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Stock & Accounting 

 

Is your tool to add your Vehicle stock into the system. It will give you the ability to 
perform all of your selling functions and accounting processes as well. 
 

Getting Started 

 

To open the Stock & Accounting Program, access your windows desktop screen and 
double click the ‘Stock and Accounting’ icon as per below. 
 

 

 
 

 

After double clicking on the ‘Stock and Accounting’ icon, the following screen will appear 
which is stock control screen. 
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Adding Vehicle Stock 

 

To add Vehicle stock into the system, perform the following process. 
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After left clicking the ‘Add’ button, the following screen will display. 
 
 

You will see an array of fields where information can be entered about the Vehicle. 
Highlighted, you will see the Mandatory fields are ‘Branch, Type, Classification, Status, 
Invoice Date, From, Valuer and Agreed Purchase Price fields’. All of these fields are 
shown in RED. 
 
From here we can start entering information into the relevant fields for the Vehicle. 

 
 

 

 
Follow each of the following diagrams as a step by step guide on entering Stock. 
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Entering in Acquisition information 
 

 

In the Purchase Details area of the screen, you enter the Purchase Date. Who it was 
purchased from, ULTIMATE BUSINESS SYSTEMS will automatically come up with the 
client. Select your Valuer who has purchased the Vehicle and the agreed purchase price 
and the asking price you require for the Vehicle. 
You also have the option of entering Acquisition Notes like the Invoice number and any 
notes you require for the Vehicle. 
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Adding Accessories 

You can enter Accessory information by clicking on the Accessories Tab. Once in this 
Tab, you can select the required accessories by clicking the tick boxes required. These 
accessories are useful for you to place on Sales forms you use to place on your units to 
tell customers the accessories available on the unit. 
 
 

 
 

Adding Costs 

 

You can enter in costs associated with the Vehicle like freight or any costs at all by 
accessing the Costs Tab and left clicking Add. This will allow you to enter in any costs 
directly to the stock unit which will go directly to the creditor required for you to pay. 
Do not enter Stamp Duty or Transfer fee costs in this area as this 
automatically done for you when selling the unit. 
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Adding Notes and Pictures 

 

In the Notes / Internet section, the system will allow you to select pictures associated 
with the Vehicle which can be uploaded to the internet to help you advertise and sell 
your units. You can also print out Fact sheets that you can use to display on your 
Vehicle to help describe and sell the units. Notes can be entered here as well which will 
display on the fact sheet as well as the internet. 
 

 

 
 

 
 

 

Adding Floorplan 

 

The Floorplan Tab can be accessed to enter the floorplan information in. You can select 
the Finance Provider, the Payout Due date and Reference # supplied by the Finance 
company. This will automatically create the floorplan entry in the system for you to 
payout at a later date. This is only performed for New Stock only. 
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Finalising the Stock Entry 

 

 

Once all the required information has been entered the Vehicle can be entered in the 
stock system. The stock number is 48950, which is circled in Red. This is entered as a 
Normal unit. Left click OK to save the Vehicle stock number 48950 into the system. 
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You can now see that stock number 48950 is in the system as a normal unit, which can 
be edited at any stage by clicking the Edit button.  
 

 

 
 

Selling a Stock Item 

 
First of all we need to find the stock number we wish to sell. The stock number we wish 
to sell is 48950.  
 
In the Search text field enter 48950 and the search field you wish to search in Stock #, 
once entered click the search binoculars. 
 

 
 

 
 

 
 

You will now see the stock number 48950 has come up on the list as the only stock 
number as this is the one we searched for in this example, your stock number your 
searching for will most likely be different. To sell the selected stock, left click on the Sell 
button located at the bottom of the screen. 
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Adding a Client on the Sale – 

 

 
 
 

 
 

The Client Lookup Screen – 
 
In the client lookup screen we are going to search for the client who we are selling the 
Vehicle to. The customer’s name is Ultimate Business Systems and in the Search For 
field we enter Ultimate and searching in the Name field, click the binocular icon to 
search. The client lookup in the top left corner indicates 1 item listed. 
 
 

 
 
 

Highlight the client and click select. 
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Adding the Sale Details 

 

 
 
 

 

Adding Sale Extras on the Sale – 

 
You get the option to add Sale Extras required on the Sale, this is done by accessing the 
Sale Extras Tab and you can left click 'Add Single Extra' to add a single extra or you can 
left click 'Add Multiple Extra' to select multiple sale extras that maybe required.  
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When you select the Add Multiple Extras you get the option to select multiple sale 
extras. All of these are automatically priced and costed on the sale for you. Click the 
sale extras you require and click Add to continue. 
 

 

 
 

 

 
 
 

Adding Trade In’s on the Sale – 
 
Click ‘Add’ to add a trade in on the Sale by the following process 
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You will notice the stock number is a figure of -4, this is because it is trade in and will 
become a used stock number when the sale is posted, you will see this in the next few 
steps. Click OK to add the trade in on the sale. 
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Adding Deposits on the Sale – 

 

 
 

 
 

 
 
 

 

 
 

 
You will now see that the Deposit has been added onto the Sale screen for this sale. 
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How to Add Finance onto a Sale 
 
 

 
 

 

Ultimate Business Systems has financed the deal with the Esanda Finance Corporation. 
In the 'Search For' field, type in Esan to look for Esanda by clicking the binoculars. Click 
the Esanda finance client to highlight it and click Select to bring this client onto the Sale 
screen. 
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Adding Notes to the Sale 

 

 
 

You can add Notes to appear on the Invoice of the Sale that you require these are free 
type notes and can be anything you desire. 
 
Financial Summary of the Sale 
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Sale Paperwork and Contracts 
 

 
 

Using the Sale Lookup Screen 
You can enter the stock number in the SEARCH TEXT field as 48950 and in the SEARCH 
IN field.  
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You will now see that the sale for Ultimate Business systems has been entered and the 
status is a Pending Sale. There are three main statuses the Sales screen uses, these are 
Pending, Delivered and Finalised. 
 
PENDING  - A sale that is pending that is yet to be delivered to the customer. 
 
DELIVERED  - A sale where all money has been paid by the client and the vehicle  
    has been delivered to the client. 
 
FINALISED - A sale that has all costs allocated to it – over and under allowances 
SALES    and commissions taken into account and the inventory amount for the  
    stock number has come out of the inventory account and transferred to  
    the Cost of Sale Inventory Account.  
 

You can search for any sale you need to when a client comes back by doing the 
following search techniques. 
 

 

 
You can enter the clients surname in the SEARCH TEXT field as 'Ultimate Business 
Systems' and in the SEARCH IN field ensure the SOLD TO or AUTO SEARCH field is 
searched on. 
 

 

 
 
 

 

This can also be done with the last few digits of the Vin #. You can search using a 
wildcard and enter *38A8 in the SEARCH TEXT field and in the SEARCH IN field ensure 
you have the VIN field selected. Left click on the search binoculars and you will find the 
sale you are looking for. 
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Posting the Sale 

 

Using the Search techniques to find the required sale from using the Sale Lookup 
section, you can access the sale to post it. This is done when the client has paid all 
money owed on the sale deal and you enter the delivery date. 
 
 

 
 
 

Once you have found your required sale, click to highlight the sale and click the Edit 
button. This will take you back to the sales screen. 
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You will now see the status of the sale is at a DELIVERED status. 
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Finalising the Sale 

 

 
 

 

Search for the required sale to Finalise and once found left click the Finalise button. 
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A summary is shown of the finalized sale, left click 'OK' to finalize the sale.  
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After clicking 'OK' you will now see the sale as finalised back in the 'Sale Lookup' list. 
 


