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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 Contacts Melbourne Contacts 
Office 2 
 80-84 Ipswich Road 
Wooloongabba Qld 
P.O. Box 6181 
Buranda Qld 4102 
 
Ph: 07 3891 1377 
 
Fax: 07 3891 3744 
 
 
 
 
 
 
 

Lisa 
Michelle 
Robert 

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 
 
 
 
 
 
 
 
 
 
 

Michael M 
Dean M 
Nick T 
Nik R 
Ben A 
Anthony Y 
Natasha O 
Michael X 
Ben S 
Emma G 
Michelle M 
Burak O 
 
 

  
      

 



 

Go to                      Eclipse Parts 

 

 

5 

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. 
 

 

 
 

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.  
 

 
 

Left click the ‘Parts Control’ option: 
 

 
The ‘Parts Control’ screen 
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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. 

 

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. 
 

 

 

 

 

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. 
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You are also able to enquire on a stock number 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”.  

 

 

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. 

 

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

 

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. 
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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. 

 

 

 

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. 

 

 

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. 
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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. 

 

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 

 

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 

 

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 

  

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. 
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Return 

 

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 

 

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: 
 

 
 

 
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  : 
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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’  
 

 

 
 
Left click ‘ADD a New Part (12345678)’ 
 

 
 

 

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

 
 

 
 

 

 
 

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

 
 

 

 
 

 

Movement Tab 

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

 
 

 

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. 
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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. 
 

 
 

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. 
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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. 
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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. 
 
 

 

 

 

INVOICING PARTS 

 

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

 
 
 

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. 
 
 

 
 

 
 
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. 
 
 

 
 

 
 
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.  
 
 
 

 
 
 

Left click the ‘Add’ Button to create the client. 
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Enter in the particulars required for the customer and left OK to continue. 
 
 

 

 
 

 
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. 
 



 

Go to                      Eclipse Parts 

 

 

21 

 
 
 
 

 

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 
 

 
 
 
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. 
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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. 
 
 

 

Processing the Invoice 

  

Searching for a Part as shown below: 
 
 

 
 

 

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 - 
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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. 
 

 
 

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. 
 
  

 
 

 

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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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. 
 
 

 
 

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

 
 

 
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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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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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. 
 
 

 

 

 

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

 
 

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

 
 

 
 

To record the security deposit, left click the Add button. 
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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. 
  
 

 
 

 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. 
 
 

 
 



 

Go to                      Eclipse Parts 

 

 

30 

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

 
 
 

 
 
 

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.  
 

 

 
 
 

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.  
 

 
 
 

 

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

 
 
 
 
Left click the Add to Orders button to proceed. 
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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. 
 

 
 
 
 

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. 
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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. 
 
 

 
 

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

 
 

 
 
 

 
 

 
 

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

 

 
 

 

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. 
 
 

 
 
 

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

 
 
 

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. 
 
 

 
 
 

 

 
 
 

 
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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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. 
 

 
 

 
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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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. 
 

 Live Support 

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

 

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

 


