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PARTS PROCESSING

Parts Wizard Overview

Parts Wizard is a comprehensive parts department program which integrates with the
vehicle, service and accounting modules.

It will allow you to manage your everyday parts invoicing, create client orders and
manage your inventory by automatic stock order calculation. These are just the basics;
everything a parts department requires is catered for in the PARTSWIZARD software.

Getting Support

Ultimate Business Systems Pty Ltd maintains offices currently in Victoria (Canterbury,
Melbourne) and in Queensland (Woolloongabba, Brisbane). The staff at each of these
locations is in place to assist you with the running of this program. We ask that when
you don't understand something you first press your “F1” key to view the on-line help
files to establish whether or not they solve your enquiry, if they do not, please contact
us. It would be very helpful to you and us in the future if you were able to explain why
the help was insufficient so that we can implement better help, based on the needs of

our customers.

Enjoy this program, we have had a lot of fun making it and go on developing new and

better ways of performing your functions over the coming years.

Our contact details are:

Queensland
Office 2

80-84 Ipswich Road
Wooloongabba Qld
P.O. Box 6181
Buranda QId 4102

Ph: 07 3891 1377

Fax: 07 3891 3744

Go To@

Contacts
Lisa
Michelle
Robert

Melbourne

Suite 9

333 Canterbury Road
Canterbury

Vic 3126

Ph: 03 9012 6677
07 3123 4744

(**Note: Local call
Direct to Melbourne
Office)

Fax: (03) 9836-7005

Contacts
Michael M
Dean M
Nick T

Nik R

Ben A
Anthony Y
Natasha O
Michael X
Ben S
Emma G
Michelle M
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Eclipse Parts




PARTS — GETTING STARTED

First of all, we need to access the UBS PartsWizard program from your Windows
Desktop, left click on the UBS PartsWizard icon as per below.

e

Payrol

Double left click on the Parts icon on

your windows desktop to open the
m program

Ultimate
S ort

The UBS Parts Wizard program will open up and the ‘Parts Control’ screen may not
automatically appear. To get this to open, left click the ‘Sell Parts’” menu option.

Sell Parts Purchase Parts Parts Management Reports

Left click 'Sell Parts'

1 —J/ sell Parts Purchase Parts Parts Management Reports Help
gg i ‘}-__' rEI &A. P 5F [l Print Barcode - .’--\" -
- é e ( [ -}
Sl e ) = Account Payment Receipts D =
Add Find Parts MNew Sales 5ale Clients Client

Part Part Enquiry ~ Client Order kup W8 Create a Gift Voucher Deals E
Parts Enquiry Sales Clients

Left click on '"New Sale / Client Order’

The ‘Parts Control’ screen

ﬁ System  View Manage Maintenance Beports  Window  Help

ﬂ Enquiry / Maintenance I g 1m-'niu:eHCreditNote] E[ Invaice Lookup ] E[ Supplier Orderz Lookup ] E Supplier Order / Beceipt

er selecting the 'Parts Control' option, the fnquiw! Maintenance’, Tvoice |
Credit Note', 'Invoice Lookup', "Supplier Orders Lookup', and Supplier Order /
Receipt Tab appear. Each of these are the areas of parts wizard used to manage
our parts business.

Go to @ Eclipse Parts




ENQUIRY / MAINTENANCE

The first tab in the Parts Control Centre is the ‘Enquiry/Maintenance’ Tab. This tab
performs many different functions; these functions include adding new parts, displaying
or changing part details. Along with general part enquiries and maintenance this tab can
be used to generate client sales and supplier orders.

Enquiry 3 I Enquiry 2 | Engquiry 1

To the left of the screen there are three Tabs labelled Enquiry 1, 2 and 3.

These tabs exist so that the user can create multiple part enquiries / orders. For
example you are creating an order for the customer in front of you when the phone
rings for a price enquiry. You would simply switch to another Enquiry tab and process
the phone enquiry then return to your order without having to start again.

Enquiry / Maintenance

|Elient [FB]|1 005 CASH SALES d| Select Client ||5taff [F?]l | =l |
Client Address | Edit Address F
ay on Delivery

Located at the top of the screen are fields to enter both client and staff member
information. These fields are used primarily with the ordering and sale of parts. You will
be prompted for this information if it is required.

Bty Martenance| L] cice/Cedtote| @ Invoce Lookup | 3] Suppler Qdrsookp | @] SuoplorOior/Becept |
e

Stock Murnber Select Wehicle

Go to @ Eclipse Parts 6




You are also able to enquire on a stock nhumber in this screen. If a part needs to be
charged out against a new vehicle it is possible to do it through here. Enter the stock
number in the field provided or simply search for it from all available vehicles by clicking
on "Select Vehicle”.

Enquiry / Maintenance |HEE] BEE] BEE] BE=]

You also get the option to invoice parts to Repair Order Numbers if you have the Service
Wizard Integration software turned on, you will get this option to link to a repair order.

Enquiry / Maintenance |3 B=] |

Enguiry Branch I Canterbury > I

If you have multiple branches, e.g. Sales and Service, you will get the option to enquire
and invoice to the required branch.

(£ nquiry / Maintenance 18]

Fart Mumber Description Supplier List [Ex]|  Fietail [Ine.]| Your Deal (Inc]] G0OH QAL LA Loch

#] | | | | | | | |

The Part number field is where you enter any current part numbers that are available
from your franchise supplier’s price file or any new part numbers you may wish to
create. The part numbers description, supplier, list, trade and retail price, quantity on
hand (QOH) and Location details are displayed. Further fields can be displayed with
more information by right clicking on the field headings currently displayed.

H L mar Tonsw 10 ae.d IS szl
T Show ManuFacture Code

v show Lisk Price (Ex.)
v Show Retail Price {Inc.)
v Show Your Price (Inc.)
w Show QOH (Quantity on Hand)
v Show QAL {Quantity Allocated)
w Show QAY (Quantity Available)
Showe QOO+QOE (Quantity on Order/Back Order ko Supplier)
v Show Location 1
Show Location 2

By right clicking with your mouse you get
the following display headings available
to show further information. The items
ticked, are the one that currently
displaying information

Shows Locakion 3

—
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| —— n
= for Client

0O = Daily Order
5 = Stock Order

| I Procesz all transaction together

Canum cradts e s L e
Client Orders

Select wishicle |

[ ——
H elps

During the invoicing process in the enquiry maintenance screen, you get the option to
process Casual Credits, Process Client Sales (Invoicing to client), Process Client Orders
(Ordering parts for a client) and Process Supplier Orders (Ordering stock for inventory)
as Daily or Stock Order type. These options are highlighted as per above.

C Invoice Motes ) ]( Trvvoice LJser Notes D
Mates ko appear on the |nvaice; Ingert Template [)

C D)

You also get the option to insert notes onto an invoice as either notes to appear on the
invoice (Invoice Notes) and notes to not appear on the invoice (Invoice User Notes).
You can also have a template setup for your notes so you don't have to type in the
same notes each time, this is done by left clicking on the Insert Template button.

CSupplier Order Motes ) ] @:nlier Order User Notes [}
Motes to appear on the Order. Ingert Template )

C

You also have the option to insert notes onto a supplier order. You can use the Supplier
Order Notes Tab to appear on the supplier order. You can use the Supplier Order User
Notes Tab to enter notes for the user that will not print on the supplier order. You can
also use a template to insert frequently used notes onto supplier orders by left clicking
the Insert Template button.

Go to @ Eclipse Parts
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Enquiries and Maintenance Functions

At the bottom of the Enquiry / Maintenance screen is located a parts dashboard. Using
the buttons on this toolbar you are able to perform some of the more common parts
maintenance functions.

Part Dvazhboard
| & ‘ dh ‘ @ ‘ @& ‘ %
Add ! Activate Edit ‘e Pdjust Retum hiake Pack
Add/Activate

Add ¢ Activate

If a part does not exist in your stock file use this button to enter it. The "Part
Information” screen will appear for you to fill in all relevant information about a
particular part. A part that exists in your stock file as inactive can be switched to an
active stock item by pressing this button.

Edit

B
Edit

You are able to change the details of a part by selecting the part and pressing this
button. Information such as description, barcode and pricing can be changed using this
function. The "Part Information”screen will appear for you to fill in all relevant
information about a particular part.

View

(2]
e

A part's entire details can be viewed by selecting the part and using this button. The
"Part Information” screen will be displayed only you cannot change any of the parts'
details.

Adjust

for?

To adjust the amount of stock on hand or QOH a user must have permission to do so.
After a user has entered correct identification information the system will allow for the
QOH to be adjusted for a particular part.

Go to @ Eclipse Parts




Return

&

Retum

The button is used to assign a part to the 'Return for Credit’ register. This is used to
keep track of the parts you plan to return to your supplier.

Make Pack

%
hvake Pack

It is possible to group a number of separate parts into a single 'pack’. A pack is created
using this button, the 'Create New Package' screen will appear for you to work with.

Creating New Parts and Enquiring on Current Parts

There are a couple of options to create or add new part numbers into the system. The
first option is to simply left click the Add/Activate button from the parts dashboard area:

The second option is to start at the Part Number Field as per below:

El Enguiry / Maintenance |

Part Mumber

In the ‘Enquiry / Maintenance’ Tab to create or add any new part numbers to the
system you start at the ‘Part Number’ field circled in red and :

—

Go to @ Eclipse Parts 10




Fart Murmber D escription Supplier

Left click into the 'Part Number' field to enter and create a new part number or
to find an existing part number.

Enter in your Part Number required in the 'Part Number’Field and press ENTER. The
system will now check to see if that part number does exist and if unable to find the

part number, it will ask the question ‘Do you wish to create a New Part?’ . Left click 'Yes’
as per below to create the new part. Or you have the option to ‘Search for Another Part’

or 'Cancel’

Part Mumber Diescription [A0H  Location Huantity| Gk
12345678 -

*l |
Mo Park Exists?

@ Mo Partz exist that match pour request, What do you wigh to do?

11ADD a Hew Part [12345678)
21 SEARCH for another part
3 CAMCEL and by anather part

11400 a Mew Part

[12345678) 2] SEARCH for Anather Part 3] CARCEL

Left click ‘ADD a New Part (12345678)’

Mo Part Exists | S|

After answering ‘Yes' to creating a new part the ‘Part Detail’ screen will appear.

Go to @ Eclipse Parts 11




<3 Parts Detail (23]

Franchise] j | | Location 1 - J
Part # 12345678 * e e
Description || } Location 3 ’—LlJ
Barcode |12345673 Branch: CANTERBURY [~ Mark this Part as |nactive?
[Parts Detail g Detail . Date Infarmation
Country of Origin I Iz this an equipment part? [serial number part)
Parts Pricing Profit Center Code Created |08/12/11 -
Movement Digcount Code Updated |02/12/11 =
= I anufacturer Code Sold|__/_/_ :‘v
istory .
Parts Group v J Received| /_/_ =
Motes / Supplier Info Stocktake| 4/ / =
Alternate Parts Stock Adjust|__/_ /=
Supersession Parts .
Gty Order Details

Branch Description OnHand |Allocated |[On Order |Back Order

Minimurn QOH Pack Gty

Minirmum Order Gty ™ Stock Order ([Basket Part)
[~ Mever Re-Order this Part.

insert product Season € Summer
image here " inter
&+ Bath
Inseit Image Flemove Imade * = Required Fields 0K | Cancel |
Inzert Image  hemove mage

You will see in the 'Part Detail” screen 3 fields that require information to be entered
into them. These fields are marked as Required Fields and they have an * marked next
to them and are circled in Red as per above.

Note — If the part is from a valid Parts Price File, the pricing fields and supersession
information is automatically populated.

5 Parts Detail
Faneres L= The first field you need to select is the 'Franchise'

field. Click the drop down arrow to select the
Fart # i i i
e franchise/supplier of this part.
Description | g Cequent
CL |COROMAL CARAVAMNS nch: CAl
CO |COAST TO COAST i

G Detai
Parts Detail gl —
= = 4 Canntou af Mrinin ™ 1o bain

Barcode

38 Parts Detail
Franchise | Ca j |CAMEC
Part # |12345678
Diescription | 7 FIN CAR&VAN PLUG) ==
Barcode |12345678 Branch

The next section is the 'Description’ field. Type in the new
parts description here.

r .
Parts Detail J Detail

Country of Origin [ I thiz

To set the parts price click on the ‘Parts Pricing’ tab. Through this screen is where you set the different
price levels of your new part.

Go fo @ Eclipse Parts 12




<34 Parts Detail (23]
Franchize | = j |C"5‘N|EE | Location 1 ’—LlJ
Part # |'I 2345673 Location 2 ’—LlJ
iption |7 PIN CaRaVAN PLUG =
Description | Location 3 ’—LlJ
Barcode |12345673 Branch: CANTERBURY ™ Mark thiz Part as Inactive?
Parts Detail Dealer Sale Price $ Eranch Sale Price $ [optional] Calculated Pricing
. ex GST Inz GST ex GST Inz GST Code |Price Name Frice
Parts Pricing 4 List = List ,7 »C CAR&VAN SALES $0.00
. * * "o [DISCOUNT $0.00
Movement Retail Retail - Gold Card Member $0.00
= LW Warranty [Franchize W arranty] $0.00
History Trade Trade [ Rietail $0.00
T T W aranky Warranty | IT lTrade I :ggg
otes / supplier Into nternal 5
Fleet Fleet s Staff $0.00
Alternate Parts B
Supersession Parts Dealer Cost Price § Branch Cost Price $ [optional)
ex GST Inz GST ex GST Inz GST
o | ] I
Print Price List
Stock Order Stock Order FErelTer
ficing Details
. Average Price Mame: CARAWVAN SALES
insert praduc:t = Price Base: CastPrice [AwgCost] $0.00
mage nere Last Iv Allow Discounts to Apply? Price Adjustment: 30.00% $0.00
Sub Price: $0.00
Price: +$0.00 GST $0.00
Inseit Image Flemove lmade * = Required Fields 0K | Cancel |

The 3 mandatory fields within this screen are marked with a red * (asterisk) and must be filled in to save
this part.

<3 Parts Detail (23]
Franchize | CA j |EAMEE Location 1 ’—L|J
Part # |12345B?8 Location 2 ’—L|J
iption |7 PIN CAR&WAN PLUG =
Description | Location 3 ’—L|J
Barcode 12345678 Branch: CANTERBURY ™ Mark thiz Part as Inactive?
Parts Detail Dealer Sale Price $ Branch Sale Price $ (optional) Calculated Pricing
[ex GST] [Inc G5T] [ex GST] ncG5T] | || |Code [Price Name Frice,
Parts Pricing 4 List $25.00 List — w C CARAVAM SALES $14.30
Movement Retai i
History =ce $20.00 o These are the 3 price fields which must be entered.
Motes / Supplier Info Wy
Fleet
Alternate Parts

Supersession Parts Dealer Cost Price $ Branch Cost Price $ [optional)

ex GST ex GST Inz GST
$10.00* . Cost
Print Price List
Stock Order | Stock Order Fiicin Dot Lidalat
Ticing Details
) Average Frice Mame: CARAVAN SALES
inzert praduct Price Base: CostPrice [AvgCost) $10.00
gl Last I Allows Discounts to Apply? Price Adjustment: 30.00% $3.00
Sub Price: $13.00
Price: +$1.30GST $14.30
Insert Image  Femove made = Required Fields 0K | Cancel

In the Movement Tab, you can review the movement of the part in different ways. The

different types of movement are Sales, Stock Adjustments, Purchases, Package Items
movement and Internal Transfers.

Go To@

Eclipse Parts 13




To access the Movement Tab, click the movement tab as shown below:

39 Parts Detail

Franchize | ca j |D’5-MEC

[*  PART IS ACTIVE

Part # | 12345675

Description |7 PIN CARAVAN PLUG

Barcode 12345678 Print Barcode

Branch: CANTERBURY

EX5

Location 1 - J
Location 2 - J
Location 3 - J

I~ Mark this Part as Inactive?

Parts Detail Branch | CANTERBURY = Stack Order Calc
Parts Pricing Posted History l Pending Client Orders/Quotes ] Pending Supplier Orders ] Pending Back Orders ] Stats ]
Bovemant Doc Type | Date | Our Reference | Other Refere... | Clignt | Gty | Total
. INVOICE 812/2011 23714 CASH SALES -2 g
History STKAD 8122011 59181 10 10
Motes / Supplier Info
Alternate Parts
Supersession Parts
ingert product 4 i 3
image here
" SALES : 2 [0 Allocated) (" STOCK ADJUSTMENWTS :10 " INTERMNAL TRAMSFERS 0 * Show &l
~ PURCHASES 0 {~ PACKAGE ITEMS .0 [~ Show Re-Open & Credit Details (Includes Transfered History)

Inzert Image  Remove Image Make Package

* = Required Fields

ak | Cancel |

In this Tab, you get the option to review POSTED HISTORY (Finalised history), Pending
Client Orders/Quotes, Pending Supplier Order, Pending Back Orders and Stats and
perform a Stock Order Calculation. All of these tabs are below.

<3 Parts Detail

Franchise | Cé, j |D’5-MEC

|*  PARTIS ACTIVE

Part # [12345678

Deseription |7 FIN CARAVAN PLUG

Barcode | 12345673 Frint Barcode

Branch: CANTERBURY

X5

Location 1 - J
Location 2 - J
Location 3 - J

[~ Mark this Part as Inactive?

Parts Detail Branch | CANTEREURY ~| Stock Order Calc
Parts Pricing Posted History 1 Pending Client Orders/CQuotes ] Pending Supplier Orders ] Pending Back Orders. ] Stats :
—
Movement ¢ Doc Type | Date | Our Reference | Other Refere... | Clisnt | Gty | Total
INVOICE 822011 23714 CASH SALES -2 g
History STRADY 812:20m 59161 10 10
Notes / Supplier Info
Alternate Parts
Supersession Parts
inzert product 4 T 3
image here
~ SALES : 2 [0 &llocated) ~ STOCKADJUSTMENTS 10 " INTERMAL TRAMSFERS 0 * Show Al
¢~ PURCHASES 0 " PACKAGE ITEMS -0 [T Show Re-Open & Credit Detsils (Includes Transfered History)

Insert Image  Remaove Image Make Package

* = Required Fields

]9 Cancel

Go To@
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POSTED HISTORY -

Posted History allows you to review Sales Invoices (Highlighted in Green), Purchases
(Highlighted in Blue) and stock adjustments (Highlighted in Red). Anything you are
currently reviewing is highlighted in Black with a light grey background. The document
types are displayed as INVOICE, RECEIPT and STKADJ (stock adjustment). The date the
transaction was completed is displayed and the client and quantity used per transaction
is displayed as well.

You can filter on the type of transactions you wish to review as well by selecting the
SALES, PURCHASES, STOCK ADJUSTMENTS, PACKAGE ITEMS, INTERNAL TRANSFERS,
SHOW ALL and SHOW RE-OPEN & CREDIT DETAILS check boxes. Each of these can be
checked to filter on the transactions you wish to review.

<3 Parts Detail i
FranchseCa - [CAMEC * PARTISACTIVE  (cwoi| =l
Part # 12345678 = i = J
Deseription |7 FIN CARAWAN PLUG - o :|v 5
Barcods |1234%678 Piint Barcode | Branch: CANTERBURY I tark this Part as Inactive?
et S e g j Stock Order Calc
Parts Pricing Posted History bedino ol : . ) | ]

[

Our Reference | Other Refere...

Movement 4

8/12/2011
aM12/201

History
Notes / Supplier Info
Alternate Parts

Supersession Parts

ingert product 4 m
image here

" SALES ;2 [0 Allocated) ¢ STOCK ADJUSTMEMTS 10 " INTERMAL TRAMSFERS :0 % Shaw Al
¢~ PURCHASES 0 {~ PACKAGE ITEMS -0 [~ Show Re-Open & Credit Details {Includes Transfered History)

Insett Imade Femove Image  12ke Package = Required Fields 0K Cancel

PENDING CLIENT ORDERS/QUOTES —

In Pending Client Orders/Quotes, the system will show you any Client Orders that are
currently pending and waiting to be invoiced. The Qty for each Client Order is also
displayed. The parts that are allocated have either been saved to a client order or a
repair order number. Client Quotes will not be displayed as allocated parts.

If the Part is awaiting a credit from a supplier, this is also displayed in here.

Go fo @ Eclipse Parts 15




<3 Parts Detail

Fianchise | C4 v | [EAMEC I PART IS ACTIVE Lacation 1| dJ
Part # [12345678 - Lacation 2 | 1.
Description |7 PIN CaRaVAN PLUG = L ereliem 3| dJ
Barcade | 12345678 Frint Barcode | Branch: CANTERBURY I Mark this Part az Inactive?
Parts Detail Branch IEANTEF!BUF!Y Stock Order Calc |
Parts Pricing Boctad Histon Pending Client Orders/Quotes i Colies Modace Beoding Flacl (rders e
leement
[Histnry

Motes / Supplier Info

Alternate Parts

lSupersessiun Parts

ingert product
image here

¢ CLIENT ORDER 1] ¢ CLEENTQUOTE O 7 Show &l
" RETURM FOR CREDIT O TH Allocated

Make Package * = Required Fields oK Cancel

Insert Image  Remove Image

Pending Supplier Orders Tab / Pending Back Orders

In the Pending Supplier Orders Tab you can review any outstanding supplier orders that
the part number is currently outstanding on. This will give you the document order #
and date ordered as well. The pending backorders tab will display and pending
backorders that this part is on.

<59 Parts Detail =
Franchisel Ca LI |CAMEE |‘ PART IS ACTIVE Laocation 1 I LIJ
Part # [12345678 = Lacation 2] =] |
Description [7 PIN CAR&VAN PLUG B Location 3 =1
Barcode |123458?8 Print Barcode | Branch: CANTERBURY I Mark this Part az Inactive?

Parts Detail Brarich |EANTEFEBUHY Stock Order Calc |

Parts Pricing Poated His Pendi i= Brs B Pending Supplier Orders.

Doc Tupe Other Fef | Date | Clignt
SUPPLIER ORDER 1234 08/12/2011 CAMEC PTY LTD - DANDENONG

Movement

Motes / Supplier Info

Alternate Parts

d
History l
|
|
|

l Superzession Parts

inzert product
image here
— . )
Insert Image  Remove mage  Make F'ac:kagel = Required Fields oK Cancel

—
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Parts Statistics

You can calculate the statistics for the part you are enquiring on by going to the STATS
tab. The system will show you how many sales in units and in dollar value you have
done This Year and All Years in total. It will also give you the Total Invoice amount,
Total Cost amount, Total Cost amount, Total Margin $ and Total Margin %.

It will also display the supplier order statistics for the amount of items purchased for the
year and over the total life of the part. Giving you the total cost of the part.

<39 Parts Detail :
Franchise|EA j |EAMEE |‘ PART IS ACTIVE Location 1 - J
Part # [12345678 - Location 2 -
Description [7 PIN CAR&VAN PLUG = Ll 3 -]
Barcode |12345672 Print Barcode | Branch: CANTERBURY I~ Mank this Part as Inactive?

Parts Detal Branch [ CANTERBURY Stock Oide Cale |

=l

Slats

Parts Pricing
Sales Invoice Stats [Posted Info Only) Supplier Order Statz [Posted Infa Only)

oS This Y'ear Allears This Year AllYears
History Items Sold = 2 2 Items Purchased = 0 0

Total Sales $= $50.00 $50.00
Notes / Supplier Info Total Credit $ = $0.00 $0.00 Total Purchases § = $0.00 $0.00
Alternate Parts Total Invoice $ = $50.00 $50.00 Total Credit $ = $0.00 ~$0.00

Total Cost = $0.00 $0.00 Total Order = $0.00 $0.00

Supersession Parts . .
[&ll Prices Excl GST)

Total Margin §$ = $50.00 $50.00 ST RS TEETE -
Total Margin % = 100.00% 100.00% PACKAGE ITEMS 1
[&ll Prices Excl GST) INTERMAL TRANSFERS .0
inzert product
image here
Print | Presvigw |
-
|nsert Image  Remove Image  Make Package * = Required Fields oK | Cancel |

Invoicing to a Client

The Enquiry / Maintenance Tab can be used to invoice parts to customer, but first of all
we will go through the process of invoicing to a client through the Invoice / Credit Note
Tab. To invoice the part to a customer, you first need to left click on the Invoice / Credit
Note Tab as per below.

J ﬁ Parts Department - New Invei... )'g\

ﬂ Enquiry / Maintenan g Invoice / Credit Naote Irwaice Loakup ] E[ Supplier Orders Lookup ] g Supplier Order /£ Beceipt

Invoice No # INEw

Go fo @ Eclipse Parts 17




After selecting the Invoice / Credit Note Tab, the following screen will appear for you to
be able invoice the part to your client.

—
J B Parts Department - New Invoi.. X 4 x

E] Enauing # Maintenance | Invoics ¢ CreditNote | (8] tnwsice Lookup | (5] Supplier Drders Lookup | 8] Supplier Order / Bieceipt

Irwaice No # [NEW =] Dateof Gale 0812711 ~
Chaige Code [Fietal =
Client (FE)[1002 [ CASH SALES | SelectDient | Refresh Invoice IF) |

Client Address [Pay on Delivery] || Edit Addiess
Belance Owing: $0.00  CashPaid $0.00  Deposts Held 50.00  Client Deal List Price
Balance Due:_$0.00

Staff (F7) |20793 HIRADAKIS, MICHAEL -

@ Invoice  © CreditMote [ Lawby [ Intemal Transfer INVOICE - Retail - CANTERBURY

[_[Patt Number [Desciption O0H _Location | Quantity] Oty Supplied] Frice Code | Disc% | Urit Price]__Total (inc]]
E1 | [ [ | | [ [ ]

Clear Screen

I Freight Method
Charge Code Shortcuts Invoice Notes. | User Notes | PartNotes | Freight Cost (inc.GST) $0.00 -
Ctrl+ A WiShop Consumables = Ctrl + |
c Caravan Sales = Cirl+ ¥ Tatal (inc.GST) $0.00

Deposit/Gift Voucher Amt - $000  Add Deposit / GV
Tatal Owing (ine.GST) $0.00

The Invoice / Credit Note screen as per above is available for you to be able to invoice
to customer, a repair order, a vehicle stock number, to your service workshop and to a
Vehicle Sale.

In this example we will sell a part to a customer.

e —
J /B Parts Department - New Invei.. X pryyen

E] Enqui # Maintenance | Invoice / Crodit Note | (8] Inweice Lookup | 51 Suppler Drders Lookup | ] Supplier Qrder / Beceipt
Dalsof Sale [0B/12/11

Clent FRIEE) First of all click on the "Charge Code’ drop down arrow and select
Client Addre: the charge code you require for the sale. Edil Address
C: Deposits Held]
Staft F|
@ lnvoice  © Credithote [ Lawby [ Intemal Transfer INVOICE - Retail - CANTERBURY

Select the Charge Code of Retail for the customer sale and the next section you need to
focus on is the Client field. You can select many charge codes that you require for
invoicing to Repair Order, New and Used Departments, an account, workshop
consumables. All are very similar in how the invoice is processed but with little
differences.
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Adding a New Client to the Invoice

You will see that the Client defaults to client Cash Sales, this is the default client as it is
set a client who is generic. This client can be changed to the particular client required

by left clicking on the SELECT CLIENT button. When left clicking the Select Client

button, the following Client Lookup screen appears.

[E] Enquiry / Maintenance [F] Invoice / Credit Note | 2] Invoice Lookup

| [E] Supplier Orders Lookup | LE_] Supplier Order / Receipt |

Invoice No # I'INTEW— BI Date of Sale m
C Retail v
Client (F)[1002 | CASH SALES v|  Select Client DRefresh Invaice (F5) |
Client Address| | Edit Address |

. I— Balance Owing: $0.00 Cash Paid: $0.00
CherkFO.1 Balance Due:  $0.00

Staff (F7) | |

Deposits Held: $0.00

Client Deal: Retail

The customer we are looking for in this screen is Michael Xiradakis; we first of all

perform a search for the surname XIRADAKIS in the ‘Search For’ Field and searching in
the Name Field. Click the binoculars to search and you can see that the client Michael
Xiradakis does not exist in the customer list.

il Client Lockup - 0 item listed == 3]
Filters: Type JF'livate j JBu_l,Jer or Seller j is I<ﬁ3«||> j E Include Inactive Clients E_I?ar £
Refreshl Search for: |:<iradakis |n|.~’-‘-.ut0 Search jﬂ ’ Filters
Client  |Mame Type | .a Address Harme Buzsiness b obile Fax Lici
<] | i
Add | Edit | Wigw | Delete | Merge | Print ‘ Select | Cancel ‘
Left click the ‘Add’ Button to create the client.
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il Client Lockup - 0 item listed == 3]
Filters: Type |F'livate j |Bu_l,Jer or Seller j is |<-‘3«||> j E Include Inactive Clients Egar £
Filters

Refresh| Search for: |:<iradakis |n|.~’-‘-.ut0 Search j dh
Client  |Mame Type | .a Address Harme Buzsiness b obile Fax Lici
<] | 2l

Edit | Wigw | Qelete| Merge | Print ‘ Select | Cancel ‘

Enter in the particulars required for the customer and left OK to continue.

A, Client Details - Michael Xiradakjs - 8/12/2011
Ciient Number 20734 EsemalCientRef|  Type [Private | Status | “+| Record Commurication
Frirnary l gecondar_l,-]

Sumnarme/Campany [<IRADAKIS Tile[Mr  «| Gender|M  ~|D.OB|_____ |

Given Mame IMICHAEL Middle N
iven Name | iddle Namels] Contact Mumbers

Street 5tleet.&ddress|‘|32 SMITH STREET Haorne [[03] 9888-6350
| Business | [[13] S6A8-0550

Suburh/Town [MELBOURNE State [VIC  +| Postoode (3000 Mobile |(0400) DO0-000
¥ Postal Address zame as Skeet Address Show Address on Map | Fax

o Cao o R T B O sl - VOO PN SR T Y.
') — -

Pogtal

Licence Details
Licence Mo. | Licence State -

Carmpary |dentifiers ¢ GST Status :
2EN | | HBM Lookup | ACN / 4REN | P o E:jr'j;f"ad

Ermail/Intermet
E-mail |

Other Contacts I Emfilel Bank Detailz | additional Inful Hotes l Accounts Payable | Accounts Receivable l

General Contact | Accounts Contact |
Mame Puazition Phohe Mobile Fax Ernail
Add Contact | Edit Contact Delete Contact

AEM Wb Search | [ Client iz Inactive Fields shown in RED must be entered < 0K ID Cancel
before the data can be zaved.

You will now see that the Client David Hayes exists in the client lookup screen, the client
should be highlighted in blue. Left click Select to continue.
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iL Client Lookup - 1 item listed = o5

- Filters: Type |F'rivate ﬂ |Bu_l,Jer ar Seller ﬂ I |<.-’-‘«II> ﬂ [ Include Inactive Chients 0
r Cllear
Refiesh| Searchfor [sitadakis Inltuto Seach | @4 Filters

Le

20734

AC 7 (03] 93 3 [0400) 000-000

Hiradakiz, Michael 'R 32 Smith Street Melbourne

2l
Add | Edit | Wiew ‘ Qelete‘ Merge | Print | " Cancel

Back in the Invoice screen, you will now see the client Michael Xiradakis with his
address details listed as well. If you ever find the details are different you can simply
left click the Edit Address button and amend as required. You will see a financial
summary of that client, if there are any amounts still outstanding or deposits being held
for that client and client deals for that client

J Enquiry / Maintenance J Irvedice / Credit Mote l g[ Invoice Lookup ] E[ Supplier Orders Lookup ] g Supplier Order / Beceipt ]

Invoice Mo # |MEW

Charge Code |Fetail
Client FB]]2U?94 ]XIH.&DAKIS MICHAEL J| Select Client ] Refresh lrvoice [FE]I \
lient ﬁ-\ddress|[Pay on Delively] ||1 32 Smith Street Melbourne, \r"|c: 3000 BH: [03) 9858- 8888 AH: (03) 8888 8838 MOB: (0400) 000-000 }
"y r= n MY -

b e et up T T freri-Breet=—Fetmt

Ealance Due $EI.DD

The next section we need to enter is the Staff member performing the sale.
Select your Parts Advisor; in this case it will be staff member Adam Donald for this

example.

‘E| Enquity ¢ Maintenance E| Irvoice / Credit Note | E| Invoice Lookup | & Supplier Orders Lookup | G| Supplier Drder / Beceipt

Inwaice No ﬂINEW gll
Charge Code IF!etail vI

Cliert [F&) |1 004 ID’hSH SALES j Select Client Refrezh Invaice [F5) |

Client Address|[Pa_l,l on Delivery] "
Balance Dwing: $0.00 Cash Paid: $50.60  Deposite Held: $0.00 [
Balance Due: 35060
Staff (F7) |l |
10815 |DONALD, ADAM
KMIGHT, MICHAEL
& Invoice € Credit Note

F——

Select the Parts Adviser performing the sale
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Invoice Types

There are 4 invoice types you can perform. These being Invoice, Credit Note, Lay-by
and Internal Transfer (if you have multiple branches). When creating a New Invoice, the
system will default to the type of Invoice, which is circled in red. If you wish to create a
Credit Note, you select the credit note option and if you wish to transfer stock from one
branch to another, you select Internal Transfer (this may not be applicable to your
dealership). All invoice types are processed the same way.

S
ﬂ_ﬁ Imvoice O CreditMote [ Layby [ Internal Transfer )
Far-tomber Ereromptom == [QOH Locatian Clu
*
Processing the Invoice
Searching for a Part as shown below:
* |rvoice " CreditMote [ Layby [T Intemal Transfer INVOICE -
Y Part Mumber soription QOH  Location Quantity| Oty Supplied| Price Code Disck

S -1/

A

The first option you have if you do know the part number is you can place a wildcard *
in front of the part number and enter numbers that are contained after the *, this will
bring up any part number that has a 678 in it after pressing enter. The list of Parts
available will appear on screen for you -

34 Part Selection Form - CANTERBURY = =R
Part Search
Franchise | Part Humber |"B?8 Branch | CANTERBURY ﬂ
Description | Parts Group | ﬂ
Location Supplierl jJ
W Show Inactive Parts [ Shaow Pichuie
[ Hide Zero QOH Parts SizE ™ Show Thumbnais
Fra |Part Mumber D escription Cost [Ex]] List [E=]| Retal [Inc.])| Trade [Ex])| [0H |Location |Group Supplier -
o |CA 036754 EX0DOR BIO-PAK TOILET DRE $13.75 $21.68 $23.85 $21.70 i} CaME CaMEC P
@ |CA 036758 CAMEC MKE DOOR 1750x622 b $782.00| $1.118.18| $1,230.00| $1.118.20 CaMEC P
& |CA [D36739 SHURFLO 12728y FLOAT 5w $15.70 $31.32 $34.45 $31.30 CaMEC P
‘ L bl T/} T T T Ol Y Y Y i T = ¥ el | A4 F A0 00 ik d o L
b
LU TS al=U0E o ARTLACDT ARNUDLE T ST P EqERE ) o UL pad p XAl [ RS
& |D0[3108673.008 B3300, SOUARE MOUNTING G $62.50 $36.83)  $10655 $87.20 DOMETIC
@ |MY [PUMPEPETS FLOJET 1/2" THREADED STR: $1.20 $359 $3.95 $3.60 1}
& |M7 [REFCPETS FREEZER DOOR SEAL RMZ311 $55.00 $7268 $79.95 $72.70 i}
Active Part Count = 33
J . @ M % Cancel
a Inactive Add Edit View Print List
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You will see a listing of the part numbers ending in *678 and from this list you can
select the part by left clicking on it and then left clicking the Select button to bring this
part to the invoicing screen.

The Second search option is by description. You can enter a brief description of the part
required to help find it.

& Invoice  © Credit M pl s ot s INVOICE - Retail - CANTERBURY
Part Mumber Description G0H  Location Quantity| Qty Supplied| Price Code Disc? Unit Price|  Total [Inc)

N 7 pir]

*

Enter in a brief description with your * Wildcard again and press enter the system will
once again display part numbers with the description you have entered.

4 Part Selection Form - CANTERBURY [ro| -] ]
Part Search
Franchize w | Part Nurnber | Branch | CANTERBURY ﬂ
Description |"? pin Paits Group | j
Location Supplier | jJ
[V Show Inactive Parts ™ Show Pict
[ Hide Zero QOH Parts Seich r Shgg Tlﬁul;'r:gnails
Fra | Part Humber Description Cost [Ex.])|  List [Ex.]| Retail Inc.)| Trade [Ex)| GOH |Location |Group Supplier -
o |AL [CMP-B42BL 7 PIM PLASTIC SOCKET IM BLI: 5.24 $11.77 12,95 £11.78 a0 ALAMCD
AL |CWP-E4BL 7 PIM FLAT TRAILER PLUG 4.50 $10.86 11.95 $10.85 a ALAMCD J
AL |CWP-NE2042BL 7 PIM FLAT TRAILER SOCKET 4.08 $9.55 10.50 $9.55 a ALAMCO
C4 035824 ARE 7 PIN TRAILER PLUG FLA 5.95 $10.95 12.05 $10.95 CAMEC P
Cd4 035825 ARE 7 PIN CAR SOCKET FLAT 5.50 $9.68 10.65 $5.70 CAMEC P
C4 035828 ARE 7 PIN CAR 70O 7PIN WaM F $13.10 2291 28,20 2290 CAMEC P
C4 035829 ARK 7 PINFLAT TOEPINRD Y $160.00 2273 25,00 2275 CAMEC P
.
O EOOPEAL TEAUEE PG TRk Shinl ] E EYEE] $E.an 4 En $Ea0 COAST TU
CO |500-02506 CAR SO0CKET 7 PIM SMALL RO 3715 $10.12 $11.15 £10.10 COASTTI
CO |500-02514 CAR S0CKET 7 PIM LARGE RO $5.06 $6.50 $7.25 $6.60 COASTTI 2
D Aclive i i % = Part Count = 34
@ Iractive Add Edit View Frint List Cancel

The list of part numbers appears with the description you have typed and you can now
select the part number you require and left click the select button to bring the part back
to the invoicing screen.
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| 42 Parts Department - New Invoi... =\ ar

(£ Enquiny / Maintenance (3| Invaice / Credit Note } 2] Invaice Lookup | '] Supplier Drders Lookup | @] Suppler Order / Receit

Invoice No # [NEW = Dateof Sals [08/712/11  +
Charge Cods [Retai S
Client (FEJ 5705 [<DEFAULT> =] Select Client \ Retesh Inwoice [F5]|

Cient Addiess [Pay on Delivery] | Edit Address
Balance Owing: $0.00  CashPad 8000 Deposts Held: 000 Client Deak Aetal

Balance Due:  $0.00
Staff (F7) [20733 RIR&DAKIS, MICHAEL -

& lvoice  © CreditMote [ Layby [ Intemal Transfer INVOICE - Retail - CANTERBURY

| [Pant Mumber |Description Q0H _ Location | Quantity] Oty Supplied| Price Code | Dise% | Unit Price]__ Total inc) racess Invaice
¥ | [CA12345878 |7 FIN CARAVAN FLUG g | 1] U R | o000 | 2780 $27.50
*] | | [ I I I I I J Save 3 Quote

Save as Client rder

You will now see the part number and description of the part appear. The Green circle
indicates that the part is active. The QOH (Quantity on Hand) shows how many you
have on hand. The Quantity is how many you are supplying to the client and Quantity
Supplied is how many you are actually supplying to the client. The Price code is R for
retail and the unit price inclusive of GST is displayed.

When you are ready to invoice the part you do the following process.
Post & Print Invoice
When you have finalised your parts invoice and are ready to get the money from the

client for the invoice, you need to select the Process Invoice button. The Total Owing
amount is displayed in the Total Owing (inc. GST) field.

& lnvoice  © CreditMote [ Lavby [~ Intemal Transfer INVOICE - Retail - CANTERBURY

[ [Part Mumber [Description O0H__Location | Quantity| Oty Supplied| Price Code | _Disc Unit Price[ _Tatsl Inc] C Process Invaice P
» | [CAT2345678 |7 PIN CARAVAN PLUG 8 | 1] 1R oo $27.50( %2750 =
#| | [ | [ [ [ [ [ ] SRR

Save as Client Order

After selecting the Post and Print Invoice button the following screen will appear.

Select Yes to Post the 'Retail' Invoice.

Confirm posting... ||

IO} Post the 'Retail’ Invoice?

You will now see the Method of Payment screen appear. This shows you the Sale Total,
any Deposits or Gift Vouchers that have been allocated and the Total Owing amount.
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You also have all of your payment method options like Cash, Eftpos and Visa etc that
you can use to identify how the client is paying.

Method of Payment
Sale Total ] $27.50
- Deposit/Gift Voucher Add -
Total Owing q $27.50 )
bethod of Papment Arnount Surcharge-
Cash -y 50.00
Eftpos = $0.00
Cheque = $0.00
Account = $0.00
Total Payment $0.00
Change / Cash Out Q NIA
=l ® ‘ 7
Frint Receipt Cancel Ok [FE]

We have selected the client as paying Cash for $30.00. The system will now show the
Change / Cash Out amount. Left click the OK button and the system will print a receipt

for you and the invoice has been fully closed out.
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Method of Payment
Sale Total | $27.50
- Deposit/Gift Voucher add || $0.00
Total Owing | $27.50
bttt oo Surcharge
Cash - $30.00| )
E‘rpos 3000
Chegue L 50.00
Account = $0.00
Total Payment $30.00
@hange | Cash Out | $2.50
=1 Q v
Print Receipt Cancel k. [F3]
Invoice# 1176 (X

Left click Yes to print the invoice out for the client,
this can be an A4 invoice or a receipt docket

le» Do you wish to Print this Invoice?
= depending on your setups.

Finalised Parts Invoice —

When the invoice is closed out, you can check the status of the invoice you have just
processed. Left click the Invoice Lookup Tab and you will see that the invoice has
invoiced status which is identified by a Red circle. The total of the invoice is displayed,
the amount paid and the Balance owed on the invoice. The invoice lookup screen can
be used for any date range to lookup past invoices.
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B Parts Department - Invoice/Q... X

H anulryr‘Ma\nlenancal g Irwoice / Credit Mote % Invoice Lookup I El Supplier Orders Lookup 1 E Supplier Order # Beceipt
Invoiced ) Waiting on Supgiier  Date From [02/06/11 [\iie/:wu o
Ready to be Invoiced B} Waiting on BackOrder * uotes
Refresh (F5) | 8 ey tricient QOH (@ Delivery Reosipt e foa/1z1 <] " Inwoices " Client Orders
" Credits " Layby
[poctt[Po | Date|_ Time|Client [RO & [Stock # [Staft [Tupe  [Chage Type | $Totall  $émt Paid| 4Balance| |TFR| [vehidle [Eng/ChalviN_ |Rego |

o

DEFALLT>

[23714 | | ©/M12/2011[ 08:15 AM|CASH SALES

If you have made a mistake on the parts invoice you can simply right click on the
invoice and left reopen to correct any mistakes you may have made. This takes you
straight back to the invoicing screen for the original document.

[E] Enquity / Maintenance | [X] Inweice / Credit Note S| Invoice Lookup | 2] Supplier Orders Lookup | (@] Supplier Order / Beceipt
Wait Suppli Date Fi Wiew
s e et i —
Fiefresh (F5) | () nsutricient 2o i) Delivery Receipt w2 o £ Inwoices 4
7 Credits i
[Dock PO | Date]  Time|Client [RO# [Stock # |Staff [Type  [Charge Type | $Total]  4mt Paid] $Balance] [TFR| [vehicle [Eng/ChalvIN
<DEFALLT >
23715 8/12/2011/ 08:25 &M | CASH SALES Print - print this Invoice (Doc No: 23716) |
o [23714 | | 8A12/2011] 08:15 &M| CASH SALES Preview - preview this Invoice (Doc No: 23716) B
Allow Multi Select - Allows you to print/preview multiple invoices/order tegether (Hold 'CTRL' + click on invoices/order)

Preview Special - preview this Invoice (Doc No: 23716) in a different format

Invoice Notes - View/Edit any Invoice/User Motes |eft on this Invoice (Doc No: 23716)

Email - email this Invoice to <DEFAULT>
Printer Settings - adjust the Invoice Printer Settings
m_ Re-Open - re-open this Inveice (Doc No: 23716)
N . e
Copy - copy this Invoice (Doc No: 23716) to a New Quote/Order

Serial Numbers - allocate serial numbers on this Invoice (Doc Mo: 23716)

Client History - view the Invoice or Order history for <DEFAULT=

View Orders - view parts currently on Supplier Order for <DEFAULT>
— e —— Back Orders - view parts currently on Supplier Back Order for < DEFAULT=>

Invcicslb3shboxd Supplier Order - add the items of this Invoice to a Supplier Order

Jiy @ 1|
Print Frewiew ReOpen Credit Irwoice / Edit View Payment - view the Method of Payment for this Invoice (Doc No: 23716)

Ledger Enquiry - view the Ledger Enquiry for this Invoice (Doc No: 23716)

A warning message will pop up confirming do you wish to re-open the invoice, click on

Yes' to confirm

Re-open this Invoice? il

Are you sure ol wish ko re-open this Invoice?
MOTE: This will reverse the currently invoiced details!

Adding a Security Deposit to a Parts Invoice

Whilst in the Invoice processing screen, you get the option to add a security deposit to

the clients order. This is done via the following process -
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Inwoice Mo # [NEW =] Daleof Sale [08/12711
Charge Code [Retail <
Client [FE) 20733 [»IRADAKIS MICHAEL =] SelectClient | RefieshInvoice (FB)

EditAddress |

EhentAddlessl[Pay on Delivery] ‘lﬁ} Canterbury Road , Canterbury, Vic 3126 BH: (00) 000-0000 &H: (00] 000-0000 MOB: (00) 000-0000
Balancs Dwing: $0.00 Cash Paid: $0.00 Deposits Held: $0.00 Clignt Deal: Retail

Balance Due: 3000

Staff [F7) {20793 KIRADAKIS, MICHAEL -

@ Imoice € CreditNote [ Lapby [ Intemal Transter | INVOICE - Retail - CANTERBURY

Part Number Description 0O0H _Location | Quantity| Oty Supplied| Price Code | Disc% | Unit Price] _Total (Inc) Erasinet
7 1 1R 52750 52750, =

CA12345678 0.00

* | [ | | | | J Save as uote

Save as Client Order

Save as Layby
Clear Screen

Freight Method

Charge Code Shortcuts | invoice Notes. | Userhotes | PartNotes | Freight Cast (in:GST) soon [ <]
Account = Ctrl + A WiShop Consumables = Ctrl + 1 _—
Total (inc.GST) 2750

Retail = Ctl + G Caravan Sales = Girl + ¥

Repair Order = Ctrl + R
Deposit/Gift Voucher At - $0.000  Add Deposit / GV '

Caravans Motorhomes = Ctrl + N

Select Account = Ctrl + S
Total Owing [inc-GST) $27.50

Return for Credit = Cirl + B

Left click the Add Deposit / GV button to add a security deposit or gift voucher.

Confirm save... &

l("_* ) To record a deposit you must first save this order?
‘&Y' Do youwish to save this order now? You will be prompted to Save the order now, Left click Yes.

Recorded Deposits.. L X

Date I Client [ Pmt Type [Eeference ( Ref Type I Amount|

Total |$U.U[]

B Deletel Hefund' Gift\/oucherl Heciept[ Save | Cancel ‘

Select...

=+ Add Sale Deposit...

Client Mame I2D?93 IMichaeI Hiradakis

—Depasit Date 162711 <] . Allocate how the client is paying the deposit
Payment Type ICash v| and the amount being paid. Click the 'Ok’ button

Amount | $10.00 to add the deposit.

I__ Do Mat Usze Invoice Mumber az Deposit Reference

Beference |23?1.'-"
]’ | Cancel
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Recorded Deposits.. @

D ate Clignt Pt Type Reference Fef Type AmoLint |
0aM211 Michael.. Cazh 23717 F $10.00

Tokal 1$10.00

Delete| Hefur‘u:l| Gift\:‘u:uuu:her‘ Heceipt| Savem Cancel |

You will now see that that the Deposit has been added to the order, the order reference
is listed and the Reference type PI (Parts Invoice) is stated. You can print the deposit

receipt if required by left clicking the Receipt button. Click ‘Save’ to save the deposit to
the order.

Select... |

Freight tethiod
Freight Cost [inc.GST] | $0.00 | j
Tatal [inc. G5T] $27.50
M

l Deposit/Gift Youcher Amt - | $10.00

Total Dwing [inc. GST] 1 F17.50

You can now see the total of the invoice is $27.50; the deposit amount is $10.00,
which has reduced the Total Owing (inc. GST) amount to be $17.50.

Click the Save as client order button to save the client invoice on the system.

Processing a Parts Quote

To process a parts quote, it is exactly the same process as processing a parts invoice,
except you do not Post and Print the Invoice to finalise it with payment. You select the
Save as Quote button as per below.

£] Encuity / Mantenance (] Inwoice / Creditote | 8] Invoice Lookun | 2] Supplier Qrders Lookup | (8] Supplie Order / Beceint

Invoice o # [NEwW J=1} Dateof Sake [08/12711 =
Charge Code [Retai =

Client [FE) |20793 ‘XIRADAK\E, MICHAEL j Select Client Refresh Invoice [FB)
Client Address‘[Pay on Delivery] H333 Canterbury Road , Canterbury, Vi 3126 BH: [00) 000-0000 AH: [00) 000-0000° MOB: (00) 000-0000

Balance Owing: $0.00 Cash Paid: $0.00 Deposits Held: $0.00 Client Deat Retail
Balance Dus: $0.00

Staff F7) -

Edit Address

& lnvoice ¢ Credithote | Layby [ Intemal Transfer INVOICE - Retail - CANTERBURY
| [Part Nurber [Description OOH__Location | Quantity| Gty Supplied| Price Code | -Disc% Unit Price| _Tatal (Inc)] S —
¥ [ [CATZ345E78 [7FIN CARAVAN FLUG 7 | 1 1 R 0,00 $2750) %2740 -
E3 | [ | [ [ | [ J Savs as Quots )‘
Save as Client Order
Save as Laphy
Clear Screen

Go fo @ Eclipse Parts 29




After selecting the Save as Quote button the following appears on screen.

Confirm save...

S5

l]e) Save as a Quote?

Quote# 1177

You are prompted with the question do you wish to
Save as a Quote? Left click Yes.

':0" Print the Quote?

You will now see when selecting the Invoice Lookup screen that the Quote has been
saved into the system, the type is Quote, the total is displayed and if any amount has
been paid.

ﬂ Enquiry # Maintenance ] g Inwoice / Credit Note gl Invoice Lookup

Invoicad
Ready to be Invoiced
Refresh (F5) Insufficient QOH

) Wiaiting
B wsiting

on Supplier  Date From |02/05/111 =

3 Delwew";':p’f’“’*' T [08r241 =

l g[ Supplier Orders Lookup ] E Supplier Order / Beceipt

You are then prompted with the question do you wish to
Print the Quote? Answer Yes to this.

Doc # |PO

Date

Time

Client

RO #

Stock #

Staff

Type

Charge Type

$Total

$amt Paid

$Balance

TFR

Q2377

anz/20m

0357 AM

AIRADAKIS, MICHAEL

Michael

Quote

RETAIL

27.50

$0.00

$27.50

FINTT TS uT]

nnnnn

:3 23715

81242011

08:25 A

CaSH SALES

Michael

Order

RETAIL

82,50

$D:UD

$82:50

@ 23714

aM2/201

08:15 AM

CASH SALES

Michael

Irveoice

RETAIL - CAS

55.00

$55.00

$0.00

Ordering Stock Not on Hand for a Client Order

To order stock that is not on hand for a client order is performed exactly the same way
as processing an invoice, but done via the following process.

You will see that the Quantity for the part number to be sold 1, but the QOH for the

part is 0. The Quantity supplied is 0 and the Green circle with the '!" mark next to the

part number indicates insufficient QOH and this triggers the system to order the part for
you from the supplier. To get this part ordered, left click the Save as Client Order

button.

You can also insert Invoice notes on the invoice if you require, these will print on the
invoice or you can insert User notes which will be for only internal use if necessary. If
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there is a freight charge you need to apply to the invoice to charge the client, this can
be done in the Freight Cost (inc. GST) field and the Freight Method can also be entered.

'E| Enquity / Maintenance (| Inwoice / Credit Note | 1] Invoice Lookup | 1] Supplier Orders Lookup | 8] Supplier Drcer / Receipt
moiceNo#[NEw € Date of Sale 0612711 +]
Charge Code [Fietai S

Clint (FE)[20733 [XIRADAKIS, MICHAEL =] SelectCient | Refresh Invoice (F5)

EhentAddress‘[Pay on Delivery] ”ﬁﬁ Canterbury Road . Canterbury. Vie 3126 BH: (00) 000-0000 AH: (00) 000-0000 MOB: [00) D00-0000

Edit Address
Balance Dwing: $000  CashPaid $0.00  Deposis Held: $000  Client Deal: Retal
Balance Due:__$0.00
Stalf [F7) | -
@ Invoice © CreditMote [ Layby [ Intemal Transfer | INVOICE - Retail - CANTERBURY
| [Part Number [Description GOH__Location | Quantitylfty Supplied| Wrice Code | -Dise Unit Price] _Total[Inc] .
W | CA 22 [ROLLOLUT PANTRY 241 10MM BASKETS 0 I 1 o) R - oo 7330 97330 =
*| | | | [ N | | [ J

Save a Quate
Save as Client Order J

Save 2t Lapby

Clear Sereen
Freight Methed
Charge Code Shortouts Part Notes |

Fieigh Cost (he 65T go00 [ 7]
Account = G+ 'WiShop ConsumaBEE =TI+ |
Rermil = Ci + C Caravan Sales = Gt + V Total finc. 55T) $79.30
Repair Order = Ctrl + R
Caravans Motoremes = i + N Depasit/Gift Vaucher Amt - 000 Add Deposit / GY
Select Account = Ctrl + §

Retum for Credit = Ctrl+ B

Total Dwing (inc.GST) $79.30

When you left click the Save as Client Order button, the following process occurs.

Confirm save... ﬂ

Do you wish to save this order? Left click Yes to do you wish to save this
' order.

Leave Deposit... M

You get the option to record a deposit if you require. Answer

No to this as well go through the Adding Desposit process
shortly.

N
[ei Do you wish to record a deposit for this order?
N y

Order # 1178 (X

e' Do you wish to Print this Order? You can print the Clients Order out if you wish to give to the client or

keep for your own records. Or answer No if you do not require this.
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Ordering the Parts Required —

The place client order Parts on Supplier Order screen now appears and gives you the
option to add the part to a Daily or Stock Order. In this example the Daily Order tick
box is ticked and will add to the open Daily order for supplier Jayco Australia. If you
wish to order the part on a Stock Order, then simply left click the S = Stock Order tick
box. You can edit the Part number, view the part number and preview the order if
required from this screen.

K Order Required Parts EI@
Place Client Order Parts on Supplier Order ) Arezdy Ordered
It appears that you need to order some parts from your suppliers to fill this clents order. 1) On BackOrder
Flease review the partz below to add the required quantities to the appropriate suppliers orders. i@ Sufficient QOH
MOTE: If you dan't wish ta order the part then untick. the bow in the first column of the: list. B Insufficient COH
Client: [20793  [Xiradakis, Michael |
Address: [333 Canterbury Road , Canterbury, Vic 3126 Edit Address
BH: (00) 000-0000 AH: (00) 000-0000 MOB: (00) 000-0000
Staff Member: [20793 _ [iradakis, Michael | Lo
Part Mumber Dezcription 20H Location | Supplier Order No Staff Orger Oty |05
P B CADOOT 22 ROLLOUT PANTRY 2<110MM BASKET 0 Camec Pty Ltd - Dar ME'W ME'w 1.00[w |
Edit Part ‘ Wiew Part Freview Order | [ Only Show Active Suppliers Cancel ‘

Left click the Add to Orders button to proceed.

Orders Created/Updated @

The system now tells you the following
Supplier Orders have been
created/updated. Click the 'Ok’ to
continue.
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Receipting and Editing Supplier Orders -
Purchase Parts

To edit or receipt a supplier order, you need to left click the Supplier Orders Lookup Tab
as per below.

R ¢
D
- Sell Parts
e -~
B ¢ b
Tap

Eclipse Parts UBS Administrator - CANTERBURY - [Parts Department - Mew Invoice/Quote - CANTEREURY]

Parts Management Reports Classic Menu Help

(3 I V| Enquiry/Maintenance
et

= Stock Orders /(,:J l) ol .
Return Parts for Credit ) L LQ = ] V| Sales Screens (Invoicing)

Add Find Parts Mew Suppligr Crder 5 Purchase Creditors | Clients  Client  Client X X
Part  Part | Enquiry = Order Lookup |J&* Manage Back Ordered Parts Orders  Invoice Deals Barcodes || V| Purchasing Screens (Supplier Orders)
Purchases MNon-Parts Purchases Clients View

Parts Enquiry

You will see all of your orders that are in the system from your suppliers in here.

These are presented as Daily Orders by a D or Stock orders as an S. Search filters can
be used to find your orders as well. Order # 4502 which was created as daily order from
the previous exercise is displayed. To receipt this order, we need to click on the order to
highlight it and left click the Receipt / Edit button.

(€] Enquiny / Maintenance | [E] Invoice / Credit Note | €] Invoice Lackup 2] Supplier Orders Lookup } 8] Supplier Order / Receipt

o Reoeipted o) Sent Order Date From [08/06/11 = Vievs
30 n OrderiGredit @ Al  OrderODpen (" Receipted
= To [08/1241 ~
Refresh (F5) E (" Back Drders ( Order Sent " Credits/Reversals
" Client Ordets " Intemal Transter [ Show deleted

Date Order v

| Delivery| Inwoice|Status

Order Mot _[Invoice Mot | Oidered| Client [Supplier]

AEC PTY LTD -

Once you have highlighted your request, click on the
‘Receipt/Edit’ button to process your receipt.

Order Count = 2

()Daiy Order  (E)Stock Order b Contains Cient Orders [Ti]Parts on Bk Order [E]Notes M intemal Transfer
Supplier Order Diashboard

=1 @
Credt \| Recept/Edit |} Back Oider Delete

Click "Yes' to continue with the
Receipt/Edit of this order.
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The system now takes you to the Supplier Order / Receipt screen. The first thing you
need to do is send the supplier order to your supplier, this is done as per below.

ﬂ Enguiry / Maintenance I g Inwoice / Credit Notel g[ Invaice Lookup I Eti Supplier Drders Lookup E Supplier Order / Beceipt
Order Mo # 2647 =1 Date of Order  [0311A0 =
Supplier [FG) (#2308 ORS AUSTRALLA PTY LTD) Select Clisnt | EstArival Date |4/ =
q GST Optiar I—LI
Invoice Mo B Add Back Order Parts »> |  LinetInc. GST @ Lines Excl GST Invoice Date  |_/_/
Irwoice Total 4 [inc.GST) ¥ Client/RO Order Status =
Staff (F7)[10B1S [ DONALD, ADAM |
‘ & Daily Order  Stock Orcer [ Credit Hote | DAILY ORDER - SALES
Part Murnber Search Find ir Order | Ikem count =1 At Fill I At Fil
| |ltem |Part Mumber Description Q0OH  Lock OtyOrd  |OtyRevd] OtwBO [ EwRetail] EwPrice] Ewtended|Freight Type |For lny ForClien  Receive Goods |
1 KIOKOTRS11204 ~|LAMP SIDE T/51G.RH 1} 1 1} 1} $21.73| $1257) $1257 43265 HAYES,
i | Save as Urder
Clear Screen

Left click Save as Order and the following will appear on the screen.

Confirm Save... M

(O] Save the Order?

Confirm the order by left clicking Yes to Save.

Order# 1033

@ Print/Transmit the Order?

Answer Yes to do you wish to Print / Transmit the order, this will allow the order
to be transmitted to Jayco Australia.

Send Order? (o

You then need to answer the question if you wish to mark the
order as sent to the supplier. Answer Yes to this and no more

daily orders will be added to this order 1033, they will be added
to new Daily orders created by the system.

19' Do you wish to mark this order as sent to the supplier?

Left click on the Supplier Orders Lookup screen now and you will see the order has
changed status from Open Order/Credit to Sent Order. This is highlighted by an Orange
circle.

ﬂ Enquiry / Maintenance I g Inypice editblofe g[ Invoice Lookup El Supplier Orders Lookup | g Supplier Order / Receipt
— Date Erom [0B/0B/11
Refresh (F5) | & DF=n DrosrCredt o [oanzit <

Diate Order |

|DrderNoﬂ |Inv0iceNoﬂ | Drdered'EIient[Supplier] | Delivery| Invoice|8tatus | $Total |Staff |
] ] ] ] ] ] ] ] ]

o

11 CAMEC PTY LTD - DANDENONG Ordered ol D3 Mich:
M BB B e Srdererd

Go to @ Eclipse Parts 34




When the supplier sends you your order and stock, find your order again and left click
the Receipt/Edit button as per below.

'E] Enquiy / Maintenance | (X Invoice / Credit Note | ] Invoics Lookup & Supplier Orders Lookup ] @] Supplier Drder / Ressipt
P Receipies ) Sent Order Date Erom [08/0RA1 Wigw
) & 4l € OderOpen  © Receipted
@ Open Order/Cresit o [z =
Pefresh (F5) z  Back Onders ¢ Order Sent  Credits/Peversals
Dale Drder v  Client Orders ¢ Intemal Transfer [ Show deleted
[Order Mot [Inveice No## | Drdered|Client (Supplier] Deivey| Invoice] Status | sTotal] | [staft
I I ] ] ] ]
ONG, e R Mid :.
T Brdered T t
()Daiy Order  {)Stock Order e Contains Chent Orders [IE]Parts on Back Order [JNotes M Intemal Transfer Order Count = 2
Supplier Oider Dashboard
=] Fily ® =] & x
Frint Preview Re-Open Credi Receipt / Edit | J Back Order Delete
—— ==

This is where you enter the receipt information from the supplier. The GST Options tick
box needs to be checked if the supplier supplies the order as GST Inc or GST Ex. The
suppliers invoice number needs to be entered, the pricing of the part from the supplier
needs to match in the Inc Price column. Once this is entered, left click the Receive
Goods button as per below.

'E| Enquity / Maintenance | | Invoice / Credit Note | (5] Invoice Lookup | (1] Supplier Qrders Lookup 8] Supplier Oider / Receipt
Order No # [4502 2| Ewna Rt Dateof Order [08/12/11  ~
Supplier (FEI[15635 [ ERRR AR R Select Client ExténvalDate | 7 7 =
Ivvoice Mo H] Add Back Order Parts 55 Eﬂis‘;zgs T T =gy Invoice Date |_/_/_  ~
Invoice Total § line GST] [ Client/R0 Order | Spit Branch Receipt Status A
Stalf F7)[E0753 ADAKIS, MICHAEL
@ Daily Order ¢ StockNrder [~ CreditNote [ Intemal Receipt DAILY ORDER - CANTERBURY
Pait Number Search Find in Order [ tem count = 1
Item | Part Number XD esaiiption O0H Locn | OO [OtyRevd| Gty BO | Fx Pricel Etended|Freight Type [Forlny_ [For Client.. [For RO [RoJab [ N ,
p[T|cenooizz NQLLOUT PANTRY 2X110MM BASKETS 0 1 [ 0 [ 0 | %0 $30.00] 23718 WIRADAKIE| I | %L
*| A\ [

‘ ‘ [ [ [ [ ‘ ‘ ‘ ‘ Save as Order
\\ Clear Screen
Enter in the 'Invoice No # given
by the supplier

Discount (§)

Oudertotes | Freight (e GST)
0.00
Motes ta appear on the Orde; Insert Template | # J
GST $3.00

Total ine.GST) $33.00

After left clicking the Receive Goods button, the following process needs to be followed.

Confirm received goods... (X

@) Do you wish to praceed with this receipt? The question is asked if you wish to proceed with this receipt.
Y If YES please enter the quantities recieved!

Answer Yes and enter the quantities received.
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Left click the Auto Fill button and you notice that all parts in the order will automatically
populate with the quantity ordered amount in the quantity received column. This speeds
up your receipt process. You can also individually enter the quantities received as well.
If you enter 0 as the Qty received, the quantity Back Ordered column will populate
automatically and will go into your Backorder parts process to be processed later. Left
click Auto Fill to see how the system populates the quantity received column.

& Daily Order ¢ Stock Order [~ CreditNote [ Intemal Receipt DAILY ORDER - CANTERBURY
PartWumber Search [ _Findin Order |Item count = 1 ( At Fil )Eumrm
[Item_[Part Humber |Description O0H Loen | OtyOrd [GyRevd| OwBO | ExPrice]  Estended|Freight Type [Forlny  [For Client. [Fw RO [RoJab [ Process Receipt
¥[1 [CADOOIZZ [ROLLOUT PANTRY Z4T10MM BASKETS O v | W | 0 [ s3o $30.00, [23718__ | XIRADAKIE| I |
*| | [ [ [ [ [ [ [ [ [ [ [ ] Save s Order

Clear Screen

You can now see that the quantity received column is populated. You can also enter in
your Freight amount in the Freight (ex. GST) Field. You will see the Total including GST
field is populated with totals of all lines received plus the freight amount. You can enter
in Order notes to appear on the order if required and any user notes to be used
internally. Click ‘Process Receipt’ to confirm the receipting of order # 4502.

& Daily Order  Stack Order [~ CreditNote [ Internal Fiecsipt DAILY ORDER - CANTERBURY
Part Number Search "~ Find in Order |Item count = 1 TEUEFT] Auto Fil
[item_[Pait Humber [Description O0H Loen | Oty Oid [OyRevd| OwBO | Ex Price] Extended|Freioht Type [Foriny_[For Client.. [For R0 [RoJab | Process Receipt
M1 [Choooizz = | AOLLOUT PANTRY 24110MM BASKETS 0 T [ 1 [ 0 | swod $30.00] [Z3718__|<IRADAKIE| [ |
£ | [ [ [ [ [ [ [ | I | Save as Order
Clear §
Order Nok | Useri | Pati | Cﬂw
ider Notes ser Mates ait Notes Freight [ex G5T) r
Hotes to appear on the Drder Insext Template | .00 ey |
GST $2.00
Total linc G5 T] 13300
Confirm receipting... Ld_hj

Answer Yes to you wish to receipt this order and update your
stock quantities and post the invoice to your accounting
system.

Do you want to receipt this order, update your stock quantities

‘ ! and post the invoice to you accounting system?

The system will then indicate to you who the part is ordered for. You can Print or
Preview the client orders / invoices from here you wish, Auto Invoice the customer or
Update the order only.
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P "

9 Process Client Orders EI@

Some of the partz you are receipting are for specific customers or repair orders, would pou ke the zpstem to
add/update the client orders now?

Fleaze Select the Clent Orders you would like to updatel

[Ipdate | Auta I | Doc Mo Clignt E'art M urnber Drezcription
b v b4 23718 Michael Hiradakis CAanom 22 ROLLOUT PAMTRY Z<111

\J

‘ N

Frint Client Orders/nvoices -
[ Fresview Client OrdersAnvoices ALt Irvaice Update Oy | Cancel |
Orders created/updated successfully! (=5

This system confirms the
client order '23718" for
Michael Xiradakis has been
updatd.

- "‘-.I Client Orders created/updated sucessfully for the following Clients:

T 23718 - XIRADAKIS, MICHAEL

Receipt # 1033 X

_ The option for printing barcodes is available now as well. If you
1\9} Do you wish to Print Barcodes now?

wish to print barcodes, left click Yes and this will take you to the
barcode printing area of the system.

This part has now been completely receipted into the system. Left click the Supplier
Order / Receipt Tab now and you will see the status of supplier order 4502 has changed
to receipted and closed.

Supplier Order / Beceipt ]

g Enquiry / Maintenance ] g lnvoice.-"EreditNote] g[ Invoice Lookup 1= Supplier Orders Lookup | T8
Recsipted ) Sent Order Dste Erom |03/06/11 ¥
Refresh (F5) | & OPn Orer/Credt T [oan2nt -

Date Order »
Order Mo [Invoice Nolt Ordered| Client [Supplier) Delivery|  Invoice| Status $Total Staff
b [P 4502 1234868774 | 08412411 | CAMEC PTY LTD - DANDENONG 08412/11| 08/12/11|Receipted  Cloged $32.00]_ Y% Michael Xirac
*ﬂﬁ e ala ¥ | Lo oo Akl o LT L T o DA hID R LR L InTa LRl N a Wk R W ] 'I_l a Ll =) I 3 I IRYH _/

If you have made a mistake on the order, left click on the order and left click the Re-
Open option button at the bottom of the screen. This will take you back to the
receipting screen where you can make the required changes.
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& Parts Department - Order /Receipt Search ol =]

H Enguiry / Maintenance I g lnvuice/CredilNUlel gl Irvoice Lookup El Supplier Drders Lookup | g Supplier Order / Receipt I
: Receipted ) st order Date Eom [JEA10/10 ] f2
3 Open OrderfCredit To ﬁv Lo | © Qrder Open " Receipted
Fefresh (F5) 081110 v " Back Orders ¢ Order Sent " Credits/Reversak
Date Orden Vl " Client Orders ™ Show deleted
Order Mot {Invoice Mok Ordered)| Clisnt (Supplisr] Delivery|  Invoice|Status $Tot#
kiz
1
2647 45456 081110 Kl4 MOTORS AUSTRALIA PTY LTD 08/11/10| 08/11/10|Receipted  Closed $13.83 D )
BarA=ir T e O T O S A S TR T T T (R0, =1 = 1| S— 5
| 2641 111010 KIA MOTORS AUSTRALIA PTY LTD Ordered Sent $15263 |3
@ 2638 19305421 06010 KIA MOTORS AUSTRALIA PTY LTD 12410410] 12/10/10|Receipted  Closed $68.68)_ (D)

|Right mouse dick on a docurment to display mare optionsl

() Dsily Order {5} Stock Order <} Containg Client Orders [Ti]Parts on Back Order [&] Motes Order Count = 4

Supplier Order Dashboard
‘ Ji ©
Re-Open Credit
N —

You can now access the client order related to the supplier order and notify the client

their stock is in and go through the normal invoicing process as required to invoice the
client.

. . k=l @ %
Frint Preview Receipt / Edit Back Order Delete

ﬂ

Live
sueeert J jye Support

This feature allows the Ultimate Support team to connect into your computer port
number and take control of your desktop.

f— 7
V2 Connect to Ultimate Support Iﬁ
Network Connection

Please call the appropriate support line listed below:
The use of this support feature allows the support personnel to see
your desktop. Please use only when advised by Ultimate support

personnel.

{* iMelbourne Support |Ph: 03 9012 B6TT Port No.

" Brisbane Support  |Ph: 07 3891 1377 — i
(" Melbourne Development

" Other

|=~_-U|:|::rt.urtimate.nst.al.

Be Inztall Connect Exit

To connect UBS in you will need to give us a call and we can give you our port number.
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