity of the part currently on order. This quantity is updated
automatically when purchase orders are updated.

Min Stocking
Level

The minimum number of units kept in inventory. (Only displays when Normally
Stocked is selected)

Max Stocking
Level

The maximum number of units kept in inventory. (Only displays when
Normally Stocked is selected)

Misc Inventory Flags:

Normally
Stocked

Indicator of whether the part is part of your shop’s normal inventory.

Price Override

Indicator of whether the part is one that you want to be able to price
differently than the Aftermarket Parts or OEM catalog.

Apply Markup

Indicator that the Markup Settings from the Company Setup table should be
used to calculate the Retail charge above. Selecting this flag will trigger the
recalculation of the Retail charge.

Vendors:

Name Vendor Name
Contact Vendor contact name
Phone Vendor Contact phone number
Ext. Vendor Contact phone Extension

Superseded Part Information:
Part # The part number of the part that has been replaced with this part.
Description The description of the part that has been replaced.
Qty On Hand | The quantity of the superseded part still on hand.
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Note: Decimal values are now allowed in quantity fields.

Click the Submit button.

Note: The (Average Cost) or (Qty On Order) or (Min Stocking Level) or (Max Stocking Level)
feature is only functional when the subscription includes Elite Features

To Create a Part Item from the Catalog:

1.

From the Parts table click Parts/Catalogs.

Result: The Select Vehicle YMME Description window displays. Select a vehicle using the
Year, Make, Model, and Engine lists and the Catalog Viewer displays with the
OEM+AutoZone tab active.

Navigate the Catalog Viewer by selecting components (i.e. Brakes and Traction Control)
and part types (i.e. Brake Pad). You may need to make additional selections such as clar-
ifying the engine, or selecting rear or front, or left or right.

Result: The Part item section is populated with Part items from the ALLDATA catalog
(OEM) or from the AutoZone Parts catalog. All Configured Aftermarket parts catalogs
are also available for parts selection.

Use the check boxes to select part line items.

Note: Labor items should not be selected when accessing the Catalog Viewer from the
Parts table.

Use the Add Selected button on the OEM+AutoZone screen to add items to the Selected
Line Items tab. Use the appropriate method on other Aftermarket catalogs to add items to
the Selected Line Items tab.

After the desired items are selected, you can click Submit to add the items to the job or
click the Selected Line items tab to view the list of selected items.

Verify that the appropriate part items are included on the list.

Remove items from the list using the Delete button and add items by clicking the Home
button to return to the selection process.

When the Selected Line Item list is complete and items are checked, click Submit Checked.

Result: The items are added to the Parts database table and the updated Parts list is dis-
played.

From the Job window, click Close.
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Manage allows you to add a Vendor Invoice Number on the Edit Part Item window of a repair

order.

To add a Vendor Invoice Number to Job window:

1. From a Repair Order window, choose the desired Job and click Edit Job.

Result: The Edit Job Window disblavs.
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2. From a Job window, select the part item and click Edit Item.
Result: The Edit Parts Items window opens.
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3. Update the Vendor Invoice Number field.

4. Click Close to save and close the Edit Part window and click Close again to save and
close the Edit Job window.

Note: The Vendors Invoice Number feature is only functional when the subscription includes
Elite Features.

Job Category Maintenance

Manage provides a list of common job descriptions and allows you to add to the list. These
Job Categories can be used when creating jobs.

In the Job Categories section of the Setup tab on the Company Setup window you can view the
System Categories that are provided and you can add, modify, and delete additional categories.
Refer to “Setting Setup Information” on page 20.
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Price Matrix

The Price Matrix Setup window allows you to configure markup rules for parts based on their

source. When you add parts to orders, the retail cost associated with the part is determined by
this Price Matrix table.

To access the Price Matrix Setup:

1. From the Setup menu or shortcut bar, select Company Setup.

2. Select the Tax/Markups tab.

3. In the Markups section, click Price Matrix Setup.
Result: The Price Matrix Setup window displays.
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4. Select the Part Source of the price matrix to be configured first:
e MANAGE Parts (Calculation based on the cost)
e OE Parts (OEM) (Calculation based on the suggested list price)
e Activant Aftermarket Parts (Calculation based on the suggested list price)
e WorldPac Aftermarket Parts (Calculation based on the cost)
e AutoZone Aftermarket Parts (Calculation based on the cost)
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Autoi Aftermarket Parts (Calculation based on the cost)

IAP Aftermarket Parts (Calculation based on the cost)

WHI Solutions Aftermarket Parts (Calculation based on the cost)
WORLDPAC Parts (Calculation based on the cost)

5. Update each Range in order:
e In the From Cost field, the next valid range lower limit is pre-filled.
¢ In the To Cost field, enter an upper limit for the range.
e Enter a percentage value in the Markup % or Profit Margin % field.

Note: Only one percentage can be entered for a each range. If you try to enter a second
percentage, the first percentage reverts to zero.

6. Use the up and down arrows on the window to move to the next available range.
7. Select the next Part Source to configure and update each range.

8. When the Price Matrix Setup information is correct, click Save.
Notel: If the Parts List has already been configured, saving the Price Matrix table updates
the retail charges of items in the Parts List.
Note2: The Price Matrix feature with multiple ranges is only functional when the subscription includes
Elite Features

Profit Margin Analysis

The Profit Margin window allows you to check the difference between the cost and the retail
price of parts and services on orders, jobs, and line items.

When a job is added to an order Manage tests the profit margins against the configured
Minimum Profit Margin Threshold and displays a Profit Margin indicator in the status bar. The
indicator is green if the Profit Margin Threshold was met and red if the Profit Margin Threshold
was not met.

The Minimum Profit Margin Threshold is configured on the Tax and Markups tab of the
Company Setup window (refer to “Profit Margins” on page 16).
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To view profit margins:

1. From an order or job window, click the Profit Margin A| indicator in the status bar.
Note: The indicator always appears when jobs exist on the order.
Result: The Order Profit Analysis window displays.
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2. The Minimum Order Profit Margin field displays the threshold value that was config-
ured on the Tax and Markup tab of the Company Setup window.

3. In the Profit Detail Level drop-list, select Order, Job, or Line Item.
Note: When accessed from the Job window, only Job or Line Item are available.

4. If Job is selected in the Profit Detail Level field, select a Job description in the Job
drop-list.

5. If Line Item is selected in the Profit Detail Level field, select a Job description in the
Job drop-list and select a Line Item description in the Line Item drop-list.
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6. Select the Chart Type (pie chart or bar chart) to select the type of chart to use in dis-
playing the profit margin.
Result: The chart displays the profit margin information in the selected type of chart. The
Profit Margins reflects the difference between the calculated cost and retail values of the
parts, labor, sublet, or misc line items as reflected in the Order Job or Line Item Details
table.

7. The calculated margin value displays in the Order, Job or Line Profit Margin field.
8. Verify the Order, Job or Line Item Details in the table.

9. Click Close to close the window and return to the order window.

Note: The Profit Margin Analysis feature is only functional when the subscription includes Elite Features.

Recommendations

Recommendations are jobs based on services and repairs that have been identified for a specific
vehicle but have been declined and saved. The recommendations are stored as vehicle
information and whenever the vehicle is selected on an order window the status bar displays an
indicator and the number of recommendations for the vehicle. Use the Add Job From box to add
the recommendations to the order.

Saving Recommendations: When Jobs on an order are not selected (the check box is

cleared) and the order is posted, a Save Recommendations dialog box allows the declined

jobs to be saved as recommendations. A date calculator determines the service date initially
assigned to the recommendation.

Only declined jobs, not declined line items on jobs, become Recommendations. On declined
jobs all the line items (whether they were selected or not) are added to the Recommenda-
tion.

After a recommendation has been saved, it can be edited and line items can be added,
modified, or deleted.

New Recommendations: Recommendations can also be created from the General tab of
the Edit Vehicle dialog box.

Adding Recommendations: When creating estimates Recommendation can be selected in
the Add Job >> option box. When you click Add Job >> and Recommendation, the
Recommendation Selection list displays.

Once a Recommendation has been selected and added to an order as a new job, it ceases to be
an active Recommendation and is deleted from the database.
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Scheduled Appointments

With Manage you can use the Appointments Calendar and the Appointments Listing to track
and manage service appointments.

When you register your shop with the MARKET website, you provide customers the ability to
enter customer information, select standard services, and schedule appointments for those
services. Then you can use Manage to import those appointments from the internet to your
Manage database.

In Manage you can use the information from the website to create, edit, and save customer,
vehicle and job information. When creating new orders, you can use the Appointment button to
save the order as an appointment.

Appointments can also be entered or edited directly in Manage from the Appointments List
window.

The Appointments Calendar allows you to view your shop’s appointments in a calendar format
by month or week.

Viewing Appointments Calendar
1. From the Scheduling shortcut bar, select Appointments Calendar.

2. If appropriate, enter or select dates in the Calendar From and Calendar To fields to
determine a date range to display.

Note: The first column of the calendar monthly layout will depend on the Calendar From
(starting) date. For example: if the Calendar From date is Feb 1, 2008, the first column of
the monthly calendar displayed is Friday.

3. Use the Calendar View buttons to select the type of view displayed: Monthly, Weekly, or
Daily/Hours layout.

Result: Depending on the view type selected, the corresponding grid displays:
e Monthly - the monthly layout

e Weekly - the weekly layout

e Daily/Hours - the daily/hours layout
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Appointment Calendar, Monthly view

Appoantrments Calendar
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The monthly calendar grid shows each day of the selected month with the customer

name and time of day (M for morning and A for afternoon) listed in the corresponding
box.

If you select a day box in the grid and click Daily View, the Appointment List for
that day displays.
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Appointment Calendar, Weekly view
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The weekly calendar grid shows each day of the selected week with the customer name
and time of day (M for morning and A for afternoon) listed in the corresponding box.

If you select a day box in the grid and click Daily View, the Appointment List for that day
displays.
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Appointment Calendar, Daily/Hourly view
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The daily/hourly calendar grid shows each 15 minute intervals of the work day (from 7
am to 9 pm) with the customer name, car information, and job information displayed.
The (Quote) flag indicates open orders associated with the appointment.

If you select a box in the grid and click Daily View, the Appointment List for that day dis-
plays.

Note: The Total Scheduled Hours field allows you to see the total appointment hours
scheduled for the day.

4. Use the following buttons to perform the corresponding function:
e Daily View - To access the Appointments List window from the Calendar view.

e Print - To print the report for the current view (date range) of the Appointments Cal-
endar.

e Close - To close the window.

Note: You cannot edit appointments from the Appointment Calendar. Use the Daily View
button to open the Appointment List window, where you can use the Edit button to edit the
appointment.
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Viewing Appointments

1. From the Scheduling shortcut bar, select Appointments List.

Result: The Appointments List window is displayed and lists all appointments created in
Manage or imported from the web.

Note: New appointments are displayed in blue.
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2. Use the Search By list, Appointment Date field, and the filter radio buttons (View All
Appointments, View Appointments By Day, and View Appointments Saved/Converted to a
Quote) to search for specific appointments in the Appointments List.

3. Use the following buttons to perform the corresponding function:

e Import - The list of scheduled appointments is refreshed with the latest information
from the MARKET web site.

e Convert - The appointment information is used to create a new order. See “Convert-
ing Appointments” on page 129.

e New - A New Appointment window opens allowing you to add an appointment directly
into Manage. See “Completing the New Appointment window” on page 128.

You can also use the Save as Appointment button on the order window to open the
New Appointment window, with the information entered for the order.

e Edit - An Edit Appointment window opens allowing you to modify appointment infor-
mation.
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Delete - The selected appointment is deleted from the appointments database. The
appointment information remains stored in the Service History database.

Print - To print the Appointments report.
Refresh - To refresh the displayed list.

Close - The window is closed.

Completing the New Appointment window
1. From the Scheduling shortcut bar, select Appointments List.

2. Select New.
Result: The New Appointment window displays.
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3. Use the Customer button to select or enter a customer.
4. Enter or select a Vehicle as prompted.

5. Select an appointment date and time.

6. Select either Pre-Defined Services or Free Form Services.

If Pre-Defined Services is selected, define the services using the following fields:
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e Category - Use this field to select the service category.

¢ Available Services - Use this field to select services and use the Add arrow to move
the service to the Selected Services field.

e Selected Services - This field lists the services that are included in the appointment.
Use the Remove arrow to move a service back to the Available Services list.

If Free Form Services is selected, define the services using the following fields:

e Other Services - Use this field to type in service descriptions and use the Add arrow to
move the service to the Selected Services field.

e Selected Services - This field lists the services that are included in the appointment.
Use the Remove arrow to remove a service from the list.

7. Click the Submit button to save the appointment.

Importing Appointments

1. From the Scheduling shortcut bar, select Appointments List.
Result: The list of scheduled appointments is displayed.

2. Click Import.

Result: The scheduled appointment data in Manage is synchronized with the appointment
data on the MARKET server.

Converting Appointments

1. From the Scheduling shortcut bar, select Appointments List.
Result: The list of scheduled appointments is displayed.

2. Select an appointment and click Convert.
Result: A Select Customer window opens.

3. If the customer is not listed, add it by clicking New and completing the New Customer
window (see “Adding Customers” on page 44) or if the customer is listed, select the cus-
tomer and click Select.

Result: The Select Vehicle dialog box is displayed.

4. If the vehicle is not listed, add it by clicking New and completing the New Vehicle window
(see “Adding Vehicles” on page 51) or if the vehicle is listed, select the vehicle and click
Select.

Result: A new quote form displays with the selected customer and vehicle information
and the job information from the appointment record.

5. Edit each Job to ensure that all the information is complete (see “Editing Jobs and Items”
on page 78).

6. Save the Quote (see “Chapter 6: Saving and Converting Repair Orders” on page 74).

7. Click Close.

Result: You are returned to the Appointments List.
Note: The Appointment Calendar feature is only functional when the subscription includes Elite Features.
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Security Profiles

Manage allows you the option of configuring password protection of system features. A shop
administrator or manager can configure security profiles with different levels of access to the
protected features.

When security profiles are configured users are only prompted to enter a password when
they activate a protected feature, such as deleting parts.

To Configure Security Profiles:

Activate Security Profiles by setting the Administrator password.

1. From the Setup menu, select Security Settings.

Result: The Security Profile Configuration dialog box displays. Since passwords have not
already been configured, if you attempt to add profiles or configure Product Features you
will get a warning and the Edit Security Profile dialog box displays.

Security Profile Configuration

2 Close

2. Click Edit.
Result: The Edit Security Profile dialog box displays.

3. Enter a password and click Save.
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4. Click Configure to update the Product Feature Configuration.
Result: The Product Feature Configuration dialog box is displayed.
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A w(( mark indicates that the product feature can be accessed without password
restriction.

A & mark indicates that the product feature can only be accessed by the proper
password profiles.

A el mark indicates that the product feature is disabled for all users.

5. Select a product feature in the Features By Category box to view or change the Access
Level.

6. Select a Feature Access Level to associate with the selected profile.

7. Click Save to save the feature configuration.
Result: The Security Profile Configuration dialog box is displayed.

8. Click Close to save the Administrator profile.
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To Add additional Security Profiles:

1. From the Security Profile Configuration dialog box, click Add.
Result: The New Security Profile dialog box displays.
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Profile Name: [l
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2. Enter a name (user name, employee name, or nickname) in the Profile Name field.
3. Enter a unique password in the Password field.

4. Re-enter the same password in the Re-Enter Password field.

5. If appropriate, select Disabled to have the password turned off until needed.

6. Click Save to save the new profile.
Result: The Security Profile Configuration dialog box is displayed.
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Chapter 12: Reports

Use reports to help manage your shop, analyze the profitability of your work and track the
efficiency of your technicians. Listed below are:

basic report procedures

list of reports by menu groupings with a brief description

alphabetical list of reports with a brief description

examples of the report menus

Basic Report Procedure

To view and print reports:

1. From the Reports menu, select one of the following:
e Company Setup Report
e Customer Reports
e Management Reports
e Shop Reports
e Inventory Reports

Result: A dialog box displays all available reports, except when Company Setup report is
selected.

2. Select the report.
3. Enter a date range or customer name if it applies to the selected report.
4. Click the OK button.

Result: The report is displayed in a separate window.

5. Click the print button =8 at the top of the window to print the report.

Result: A Print dialog box allows you to select the print range and the number of copies.

6. Click the export button _njnl at the top of the window to export the report data to a file.

Result: An Export dialog box allows you to select the format and destination of the
exported file.

7. Click the OK button to print.

Note: Reports normally print on the default printer. To select a different printer open the
report and select Printer Setup from the File menu in the report window.
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Reports by Menu

Report Name Report Description Significant Field g'r"tl‘;
Report Group (Menu): None
Company Setup Lists your Company Setup details e Tax rates and markups N
e shop supplies charges
e hazmat charges
e profit margin %
e price matrix settings
Report Group (Menu): Customer Reports
Customer List By Last Name | Lists all the customers in your « year-to-date (YTD) sales N
system, with a brief summary of
their sales and service history. o total sales
Company Phone List Lists all business customers. N
e phone numbers
Customer Service History Lists a brief summary of all posted « service dates N
and closed invoices for a specific
customer. You enter the customer's | e invoice numbers
name when requesting the report. S .
¢ vehicle information
e service descriptions
e year-to-date sales
Vehicle Service History Lists a brief summary of YMME « customer’s vehicle N
information and service dates for ice hist
each vehicle assigned to the Service history
customer selected.
All Customers and Vehicles Lists all customers and the vehicles « vear to date sales N
assigned to the customers. Y
o total sales
Balance Due/Accounts Lists all customers with a balance | N
Receivable due. e year-to-date sales
o total sales
e amount paid
e balance due
Customer Balance Due This is a balance due statementfor . . N
Statement a customer. e invoice date and number
¢ vehicle information
e invoice total
e amount paid
e balance due for each
invoice
o total due
Balance Due Statement for | This is series of balance due « invoice date and number N
All statements that can be given to
customers. Selecting this report ¢ vehicle information
creates a separate statement for
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Report Name Report Description Significant Field g'r"tl‘;
each customer with a balance due. . .
e invoice total
e amount paid
« balance due for each
invoice
o total due
Negative Customer Balances | Lists all customers with a negative d | N
balance due. e year-to-date sales
o total sales
e amount paid
e the negative balance
due by customer
Customer Credit Balances Lists all customers with a credit . f h N
balance. e credit amount for eac
customer with a credit
balance
Current Payments and Lists all current payments on N
Deposits Repair Orders and cashiered * payment amount
invoices. e payment type
¢ total payments
Missed Appointments Lists all appointments missed . N
PP within a d%ge range. * appointment date
e customer name
e contact information
e job description
Scheduled Appointments Lists all appointments scheduled N
within a date range. * customer name
e phone number
e email
e appointment date
Mailing Labels Lists all customers in a format « formatted list compatible N
compatible with printed mailing . P
labels. with the Avery 5160
standard mailing labels
Hazmat Lists all your billed hazardous « invoice date and number N
materials charges for a date range
you specify. e parts total
e labor total
e hazmat charge
Sales Lists all your closed and posted « charge amount (b N
invoices for a date range you 9 Y
specify. labor, parts,
miscellaneous, sublet,
hazmat and shop
supplies)
e discounts, parts tax,
labor tax and totals
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Report Name Report Description Significant Field g'r"tl‘;
Sales Tax Lists both taxed and tax exempt « invoice date. number N
invoices for a date range you !
specify. and total
e taxable parts, non-
taxable parts, parts total
e taxable labor, non-
taxable labor, labor total
e parts tax, labor tax and
the tax total
Shop Supplies Lists all billed shop supply charges . N
for a date range you specify. » all billed shop supply
charges
Cash Receipts Lists all the payments and deposits N
. e payment type (cash,
for a date range you specify. credit, check, debit, o
other)
e credit card name
e payment amount
e check #
e authorization
Cash Receipts by Day Lists all the payments and deposits « customer N
for a date range you specify.
e invoice total
e receipt amount
e payment method
e check #
e authorization
Voided Lists all orders that have been « customer name N
voided, to provide a means of
accounting for every order created. | e vehicle description
e service advisor name
Discounts Lists the total discounts applied to N
posted invoices for a date range * customer name
you specify. e pre-discount invoice
amount
e parts, labor, and sublet
discounts
e invoice total
Account Summary Lists the total posted revenues by « hours Y
account number for a date range
you specify. e rates
e costs
e accounts charged
Report Group (Menu): Management Reports > Sales Reports
Sales Reports - Part Number I;as:ts ﬁlljln:rllairgart sales sorted by « part # and description N
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Report Name Report Description Significant Field (E)Ir"tl‘;
e average cost, sale and
profit
* qty
Sales Reports - Part Lists all the part sales sorted by . N
Description description. e part # and description
e average cost, sale, and
profit
* qty
Sales Reports - Part Number | Lists all the part sales sorted by « part # and descriotion N
by Part Source part numbers and part source. P P
e average cost, sale and
profit
* qty
Sales Reports - Part Lists all the part sales sorted by I N
Description by Part Source description and part source. * part # and description
e average cost, sale, and
profit
e gty and totals
Sales Reports - Parts Not Lists all part sales for parts not « order # N
Stocked normally stocked in your shop.
e part # and description
e cost, sale and profit
e gty and totals
Sales Reports - Parts Lists all part sales for parts « order # N
Stocked normally stocked in your shop.
e part # and description
e cost, sale and profit
e gty and totals
Report Group (Menu): Manage Reports > Profit/Efficiency Reports
Profit by Order for Parts and | Lists all profits on parts and labor « DOSt date N
Labor sorted by order humber. P
e order number
e costs, sales and profits
Job Profit by Order Iﬁljrﬁibael:— profits sorted by order « post date N
e order #
¢ job description
e costs, sales, and profit
Sales Profit by Technician Lists all sales profits sorted by N
technician. * post date
e order number
¢ job description
e costs and sales
Job Profit by Job Type Lists all profits sorted by job type. « post date N
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Report Name Report Description Significant Field glrlntls
e order #
¢ job description
e costs, sales, and profits
Job Profit by Category Lists a summary of job profits . N
Summary sorted by job type. * job category
e costs and sales
e profit %
Technician Efficiency Lists all the invoices the technician « technician name N
worked on for a date range you
specify. The report uses the e posted invoice dates and
charged labor hours and the actual numbers
labor hours to calculate an .
efficiency percentage. e labor descriptions
e charged and actual
hours
o efficiency %
Technician Efficiency by Job | Lists all the invoices the technician « post date N
worked on for a date range you P
specify. The report uses the e order number and job
charged labor hours and the actual description
labor hours to calculate an
efficiency percentage. * charged and actual
hours
o efficiency rating
Report Group (Menu): Shop Reports
Labor Rates List of all the labor rates setup in « labor rate code N
your system.
e labor description
e labor rate
Generic Shop Jobs List of all the Generic Shop Jobs set « Shop Jobs name and N
up in your system. d P ti
Note: This is a good report escription
to print and post where your o totals
technicians and service
writers can easily reference
it, such as under glass on a
countertop, in a binder, or
on the wall.
Specific Shop Jobs List of all the Specific Shop Jobs set , . N
up in your system. e Shop Job’s vehicle name
e description
o total
Miscellaneous Charges List of all the miscellaneous « miscellaneous charge N
charges set up in your system. 9
code
e description
e retail charge
e tax information
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Report Name Report Description Significant Field g'r"tl‘;
Parts I;;/s;tg;qall the parts set up in your « part number and N
' description
e cost
e retail charge
Recommendations List of all outstanding « customer information N
recommendations whose service
date falls within a specified date ¢ vehicle information
range. .
e recommended service
date
e recommended service
mileage
Report Group (Menu): Inventory Reports
Normally Stocked Parts by Lists all the normally stocked parts « part number and N
Number in the shop inventory normally kept g inti
on hand, sorted by part number. escription
e stocking levels
e quantity on hand
e cost
e selling price
Normally Stocked Parts by Lists all the normally stocked parts N
Description from the shop inventory normally ¢ gart r_lup'lber and
kept on hand, sorted by part escription
description. e stocking levels
e quantity on hand
e cost
e selling price
Normally Stocked Parts by Lists all the normally stocked parts « part number and N
Primary Vendor on order, sorted by primary P .
vendor. description
¢ inventory quantity
information
e cost, and selling price
Normally Stocked Parts on Lists all the normally stocked parts « part number and Y
Orders by Vendor on order from the shop inventory 5 ioti
with totals, sorted by vendor. escription
e quantity on order
e cost and selling price
Normally Stocked Parts by Lists all the normally stocked parts Y
Bin Location on order, sorted by bin location. * part number and
description
e stocking levels
e quantity on hand
e bin locations
Not Normally Stocked Parts | Lists all the parts in the shop « part number and N
by Part Number inventory not normally kept on P -
description
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Report Name Report Description Significant Field (E)Ir"tl‘;
hand, sorted by part number. o cost
e selling price
Not Normally Stocked Parts | Lists all the parts from the shop « part number and N
by Description inventory not normally kept on 5 inti
hand, sorted by part description. escription
e cost

e selling price
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Reports Listed Alphabetically

Report . .
Report Name Group Report Description Significant | Elite
(Menu) Field Only
Account Summary Revenue Reports | Lists the total posted revenues « hours Y
by account number for a date
range you specify. e rates
e costs
e accounts
charged
All Customers and Customer Reports | Lists all customers and the N
Vehicles vehicles assigned to the * yearlto date
customers. sales
o total sales
Balance Due Statement | Customer Reports | This is series of balance due « invoice date N
for All statements that can be given to d b
customers. Selecting this report | @Nd number
creates a separate statement ¢ vehicle
for each customer with a information
balance due. .
e invoice total
e amount paid
e balance due
for each
invoice
o total due
Balance Due/Accounts Customer Reports | Lists all customers with a e Y
Receivable balance due. * year-to-date
sales
o total sales
e amount paid
e balance due
Cash Receipts Customer Reports | Lists all the payments and N
deposits for a date range you * payment type
specify. (cash, credit,
check, debit,
or other)
e credit card
name
e payment
amount
e check #
e authorization
Cash Receipts by Day Customer Reports | Lists all the payments and « customer N
deposits for a date range you
specify. e invoice total
e receipt
amount
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Report . .
Report Name Group Report Description Significant | Elite
(Menu) Field Only
e payment
method
e check #
e authorization
Company Phone List Customer Reports | Lists all business customers. « phone N
numbers
Company Setup None Lists your Company Setup e Tax ratesand | N
details markups
e shop supplies
charges
e hazmat
charges
e profit margin
%
e price matrix
settings
Current Payments and Customer Reports | Lists all current payments on « payment N
Deposits Repair Orders and cashiered pay t
invoices. amoun
e payment type
o total
payments
Customer Balance Due Customer Reports | This is a balance due statement Lo N
Statement for a customer. * invoice date
and number
e vehicle
information
e invoice total
e amount paid
¢ balance due
for each
invoice
e total due
Customer Credit Customer Reports | Lists all customers with a credit . N
Balances balance. * credit amount
for each
customer with
a credit
balance
Customer List By Last Customer Reports | Lists all the customers in your | | year-to-date N
Name system, with a brief summary (YTD) sales
of their sales and service
history. e total sales
Customer Service History | Customer Reports | Lists a brief summary of all . N
posted and closed invoices for | * SEMVICe dates
a specific customer. You enter | e invoice
the customer's name when numbers
requesting the report.
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Report . .
Report Name Group Report Description Significant | Elite
(Menu) Field Only
e vehicle
information
e service
description
s
e year-to-date
sales
Discounts Revenue Reports | Lists the total discounts applied « customer N
to posted invoices for a date
range you specify. name
e pre-discount
invoice
amount
e parts, labor,
and sublet
discounts
e invoice total
Generic Shop Jobs Shop Reports List of all the Generic Shop Jobs « Shop Jobs N
set up in your system. P d
Note: This is a good game_ atr)
report to print and post escription
where your technicians o totals
and service writers can
easily reference it, such
as under glass on a
countertop, in a binder,
or on the wall.
Hazmat Revenue Reports | Lists all your billed hazardous « invoice date N
materials charges for a date d b
range you specify. and number
e parts total
e labor total
e hazmat
charge
Job Profit by Category Manage Reports | Lists a summary of job profits . N
Summary S £e Bep sorted by job type. * job category
. e costs and
PI‘Oﬁt/EfﬁClency sales
Reports e profit %
Job Profit by Job Type Manage Reports Listseall profits sorted by job « post date N
=~ ype order #
Profit/Efficiency b
° _]0
Reports description
e costs, sales,
and profits
Job Profit by Order Manage Reports hljﬁibae”r profits sorted by order | post date N
> .
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Report Name

Report
Group
(Menu)

Report Description

Significant
Field

Elite
Only

Profit/Efficiency
Reports

e order #
e job
description

e costs, sales,
and profit

Labor Rates

Shop Reports

List of all the labor rates setup
in your system.

¢ labor rate
code

e labor
description

e labor rate

Mailing Labels

Customer Reports

Lists all customers in a format
compatible with printed mailing
labels.

e formatted list
compatible
with the
Avery 5160
standard
mailing labels

Miscellaneous Charges

Shop Reports

List of all the miscellaneous
charges set up in your system.

e miscellaneous
charge code

¢ description
e retail charge

e tax
information

Missed Appointments

Customer Reports

Lists all appointments missed
within a date range.

e appointment
date

e customer
name

e contact
information

e job
description

Negative Customer
Balances

Customer Reports

Lists all customers with a
negative balance due.

e year-to-date
sales

e total sales
e amount paid

e the negative
balance due
by customer

Normally Stocked Parts
by Bin Location

Inventory
Reports

Lists all the normally stocked
parts on order, sorted by bin
location.

e part number
and
description

e stocking
levels
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Report

Report Name Group Report Description S'glr:'i':'lza“t glrlntle
(Menu) y
e quantity on
hand
« bin locations
Normally Stocked Parts | [nvento Lists all the normally stocked N
by Description Re ortsry parts from the shop inventory | * pa;t number
p normally kept on hand, sorted and
by part description. description
« stocking
levels
e quantity on
hand
e cost
e selling price
Normally Stocked Parts | [nvento Lists all the normally stocked N
by Number Report v parts in the shop inventory * pa(l;t number
cports normally kept on hand, sorted and
by part number. description
e stocking
levels
e quantity on
hand
e cost
e selling price
Normally Stocked Parts | Invento Lists all the normally stocked . Y
by Primary Vendor Re ortsry parts on order, sorted by gsgc number
p primary vendor. description
e inventory
quantity
information
e cost, and
selling price
Normally Stocked Parts | [nvento Lists all the normally stocked Y
on Orders by Vendor Re ortsry parts on order from the shop | ° pa;t number
p inventory with totals, sorted by | @M%
vendor. description
e quantity on
order
e cost and
selling price
Not Normally Stocked Invento Lists all the parts from the shop N
Parts by Description Report v inventory not normally kept on | * P2t number
cports hand, sorted by part and
description. description
e cost
e selling price
Not Normally Stocked Inventory Lists all the parts in the shop « part number Y
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Report Name

Report
Group
(Menu)

Report Description

Significant
Field

Elite
Only

Parts by Part Number

Reports

inventory not normally kept on
hand, sorted by part number.

and
description

e cost

e selling price

Parts

Shop Reports

List of all the parts set up in
your system.

e part number
and
description

e cost

e retail charge

Profit by Order for Parts
and Labor

Manage Reports
> Profit/Efficiency
Reports

Lists all profits on parts and
labor sorted by order number.

e post date
e order number

e costs, sales
and profits

Recommendations

Shop Reports

List of all outstanding
recommendations whose
service date falls within a
specified date range.

e customer
information

¢ vehicle
information

e recommended
service date

e recommended
service
mileage

Sales

Customer Reports

Lists all your closed and posted
invoices for a date range you
specify.

e charge
amount (by
labor, parts,
miscellaneous
, sublet,
hazmat and
shop
supplies)

e discounts,
parts tax,
labor tax and
totals

Sales Profit by
Technician

Manage Reports
>

Profit/Efficiency
Reports

Lists all sales profits sorted by
technician.

e post date

e order number

e job
description

e costs and
sales

Sales Reports - Part
Sales by Description

Management
Reports > Sales
Reports

Lists all the part sales sorted by
description.

e part # and
description

e average cost,
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Report Name

Report
Group
(Menu)

Report Description

Significant
Field

Elite
Only

sale, and
profit

* qty

Sales Reports - Part
sales by Description by
Part Source

Management
Reports > Sales
Reports

Lists all the part sales sorted by
description and part source.

e part # and
description

e average cost,
sale, and
profit

e gty and totals

Sales Reports - Part
sales by Part Number

Management
Reports > Sales
Reports

Lists all the part sales sorted by
part numbers.

e part # and
description

e average cost,
sale and profit

. gty

Sales Reports - Part
sales by Part Number by
Source

Management
Reports > Sales
Reports

Lists all the part sales sorted by
part numbers and part source.

e part # and
description

e average cost,
sale and profit

* qty

Sales Reports - Parts Not
Stocked

Management
Reports > Sales
Reports

Lists all part sales for parts not
normally stocked in your shop.

e Order #

e part # and
description

e cost, sale and
profit

e gty and totals

Sales Reports - Parts
Stocked

Management
Reports > Sales
Reports

Lists all part sales for parts
normally stocked in your shop.

e Order #

e part # and
description

e cost, sale and
profit

e gty and totals

Sales Tax

Revenue Reports

Lists both taxed and tax exempt
invoices for a date range you
specify.

e invoice date,
number and
total

e taxable parts,
non-taxable
parts, parts
total

¢ taxable labor,
non-taxable
labor, labor
total
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Report . .
Report Name Group Report Description Significant | Elite
(Menu) Field Only
e parts tax,
labor tax and
the tax total
Scheduled Appointments | Customer Reports | Lists all appointments scheduled « customer N
within a date range.
name
e phone
number
e email
e appointment
date
Shop Supplies Revenue Reports | Lists all billed shop supply . N
charges for a date range you * all b':led shop
specify. supply
charges
Specific Shop Jobs Shop Reports List of all the Specific Shop Jobs , N
set up in your system. * Shop Job’s
vehicle name
e description
o total
Technician Efficiency Manage Reports | Lists all the invoices the - N
S £e Bep technician worked on for a date | * technician
. range you specify. The report name
Profit/Efficiency | uses the charged labor hours « posted invoice
Reports and the actual labor hours to dates and
calculate an efficiency numbers
percentage.
e labor
descriptions
e charged and
actual hours
o efficiency %
Technician Efficiency by | Manage Reports | Lists all the invoices the N
Job > £ P technician worked on for a date |° post date
. range you specify. The report e order number
Profit/Efficiency | uses the charged labor hours and job
Reports and the actual labor hours to description
calculate an efficiency
percentage. e charged and
actual hours
o efficiency
rating
Vehicle Service History Customer Reports | Lists a brief summary of YMME , N
information and service dates | * cuit_olmers
for each vehicle assigned to the venicie
customer selected. service
history
Voided Revenue Reports | Lists all orders that have been « customer N
voided, to provide a means of
accounting for every order name
created. ¢ vehicle
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Report . .
Report Name Group Report Description S'glr:'i':'lﬁa“t glrlltle
(Menu) y
description
e service

advisor name
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Report Menus

Customer Reports

x|
Select Report

(=" [Customer List by Last Mame |

" Compary Phone List

" Customer Service History

" Vehicle Semvice Hittony

" All Custorners and Vehicles

Balance Due/accounts Receivable
Customer Balance Due Statement
Balance Due Statement for Al
Megative Customer Balances
Customer Credit Balances

Current Payments and Depaosits
Missed Appointments

Scheduled Appointments

M aling Label:

ER i

QK I Cancel

Management Reports

The following types of management reports are available:

Reports
Company Setup Report
Customer Reports
r-.-'..-.r,.=,._-|.=-r.-.._-_.-.r F!-gg[.':rh: 3
Shop Reports Sales Reporks
Inventory Reports Profit/Efficiency Reports
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Revenue Reports

|
~ Select Report
@ [Hazmat
" Sales Tax
" Sales
" Shop Supplies D@
"~ Cash Receipls
™ Cash Receipts by Day
i Waoided
" Discounts
™ Account Summary

~Date
From: IO‘I!E#HEEIJE 'I

Te: 0n/24/2008 =

B0 weriber
From: |
To I—

[ ok | cowe |
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Sales Reports

|
~ Sedect Report
(s Part Sales by Part Number
" Pat Sales by Part Description
" Pait Sales by Part Number by Source
" Part Sales by Part Description by Souce
" Paits Mot Stocked

" Pats Stocked
—Date
From: 011272007 =l

Te: |06/ 2 /2008 =l

| QK I Cancel

Profit/Efficiency Reports

X
—Select Report
= Profit by Ordes for Parts and Labor
™ Job Profit by Order
= Sales Profit by Technician
i Job Profit by Job Type
" Job Profit by Categony Summany
" Technacian Efficiency
 Technician Efficiency by Job

—Date
Fom [06727208 3]

T 0§/ 2 /2008 -

[ ox ] cawa |
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Shop Reports

Shop Reports i EI

~ Select Report
@ o e
" Genetic Shop Jobs
" Speciic Shop Jobs
i~ Miscellaneous Charges
" Parts
" Recommendations

oK Concel |

Inventory Reports

The following types of Inventory reports are available:

Inventory Reports i x|
~ Select Report

@ [omally Stocked Parts by Nurmber
" Mormally Stocked Paits by Description
£~ Nomnally Stocked Parts by Primary Vendar
= Mormally Stocked Parts On Order by Vendar
= Mormally Stocked Paits by Bin Location
" Mot Mormaly Stocked Paits by Mumber
" Not Motmaly Stocked Paits by Descripbion

| oK I Cancel
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Chapter 13: Repair Information

The Repair Information library is a searchable library of automotive repair information,
Technical Service Bulletins, Diagnostic Trouble Codes, and diagrams.

When creating an estimate or modifying a repair order you can access the ALLDATA library of
Repair Information (if the vehicle information is available) by clicking Repair Information on
the order window.

The following list is displayed:
e Service Precautions
e Application and ID
e Testing and Inspection
e Locations
e Diagrams
e Specifications
e Technical Service Bulletins
e Tools and Equipment
e Fundamentals and Basics
e Diagnostic Trouble Codes

Accessing Repair Information

1. From the shortcut bar click the Repair Information icon.
Result: The Select Vehicle YMME Description window displays.

2. Select the appropriate YMME information for the vehicle that you are researching. The
YMME represents:
e Year - 1966 to the current year
e make
e model
e engine information

3. Select the type of information desired.

4. When you are finished accessing the data, click the Close button ?‘ to return to
the Manage®™ windows. =
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\Y/

Service Precaution

The Service Precautions category provides information regarding environmental and safety
concerns. Review this category prior to starting any diagnostic or repair services. It details
information about conditions, actions, or procedures that may cause harm to the customer,
the vehicle technician, the environment, or the vehicle.

(ol
-»/3/‘@ ’
N4
Application and ID

The articles in this category include information used to correctly identify the vehicle and its
components. It is necessary to properly identify vehicles and components to ensure that only
correct parts and procedures are used for repair and maintenance.

Topics and identification methods can include:
¢ Vehicle Identification Number
e Engine Number
¢ Transmission Number
e Paint Code
¢ Identification Number Locations

Testing and Inspection

The Testing and Inspection category includes articles to help diagnose problems and verify
proper system and component operation.

Diagnosis information about components is contained under this heading. Diagnosis information
about systems and subsystems is contained under the System Diagnosis heading.
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Locations

The Locations category includes information and diagrams to assist in locating various
components and systems.

Some of the possible subcategories are:
e Component Locations
e Connector Locations
e Ground Locations
e Splice Locations
e Harness Locations

=

Diagrams

The Diagrams category includes images and diagrams to illustrate system layout and
connections. These images are supplied by the manufacturers and give detailed visual
references for repairs. Diagrams can also be manipulated and magnified for better viewing of
the essential area. See “Zoom"” on page 156.

Some of the possible types are:
e Electrical Diagrams
e Mechanical Diagrams
e Connectors
e Vacuum and Vapor Hose Diagrams

Zoo

Zoom

When viewing diagrams the Zoom mode allows you to enlarge diagrams.

From the Menu bar click the Zoom button and select the Zoom percentage from the drop
down list.
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U

Specifications

The Specifications category contains the manufacturers specifications. Some of the possible
categories are:

Electrical Specifications

Mechanical Specifications
e Pressure, Vacuum, and Temperature Specifications

Capacity Specifications

oy

Technical Service Bulletins

Technical Service Bulletins (TSBs) are issued by vehicle manufacturers and contain up-to-
date part numbers, manual revisions, recalls, and testing and repair procedures. ALLDATA
Repair Information contains thousands of TSBs, and more than 6,000 new TSBs are issued by
manufacturers yearly.

TSBs are issued after the vehicle has been released to the market and they contain critical
information from a simple tire change to a complex diagnostic procedure. Many of the fixes
found in TSBs are unavailable elsewhere.

Review TSBs before starting any diagnostic or repair service to avoid overlooking a
documented answer to a perplexing problem. Use TSBs to save time while correctly
diagnosing and repairing the vehicle.

View all TSBs for a vehicle, or only view those that pertain to a specific System or
Component. TSBs are indexed at the vehicle level, the system level, the subsystem level,
and by individual component.

Tools and Equipment

The Tools and Equipment category describes special tools that are used for testing, diagnosis
and repair procedures. These articles include both text descriptions and diagrams of the
tools.
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»

Fundamentals and Basics

The Fundamentals and Basics category provides generalized information on vehicle systems
and component operations. This section is not vehicle specific, but it provides a good basis for
understanding how your vehicle operates.

-~

DTC
Diagnostic Trouble Codes

The Diagnostic Trouble Code (DTC) category includes shortcuts to specific trouble code testing
and inspection information.
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Chapter 14: Data Transfers (Exporting Data)

Exporting XML Data

The XML Data Export allows you to extract a file from Manage® which includes customer,
vehicle and service information from posted invoices and counter sales. This file can be given to
a customer relations management (CRM) company for simple processes such as creating
mailing labels, or for complex customer follow-up and shop analysis.

You can set the XML Data Export file to automatically generate on a daily, weekly or monthly
basis, or you can manually generate it.

To set automatic XML exports once a month or daily:
1. From the Setup menu or shortcut bar, select Company Setup.

2. On the Setup tab, click the Export button.
Result: The MANAGE Data Export Settings dialog box is displayed.

MANAGE Data Export Settings x|

Esepout: |l -

Onthe [1 =] of the month

| Suibanit I Cancel

3. In the Export drop-list, select Monthly or Daily.
Note: Choosing the Never option disables automatic exports.

4. Enter the day of the month or week the export should take place.

5. Click the Submit button.

Result: Exports automatically take place on the days selected. The file is located in your
ALLDATAWY/ServiceCenter directory.
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To manually generate the XML Data Export file:
1. From the File menu, select Export....

2. Select XML Data Export.
Result: The XML Export Settings dialog box is displayed.

%ML Export Settings x|

Cusshormer: IF'ersonaIand Business j

" Select records by date range

[ Exchade Counter Sales from the file

| Submit I Cancel |

3. From the Customer drop-list, select Personal and Business, Business Only or Per-
sonal Only.

e Personal and Business includes all customers in the file.
e Business Only includes only business customers in the file.
e Personal Only includes only personal, non-business customers in the file.

4. Select All records or Select records by date range.

5. Select the Exclude Counter Sales from this file check box if you do not want counter
sale data included.

6. If you did not select all records, enter a date range.

7. Click the Submit button.
Result: A Save As dialog is displayed.

8. Type a file name and select where to save the file. The default is MANAGE.xml in your
ALLDATAW\ServiceCenter directory.

9. Click the Save button.
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Exporting Excel Data

The Excel Data Export allows you to extract a file from Manage®™ which includes customer,
vehicle and service information from posted invoices and counter sales. This file has an .xls
(Excel) extension, but is in an HTML format so can be opened in any HTML-compliant application
(such as a browser or Word). Use this data for simple processes such as creating mailing labels,
or for complex customer follow-up and shop analysis.

To generate the Excel Data Export file:
1. From the File menu, select Export....

2. Select Excel Export.
Result: The Excel Export Settings dialog box is displayed.

Excel Export Settings _ x|

Ml Personal and Business

Al recoids
(¥ Select records by date range

[T Exchsde Counter Sales from the fle

Date
From [06/2/2008 =]

To.  |oer2/2008  x)

3. From the Customer drop-list, select Personal and Business, Business Only or Per-
sonal Only.

e Personal and Business includes all customers in the file.
e Business Only includes only business customers in the file.
e Personal Only includes only personal, non-business customers in the file.

4. Select All records or Select records by date range.

5. Click to check the Exclude Counter Sales from this file check box if you do not want
counter sale data included.

6. If you did not select all records, enter a date range.

7. Click the Submit button.
Result: A Save As dialog is displayed.

8. Type a file name and select where to save the file.
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9. Click the Save button.

Exporting MARKET Data

The MARKET Data Export option allows you to export your customer and vehicle information to
the MARKET web site where it can be used to schedule service appointments.

To export the customer and vehicle information file:
1. From the File menu, select Export....

2. Select MARKET Data Export.
Result: A welcome page displays.

Note: If you receive the message "MARKET ID: Not configured in MANAGE Company
Setup”, enter a Shop ID number in the Company Setup window. Refer to “Setting Setup
Information” on page 20.

% MARKET Data Export Utility

SASSY SALLY'S SWELL SERVICE
MARKET ID: 114884

Welcome to the MARKET data expont utility. This utility allows you to export your
MAMAGE customer and vehicle data to the MARKET web site using a secure intemet
connection

This utility is designed as a three-step process as follows

Step 1: Click [Continue] to begin and then click [Yes] to export to the
CustomerData.xmil file en your computer at
CHALLDATAWAServiceCenter\ Tools\ XML Exporty
Step 2: Login to MARKET (ProCarCarefone.com) using your usermname and password
Step 3: Select the CustomerData xmi file and upload this data to MARKET

3|

Ready Verzion 481017

3. Click Continue.
Result: The Step 1: Data Export box displays.
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Step 1: MANAGE Data Export E x]

? ) Do you wish to start exporting Customer and Yehicle Data to:
& CAALLDAT AW ServiceCenter| Tools) XML Export|Customer Data, xmi?

[ivaain) e Hep |

Note: The path displayed will vary depending on the Manage release.

4. Click Yes to start sending the customer and vehicle data to a file named Customer-
Data.xml.

Result: The Step 2: Login to MARKET box displays.

% Step 2: Login to MARKET

SASSY SALLY'S SWELL SERVICE
MARKET ID: 114584

Username [I

Password |

File has been successfully created at
CAALLDATAV ServiceCenter\Toolst XKML
ExportiCustomerData.xml|

Please login using your MARKET username and
password to upload this file.

EJ Cloge

Fleady Yersion 481017

Note: In MANAGE 4.6 and later the data file is stored at c:\ALLDATAW\ServiceCen-
ter\Tools\XML Export, while in previous releases the file is stored at c:\. The Customer-
Data.xml file is created or automatically overwritten (if it exists) in the appropriate
directory.
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5. Login to the MARKET site by entering your user name and password and clicking Con-

tinue.

Note: If you do not know your user name and password contact Customer Support.

Result: The Step 3: Upload file to MARKET dialog box displays.

"'ﬂ‘ﬁ.Step 3: Upload file to MARKET

SASSY SALLY™S SWELL SERVICE
MAREET |D: 174884

File: | Browse. ..

Flease do one of the following
& Click [Browse..] and select
CHALLDATAWServiceCenter\ToolstXML
ExportiCustomerData.xmil file
or
+ Type the following in the file input box
CAALLDATAW\ServiceCenteriToolst XML
ExportiCustomerData.xml

Upload

Please click the [Upload] to begin uploading the file

32

Ready Vearson 4.8.1017

Note: The path displayed will vary depending on the Manage release.

6. Use the Browse button to navigate to the CustomerData.xml file.
Result: The Choose File dialog box displays.

7. Click on the CustomerData.xml file.
Result: The completed Step 3 window displays.
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8. Click Upload.

Result: The file is uploaded to the web site and Step 3 dialog box is updated to show the
status “File CustomerData.xml uploaded successfully”.

4 Step 3: Upload file to MARKET

SASSY SALLY'S SWELL SERVICE
MARKET ID: 114884

Flease do one of the following .
+ Click [Browse . | and select
CHALLDATAWService Centen\ToolsWXML
Export\CustomerData.xml file
or
» Type the following in the file input box
CHRALLDATAWServiceCenteriToalsUXRL
ExportiCustomerData.xml

__Upload |

File CustomerData.xml uploaded successfully

After one minute of database processing, your Customer and

Vehicle data will be available at the MARKET customer

management center

In the future, you can follow these same steps to update this

data “

2| Close

Ready Wersion 481007

9. Click Close to close the Data Export utility.

AutoAdmin Utility

The AutoAdmin utility program is installed on the server computer with Manages". This pro-
gram is responsible for automatically running data backups, creating XML data, importing
data, and exporting data as defined on the Setup tab of the Company setup window.

When the user logs into the server computer, AutoAdmin starts automatically if enabled on
the Setup tab of the Company Setup window. It runs in the background and checks periodi-
cally to see if there are any scheduled tasks to run. The Manage icon is displayed in your sys-
tem tray, which is in the right-hand corner of your taskbar (the bar at the bottom of your
Windows desktop).

Right-clicking this icon displays the following AutoAdmin options in a pop-up menu:
e Start Service - starts AutoAdmin if it is currently paused (stopped).
e Stop Service - pauses the AutoAdmin program, but does not exit it.

e Exit - closes the AutoAdmin program. Restart AutoAdmin by rebooting the server
computer, or by selecting AutoAdmin in the ALLDATA MANAGE folder (through the
Start menu).

e About - displays a window with copyright information.
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Note: Stopping or exiting AutoAdmin may interfere with scheduled tasks. Please consult
your administrator before stopping or exiting AutoAdmin.

MANAGE AutoAdmin Status window

When Manage is started, a MANAGE AutoAdmin Status window displays. This window
shows backup, import, and export tasks completed since Manage was last shut down, and
the status of those tasks.

To disable the display of the MANAGE AutoAdmin Status window at startup, select the Do
not show at startup check box.

¢ Click OK when you are finished.

For more information on setting the AutoAdmin options refer to “Setting Setup Information” on
page 20.
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Chapter 15: Database Backups

You can set your system to automatically back up your data on a daily, weekly or monthly
basis. You should back up your data as often as possible and setting automatic backups is the
easiest way to make sure you never forget.

You can also back up your data manually.

To set automatic backups to monthly or weekly:
1. From the Setup menu or shortcut bar, select Company Setup.

2. On the Setup tab, click the Backup button.
Result: The MANAGE Backup Settings dialog box is displayed.

3. In the Backup drop-list, select Monthly or Daily.
Note: Choosing the Never option disables automatic backups.

4. Enter the day of the month or the day of the week that the backup should take place.
Note: If you select Daily and only one day of the week, the backups occur weekly.

To manually back up your data:
The following process can only be done from the server computer.

1. From the File menu, select Backup.

2. If you want to save your backup file in a directory other than MANAGE®", browse to select
that directory in the Save As dialog box.

Note: If you do not browse and select a directory, your backup file is saved to the MANAGE
directory.

3. Select or enter the file name.

4. Click the Save button.
To restore your data:

If you find that customer, vehicle or service data was lost, please contact Customer Support.
They will guide you through the restore process, using your back up files.
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