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Eclipse

The New version was designed to make your life easier, and give you fast access to all the
tools you use so frequently. It may take some time for you to learn your way around,

Service

Eclipse Service is a tool that allows service advisers and managers to fully manage and
process their service repair orders in an easy and structured way.

If you are an existing customer you will notice that the service program has changed. We
now have several system options which can be turned on or off, these options can
dramatically change the way service works. The major of these system options changes
being ‘jobs’.
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Jobs

The concept of jobs is a new way of breaking up each of the customers’ requests/concerns
into individual tasks that have their own parts and sublets allocated to them.

Jobs allow the person who is paying for a section of the bill to have their part isolated from
the other items on the bill. This new feature also allows you to invoice/close only part of
the invoice. For example the customer wishes to pay for the service they had done today
but you haven't yet prepared the warranty part of the bill, so you can now leave that part
of the repair order open so you can process it at a later date.

There are 3 job types that you can choose from, they are Customer, Internal and
Warranty, with in these types you can have the sale types (rates) that you normally use.

Within Warranty you can have a sale type of warranty
Within Internal you can have a sale type of internal
Within Customer you can have sale types of retail, trade, staff etc

The new jobs feature has been designed to make your life simple. All new jobs that you
create will default to be a type of customer. This is the safest option; this means you can't
forget to accidently bill the customer for something. It is very easy to change the type to
warranty or internal by a few clicks. If you change the sale type the system will go through
all of your parts invoices labour rates and sublets to your desired sale charge type, it will
also recalculate the GST according to the new sale type.

The job types are in a different colour, Customer is in yellow, internal is in green, and
warranty is purple, so at a glance it is easy for you distinguish between the 3 different sale
types.
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Getting Started
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Searching for a Customer

There are 2 ways to book a customer in to see their vehicle; the first way is to go to the
vehicle tab and search for the customer or vehicle by, rego, VIN, client name or any of the

unique fields at the top of the screen.
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The second way is to use a new feature called the booking manager. This feature has a
button in the service control centre, there are 2 options within this function they are: Add
booking and current booking.

* Wildcard searching can be used in any search field of UBS parts, service and Eclipse
modules.
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Client
ust  Adding New Service Clients

After using the search fields to find your customer or their vehicle you may still be unable
to find them, in this case we will need to add them as a new client.

You can now simply add a new client and service vehicle by simply using the quick add
function located within the same screen as the booking manager.

STEP 1. Search for Customers Vehicle
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Simply fill in the details, if the client is not in the system, you can add a new client by
clicking the '..." located next to ‘Surname’ field which will take you to the client lookup
screen. Below we will provide detail on how to add clients from the client lookup screen
and other methods on how to add service vehicles.

To add a new client you will need to add a new vehicle; this is done from the Service
Control Centre tab and then the vehicle tab.
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Field Description

Vehicle Id This is the Stock Number Service allocates a
vehicle

Class Is the type of service vehicle (Caravan, Boat) etc

Owner Is the Client who owns the Vehicle*

Rego Registration of the Vehicle

Vin Vin Number of the Vehicle

Engine # Engine Number of the vehicle

Compliance/Build

Compliance/Build Date of the Vehicle

Make (Mandatory Field)

Make of the Vehicle

Model (Mandatory Field)

Model of the Vehicle

Variant

E.g. Coromal = PopTop

Series

Body Body type of the vehicle = 1 Axle ect.

Fuel What Fuel type the Vehicle Takes

Std Colour This is the colour of the Van e.g. Red Not the
Factory Name of the colour

Billing Client The Company/Person Paying the Bill (this is not

always the driver)

Driver Name & SMS Mobile

The Name of the driver and their mobile number
(used for text messaging)

Dealership

Where the vehicle was first purchased

Warranty

These dates are used to see if the Vehicle is still
under warranty either by date or the vehicles
odometer

Extended Warranty Dates

This is the same as the Warranty fields

Extended Warranty Provider

Your customers Warranty maybe provided by a
third party

Service Reminder (Last Service)

This field is auto filled if you are ticking in a repair
order “this is a service”

Reminder Interval

This will then create a reminder according to this
date

Free Service

Fill in details if a free service is offered to the
client.

*Client who owns the Vehicle, to add a new client you can click the 3 dots in the Add
Vehicle screen or go to the Client List button on you tool bar.
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Once you have selected the correct customer, it will take you to a booking screen. This
screen is shown below with captions to explain the features.
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Service Bookings -1 X

itch Mods
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 Selected Vehicle Detal
Pre-Paid Servicing Information within - schedule details

Stnzk : ;?iiﬁsu? | Make \Nf:iINL | HEQVD‘ :I'i - S % Service Vehicle > | This Yehicle is dependant on the date selected

i | | ModslK | Diber Vehicles + from the calander. This will show
Owmer [Nicholas Taylor | ddress | Edit Client Find Booking Custorner Total = staff hours, work priotiy and loan cars
hired/assigned for the date specified.

~ Scheduled Service Options:
Last Service: |
= | Wiew/Select || |

Wiew

Select a Service:

fgalen:armu R — — a2 o ki) Scheduled work forthis day by Priorty Loan Car Deetails for this day. 7
ranch | Depament [ <ALL> o Todw | Total Scheduled Time haurs) 1 Priority |Count | Est. Time| | Code [Hired | Availa...|
] June 2013 July 2013 v Total &vailable Staff Hours CUSTOMER MEE... [ 1 T h
CUSTOMER INEE... ere are no items to show.

Mon Tue Wed Thu Fi Sat Sun  Mon Tue Wed Thu Fi 5at Sun Remsiring Staft Hous

27 28 29 30 3 1 2 1 2 3 4
B - JERL 6 FOCars [ 1|
15 18 20 2

Techrician Court [ 8|
2; 23 Add Booking e

01 e TEEEm. |

Total 0
Scheduling [l Over Scheduled [not enough staff hours) [ Public Halidays : HDT; - o |
iew Hire Scheduls

I Mo Stalf hours entered [ Show Invaiced Repair Orders
gs for 19/06/13 << |

[Status

[Regott_[RO Description [wim

[Make  [Model

N DUaLIS

these Dates are shown in green are
days with available RO hours to be When you are clicked onto a date, the
booked out. if the dates are Red this bookings will show here like so.
would indicate that that particular
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Once you have chosen the day you wish to book the customer in on click on it in the date
screen and then click the button in the middle of the screen “Add Booking” button. This will

then take you to create a Repair order screen.
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above is where we can select hired vehicles
and also managed hired vehicles for
customers that come in for Repairs, or for a
service.
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You can then fill in the relevant fields such as Adviser time in etc. Then you will need to
add details as to why you are seeing the vehicle. To do this you need to click on the Job 1

tab, this screen is shown below.
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Job Type
Customer (C)
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Save ‘ Cancel ‘

Job Code: Template |d:

I™ Print Preview
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Change Branch (1000) >
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Preview | Gawe & Print

Below the buttons will be listed with the purpose. If there are multiple things you need to
do to the Vehicle, you can add multiple jobs.

Add Job

This will add another job to the repair order

Remove Job

This will delete the current job you have selected

Change Job Type

This will change the sale type of the repair order, (Retail Warranty Internal)

Load Service
Schedule

This will load a service ‘template’ to the job e.g. 10 000km Service Template

View Loaded Service
Schedule

This will show you the service ‘template’ that you have selected and added to the
current job

Job Description

This field now allows you to save common descriptions you use lots of the time.

Button with 3 dots ...

This button is a Code Maintenance where you can add the descriptions you use all
the time

Default sale type

This gives you a list of the sale types for the relevant job type e.g. customer with sale
type of trade

Parts sale type

This gives you a list of the sale types for the relevant job type e.g. customer with sale
type of trade
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Status: Held; Hold Reason: PARTS - WAITING FOR PARTS RO Caunt: 18

Branch: CANTERBURY | Ready

Version 114 Buld:0556 LG40 NUM 563k 7|
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Partial Inv

=i Service Control Centre X

:%“F\apairﬂlde ﬂ Service Uuutssl = Veh\clesl @ Staff Logs I u RO Hequssll
B ‘ ) ¥ ®8 Only Show Q Q@ 5y
; - . oy
Bunning Sheet Brint Add Parts Checkist Loan Cars 5| " Booked |InProgress| Held Partial Inv AlInveiced| Cancelled
e —
d Edit R/0 | £d Invoice... | el View R0 | wll Viewe Invv... | 4 Re-Open | ﬁPHntHfU‘s...l & Frint Irve... | v, Cancel R/0 |‘?‘5W“Dh VEhiC|E|

Search ﬂl Date Type IDa[em _I Date From I_ S Tol_.f‘_/_ j Beset Dates LClear Filters I Advisell / ;I Blanch|<AIIBranches> ;I

—
Bateln [Timeln | R/O #]Puch  [Est. Time[ehicke#t] Stack#]Client Name [Make  [Model [Fegott |BeTesciption

|VIN |Status |Date

|T\me |F‘|i -

PREDELIVERY

COROMA Ii -M - PREDELIVERY
% BUNDERRA _|1TMD26" RETAIL WORK AND REF:

C37829 In Progress | 04/08/11
In Progress | 1240711

T
r Histor

Client Hame H H H H -
Dan, Phillip n N 4
Nar Phillin

R/0 #]Vehicle#| Stock#

MN2R1198R
4

Status: In Progress

\mmw-ari

RO Count: 8

Version 1.4 Buid: 0556 || AR NUML 56K 5,

Branch: CANTERBURY | Ready

All Invoiced

2 Service Control Centre X

m Service Quﬂlesl = Vehiclesl E‘# Staff Logs I u RO Requestl

. . = =
B ‘ 1) « s Only Show e C
i e : RO's that
Running Sheet Print Add Parts Checklist Loan Cars “ " Booked |InProgress| Held | Partial Ind | All lnvoiced fancelled
! S—
rd Edit R/O | £d Invoice. . | wll Wiew R/D... | wll ViEw Inv.. | ()ReOpen | [&Print R/D's... | & Print Inv, | 3 Cancel R/0 |©5W"Ch VEhID‘El

Search I _I Date Type IDate In _I Date From I_ ma To I_ wa _I Reset Dates Clear Filters | Adviser I / ;I Branchl <Al Branches> ;I
—

| R/0 nl Purch |Esl Time| Vsh\c\eiﬂ Sluckiﬂ Client Mame |Make |Mude|

sefiftion [im [Status [Date [Pi »

[Reaott [ROD [Time
=

21/m .1‘1 1
i 0501411
|

! All invoiced will show the repair orders that are
completely finalised

4lF BUMELIRT

Haal menn

Priority: RETAIL - RETAIL RO Count: 2060

Version 1.4 Buld:0556 |4 NUM 5G|

Branch: CANTERBURY | Ready

Cancelled

‘2 Service Control Centre X
?I@Hﬁéﬁlf iders Im Service Quﬂlesl E=] Vehiclasl E’ﬂ Staff Logs | i RO F\aquestl
3 B Only Show
_ . & ‘ & < =2 Doy .| Q@ o ] @ "
Running Sheet Print AddParts  Checklist Loan Cars 1 Booked |InProgress| Held Partial Inv | All Invoicdd| Cancelled
~ = i wd
cariirn |z, | dvienRo.. | dviewin, | oFeopen | @Rt | @Piin., | ) RenewRio | Sswich vetick|
Search #h | Date Tupe [Datein =] DateFrom |/ ~] To| /_/_ ~| ResetDates | ClearFikers | Adviser | 7| et <Al Branches> ~|
—
Dateln [Timeln | R/O #{Puch [ Est. Time[Vehicle#] Stock#[Client Name [Make  [Model [Reao#t RO Description AR [Stetws [oate [Time [Pri ~
Q[ 14fm 132 104l ™ COROMA SERAS0S U5 <GENERAL WORK>>  |0C4154 |cancelled =
Q[13fm 5436 - WINDSOF ROYALE 193 | RETAIL WORK AND REF: cancelled 17401411 =
‘ ol
T N
i~ Histor 1r
F/0 #|Vehiclet] Sluckﬁ Clignt Name Fietail -
11451 118 Cancelled will display all the repair orders which i
RANRLI11RT Tanler d I A
- i Anlnr Rednen i have been cancelled. ol
Status: cancelled RO Count: 256
Branch: CANTERBURY | Ready

Version 114 Bui:0556 |48 NUM. 56k 2
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Once you save a booking you will see your service repair order list as usual. There is a few
new buttons.

These are in the filter fields.

?

Partial Inv

All Invoiced

Partial Inv, searches for repair orders that you may have finished and invoiced the
customers section but are leaving the warranty jobs for another day.

All Invoiced is for repair orders that are completely invoiced.

These are also new fields in the repair order list screen. This lists the status of the job if
there is no letter in the field this means there is no job with this type of charge.

The colour also indicated the status of the job:

IHN PROGRESS
WORK FINISHED
INVOICED

CANCELLED
MO JOBS

| Custarmer Internal W arranty |

| |
<ALL> v||<hlly | <AlLs |

“FoSwitch Wehicle

This button gives you the opportunity to change the repair order to a
different vehicle. You may have selected this by mistake if your customer has several
Vehicles.

There are also some new columns on the repair list screen, these are to show you what
status each section

The Invoicing procedure is now in 4 steps. When you click the invoice button you will be
taken to a RO SUMMARY screen. This will show you a breakdown of the charge types and
there totals. Now you are able to see a profit table.

Go to @ Eclipse Service
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Step 1 is to review job charges and ensure you have charge out the correct labour, shop
supplies, pars and sublets. This task has not changed a great deal; each item is now in its
own tab. This is shown below.

Step 1

There is no charge tab; this is done in a later step. You can change the job type, the
below job is ‘Customer’ but you are able to change it to Warranty or Internal. You can also
navigate from job to job by clicking PREV JOB/NEXT JOB. Once you have added the entire
labour etc you need to click save in the bottom right hand corner. It will now show the total
costs/profits for each job within the job itself instead of having to go back to the RO
summary screen.

[ o=
/2 Edit Job 1 (C) : 20 000 KM SERVICE - Job Detail [d: 183287 — ===
Repair Order # | 5091195 Job 1 : 20 000 KM SERVICE << Hide Tatals

Job Type MNavigate Jobs
Customer (C) Change Job Type >» ‘ | |
Job Detail
Joh Heading [20 000 KM SERVICE | .| Defauit Sale Type[Fretal +| _<< UPDATE SALE TYPES
Default Tech | [ ~| Parts Sale Type| Fatal = RE-DATE PARTS >>
IN PROGRES §
@ Labour 1@ Shop Supplies} (&) Pans 1 m Sublet 1 /j Eacloly.r‘I's} /j Quslomerlnsll} /j Staff Logs} figl Photos [A\IJobs]D Customer Totals  Job Totals
1Al Jobsl  [This Job)
Itern [Description Type |Tech Cost Units)  Sale Units|  $Sale Price(inc|  $Totalllnc GST) 3GST LABODUR $132.00 $132.00
; LAB 20000 kM SERYICE R 1 1 $132.00 $132.00) s$12.00 SHOP SUPPLIES 466,00 466,00
PARTS 33460 $34 60
SUBLETS $0.00 $0.00
VEHICLE HIRE $0.00
less DISCOUNT [30.00]
TOTAL % $232 60 $232 60
TOTAL JOBS 1

Extra description for 20 000 KM SERVICE Hide | Add Staff Log
Split Sale Units

==*Press F5 to refresh the list at anytime. LCancel

‘work In Progress Totals (GST inc) Retail  |232.60 |\Waranty| 0.00 | Intemal 0.00 | Trade o.oo
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Step 2

This screen is where you select how the customer is paying for the work done. This is the
old charge tab.

There are a few mandatory fields within this screen, these are the invoice date and the
date completed.

The differences between these fields are:

Completion date = When the technician actually finishes the work
Invoice Date= When you issue the customer with the invoice. (This date is for GST purposes)

New feature added is the discount section — this allows you to add discount & even gift cards to the invoice for
customers.

When you fill in completion date, odometer, invoice date etc, it will automatically calculate the estimated date
of next service and next service estimated Kms reading.

r .
[} Inv R/C# 5091195 = 20 00D KM SERVICE P i
Repair Order # | 5091195
Client 14| 4204 Stock # [18374N Adviser [Kelvin F PROMO CODE I:l
T EDWA NISSAN MICRA K13 5T HATCH [Bill to Customer]
DRIVER
| Ed
it Vehicle
i ote | Gend M | Ech Cient | ¥ cricte Qtiginalls Purchosed From: Bookedbylebin B |
Customer (C)
' PROGRESS Show Jab Tetals >> | Invaice Nates
- Discount -
[Code | Deseription [Tupe [Ratex | $Amount]|
[ | |
~Chargs
Compietion Date [26/06/2013 +|  Odometer [20531 et Service Dote [ERAERTN_~ | |
Inveice Date [26/06/2013 _+|Inveiced By [35146 | LKELVIN || et Service kms[215312 [~ Show All Charge Codes
Code [Description Type [Charge Client $Amount [ Charge Client's Name Claim Na Job Heading [
» |EFT  EFT R 45090 $232.60 |Ech =] =l
* =
Invoice Total: $232.60 Amount Charged: $232.60 Amount Qutstanding: $0.00
*=*Press F5 to refresh the list at anytime. |~ Print Irvoice after Processing Payment
W Automatically Balance Invoice Chaige Amounts [~ Wwork Finished & Invoice Ready Save Cancal
Work In Progress Totals [GST inc] Retsl 23260 [waranty| 0.00 Intemal | 000 [Tiade | 000

To complete these steps click Work Finished & Invoice Ready.

This will then put the repair order at a status of work finished where you can no longer edit
it. It will be in view mode unless you change the status to in progress.

This step can be skipped, and you can go straight to the process payment step.

However the work finished & invoice ready step is a handy tool to ensure no further
changes can be made to the repair order and allow the adviser to print the invoice in
advance to have it ready for the customer, as they may not be picking up their vehicle for a

Go to @ Eclipse Service
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few days etc. It also shows that this RO is finished so it allows other advisers not familiar
with the customer/vehicle to see that is ready to be picked up (should they answer an

enquiry).

If you have clicked work finished but you have made a mistake or you need to change
something you can do this by changing RO SUMMARY screen go to step 2-COMPLETED
Change Status, and put the repair order back in to progress. This will allow you to now
make any changes.

« RO SUMMARY Job 1[C]:20 000 KM ... ]

Wiew Job ‘Job 1(C) : 20 000 KM SERVICE
Job Charge Totals (By Sale Type)
Retail Job Totals
Labour § $132.00 $132.00
Shop Supplies $ $E6.00 $66.00
Parts § $34.60 $34.60
Sublets $ $0.00 $0.00
TOTAL $ $232.60 $232.60
Step 1-COMPLETED Step 2-COMPLETED Step 3 Step 4
Review Job Charges | Prepare Invoice »» Print [nvoice >3 Proceszs Payment >
viewProft | || £ CRaREE St ! -
Change Custorner (C) status to IN PROGRESS
Manage Hire Vehicies | Vehicle Hire: 01 Change Internal () status to IN PROGRESS - N/A NO JOBS
Change Warranty (W) status to IN PROGRESS - N/A NO JOBS
Step 3

Step 3 allows you to print your invoice, and then it is ready for your customer to view when
they arrive. However to be able to print the invoice you will have to clicked work finished
and invoice ready.

This function is to protect you from making a mistake. When you change the Repair Order
to Work finished and Invoice ready, you are deciding that no further charges need to be
made against this RO. Once in this status you are unable to change the RO in anyway, No
Tech can clock on to the RO no further parts etc can be charged to the RO so if you have
forgotten to add parts etc to the RO you will need to Change the status back to in
progress. If you are changing the status to Work finished and Invoice read, you are
probably printing the Invoice in preparation for the customer arrival, if this is the case
remember if you make ANY changes to the original invoice to replace it with the amended
copy (Printed).

Go to @ Eclipse Service
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« BO SUMMARY Job 1 [C) :<<GEN... |
View Job |Job 1 (C) : <<GENERAL WORK>>

Job Charge Totals (By Sale Type)
Retail Job Totals

Labour § $127.50 $127.50

Shap Supplies § $0.00 $0.00
Parts § $0.00 $0.00
Sublets § $0.00 00 1
TOTAL $ $127.50 $127.50 Customer (C) 3 Preview Customer (C) Invoice
Internal (T) - N/A MO JOBS 3 Print Custormer (C) Invoice
Warranty (W) - N/A NO JOBS 3
Step 1-COMPLETED Step 2-COMPLETED Step 3 Customise the way your invoice looks
Review Job Charges | Prepare Invaice »> P Thvice >3 FroceEss Papmert l
Wiews Profit | Change Statug > | — Esllpas, Jrl

Frinter Set

Step 4

Process Payment, this button on the summary screen take you back to the screen where
you selected how the customer paid for the work if you did step 3.

If you didn't then you will need to fill in the fields shown.

Customer (C)
ShonJab Totas | Invoice Motes

IN PROGRESS
- Discount i3
\Eode |Descnptlun |Type |HaleZ | Mmolﬁ{
E3| Bi [ [
~Charg
Completion Date [26/06/2013 |  Ddometer [20531 Mot Service Date [EREIZHEN~ | ‘
Invoice Date |25#'UG/2013 j Invaiced By ‘991 48 L KELYIN j Mest Service Kms[215312 [~ Show Al Charge Codes
Code \Descnpllon Type |Charge Clignt $Amount | Charge Client's Mame Claim Mo Job Heading \
» |[EFT  EFT R [45090 $232 .60 Ed hd =]
* S|
Invoice Total: $232.60 Amount Charged: $232.60 Amount Outstanding: $0.00
=Py F5 to refresh the list at time.
Tess o refiesh the list at anytime. [~ Print Invoice after Processing Payment ‘work Finished & Invoice Ready Save Cancel

v Automatically Balance Invaice Charge Amounts [~

Retal  |232.60 |‘Waranty| 0.00 |Intemnal | 0.00 | Trade 0.00

‘wiork In Progress Totals (G5T inc)

Discount
At this point you can also apply a discount (if applicable)

To do this you will need to click the down arrow in the code box.
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Dizcount
Code |Desclipti0n Type |RateX $Amount
F D10 10% SERVICE DISCOUNT = 10.00% $12.75

*

Ml —rmm

You can give a discount of
either an amount or a
percentage of the RO

Security Deposit

Date [04/01/11 | |
Sale Tvpe |2 -Retzil | Payment T_','|:|E|I:ash ﬂ Amuunt Add Deposit | EelectDestit|

Once you have filled out the fields of
payment type ect you will need to
click Add Deposit.

If your customer already has a
deposit from a previous purchase etc
click Select Deposit

Gift Voucher

In your business you'll no doubt be using Gift Vouchers for customers to buy to give to
friends, or for staff members to give to customers as a Thank You for making a significant
purchase with your company.

In the Parts or Service program, to start the process of creating gift vouchers, click on the
button labelled ‘Gift Voucher” this button is shown below

Gift
Vouchers

Manage The ‘Gift Vouchers’ screen will open and here you are able to create a singular gift
voucher or a batch of Gift Vouchers that can be issued at a later date.
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-
3 Gift Vouchers

[=[=] & )

D ate Filter = Status
Gift Youcher Register = Date lssued Date From A Refresh = Al i~ New
" Ewpiry Date DateTo |_ /¢ / = Clear Filters | | ¢ lssued {~ Redeemed
‘aucher Hurber | Date lesued |Expiry Date | Client Marme Staff Arnount| Papment | Amount Used) Status Mates
p 1001 15/09/2009 MCLEAM, PETER SMITH, BEM|  $1.000.00] Credit Can lssued
1002 15/09/2003 CHAPMAN, BRETT SMITH. BEM $E50.00/EFT $14.50] lssued
Gift Youcher Usage Details
|Inv0ice Murmber |Date lzzued |Elienl Marme | Aot Used|Tran Type
To create Gift Voucher/s, left click on the 'New' button,
S0 you can create your Gift Voucher/s
( Delete lzzue Voucher Fenew Feceipt Cancel Close

To create a batch of gift vouchers, left click on the ‘Add a Batch of Vouchers’ tab and enter
in the sequence of voucher numbers you want to use. Alternatively if you were wanting to
creating a singular gift voucher, use the ‘Add Single Voucher’ tab and enter in the Voucher
number you want to use and then left click on the ‘Save’ button.

3 Create a Gift Voucher

=x=)

Please Enter the Mew Gift Woucher(s] details

Tl FAdd Single Youcher

Add a Batch of Vouchers ]

Mew Youcher Mo |

Save ‘

Cancel

3 Create a Gift Voucher

[S5c)

Please Enter the Wew Gift Voucher(s] details

Add Single Voucher Gdd aBatch of Vouchera

First Yaucher Mo |1 aa3
Last Youcher Mo |1 ot
Youcher Count 8
Save ‘ Cancel

How to Issue a Gift Voucher to a Customer.

To issue a Gift Voucher to a customer, left click on the line of the voucher number you like
to issue, and then left click on ‘Issue Voucher’

Go ‘ro@
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§
= Gift Vouchers [E=EER

P e — m i a—— - - — — ——

Drate Filter Statuz
Gt Voucher Register @ Datelssued  DateFrom [_/_/_ ~|| Refiesh || @ g C New
i~ Ewpiry Date Date To I_a"_a’_ 'I Clear Filters | | lssued = Redeemed
Youcher Mumber | Date lssued |Expiry Date | Client Mame Stalf Amount| Payment | Amount Used| Statug MHotes
1001 15/09/2003 MCLEAM, PETER SMITH, BEM|  $1,000.00|Credit Can lzsued

(_ 15/09/2009 CH&PMAN, BRETT SMITH. BEN $650.00/EFT $14.50/ lssued
.L Mew

1005 -ﬁ
1006

1007 Firstly left click the line of the Voucher number
lggg and then left click on 'lssue Voucher'
1010

Gift Woucher Usage Details

|Invoice MHurnber |Date |zzued |Elient M ame | ArnaLnt Usedl Tran Type

Mew Edit Delete lzgue Youcher Fenew | Frint Receipt Cancel Cloze

\ — = T e T >

Now you will need to enter in the information for who is purchasing the voucher and the
amount of the voucher.

.
= Create a Gift Voucher - u
sl - e —
S Qatelssuedl'lﬁ.-"ﬂﬂ.-"ﬂﬂ vl
@Hpiw Date I_.-"_.-’_ LI * Note: Legve blank for no e}gm’ry)
Gift Woucher No. 1002
| SMITH. BEM -]
| Client | 1208 | YOUNG, ANYTHONY ~|  Select Client |
i FPayment Tupe
1.,000.00 . - .
| #. In the 'Create a Gift Voucher' screen. r
You can put in an 'Expiry Date', You will
I to apper o the it Youcher. Note: These detal! needto DUT In the Staff member who is !
e e issueing the voucher and the client
| who is Paying for the Voucher. The
[~ Use the purchaser as the from perso payment WF’JE Of the ‘g"OUChEF and fi ﬂE’l"}l"
| the amount being paid for the voucher.
If you left click on the "Advance’ button, ResetFonts | MotesFont | Template >> |
you will now have the option to put a
i 'Tr_a:' name and a 'Fro_m:' name along W Frintoucher [w Print Fecsipt
with notes to persaonlise the voucher
Ok I Cancel |
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Tao print the voucher and receipt for the person paying @Pnnt Youcher @Print Feceipt
the voucher, Tick the options for 'Print Voucher' &
'Print Receipt, then left click 'OK'

Cancel ‘

In Payment Type, there are other options to choose from, There’s an option to issue a
‘Free’ voucher to the customer, the figure put into the amount section, can be allocated to
an expense account in the system or to the cost of a stock item in your stock, by ticking
the either option and then left clicking on the three dots to allocate an account or a stock
item. As shown in the example below.

= Create a Gift Voucher Lé]

Date |s3ued |18/09/09

Expiy Date |_/__ /= |* Note: Leave blank for no expley

Gift Woucher No. {1003

Staff 11205 |SMITH.BEN |
Cliert |'| 1203 | YOUMG, ANYTHOMY ﬂ Select Client
Payrnent ll,lpe|Free ﬂ {= ﬂccuuntlﬁﬂﬂﬂ |Eu&tu:umerl3u:undwill

Amount | $1.00000 ¢ Vehick| I

To deduct a gift voucher off a customer’s total amount owing you will need to click the
process payment button and then Redeem Gift Voucher.

Date (04/01417 Wovcher Mumber (1001 Browze. .. |

Sale Type vl Aot |$5E||1DE| ||:|f $500.00 | | Add Youcher |

Once you have filled out the above information click add voucher button.

Once you have finished allocating how the customer will be paying, then you need to click
the button Process Invoice which will completely finalise the invoice. (Posting to the
Ledger)

£ JRe-Open | Re 0pen

Reopening an invoice will UN post any accounting from the Ledger, and put the Repair
order in to a Work finished status, within this status you are able to change the invoice
date, invoiced by and the method of payment.
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If you wish to make any changes to the work performed or charges to the customer you
must change the status back to in progress. This is done in the RO Summary screen by
clicking the Change Status button.

é_;i
Repair Order - Repair Order Requests (RO Requests)

Requests

Repair order requests, are a way of the salesman requesting that the service department
carry out specific work on the van and request a time to have the vehicle ready. In the
service program there is a tab in the Service Control Centre Tab called RO Request.

Eclipse Service=Test Database - UBS Administrator=1000'= [Senvice Control Centre] 3 |
Service Control Centre Staff Reports / Mailing Service Maintenance Help Theme'o -8 X

Booking Repair Quote Semice [Repair Order| Parts Schedule Workshop Delivery | Staff  Clock Clock  Client  Client  Diary Expired Vehicle Receipts  Gift  Purchase Creditor
Manager~ Order List  List Vehicle List|_Requests [Requests Search = Controller Schedule | logs = ON  OFF list  Deals R/0s  Hire/Rental/Loan Vouchers  Orders Invoices

Service Tasks Clocking Clients Manage

\OH%&%? BC 0BG CEs & % 6§

These options are filters to show you
RO request statuses either pending,

(s Service Control Centre X 4bx
s approved, confirmed or processed.
] Hepa\rDvdevs‘ Service Quates‘ E Veh\cles‘ &) staffLogs il RO Request
Date Type | Requested Date M DaIeme-ﬂ To|_/_/_ ~| ClearFilters show| @ Q Qo * ]
™" Show PD Requests Only Branch| 1000 v Pending | Approved |Confirmed Processed
Edi Request ‘ Wiew Request ‘ Print Request ‘ View Delivery Notes ‘!— Orly show requests with patts not picked yet
Fequest Description Date Requested By ‘Hequest Branch |Due Date Status RO % PD [5alel |Type |Make Geries ‘Mude\ Regn Variant [VIN Calour Prario SaleDate |Delivery  |Processed  |Processed By |Processed Branch|Approved By
Q|77 20817N |FD - GET RRADY 15/02/20131283 |+ 0 17/04/201317.00 | Pending A4EIN (R I WHITE IVORY PEAF| 10/01/2013 |18/04/2013 ECKFELD GR
) |O[B24  |48448N |PD -GETREADY 01/03/2013 1325 |1 0RRE0 o o 2B/03/201317.00 | Pending N - [VORY PEAF KOUMAS GE(
Q@|1184  [48163N |PDGET READY 100420131324 |+ 23/04/201317.00 | Pending BETT i Til ’ﬁDNZE TITANIUM - |10/04/2013 | 24/04/2013
(J|1206  |4891EN | PO-GET READY T2O2013 0302 |1 Rmi o 15/05/201317.00 | Pending 3TN [ —— FIXKING CA| 00 (WHITE [POLAR WHIT1/04/2013 15/05/2013 ECKFELD GR
(1225 [48330N [FD - GET READY 15/04/201311:48 | 15/04/201317.00 | Pending L : [ RED MAGHA REL ECKFELD GR
Edit Request This allows you to Change the request, and
process the request
View Request This allows you to View (look at the request) but
you can not edit the RO Request
23
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|- Service Repair Order Request - Request# 707 :-I_I | S

Stock, # (20817 ||NISS.-’-‘-.N GTR R35 COUFE
WIN PNTRSSE SR | Buid Date [03/13 | Trans. & " :
Fego i Engine Mo, [¥R e | Ddometer W
Etft (2093147 todel Code [GTRPRES Calour Code (4B on 15/02 01:13 PM |
i i W 7
View Sale/Delivery Detals > I The parts have been picked for this request v I Allow Work, to Start
Fiequest by I LI Branch 1000 | Date[15/02/2013 1253 |
Fequest Description IF'D -GET RRa&DY
Request Due Date |1 7.204./201 3 j Tirme ||;|5;|:||:| Fhd ill ¥ Iz this a Pre-Delivery Request?
Requests T Supply & Fit [0 Selected] Est Time: Ohre
Freeform Request: B | 7| U | | Al 47| Load Template: I | Delete |
PO
Add Work To Be Done Save az Template; | | Save I
~ v Request Processed
Processed I:u_l,ll R ;I
. — Save & Create RO
Processed Date|26/06/2013 »| Time|1529 -2
Fepair Ordertt |:| Edit RO | Select RO I Wiew | voice |
— Approval
b airnum Approved § Change Approval | Curent BO Total $ | Wiew [nvoice I
Send Request to Branch: I 1000 LI

Celete Request ||_ Auto create a Repair Order fram this Bequest — pyiy Request | Save Request | Cancel |

The top half of this screen is grey; this is because the fields are auto filled for you, coming
from the vehicle or customers details.

The rest of the fields will need to be filled out as required. If you have already made a
repair order for a vehicle on a request and you wish to link the request up to the repair
order for future reference you can do this by selecting the Select RO Button in the Request
Processed section of the screen.
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From the request you can create a repair order, to do this you need to click Save & Create
RO; this is in The Green Box within the Screen.

The request provides information from the Sales team, including the date they would like

the request by, what they would like done to the Vehicle, if any accessories need to be
fitted.

&8
Client .
peals | Client Deals

This feature allows you to set up customised deals for your regular customers, so rather
than giving them a discount each time they come in and having the confusion of all your
staff not remembering the correct discount for them this feature means the discount is
stored in the system for you and will automatically apply it againts the customers charges.

.

Client Special Deal Manager
Thiz process iz designed to keep track of pour clients with zpecial deals.

Clientt Client M ame Labour Shop Supplies

Edi | Delete 0K, Cancel

L* Service Client Deals El@

.__ Service Client Deals EI@
Client Special Deal Manager Here is where you can give your customer a
This process is designed to keep track of pour clients with special deals. set discount, structured by a %

Customer Special Deal [Only applies to customers jobs]

Thiz deal will be added to new service vehicles owned by thiz customer.

Client |><IHADAKIS, MICHAEL ﬂ Select Client...
Sale Type Adjustrent
Labour [ Retail = Rietail
Shop Supplies | R etail j IW Retail -10%
You will need to apply thiz customer deal to the vehicle(s] the client has:
Owner Vehiclesl 1 | ."-\pplied| 0 | MNat '&ppliedlil

%
BiltoVehicles| 0 | appied 0 | Motéppied| 0 | Apply N

This opﬁon allows you to not only
:IIDTEl: FortParls Client Deals pleasze refer to your parts allocate the discount to the customers
cparmen own vehicle, it also allows you to add the
discount to any vehicle/s the client is

)4 ‘ Cancel ‘
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Expired
R/Os

Expired RO’s

Expired RO’s is a feature that will prompt you everyday to check Open RO’s that were
booked/ into your service department before the current date. You then have the option to
rebook these customers at a later date or cancel their bookings. You can also preview/print
the repair orders from this screen. The bottom half of the screen is a staff log graph.
Whichever Repair order you have highlighted, the below chart will show in the any staff
that have clocked on to that repair order. It will also show how long they clocked on for
and the time and dates they were working on the Repair Order.

[_% Expired R/Os Manager EI@
Expired Ro Manager %) @ This is the area where you
DateFram | -] Ta|_s ¢+ =] BesetDates| ClearFiters | Filter By | Booked In Progress can sort your Expired RO's Refresh [F5)
Branch |1DDD ﬂ
R0 #|Dateln | Time In_|Vehicle#| Client Name Make Madel Rego# Sale Total Ttlf Branch Confirm  |Rebook | Cancel -
I ()| EEEE| 0240213 | 0900 137420 NISSAN [DUALIS — 192.05 0.00h{1000 [+ pron] B0
(|096122| 01/03413 155824 ' NISSAN |TIDA + 0.00 0.00h{1000
| ||036273| 04/03/13 | 10:30 157515 MISSAN [TIDA 0.00 0.00h{1000
T (096436 040313 109121 * MNISSAN |MURAND g 0.00 0.00k| 1000
[ |0g7635|13/0313 126757 FIMISSAN | MNAWARA 0.00 0.00h{1000
T |101254|03/04/13 | 15:00 15165 NISSAN [=-TRAIL " 0.00 0.00h{1000
| O103352]10/04/13 | 07:30 129506 MISSAN  [=-TRAIL 194.05 0.00h{1000
T (/1038521240413 | 12:00 116644 MNISSAN |X-TRAIL 0.00 0.00k| 1000
[ |[100603(18/04/13 | 11:00 138917 MNISSAN  [<-TRAIL 0.00 0.00h{1000
T |(10193518/04/13 | 05:30 18711 NISSAN [=-TRAIL 194.05 0.00h{1000
| O102226(18/04/13 | 05:45 154330 MISSAN  [=-TRAIL 350.25 0.00h{1000 4
T (1022541840413 | 08:45 127748 - MNISSAN | MAKIMA 192.00 0.00k| 1000 E
[ |O102410(18/04/13 | 02:00 21282 HOMDA  |[ACCORD 0.00 0.00h{1000 i
| (/102435(18/04/13 | 03:45 113155 NISSAN |PATROL 414.50 0.00h{1000
| |O102497|18/04/13 | 05:30 17300 MISSAN  [PULSAR 183.75 0.00h{1000
T ()| 1026521840413 | 14:00 102868 MISSAN |PULSAR ST 4 22935 0.00k| 1000
[ |O[102682]18/04/113 | 07:20 108835 L |MISSAN | MAWARA 26235 0.00h{1000
[ |102F7|18/04413 | 07:30 108370 NISSAN [=-TRAIL o 207.25 0.00h{1000
| O102773(18/04/13 | 07:30 155036 MNISSAN [PATROL 0.00 0.00h{1000
alimeaorliamaaalngon 12Rana iciccae ik MISEAN [ hAUARA . nnn Akl 10N i

Expired RO Count: 302

|Logtt [StaffiD | Staff Wame |Feos [wehicke Desc | Date O | Time an | e it | Time o | Total Hrg

Wiew RO |V\ew|nvoice| Print RO | Printlnvo\ce| Close

& Receipts

S

Receipts
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Receipts are a receipt of a customer’s Account. When in the Receipts screen you can
reprint a customer’s receipt or you can create a new one if you are receiving money from
your customer.

E N - You fill these fields with who is
Payrnent Date D5/01M1 - Set Printer... | ﬂ paying their account, who is
Layout files should be ended collecting the money and how
Payment Type h e u?h:ERece;T::.rpx M | - the -::gustomer is ;aying
Staff | | ﬂ Canifi
Elient| j Print Copies |1
Date Client Hame Fief Marration Amalnt Apply
N\
Amount $0.00 |'_Part Payrment ‘ Hew Heferencel
Balance Owing
[ Print Preview ok | Cancel |

In the graph section of the screen the customers
debt amonut will apear, with tick boxes nex to

them, click the amount you wish to recieve. If the
amount doesnt match what they are paying, you are
able to do a part payment

Once you have receipted the money from the customer it will be on your daily banking
report for you to pass on to your accounts department for them to bank.

Purchase Orders

o« Purchase orders is a form that you are giving your supplier, a purchase order is
~' authorisation to your supplier for them to provide you with the requested goods.

Purchase
Orders
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r.'$ Service Purchase Orders
Open Orders | AlOiders | Closed Orders |

Search By IAIISuppIiers vl

Datefrom [01/08/11 | To [/_/_ -] ¥ Show Service

(oo =)

Puch Ord# | Branch | CANTEREURY x|
Date Diue Dldiﬂl ClientH] = Mame HDiﬂ Make hodel Win Amount GST|Status Created By
™S

you need to see.

<] |

These fields allow you to sort only the purchase orders

| ——

i

Print Settings... | Print | Preview | Invoice.. | Edit... | Eancelf@l New... |) Ezxit
—

Order Fram I'I 003 IULTIM.-’-'I.TE BUSIMESS SYSTEMS PAL LI _l
Date Im Date Due W
Order Humber I'IEIF"'I— v Use Spster Generated Invoice Nurmber
Arnount IW

G/L Acct [Marrative Reference [Type  |Client # Amnount G5T
B270 ULTIMATE BIJSIMESS S%'5°(123 oT 1003 $100.00 $3.09

These details are the details you will fill in for your
supplier

e able to print your purchase
order

| [v Print Order I
ouma [~ Preview Order o anee

G.-’L.-i'-.cct:| |"»-"ehiu:|e: | |Client |L|Itimate Businesz & 4

Creditor
Invoices

Creditors Invoices

©
to}
o
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Sometimes the service department will receive a Tax Invoice off a supplier, which they
need to enter into the system.

Most times the accounts department will do this procedure however if you have been given
this task this is how you do it. It is much like a purchase order, and within the creditors
invoice screen you will click the new button. Then the screen shot below will appear.

i B |
B ' Creditors Invoice lihj
Invoice From |1 no3 |ULTIM.¢‘«TE BUSIMESS SYSTEMS P/L j
Date |06/A01/2011 =
Irvaics Mumber |7123455 You must select which account you wish the
n invoice to go to, if you are unsure check
Amount $200.00 with your accounts department
G/ Acct  |Narrative Reference [Type  |Client # Ammount GST
& =|ULTIMATE BUSIMESS S4/010111 ot 1003 $200.000  $18.18|=T]
*
Journal xx Post | Canicel
G/L Acct | Data Processing | Yehicle: Client Ultimate Buginess £
Live

sueeet J jye Support

This feature allows the Ultimate Support team to connect into your computer port number.
and take control of your desktop. With new Builds you can now connect via Teamviewer, to
do this simply click on Launch Quick Support and exchange ID number and Password with
Ultimate support staff so we are able to connect to your desktop and provide Ultimate
Support! Remember to call first!
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Network Connection
Please call the appropriste 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.

— Team Yiewer Support
Launch Quick Support |

—%MC Suppark
™ Melbourne Support| Ph: 03 9012 6677 Port No.

i~ Brisbane Support |Ph: 013891 1377 I Connect
" Melbourne Development [ Development 2

" Other]

Re Install |
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