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SUPPLY LIST XE "Supply list" 
Paper:        9 ½" X 11" plain white (form feed attached). XE "Paper, purchase" 
      14 7/8 " X 11" green bar.

Labels:       3 ½"X 15/16", single row form feed  XE "Labels:purchase" 
Ribbons:    As required for specific individual printer

 XE "Ribbons purchase" 
Diskettes:   3 ½  " High Density  XE "Disk:purchase"  

Tapes: As required for specific tape drive XE "Tape:cartridge" 
Receipt printer DP 8340 RC - 3.25" paper  XE "Invoices:purchase" 

 XE "Receipt printer" 
Hawk Electronics 1-800-THEHAWK

OKI 1-800-624-4767

Okidata printers 590, 591, M320, M321, M520, M521

Rose Switch Box P0-4P/64 XE "Buffers & Switches" 
Modem - External or Internal

 XE "Switch boxes:purchase" 
SYSTEM OVERVIEW AND QUICKSTART XE "Quick start" 

 XE "Start up, Quick" 
COMPUTER INITIALIZATION PROCESS

The AJA Dealership Management program organizes daily business activities.  Visualize the computer as a clearinghouse for virtually all transactions executed during the normal course of business. Information is input into the program (point-of-sale invoices XE "Invoices:POS" , receipts, incoming parts etc.) and processed to provide the data necessary to manage your business (Daily Transaction Journal, Re-order Report XE "Reports:reorder" s etc.).  One of the most important reports is the Daily Transaction Journal, XE "Daily Transaction Journal" 

 XE "Journal:daily" \t "See Daily Transaction Journal"  which is a compilation of all transactions input that day, it is run daily and cleared to start fresh on the next day.  After the report is cleared, the transactions are stored in the monthly journal. 
To start the program, turn XE "Printer:turn on"  on the printer, then the computer.  The Windows Desktop XE "Screens:Windows"  appears. From the Windows Desktop click the AJA DMS  XE "Icons" icon or enter the run command “GOAJA.BAT”, “GOAJAXP.BAT”(for windows XP) or “GOGAJA2K.BAT” (for Windows 2000) from the START menu to enter AJA DMS.

The time and date entry screen XE "Screens:time and date"  appears.  This allows the modification of time and date on the computer.  If the time and the date are correct, strike the <Enter> key six times or press F2 to proceed. If incorrect, change the time and date by overtyping with the changes.

SAMPLE SCREEN 1 : Master Menu - Program Director

 XE "Master Menu" 

 XE "Master Menu:Program Director" M A S T E R   M E N U

T H E   P R O G R A M   D I R E C T O R XE "Program Director" 


((( 1.  INVENTORY CONTROL


  2.  INV. CONTROL DISKETTE BACKUP

   

_________________________________________________________________________

         SELECTION __                                      KEY F10   RETURN TO SYSTEM



         PLEASE ENTER PASSWORD ____________________

Next to appear is the Master Menu, (See SAMPLE SCREEN 1 : Master Menu - Program Director) Program Director.  This menu has 2 selections.  Prior to making a selection insert the "PASSWORD XE "Password" " and then press <Enter>.  The password is listed on the setup worksheets supplied along with this documentation.  A reminder:  if the caps lock is not on, access will be denied to the menu.  If the wrong password is entered, the computer will reply "INVALID PASSWORD" try caps.  If this has happened, push the escape key then retry the procedure.  If an entry error occurs three times, the "INVALID INTRUDER" prompt appears. If this happens, press the key labeled <Esc>, commonly referred to as the Escape Key.  To return to the Windows Desktop click the AJA Icon to return to the program.  If the program terminates to the C:> prompt, input the command "MENU" and press the <Enter> key to return to the Master Menu.

Inputting the password accesses the Master Menu.  Making Selection #1 enters the Inventory Control Module.  Selection # 2 executes an inventory control diskette backup.

The following procedures enable the Inventory Control programs immediately and give a good overview of their function.  These procedures should be completed sequentially.

From the Main Menu  (See SAMPLE SCREEN 3 : Main Menu) select Accounts Menu.  Select #2 for Vendor Code XE "Codes:vendor" \t "See Vendor, codes" s XE "Reports:vendor codes" 

 XE "Vendor:report" .  Once the program appears press F1 to print the report then F8 to return to menu.  Select #5 for Class Codes XE "Reports:class code" 

 XE "Class code:report"  then Select F1 to print the report.  Then F8 to return to menu.

These reports are template generic files which are subject to modification to finely tune them to your company.  The Vendor Code and Class Code reports are aligned with any price files purchased so Vendor Codes XE "Vendor:codes"  or Class Codes XE "Class codes" 

 XE "Codes:class" \t "See Class codes"  for parts purchased from those vendors need not be entered.  The Chart of AccountsSee Chart of Accounts"  XE "Chart of Accounts" 
 can be modified to reflect the names of the companies you deal with.  Take note of the account number ranges and do not disturb them as they conform to conventional accounting schemes.  

The chart of accounts defines your Daily Transaction Journal XE "Daily Transaction Journal"  categories therefore affecting the posting XE "Accounts:posting"  of Accounting Transactions.  The accounts in your Vendor File need to be aligned with your chart of accounts.

With these reports on hand, XE "Chart of Accounts:report"  parts inventory is ready for input.  Parts that are in the master file need not be assigned vendor and Class Codes as this is done automatically upon entry so these should be input first.  Next, assign vendor and Class Codes to the parts on hand that are not in the Master Price Files.

COMPUTER SHUTDOWN PROCEDURE XE "Turning off"  

At the day’s end, to close the computer down, return to the Master Menu, choose the Inventory Control backup XE "Backing up:inventory"  selection from the Master Menu and follow the prompts using diskettes compatible with your computer. Always return to the Master Menu prior to turning the computer off  then strike F10 for the Windows Desktop screen XE "Screens:Windows" , select Start then Shutdown and follow the windows shutdown procedure.

START-UP PROCEDURE XE "Start up procedure"  

 Preparation Procedure:

1.  Parts Inventory XE "Inventory:parts" 
A. Establish quantity of Parts on-hand.

B. Group parts into Classification codes. (See Class Code chart)

C. Group parts by Vendor Codes XE "Vendor:codes" . (See Vendor Code chart)

D. Establish reorder quantities for parts being entered.

E. Prepare to input Empirical Sales data, if available.

F. Enable "Fast Start XE "Fast start" ", if applicable (Utility Menu, Selection # 1, then F5)

2.  Vendor File XE "Vendor:set up file" 
A. Assign Numeric Code to each vendor. Using numbers from 1 to 900.  Assign Numeric Codes between 900 and 999 for in house vendors.

B. Gather Address, Phone #, Contact for each.

C. Print out Template Vendor file and adjust to your needs.  (Selection #2 from Account Menu).

D. Vendor Codes. XE "Vendor:codes"  for the MFG price books installed in your master price book file, need not to be changed.

E. Insert Sales Accounts, COS Accounts, Pricing Level etc.  for each vendor.

F. At Utility Menu, make Defaults and Factors selection.  Input the Vendor account data into the vendor "COA" program.

3.  Set-Up Classification Code File

A.  XE "Class codes:set up" Establish a numerical ascending Class Code structure and assign a code to each parts group. Do this in conjunction with the setup worksheet we provide

B. Print out Template Class Code chart and adjust to your needs.  Selection #5 from Account Maintenance Menu.

4.  Establish A Chart of XE "Chart of Accounts:set up"  Accounts

A. Print out Template Chart of Accounts and adjust to your needs.  Change the Account names to reflect products you sell.  Your Accounts Payable and Accounts Receivable Codes must coincide with the General Ledger.  Use the same numbers in the Chart of Accounts just change the names to suit your business needs.

5.  Accounts Receivable Set-Up XE "Accounts:receivable set up" 

 XE "Accounts:receivable" 
A. Use Account Number between 110 and 120 and correspond with Chart of Accounts. Mail Order account XE "Accounts:mail order" 

 XE "Mail order"  = 116.15, work order receivable = 116.16.  116.17 through 116.25 are reserved for special charge accounts.

B. Assign account number to each customer open account also input Name, Address, Amount Due, Credit Limit XE "Customer:credit limit" 

 XE "Credit limit" , Tax XE "Tax:number"  Number.

C. Input the amount due using the following procedure.  Tally the Total Balance the customer owes then go to the Point-Of-Sale invoic XE "Invoices:POS" ing screen and print invoices for each one, using O (Open) as paycode and the preassigned account number.  Use the "/G" part number code to put the invoice through If you wish to load your accounts with a transaction item detail, for a "Balance Forward" XE "Balance Forward"  only  then go to the Daily Accounting menu, Accounts Receivable entry screen, then input the balance forward against the open account number with a minus sign.  Complete the transaction and the account will be loaded.  To check the account integrity go to the Accounts Receivable menu and make the "Display Customer Invoices" selection.  Insert the account number and view the screen to see if it is correct.   

6.  Customer Deposits XE "Customer:deposit" 
A. Gather all open customer deposits XE "Deposits:customer"  and input information into computer through Customer Deposits Screen in Utility Menu.

7.  Customer Telephone Number XE "Customer:telephone"  Database File  XE "Customer:database file" 

 XE "Telephone:customer" 
A. Assign Numeric Code number to cash customer XE "Codes:customer" s if they receive a discount, insert it into the file.  Use a number up to 10 digits, no dashes.  The system is designed to use the customer telephone number with the area code XE "Area code"  or alternatively the social security number.  This screen is accessed from the Main Menu, Selection # ___, then Selection # 3.  Also, customers are added to this file whenever a POS invoice is generated for the customer.

B. Tax Exempt status for non Accounts Receivable customers can be initiated by selecting "Mail List Menu" from the Main Menu.  Next select "Counter Customer Maintenance".  In the customer information screen you will see the field "Tax Exempt" (directly to the right of work phone).  Here is where you will enter a "Y" if the customer is exempt of just strike the <Enter> key for a default "N" if not exempt.  Continue entering through the remaining fields to store the record.

8.  Major Unit XE "Major unit:inventory"  Inventory XE "Inventory:major unit" 
A. Inventory all Major Units on hand.

B. Group vehicles into vendor categories.

C. From Utility Menu, make defaults and factors selection. Choose Major Unit "COA" setup program and assign a stock number code and the appropriate account numbers.  A Stock number consists of the "Letter" designate plus the assigned number.  For example; the number can be a series started at 100 or 1000 or the last digits of the serial number etc.  The end result being that the Stock number is a unique number permanently assigned to the unit purchaser so the buyer information can be retrieved by the stock number.

D. Assign stock numbers to vehicles using first letter of vendor or group as assigned first letter code

I.e.:  Honda  = “H101”.

        LawnBoy = “L101”

        Yamaha = “Y1”

        Used= “U1”

        Group= “G1”        

        Automobile = “A101”

        Truck = “T101”

        Trailer = “T1” 

        Miscellaneous = “M1”

E.    The template chart of account number range for Major Units is between 300
                  and 308 for Sales and 400 and 408 for Cost of Sales and 120 and 128 for
                  Inventory Accounts.  These accounts are assigned to the letter codes at the 
                  Major unit setup screen. At the setup screen, the Prefix letter is inserted then 
                  the Make, group and account number that the transactions are assigned to.

For Instance; A Honda Dealer may use the following assignments.

Letter Code
Make
Group
Inv. Acct
Sales Acct
COS Acct

"H"

"A"

"P"

"G"

"M"

"U"
Honda

Honda

Honda

Honda

Misc

Used
Motorcycle

ATV

Power Equip

Generator

Misc

Used


120.00

120.50

121.00

121.50

127.00

128.00
300.00

300.50

301.00

301.50

307.00

308.00


400.00

400.50

401.00

401.50

407.00

408.00

SAMPLE SCREEN 2 :  Major Unit Accounts Maintenance
M A J O R    U N I T    A C C O U N T S 

M A I N T E N A N C E 

STOCK NUMBER CODE: H    MAKE: HONDA_______________

UNIT GROUP: MOTORCYCLES___________________

 INVENTORY ACCT: 120.00  SALES ACCT: 300.00   COS ACCT: 400.00  

F1 PRINT REPORT    F5 CLEARSCREEN (STARTOVER) 

F7 DELETE DISPLAYED RECORD    F8 MENU



SAMPLE SCREEN 3 : Main Menu

M A I N    M E N U 

SELECT_

1. COUNTER SALES MENU

2. INVENTORY MENU - PARTS & UNIT RECEIVING & MAINTENANCE

3. SERVICE MENU - WORK ORDERS,WARRANTY,RFC,POLICY WORK

4. DAILY ACCOUNTING MENU

5. END OF PERIOD MENU

6. PRINT MENU - PARTS & MAJOR UNIT INVENTORY REPORTS

7. MAIL LIST MENU

8. ACCOUNTS MENU

9. UTILITY MENU

PRESS ((((
FOR COUNTER MENU

F10 For Master Menu

The Main Menu is the portal to the program.  Choosing a numeric selection provides access to the module associated with the selection.

Pressing  F10  from the Main Menu returns to the master menu for inventory control backup prior to returning to the Windows desktop.

SAMPLE SCREEN 4  : Shortcut Menu
S  H  O  R  T  C  U  T  S    M  E  N  U

CHOICE:__

1.ACCOUNTS MENU              11.PROSPECTING               21.MAINT PRICE FILE

2.ACCOUNTS REC.                 12.PURCHASE ORDERS     22.TABLE MENU

3.COUNTER MENU                13.REORDER                        23.UNALLOCATED 

4.DAILY ACCOUNTING        14.SCHEDULER                   24.ITEM DETAIL MENU

5.ESTIMATING                       15.UNALLOCATED              25.ITEM PARTS MENU 

6.INVENTORY MENU            16.SERVICE ORDERS          26.UNALLOCATED 

7.MAIL LIST                           17.SPECIAL ORDERS           27.UTILITY MENU 

8.MAIL ORDER                      18.SPECIAL ORDER INFO    28.WARRANTY MENU 

9.MAJOR DISPLAY &SALES 19.UNALLOCATED              29.UNALLOCATED 

10.PARTS REPORT                20.UNALLOCATED              30.RECOVERY MENU



The shortcut screen permits the quick access to programs listed on the Shortcut Menu XE "Shortcut Menu" . This Shortcut Menu is invoked by pressing the "Home" key from any menu.  Making the numeric selection from the Shortcut Menu invokes the corresponding program.  Some selections are left unallocated, awaiting your input so kindly E-mail XE "E-mail address, AJA Computers, Inc."  us at AJACOMP@COMCAST.NET or drop us a note indicating what selections you would like to see added.  We will insert the most requested selections.  To exit the Shortcut Menu without making a selection, press the “Home” key.

SAMPLE SCREEN 5: Mail List Menu


M A I L   L I S T   M E N U 

                CHOICE:_

                 1. MAJOR UNIT PURCHASERS MAINTENANCE

                 2. COMMERCIAL UNIT PURCHASERS MAINTENANCE

                 3. UNIT MAINTENANCE BY STOCK NUMBER

                 4. COUNTER CUSTOMER MAINTENANCE

                 5. MAIL LIST REPORT MENU

                 6. MAIL LIST LABEL MENU

                 7. ZIP CODE MAINTENANCE



SAMPLE SCREEN 6: Data Base


U N I T   M A I N T E N A N C E  BY   S T O C K   N U M B E R 


STOCK NUMBER: ________ 

      LASTNAME: _______________ MI: ___  FIRSTNAME:___________

     INVOICE #: ____________    INVOICE POSITION : __

        STREET: _______________________  CITY: __________________

 STATE: ___ ZIP: __________  NET $: _________ RESALE $: _________

 NOTES:___________________________________________________________

  PHONE NUMBER:  -___-___-____  SLSPRSN: __   PAYCODE: _   ACTIVE: _

                                  GROUP: _ 

  SALE DATE: __/__/____   YEAR: ____  NEW OR USED: _  MILEAGE: ________

          EXT WARRANTY AMOUNT $: _______ 

  MAKE: ____________________              MODEL: ____________________

  ENGINE NO: ____________________     SERIAL NO: ____________________

F1 Save  F3 F4 Prior/Next  F5 Restart  F7 Delete  Record  F8 Menu



The key search field for this screen is the Stock Number for the record.  This screen permits maintenance/editing/adding to the purchasers data base.

Normally customers are added to this data base when a unit is sold through point of sale invoicing, backfilling/adding to the file can also can also be accomplished at this screen. To modify a record, insert the stock number then press <Enter> to display the recently created record.  The displayed data is updated by entering through the fields, adding information as required.

Entering through all fields and making changes modifies the information record, with the data being saved upon exiting the last field.

PARTS INVENTORY XE "Inventory:parts"   XE "Parts:inventory" \t "See Inventory, parts" ENTRY
 XE "Parts:entry" 
From the Main Menu make Selection #2 for Inventory Menu XE "Maintenance:parts inventory" .  From the Inventory Menu there are choices to access major unit XE "Major unit:inventory"  inventory, parts inventory and also  model file maintenance XE "Parts:Maintenance"  and Kit building. XE "Kitting" 
Selecting “Parts Receiving” makes entering parts and accessory inventory a fast and simple procedure. The most important entry fields are the part number, quantity on hand and the re-order  XE "Re-order:quantity" 

 XE "Parts:re-order" quantity.  Quantity on hand XE "Parts:re-order"  is the amount of stock on hand for the specific part.  The re-order quantity is the threshold level XE "Threshold amount"  used to designate a re-order candidate.  For instance, if 1 is the re-order quantity, then when “quantity available” falls below 1, the part will be listed for re-order.  In summation, the quantity available must fall below the minimum XE "Minimum parts qty"  level (or re-order quantity) to list the part on the re-order report.  Upon inventory entry, re-order quantities for each item need to be entered.  If a part being input is an obsolete part XE "Obsolete parts" 

 XE "Parts:obsolete"  then putting a "C" in the status XE "Parts:status"  field designates it as such or a "S" if the part is a specially priced XE "Special prices"  item..  At the parts receiving screen, every field must be entered, striking <Enter> at the bin location field stores the parts record in the parts file. To print labels XE "Labels:print"  for the parts entered, strike F4 or F6.  The parts maintenance screen is slightly different, the record is saved at the maintenance screen by striking key F1.  When finished inputting press F8 then follow the F8 prompts to the Main Menu.

Access the various menu screens to familiarize yourself with the many programs available.  If you get into a program and want to exit then look at the bottom to the screen information box for instructions.  Generally F8 or the <Enter> key exit the screen.  If a report is started and you decide to cancel XE "Reports:cancel"  then press the escape (ESC) key or "CTRL C" XE "Control \"C\""  to terminate (See “Ctrl C” explanation). Help screens are available throughout the programs and are accessed by pressing the F10 key.  Help screens display instructions on program functions and are very helpful.

PARTS INVENTORY XE "Inventory:parts"  CONTROL 

SAMPLE SCREEN 7 : Inventory System Menu
 I N V E N T O R Y    S Y S T E M    M E N U 

SELECT:_                                                    

PASSWORD (  1. MAJOR UNIT INVENTORY MAINTENANCE

REQUIRED  (  2. PARTS INVENTORY MAINTENANCE                             

                        3. PARTS RECEIVING                                         

 4. MAJOR UNIT RECEIVING                                    

 5. MODEL MAINTENANCE                                       

 6. DESCRIPTION & HEADING MAINTENANCE                       

 7. KIT BUILDING                                           

 F10 HELP

F8 MENU                         



Parts Entry Procedure

1. Making the Inventory selection from the Main Menu accesses  the Parts Inventory entry programs. XE "Projected orders" 
2. Establish Class Code XE "Class codes" s and Vendor Codes XE "Vendor:codes"  for all parts, print out template Vendor Code and Class Code list (See SAMPLE SCREEN 68: Account Maintenance Menu).

3. Major vendors and vendors with price tapes loaded into the computer already are assigned Vendor Codes and Class Codes therefore most attention is focused on inventory items that are not supplied by the master vendors.  Major vendors use Class Codes 1 through 16 and also Vendor Codes assigned on the Vendor Code report XE "Codes:report" 

 XE "Reports:vendor codes" . An example of master vendors would be as follows; Honda, Kawasaki, Toro, Lawnboy, Suzuki, Snapper, BMW, in other words major unit suppliers.

In addition to Class Codes already assigned in the Class Code file other unallocated Class Codes XE "Class codes:unallocated"  are used for special  XE "Codes:special" 

 XE "Special codes" purposes.  For instance, one of these codes could be used for obsolete parts. XE "Obsolete parts" 

 XE "Parts:obsolete" .  Class Codes below 199 are used except when a Vendor Code greater then 900 is used, then the Class Code is the same as the chart of account  XE "Chart of Accounts:numbers" number used by the transaction on the Daily Sales Journal.  All other unused fields on the screen are zero filled.

SPECIAL CODES



Special
Class
Part #
Description
Codes
Code
Cost
Lprice
U/
used parts
999
329
00.00
00.00

G/
general sale
999
328
00.00
00.00

/WL
warranty labor
999
331

labor rate

/WL1
warranty labor #1
999
331.1

labor rate

/L
labor (general)
  999
332 
00.00
40.00 (your






          labor

/L1
labor (mechanic #1)
999
332.1

40.00  rate)

UAW
unallocated wty
999
311
00.00
00.00

/Tune
tuneup
999
332
 00.00
(tuneup rate)

Items that have a reselling price of $0.00 are priced at time of invoicing.    Current cost or average cost on all slash items cost out at the percentage inserted in the System File Set #3 (Selection #1 from the Utility Menu).

4.  To enter parts into inventory, make Selection # 2 (Inventory Menu) from the Main Menu.  The above ("/"codes) are entered through parts maintenance or Selection # 5 then 3 from the Service Menu.  A brief discussion of the parts entry screens follow:

a.  There are two manual parts entry XE "Parts:entry"  screens, parts receiving and parts maintenance (Selections from the inventory menu).  Both screens are very similar except for the following differences; Parts receiving (See SAMPLE SCREEN 8 : Parts Receiving) will not allow decrease in qty on any item, nor allow  input of a "/" Class Code, i.e.:  /K, /H, it will not allow deletion of a record.  The Status field  (See SAMPLE SCREEN 9 : Parts Inventory Maintenance) permits insertion of “Codes”, enter "C" in that field to place part on a cull list XE "Cull list"  or "S" to designate it as a sale item whereby the price is not adjusted upward by the price matrix XE "Price matrix" 

 XE "Matrix:price" 

 XE "Price matrix" . At the parts maintenance input screen make Selection F1 to update each record after modifications. Neglecting to press F1 fails to save any changes to the file.  Finally, the parts receiving program stores the record when striking the <Enter> key after exiting the bin location field.

b. Entering a part number not in inventory evokes the  computer prompt “Part not on file, would you like to add?  Responding "N" for no does not add the item, Responding "Y" to the prompt initiates a search of master price files XE "Price:files"  and displays XE "Major unit:display"  the retrieved information on the screen.  If a part was never stocked or not in the price file then all the information. Need be added, then saved.  When finished, strike key F8 to return to menu.  

5.  To delete a Vendor XE "Delete vendor"  from the Parts Inventory file go to the Utility Menu and make Selection # 13 (Parts File Routine) then make Selection #  11 (Delete Vendor from Parts Inventory). This selection enables the deletion of an entire vendor and all related parts records from the parts inventory file.

CLASS CODE

A grouping of parts into numeric classification codes.  Class Codes XE "Class codes"  1 through 16 are generally used for Major Vendor parts and accessories:

SAMPLES:

HONDA PARTS = CLASS CODE 1                                       

HONDA ACCESSORIES = CLASS CODE 2 

KAWASAKI PARTS = CLASS CODE 3 

KAWASAKI ACCESSORIES = CLASS CODE 4 

LAWNBOY PARTS = CLASS CODE 5 

LAWNBOY ACCESSORIES = CLASS CODE 6 

AND SO ON.

Class Codes 20 through 199 should be assigned to the parts and accessories which you want grouped in their line categories.

SAMPLES:

CLASS CODE 15 = BATTERIES

CLASS CODE 20 = CLOTHING

CLASS CODE 75 = TIRES

CLASS CODE 76 = TUBES

AND SO ON.

Use as many of the original Template Class Codes

as possible.

The classification codes enable the program to print reports based on the selected parts code groupings.

SAMPLE SCREEN 8 : Parts Receiving

PART NUMBER: _______________ ALT PART NUMBER:_______________

  DESCRIPTION:__________________  PART CODE:_______NOTES: ___________

  NO OF UNITS RECEIVED:____          QTY PER PACK:___

  MFG.SUG.LIST:_______                     TAXABLE: _  Y or N ?

  CURRENT COST:_______                   M.T.D. SALES:

  LIST PRICE:____ % MARGIN:__%     Y.T.D. SALES:

  AVG. COST: _______                          PR.YTD SALES:

  QTY AVAILABLE: ____                      LAST SALE:__/__/__ LAST BUY: __/__/__       

  QTY O/H: ______                                 STATUS: __               

  QTY ALLOCATE: ____                       CLASS CODE: ______   

  QTY ON ORDER:____                        VENDOR CODE:___    

  MINIMUM LEVEL:___  MAX:___      BIN LOCATION:____ 



 XE "Parts:receiving" 

 XE "Parts:substitute" START DATE: ___/___/___

    F2 Restore List Price  F3 Mfg. Price  F4 Labels-Ea. 

    F5 Start over  F6 Labels-All  F8 Menu   

    F9 Access to Daily Transaction File   F10 Help  F11 Change Status

    F13 Previous Part Number  F14 Next Part Number  F18 Sub Information

SAMPLE SCREEN 9 : Parts Inventory Maintenance

PART NUMBER:______________     ALT PART NUMBER: _____________

  PART CODE:_______       DISCOUNTABLE: _ Y or N ?  NOTES:_______________

  DESCRIPTION:________________       QTY PER PACK:___

  MFG.SUG.LIST:_______                       TAXABLE: _ Y or N ?

  CURRENT COST: _______                    M.T.D. SALES:______

  LIST PRICE: _______%MARGIN __%  Y.T.D. SALES:_______

  AVG. COST:_______                             PR.YTD SALES:_______

  QTY AVAILABLE:_____                       LAST SALE:__/__/__ LAST BUY: __/__/__

  QTY O/H:_____                                     STATUS:_

  QTY ALLOCATE:____                          CLASS CODE:______

  QTY ON ORDER:____                          VENDOR CODE:___

  MINIMUM LEVEL:___ MAX:___         BIN LOCATION:____

START DATE: __/__/___

F1 Store The Record -  F2 Restore Prior Price    Shift F2 Mfg. List - F3 Previous Record    F4  Next Record - F5 Start Over - F6 Search The Alternate Part - F7 Delete The Part Number - F8 Return To The Menu- F10 Help - F11 Sales History Maintenance F18 Subs

SAMPLE SCREEN 10:  Substitute Parts Information

S U B S T I T U T E    P A R T S    I N F O R M A T I O N

PART NUMBER:_____________ ALTERNATE PART NUMBER:_____ ___________  

   QTY.  SUBSTITUTE          QTY. SUBSTITUTE            QTY. SUBSTITUTE         

   ____ _________________    ____ _________________     ____ _________________  

   ____ _________________    ____ _________________     ____ _________________  

   ____ _________________    ____ _________________     ____ _________________  

   ____ _________________    ____ _________________     ____ _________________  

   ____ _________________    ____ _________________     ____ _________________  

   ____ _________________    ____ _________________     ____ _________________  

   ____ _________________    ____ _________________     ____ _________________  

PART INFORMATION

___________________________________________________________________  

___________________________________________________________________    ___________________________________________________________________  

F5 Assemble Kit        F6 View Kit        F8 Update File & Return

The Substitute XE "Substitute parts"  Parts screen is accessed from either the Parts receiving, parts Maintenance or search parts program by selecting F18 (Shift/F8).   This screen is designed to store substitute part numbers and text information that will be displayed at Point of sale Invoicing during part Number retrieval.  Any text placed in the part Information fields will be displayed.  Once this screen is accessed, a flag will be noted in the "Sub" field in the Parts record indicating that substitute information is available for the parts record. Pressing Key F5 assembles a kit of substitute parts that later can be used in service order initiation. Pressing Key F6 views the Kit.  XE "Parts:report menu" 

 XE "Label menu" 

 XE "Reports:parts" 

 XE "Major unit:labels" 
SAMPLE SCREEN 11 : Print Menu
P R I N T     M E N U

         SELECT:_

                1. PARTS INV. REPORTS

                2. MAJOR UNIT INVENTORY REPORTS

                3. MAJOR UNIT HISTORICAL SALES INFORMATION

                4. PARTS & MAJOR UNIT LABEL MENU

F8 MENU                      F10 HELP

SAMPLE SCREEN 12:  Parts Reports Menu
P A R T S    R E P O R T S    M E N U

SELECT:__

1. INVENTORY (Part Number Sort)           18 CULLING REPORT(obs parts)

2. INVENTORY (Vendor Code)                19. PARTS "ON-SALE" REPORT

3. INVENTORY (Class Code)                 20. PART CODE REPORT

4. PHYSICAL INVENTORY (Bin Location)      21. PART CODE BY BIN LOCATION

5. PHYSICAL INVENTORY (Part Number)       22. ACTIVE PARTS REPORT

6. PHYSICAL INVENTORY (Part Code)         23. INACTIVE PARTS REPORT

7. PHYSICAL INVENTORY (Class Code)        24. INACTIVE PARTS REPORT-EXP

8. O/H REPORT BY VENDOR & TALLIED         25. PARTS REPORT O/H BY VEND

9. O/H REPORT BY CLASS CODE & TALLIED     26. PHYSICAL INVENTORY 

10.ON-HAND REPORT (COUNTER COPY)          27. INVENTORY COUNT REPORT 

11. ON-HAND REPORT (COUNTER COPY - CLASS) 28. SPOT CHECK INVENTORY 

12. PARTS BY PART CODE & TALLIED          29. SPOT CHECK INV 

13. PARTS BY VENDOR CODE & TALLIED        30. VENDOR BY MSRP & LIST 

14. PARTS BY CLASS CODE & TALLIED         31. PHYSICAL INV.(VENCODE)

15. PARTS REPORT-O/H ONLY                 32. PHYSICAL INV. (BIN LOC)

16. PARTS ON-ORDER REPORT                 33. PARTS ALLOCATED REPORT

17. LOST SALE REPORT

F8 MAIN PRINT MENU   F10 Help



1. -  3. Inventory reports. Complete listing of all part numbers ever       

     stocked. You can choose to print by class, vendor or part number sort.    

4. -  7. Reports to be used when take a physical inventory.  This report    

     has blanks for the count to be inserted.  You may print by bin location, 

     part number, part code or Class Code. 

8. -  9. Parts Report-On Hand Only. Complete listing of parts that are      

     "on hand" and a tally of them.  You may choose by vendor or class.       

10. -  11. O/H Report omitting cost so it may be displayed on the counter.  

12. -  14. Listing of parts and tallied.  You may choose to print by part,  

      vendor or Class Codes. 

15. Complete report of all on-hand parts. 

16. Report of all parts on order 

17. Lost Sale report, this report is populated form the Search Parts screen

18  Culling Report. Obsolete parts list determined by your input at the 

       search parts screen or by input into "year end update" program.  

19. Report of items placed on sale or competitively priced. 

20. Report By part code. IE: B&S, Honda code and or Yamaha middle digits.

21. Same as 20 but sorted by bin location. 

22. Report of Active Parts only. (no obsolete parts) 

23. Report of Obsolete parts (Parts without sales activity for 2 years) 

24. O/H Report by Vendor Code with historical sales information 

25. Physical Inventory Report by Vendor - This report lists the Inventory   

      On Hand, sorted by Vendor Code. 

26. Inventory Count Report - This is a inventory tally sheet.  It lists 

      the Part Number, Alternate Part Number, Description and a blank line    

      where the actual part quantity of the physical inventory is put. 

27-29.Inventory Spot Check Reports- Checks inventory using the inserted       

       number as the increment, using varying sorts. 

30. Vendor report by MSRP & LIST Price. 

31. Physical Inventory by Vendor Code   

32. Physical Inventory by Bin Location  

33. Parts Allocated Report  

 XE "Labels:parts" 

 XE "Labels:major unit" 

 XE "Parts:labels" 

 XE "Parts:reports" 

 XE "Major unit:labels" 

 XE "Parts:labels" 
SAMPLE SCREEN 13: Label Menu

L A B E L S    M E N U

           CHOICE:_

                  1. PRINT LABELS FOR INDIVIDUAL PARTS

                  2. PRINT LABELS FOR INDIVIDUAL PARTS (UNPRICED)

                  3. PRINT LABELS BY PART NUMBER

                  4. PRINT LABELS BY VENDOR CODE

                  5. PRINT LABELS BY CLASS CODE

                  6. PRINT LABELS BY BIN LOCATION

                  7. PRINT LABELS BY PART CODE

                  8. PRINT LABELS FOR INDIVIDUAL MAJOR UNITS

                  9. PRINT LABELS FOR ENTIRE MAJOR UNIT INVENTORY

F8 MENU                 F10 HELP

From the Label Menu, select the type of labels to be printed. Selection 1 and 2 are for individual labels.  Selections 3 through 7 print multiple labels using Vendor Code. Class code, Bin Location and Part Code as the printing criteria.  Additionally, the options are available to print priced/unpriced labels, On Hand only, all items ever inventoried plus the option to place your Company name at the top of each label. Selections 8 and 9 are Major unit labels programs, Selection 8 prints labels for individual units and selection 9 prints the entire Major Unit inventory.

KITTING PROGRAM

The Kitting Program XE "Kitting"  enables the user to setup "Master Kits" of parts and accessories that can be called up and added to the invoice by inserting the kit name at the part number field in the service order allocation XE "Allocate Parts" 

 XE "Parts:allocate"  program.  It works likes this, assign a kit name then add all the related parts to the kit. All kits have a "@" as the first character of the kit.    Kits are added by accessing the Inventory Menu from the Main Menu. From the Inventory Menu make Selection # 7 to access the Kit Building screen.  Help is available from within the Kit Building Program which explains the details of the program.

K I T   B U I L D I N G  

                 F1 Display Kit Items

                 F2 Clearscreen & Start over

                 F3 Backward Search  F4 Forward Search

                 F5 Edit A Line  F7 Delete A Line

                 F8 Return To Menu   F9 Add or Modify Kits F10 Help 

KIT NAME :________________           

    LINE #   QTY.    PART NUMBER          DESCRIPTION             PRICE
     __      ____    _________________    ____________________    ________



SAMPLE SCREEN 14 : Kit Building

MODEL  XE "Model:maintenance" MAINTENANCE XE "Maintenance:model" 
From the Main Menu make the Inventory Menu Choice.  Then Selection # 5 to access model maintenance.  

When adding a model similar to one previously added that has a majority of like parts, use the following short-cut; display the similar model info on the screen then press F9.  Change the model designation to the new one to add and continue with any other changes.  Upon completion press F1 the file is updated to include the new model.  Press F5 to advance to the next screen and repeat the process.

Similar groups of models should be input at the same time since many part numbers  will be similar from one model to another.  Inserting a few models per day provides a well rounded model file.  The printscreen  XE "Printscreen" function prints out a picture of your screen enabling inputting the part # on the paper prior to insertion into the program.

To change the descriptions for the model display screens or the headings for model groups make Selection # 6 from the inventory menu.

Menu Headings may also be modified in this menu by pressing  F5. Categories of units and descriptions for the various groups of units maybe modified by making the corresponding numeric selection.

A parts description XE "Parts:description"  screen is designed prior to adding models to the file.  A description screen is designed for each group of models to be input.  After the screen designs are entered, proceed with model entry. 

SAMPLE SCREEN 15 : Models & Related Parts Search

M O D E L S   &   R E L A T E D    P A R T S    S E A R C H

    MODEL:____________NAME:___________YEAR:____ MAKE:___________ 

Horn:           ___________

(OEM)Battery:         ___________

T/L Lens:     ___________

(OEM)Front Tire:     ___________

Fr.T/S Assy: ___________

(OEM)Rear Tire:      ___________

Fr.T/S Assy: ___________

(OEM)Drive Chain:   ___________

T/S Lens:     ___________

Clutch Disc:               ___________

Ign. Coil 1:   ___________

Headlight:                  ___________

Ign. Coil 2:   ___________

Spark Plug:               ____________

Left Point:    ___________

C/S Sprocket             ___________

Right Point:  ___________

Rear Sprocket:           ___________

Condenser:   ___________

front Brake                ___________

Choke Cable: ___________

Rear Brake                 ___________

Throttle A:     ___________

Valve Cov Gasket:      ___________

Throttle B:     ___________

Head Gasket:              ___________

Clutch Cable: ___________

Base Gasket:               ___________

Tachometer:   ___________

Air Filter:                    ___________

Speedometer: ___________

Oil Filter:                   ___________

                      F1 Update         F2 Clearscreen          F3 Prior Model

                      F4 Next Model  F5 Next Screen         F7 Delete Record

                      F8 To Menu      F9 Update & Stay     F10 Help

MAJOR UNIT XE "Major unit:receiving"  RECEIVING
From the Main Menu make Selection #  2, Inventory Menu, then make Selection
 # 4, Major Unit Receiving. After the unit is input and the record saved, the information is retained on the screen to facilitate the entry of a similar unit as the next entry. Additionally relative search XE "Relative search"  keys F5 and F6 permit the Prior/Next search of units currently in stock scanning  the current inventory file for like units and also providing information on the availability of stock numbers.

SAMPLE SCREEN 16:  Major Unit Receiving
M A J O R   U N I T   R E C E I V I N G

   F1 CHOOSE STOCK NUMBER

   STOCK NUMBER :H      MAKE  : _______________ MODEL : ____________________

  MILEAGE:________               YEAR : 2002      AVAILABLE ? _    GROUP #:_   

  COLOR    : ________                     PURCH COST : _______

  NEW/USED : _                            RECON COST : _______

  SERIAL # : _________________             ACCR. INT : _______

  ENGINE # : ____________________      FRGHT & SETUP : _______

   CRATE # : ________          REBATE OR CURTAILMENT : _______

  VENDOR   : ____________________         TOTAL COST : 

  FIN INST : ____________________         SUG RESALE : _________ 

  PUR INV# : ____________                 MIN RESALE : _________ 

  DATE PUR : 03/25/2002 FLR TRMS:_________________________ DUE DATE:__/__/____ 

     NOTES : _________________________________________________________________ 

F2 Clearscreen   F4 Print Labels for units   F5 Prior Unit   F6 Next Unit

F7 Print Menu   F8 Menu    F9 Post to Daily Transaction File   F10 Help



Pressing F1 at the Unit receiving or Unit Maintenance screen displays the allocated stock numbers by prefix.  This program facilitates the selection and assignment of the next available stock number for the product being entered (see SAMPLE SCREEN 17).

SAMPLE SCREEN 17:  Stock Numbers

Prefix Code:A 

Stock #   Make                  Model                 Year  Serial Number 

H0468    HONDA                  BARON                 2000 1693583/00468 

H1619    HONDA                  BROADMOOR 16HC        2001 01619 

H1626    HONDA                  BROADMOOR 16HC 44" K  2001 01626  

H1627    HONDA                  BROADMOOR 16HC 44" K  2001 01627  

H2954    HONDA                  520E 5HP              2001 02954 

H2955    HONDA                  520E 5HP              2001 02955 

H6218    HONDA                  REGENT 15H 38" SMI K  2001 06218  

H7716    HONDA                  REGENT 15H 38" SMI K  2001 7716   

H7717    HONDA                  REGENT 15H 38" SMI K  2001 7717   

H7721    HONDA                  REGENT 15H 38" SMI K  2001 7721   

F8 Menu  ENTER Display Information



Inserting a prefix code at the prompt displays all the product assigned to the stock number code.  Stock number codes are used to differentiate the units into different sales categories on the daily sales journal and separating the units into separate groupings when printing reports.

CUSTOMER DISCOUNT XE "Customer:discount file"   XE "Discount:customer" FILE
SAMPLE SCREEN 18:  Customer Information

C U S T O M E R   I N F O R M A T I O N 

                      ACCOUNT CODE : 3248542344

  F11 SCAN LAST NAME 

    LAST NAME : SMITY__________    FIRST NAME : DAVE________    MI. : ___ 

  F12 SCAN COMPANY  CONAME : DALE'S REPAIR SHOP_________ 

             OPTIONAL LINE : ___________________________ 

 NOTES:_________________________________________________________________ 

       STREET : 1211 MOUNT ZION DR.________ 

         CITY : DANVIILE__________ STATE :CA. ZIP :97821_____ SOURCE :C

   HOME PHONE : 324-854-2344  BASE DISC.:__%  ACCUM.DISC.:__%   DYNAMIC :N

 WORK PHONE : ___-___-____   EXTENSION : _____  TAX EXEMPT ? N  ALT TAX :2 

       MAKE :HONDA_______________    MODEL:____________________  YEAR:2002 

 LAST SALE AMOUNT:12.91___  YTD PURCHASES:135.10____  PRIOR YTD:0.00______

F15 PRINT SHORT REPORT

 F1 PRIOR NAME   F2 NEXT NAME   F3 PRIOR CODE   F4 NEXT CODE   F5 CLEARSCREEN

 F6 MOVE OPTIONAL LINE TO COMPANY NAME  F7 DELETE  F8 MENU   F9 ANNUAL UPDATES   



This database is accessed from the Mail List Menu, Selection #4.

 XE "Customer:database file" 
This program accesses the file of customers that were entered by their telephone number/customer code XE "Codes:customer" 

 XE "Customer:code" 

 XE "Customer:telephone" 

 XE "Telephone:customer"  at the POS invoicing screens. Phone numbers with area code XE "Area code"  (no dashes) are used as customers numbers. Database customers can be searched by Company Name F12,  XE "Company name:search by"  or Last Name F11 in addition to the prior/next search F1 / F2.

1. Customer information can be pre-loaded into XE "Customer:information"  ther program using this screen.  The input screen is straightforward, however there are a few fields requesting specific information.  The source field stores information as to where the customers last transaction was entered, either "Mail", "Service" or "Counter". default input is a "C" and it will be defaulted to by striking <Enter> at the prompt.

2. Tax XE "Sales tax:exempt"  exempt is self explanatory, striking <Enter> at this prompt defaults to "N" (No). The alternate tax field receives an input of #1 through #5 which corresponds with the alternate taxation amount input into Default Screen # 2 in the Utility Menu. The field "DYNAMIC" XE "dynamic:discounting"   requests a "Y" or "N" input, striking <Enter> defaults to "N" (No). Inputting a "Y" automatically increases the customers discount as they reach predefined plateaus.  Example: over $2500 purchases accrues an additional 5% discount and over $5000 purchase accrues another 5%.  The base discount is the customer’s original discount.  Inputting "N" to the dynamic prompt maintains a static discount with no automatic increase.  The program automatically accrues a YTD sales total.  This YTD total is used to determine the customer’s dynamic discount, if enabled.  

The Plateau Levels are accessed by making Selection # 11 from the Utility Menu then making defaults selection.  Pressing F5 from this screen accesses the Alternate Tax screen. A printout of a list of all customers is executed from the Mail List Print menu.
3. Area Code and Zip Code XE "Zip code maintenance"  group changes may be made by going to the Utility Menu Selection # 23 (Customer Data Base) then Selection # 4 (Zip Code maintenance) or Selection # 5 (Area Code maintenance).  Follow the prompts by inserting the original code and the new code.  The default area code is also entered at the defaults screen from the Utility Menu Selection # 11 then Selection # 1 arrow down to area code, insert the code then strike F8 to save the changes.

DAILY TRANS XE "Daily Transaction Journal" ACTION JOURNAL
To access the Daily Accounting Menu, Select 4 from the Main Menu.  Prepare the printer for printing before making this selection as a report XE "Reports:daily transaction"  is automatically generated to the printer.  The reports are 80 or 136 columns wide.  After printing, the journal is cleared by responding "Y" to the clear prompt.  Clearing the journal empties the file of any transactions and prepares it for the next days input.  This is a daily procedure.  If you cleared this report and want to recover it, Select F1 from the Menu, choose recover Daily Sales Journal, then reprint. 

This report is a compilation of all the daily sales and transactions that were input into the computer during the course of the day via point-of-sale invoicing XE "Invoices:POS"  routines and other entries.  Once printed, the program gives the opportunity to clear it of all the daily totals and reset in preparation for the next days entries.  The best time to run this report is first thing in the morning or last thing at night. The report  summarizes all transactions according to Chart of Account numbers giving subtotals on each account that had transactions posted to it.  The end of the report summarizes the activity for all major sales XE "Sales description"  in parts, accessories, vehicles, labor and other categories.  This program saves all Account Receivable XE "Accounts:receivable"  data, however, G.L. entries are zeroed out daily, (however all information is saved to the monthly journal). Data from this report can be input into your accounting ledgers, be they manual or automated.  An aschii XE "Aschii"  file to various accounting packages can be toggled XE "Toggle"  at the system definition file (Utility Menu Selection # 1).

The report is divided into two portions.  The top portion being the detailed report and the bottom being a general summary.  Your chart of account  XE "Chart of Accounts:numbers" numbers are the categories that will be summarized.  Some of the detail  XE "Journal:detail" subtotals are prefaced with a (-) negative sign, the negative sign indicates that the transaction is a "credit".  Therefore the appropriate account should be credited. If there is no sign attached to a number then it is a "debit" and the appropriate account should be debited. Transactions in Sales Accounts are credits.

The 300 to 399 series accounts are income accounts. To the right, on the detailed section of the report, a cost of sale for each individual item is printed. You may use this COS: to immediately debit the contra accounts for COS: "Debits and Credits".  For example: a sale would credit the sale account and there would be a debit to a COS account and also another credit to the inventory account with the final entry being the actual cash account when you deposit in the bank XE "Deposits:bank" .  In the summary portion the total income amount  represents the amount that should be deposited in the bank.

You may dynamic XE "Dynamic:sales description changes" ally change the major unit sales descriptions XE "Major unit:description"  and the parts and accessory sales descriptions XE "Parts:description"  from the accounts menu by modifying the chart of accounts.

Data binders are used to store the reports, so that you may have a hard copy of your daily transactions and an audit trail if you need to refer back to locate a transaction.  

The journal may be printed as often as you wish giving you the opportunity to review your transactions during the course of the day.  

There are 4 different journal print selections: detail, summary XE "Journal:summary" , mini and payment code. 

SAMPLE SCREEN 19:  Daily Processing Menu

* * *  D A I L Y    P R O C E S S I N G    M E N U  * * *

               SELECT:_

                      1. DAILY SALES JOURNAL MENU

                      2. SPECIAL ORDER INFORMATION MENU

                      3. REORDER, FAX, PURCHASE ORDER MENU'S

                      4. GENERAL LEDGER POSTING

                      5. ACCOUNTS RECEIVABLE POSTING - GENERAL

                      6. ACCOUNTS RECEIVABLE POSTING - SPECIFIC

                      7. MAJOR UNIT INVENTORY POSTING

                                                  F8 Menu  F10 HELP



 XE "Journal:mini" 
SAMPLE SCREEN 20: Daily Sales Reports

D A I L Y    S A L E S   R E P O R T S 

SELECT 

1. DAILY SALES JOURNAL - DETAIL REPORT 

2. DAILY SALES JOURNAL - SUMMARY REPORT 

3. DAILY SALES JOURNAL - MINI SUMMARY REPORT 

4. PAYMENT CODE REPORT  

F1 Recovery Menu          F10 Help 

F8 MENU 



Selection # 4 is added to this menu.  Making this selection produces a report of daily sales by pay code and sorted by invoice number.

1. Daily Sales Journal. Prints a report of Daily Sales activities in chart of accounts order, it specifies income source and totals all accounts giving bank deposit. 

2. Daily Sales Journal Summary Report. This report is the same as Selection # 1 except it will summarize activity rather than print a detail report.

3. Daily Sales Journal Mini Summary Report.  This "Mini" report prints the Summary Totals only, from either of the above two reports.

4. Payment Code Report summarizes the transactions by payment code while sorting by invoice number. 

There are 3 different journal print selections; detail, summary  XE "Journal:summary" and mini.  XE "Journal:mini" 
· The Detail Journal prints every transaction on wide 132 column paper.  This obviously takes the longest time but provides the most information.  This report will also print on a 80 column printer providing the compressed mode is used.

· The Summary Journal prints on 80 column paper providing the summaries only for all detail accounts.

· The Mini Summary provides generalized information such as bank deposits, taxability, etc. on 80 column paper. 

No transaction processing should be done during report printing,

After printing the journal the prompt "Do you want to clear the Daily Sales Journal file" will appear.  Respond with a (Y)es or (N)o. at the prompt. A "yes" response confirms the clearing of the journal. (N)o saves the journal for later printing. Upon final clearing of the file, the transactions are saved to the Monthly Sales Journal. The responsibility to clear the journal resides with the end user.(you)

SAMPLE SCREEN 21: Payment Type Report by Invoice

  P A Y M E N T   T Y P E    R E P O R T   B Y   I N V O I C E  #

Select Paycode or Press <Enter> for "ALL":_ 

                    __________                                   __________ 

File [JNL1.DAT______________________] 

Reference [____________] 

Now Reading Record: 

F5 Restart 

F8 Return To Menu 



This screen permits the option of selecting an individual paycode to report on or  “ALL” for a report of all paycodes. Upon completion of selections, the report will print by invoice number, grouping transactions conveniently for “End of Day” cash drawer reconciliation.

SAMPLE SCREEN 22: Daily Payment Code Report

D A I L Y   P A Y M E N T   C O D E   R E P O R T 

ACCT.#   INV.NO.         DESCRIPTION     AMT.     SP T P TP  DATE      

-----------------------------------------------------------------------

308.00   49601           KAWASAKI--U745    900.00 TU N O  1  03/26/2001

408.00   49601           KAWASAKI--U745   -700.00 TU N O  8  03/26/2001

128.00   49601           KAWASAKI--U745    700.00 TU N O  8  03/26/2001

215.00   49601           U745               54.00 TU N O  1  03/26/2001

110.03   49601           PHIL   ACHENBACH -954.00 TU N O  4  03/26/2001

----------------------------------------------------------------------

                                       SUBTOTAL       0.00            

-----------------------------------------------------------------------

325.90   49602           VALVE STEM CAP      3.16    N O  1  03/28/2001

111.11   49602           ANTHONY            -3.16    N O  4  03/28/2001

-----------------------------------------------------------------

                              SUBTOTAL       0.00                      

-----------------------------------------------------------------------

321.40   49603           METRIC ORB 08 JIC  23.51 TU N O  1  03/28/2001

111.11   49603           ANTHONY           -23.51 TU N O  4  03/28/2001

-----------------------------------------------------------------

                              SUBTOTAL       0.00                      

-----------------------------------------------------------------------325.90   49604           HITCH PIN           2.96 TU N O  1  03/28/2001

111.11   49604           ANTHONY            -2.96 TU N O  4  03/28/2001

-----------------------------------------------------------------

                              SUBTOTAL       0.00                      

-----------------------------------------------------------------------

325.90   49605           HITCH PIN           2.96 TU N O  1  03/28/2001

327.40   49605           SUPPORT KIT         5.87 TU N O  1  03/28/2001

111.11   49605                              -8.83 TU N O  4  03/28/2001

-------------------------------------------------------------

                              SUBTOTAL       0.00                      

-----------------------------------------------------------------------

327.40   49606           SUPPORT KIT         6.75 TU N O  1  03/28/2001

111.11   49606                              -6.75 TU N O  4  03/28/2001

-------------------------------------------------------------

                              SUBTOTAL       0.00                      

-----------------------------------------------------------------------

321.40   49607           METRIC ORB 08 JIC  29.15 TU N O  1  03/28/2001

215.00   49607           SALES TAX           1.99 TU N O  1  03/28/2001

111.11   49607           ANTHONY           -31.14 TU N O  4  03/28/2001

-----------------------------------------------------------------

                              SUBTOTAL       0.00                      

----------------------------------------------------------------------- 

                                TOTAL:    1030.35                      

** End of Report *** 



SPECIAL ORDERS VIEW AND PRINT XE “Purchase order:special” 
The Search Parts screen permits the export XE “Export”  of a pick list XE “Parts:pick list” 

 XE “Pick list”  directly to the Special Order XE “Reports:special order”   XE “Special order” program.  This feature will save the effort of entering the parts twice.  A function key F14  (ShiftF4) permits you to carry parts looked up at the Search Parts screen that need to be special ordered, over to the  special order screen.  Briefly, this is how it operates; After looking up parts in your normal manner and you have determined that parts are not in stock and the customer wants you to special order them, you then press the F14  key.  The entire order will be displayed in the special order screen very similarly to how it is currently displayed in the Point of Sale Invoicing screen.  An asterisk will appear on the screen directly next to the part that is being special ordered as both in-stock parts and special order parts will appear on the same screen.  The program will allocate XE “Allocate Parts” 

 XE “Parts:allocate”  in-stock parts to the invoice with the advantage being that parts from inventory will always be used first to fill the special order and if in-stock parts are used and they fall below the minimum XE “Minimum parts qty”  on-hand quantity then they will be automatically placed on the next re-order report.

SAMPLE SCREEN 23:  Special Order View & Print Menu

S P E C I A L    O R D E R    V I E W    &   P R I N T    M E N U

                    SELECT:_

                           1. DISPLAY SPECIAL ORDERS

                           2. DISPLAY SPECIAL ORDERS BY VENDOR

                           3. PRINT & CLEAR SPECIAL ORDERS

                           4. MODIFY SPECIAL ORDERS

F2 Recover Special Order Journal   

F10 HELP

F8 MENU



This program is accessed from the Special Order information menu, Selection # 4.   XE “Reports:purchase order” The program was needed for those times when you want to remove or modify a part from the special order prior to placing a purchase order.

This screen is a display screen for Special Orders that haven’t been placed yet.  If you want to suspend the screen scrolling then press the Pause - Break key and the scrolling will be suspended.  Depressing the Pause - Break key again will resume the scrolling display.  The Pause - Break key will also perform this function in many other programs.  

Also a “Ctrl C” will stop the screen and place the cursor at the “Key” field.  The “Key” field is used to identify the record that needs to be modified or deleted.  This is how it works, all the records in the special order file are displayed on the screen. When you see the record to modify or delete press the ^Ctrl C to stop the screen and the cursor will return to the “Key” field.  Insert the key number for the record  to access and strike <Enter>, the qty and part number will be displayed for that record.  Modify the qty and strike <Enter> or push the F7 key to delete it.  Any modifications done to the special order file will automatically be done to the inventory file.

END OF MONTH XE "End:month" 
SAMPLE SCREEN 24: End of Period Processing

***  E N D    O F   P E R I O D   P R O C E S S I N G XE "End of Year:processing" 

 XE "End of Month:processing"   ***

            SELECT:_

                       (1) MONTHLY JOURNAL MENU

                       (2) MONTHLY UPDATE ONLY

                       (3) MONTHLY VALUATION & UPDATE PROGRAM

                       (4) REINDEX & MONTHLY UPDATE

                       (5) ANNUAL VELOCITY REPORT

                       (6) ANNUAL JOURNAL MENU

                       (7) ANNUAL VALUATION & UPDATE PROGRAM

 F10 Help

PRESS (((
FOR MAIN MENU



SAMPLE SCREEN 25: Annual Sales Reports

A N N U A L    S A L E S    R E P O R T S

              SELECT:_

                     (1) ANNUAL SALES JOURNAL - DETAIL REPORT

                     (2) ANNUAL SALES JOURNAL - SUMMARY REPORT

                     (3) ANNUAL SALES JOURNAL - MINI SUMMARY REPORT

                     (4) VELOCITY REPORT

                     (5) VELOCITY REPORT BY CLASS CODE

                                          PRESS (((   FOR  MENU          



END OF MONTH

Procedural Order:

Optional ------ 1. Print Velocity report, Monthly.

Optional ------ 2. Print Monthly Transaction Journal.

Mandatory --- 3. Perform End of Month processing.) 

Velocity Report - XE "Reports:velocity"   XE "Velocity report" 
Dynamically XE "Dynamic"  permits the specifying of 

the quantity of part sales greater than the

threshold XE "Threshold amount"  to report on.  The program will      

print a report of items with sales greater     

than the specified amount.  This report can be 

reprinted as many times as you wish. 

Transaction Journals XE "Month:transaction journal"  - 

Monthly reports of all sales printed in 3 formats, Detail, Summary and Mini.

Manual End of Month Close out - Tally inventory XE "Inventory:tally" , do accounting entries using the following formula.

Formula; COS = beginning inv. + purchases - ending inventory.

Automatic End of Month Close out - Performed automatically with the Daily or Monthly export XE "Export"  of Accounting Information from the AJA Inventory Control software into the Fully Integrated Accounting Software.

PROCEDURE

At the end XE "Month:end"  of each month the inventory and transaction journals XE "Month:transaction journal"  need to be updated.  Do this by making the (End of Period selection) from the Main Menu then Selection # 5 (Month End Valuation & Update Program) from the End Of Period Menu.  Prior to running the program, the monthly transaction journals and or a Monthly Velocity report can be printed.   The Monthly Transaction Journals can be printed in either in Detail, Summary or Mini format.  These reports print all your month's activities,  a duplication of all the information from the Daily Sales Journals printed during the month.

A velocity report  provides information on sales of each particular item for the time span specified.  You can specify a threshold number and the program will print sales quantities over and above the number you specify.  The velocity report gives information  to adjust your reorder quantities.  Velocity reports may be printed as often as you wish, specifying a higher threshold number to report on will list out the fastest and highest turnover items.   These reports need be run prior to the end of Month close out.

On screen Inventory Tally programs XE "Inventory:tally"  (Selection # 18 from the Utility Menu) tally the inventory but do not update any "End of Period" information.  Use this to find the value of your inventory prior to the End of Period without updating any information.

The Month End Valuation & Update program tallies inventory and zeros out the “month to date” sales so as to start the next month afresh.  When this program is completed figures are displayed indicating current inventory values broken down into Vendor Codes XE "Vendor:codes"  and average cost and current cost.  To print a copy of the screen, press (Shift + PrtScn XE "PrtScn" \t "See Printscreen" )  XE "Printscreen" simultaneously.  Normally cost of sales are maintained on a daily basis as the Daily Trans XE "Daily Transaction Journal" action Journal will provide the necessary figures.  However, to do the COS on a yearly basis use the following formula: (Beginning inventory + purchases)-Ending Inventory = Cost of Sales for the month.  Strike F10 to view the help screens to further explain to you the end of month programs features.

To do COS: on an monthly basis, the final accounting transaction would be to debit the cost of sales account for the cost of sale and credit the respective inventory account for the same amount as the offsetting transaction.  If you're not using automated accounting then post the debits & credits to your manual bookkeeping system.

END OF YEAR XE "End:year"   XE "Year:end" 
Procedural Order:

Optional ---- 1.Perform Multiple Backups prior to proceeding.

Optional ---- 2. Shut down workstations, perform end of year from server.

Optional ---- 3. Perform “end of year” in month of December

Optional ---- 4. Print Velocity report XE "Velocity report" , XE "Reports:velocity"  Monthly & Annual.

Optional ---- 5. Print Monthly Transaction Journal.

Optional ---- 6. Print Annual Journal (If applicable)

Mandatory - 7. Perform End of Year Processing. (Do not perform End of Month), program simultaneously cleans all data files

Optional ---- 8. Enable F4 or F5 for inventory modification

Velocity Report - 

Dynamically reports the quantity

of part sales greater than the threshold XE "Threshold amount" .

The program will print a report of items with sales greater     

than the specified amount.  This  can be 

reprinted as many times as you wish. 

Transaction Journals - 

Monthly or annual reports of all sales printed in 3 formats, Detail, Summary and Mini.

Manual End of Year Close out - Tally inventory XE "Inventory:tally" , do accounting

entries using the following formula.

Formula; COS = beginning inv. + purchases - ending inventory.

PROCEDURE

Prior to starting, perform an end of period backup from the Utility Menu, diskette backup and archive menu. If networked, shut down all workstations, prior to commencing backup.

At the end of each year the inventory and transaction journals need to be updated.  Do this by making the (End of Period selection) from the Main Menu then Selection # 7 (Year End Valuation & Update Program) from the End Of Period Menu.  Prior to running the program, the monthly transaction journals and or a Monthly and Annual Velocity report can be printed.   The Monthly and Annual Transaction Journals can be printed in  either in Detail, Summary or Miniformat.  These reports print all your month's activities,  a duplication of all the information from the Daily Sales Journals printed during the month.

A velocity report provides information on sales of each particular item for the time span specified.  You can specify a threshold amount and the program will print sales quantities over and above the number you specify.  The velocity report will give you information that you can to use to adjust your reorder quantities.  Velocity reports may be printed as often as you wish, specifying a higher threshold number to report on will list out the fastest and highest turnover items.   These reports can only be run prior to the end of year close out.

Selecting Annual Valuation & Update from the end of period Menu, performs the end of period functions, additionally the program will clean and check the integrity of all data files. Due to the integrity checking, the processing time of this program is increased This program will only perform in the twelfth month of the year and shall be executed on the server when in a network environment with all workstations shut down.

The Year End Valuation & Update program tallies inventory and zeros out last year's sales and updates year to date sales to start the next year afresh.  When this program is completed the displayed figures indicate your current inventory values broken down into Vendor Codes and average cost and current cost.  To print a copy of the screen press Shift + PrtScn XE "Printscreen"  simultaneously.  The cost of sales is maintained on a daily basis as the Daily Transaction Journal  provides the necessary figures.  However, to do the COS on a yearly basis then use the following formula:  (Beginning of year inventory + purchases)-End of Year Inventory = Cost of Sales for the year.  Strike F10 to view the help screens to further explain to you the end of year programs features.

To do COS: on an annual basis, the final accounting transaction is to debit the cost of sales account for the cost of sale and credit the respective inventory account for the same amount as the offsetting transaction.  These debits and credits should be posted to your accounting program general ledger.  If you're not running automated accounting then post to your manual bookkeeping system.

In addition to the above you will be prompted for a threshold XE "Threshold amount"  # to insert.   What this means is that the program will reduce the reorder qty to 0 on any part that has not had sales greater than the threshold # in the last 25 months. Inserting "0" at this prompt will negate this procedure.

In addition to adjusting reorder quantities, striking F4 enables the "obsolete parts list” function XE "Obsolete parts" 

 XE "Parts:obsolete" .  After striking F4, "obsolete part list" is displayed on the second line of the screen indicating you are in obsolete part removal mode.  When in "Obsolete Mode" the program will generate an Obsolete parts list, by Vendor Code, for inventory without activity for the last 2 years.

In addition to adjusting your reorder quantities, striking F5 enables the "obsolete parts removal” function XE "Obsolete parts" 

 XE "Parts:obsolete" .  After striking F5, "obsolete parts removal" is displayed on the second line indicating you are in obsolete part removal mode.  When in "Obsolete Parts Removal Mode" the program removes any inventory without activity for the last 2 years.

Striking F6 resets all obsolete part modes to the default.

END OF YEAR XE "End:year"  PROCEDURE FOR CUSTOMER DATABASE FILE

The customer database XE "Customer:database file"  expands during the course of the year by gathering input from various modules.  Any customer that is added via the customer code XE "Customer:code" 

 XE "Codes:customer"  field at the "POS" screens is added to this file.  In addition to gathering pertinent information on the customer it also maintains a running balance of all transactions on a year to date basis.  End of year maintenance XE "Maintenance:end of year"  is required on this file to accomplish the following:

1. Zero out year to date purchases and update prior year purchases.

2. Recycle all accumulated discounts back to the original discount in effect prior to accumulating purchases.

3. If the above information is not used, then this process is unnecessary.

These are two ways to conduct this file maintenance.  Both selections are available from the customer discount update screen. This screen is accessed from the mail list menu.  By making the "Counter Customer Maintenance" selection.  From the customer information XE "Customer:information"  screen make Selection F9 annual update.  From the annual update screen you can look and update each record on a one at a time basis or strike key F5 and the program will run through the file the entire file automatically.  The advantage of doing it one at a time is that you can individually adjust each record as it appears on the screen.  For instance, you may want to re-evaluate and adjust discounts assigned to customers.  The disadvantage of one at a time is that it is time consuming.  Prior to doing this end of year maintenance you may want to go to the Utility Menu, make Selection # 11 then make the defaults selection to check the XE "Customer:discount file"  discount level structure to see if it still to your liking.  In order for the discount XE "Discount:customer"  level to take effect for each individual customer there must be a "Y" in the dynamic XE "Dynamic"  field on the customer information screen.  If you insert a "N" in the dynamic field then the discount level matrix will not effect that specific customer.  The Customer Data Base Maintenance XE "Maintenance:data file"  as described above is not "Mission Critical" meaning that you can skip doing it if you don't take advantage of the “YTD Sales” or discount level information provided by the data base.

ENABLING ANNUAL TRANSACTION JOURNAL XE "Annual:Transaction Journal" 

 XE "Journal:Annual Transaction" 

 XE "End of Year:Transaction Journal" 
The annual transaction file is enabled from the Utility Menu, Selection # 1 then pressing F5 for system definition file set #2 ( See SAMPLE SCREEN 84),  press the down arrow to the “Annual Journal” field, insert a “Y” then press F8 to save the changes and exit.  

The Annual Journal compiles the transactions for the entire year into a large file which is accessible throughout the year for the purpose of displaying customer invoices individually with the attached item detail or printing of a Transaction Journal for the year to date on a specified period of time.  

The Journal File requires much hard drive resources XE "Hard drive:resources" 

 XE "Annual:Transaction Journal:hard drive resources" , therefore it is only recommended to be enabled on a Pentium class computer with 20 gigabytes of free disk space available.

Once enabled, the reports in the Annual Sales  XE "Annual:Sales Reports" Reports Menu and invoice item detail will be accessible.

SAMPLE SCREEN 26 : Counter Menu
 C  O U  N  T  E  R     M  E  N  U XE "Counter Menu" 
SELECT:_ 

1. SEARCH PARTS INVENTORY

2. SEARCH MODELS FOR PARTS GROUPS

3. POINT OF SALE INVOICING - PARTS

4. SERVICE ORDER MODULE

5. SPECIAL ORDER MODULE

6. DEPOSITS RECEIVABLE

7. REFUND OF DEPOSITS

8. RETURNED MERCHANDISE

9. MAJOR UNIT SALES MENU 

F1 Mail Order           F2 Prospecting

F4 A/R Search          F5 Saved Invoices

F6 Scheduler            F7 Parts Detail

F8 Main Menu          F10 Help



COUNTER MENU (See SAMPLE SCREEN 26 : Counter Menu)

1. Search Parts XE "Search parts"  facilitates the lookup of inventory information to determine price, quantity on hand, etc.  Information may be transferred to an invoice.

2. Search Models XE "Model:search"   XE "Search models" is a program that displays information for specific makes and models.  The content is input by the user at the Inventory selection from the Main Menu.

3. Point of  Sale Invoicing XE "Point of Sale" 

 XE "Invoices:POS"  facilitates the creating of an itemized invoice while simultaneously adjusting inventory levels and sales totals.  Special Orders items not in stock.

4. Service Order Menu  XE "Service order:menu" enables all service order department functions.

5. Special Order Menu XE "Special order:menu"  enables all special order functions. 

6. Deposits Receivable  XE "Deposits:receivable" stores a deposit into the deposit file and simultaneously prints a customer receipt.

7. Refund  XE "Refund" facilitates the refund of deposits received.

8. Returned Merchandise XE "Returns:merchandise"  methodically returns merchandise into inventory, prints a receipt and adjusts sales totals.

9. Major Unit Sales Menu XE "Major Unit:sales menu"  contains a plethora of options for creation of sales and display of information from previous sales.

F1  Mail Order Menu XE "Mail order menu"  contains invoicing options pertaining to mail order.

F2  Prospecting Programs  XE "Prospecting programs" store sales information for reference when a unit becomes available.

F4  A/R Search  XE "A/R Search" displays open account information.

F5  Saved Invoice  XE "Saved invoices" function retrieves invoices that were suspended and saved.

F6  Schedules Service Department  XE "Service dept:schedules" 

 XE "Schedule service dept" operations.

F7 Parts Detail - Parts Detail displays the items purchased by a customer on a daily, monthly and annual and biannual basis.  At the Parts Detail Screen, the customer code is input and after striking <Enter> the items for the customer are displayed. . The annual transaction flag must be "on" To store transactions for annual review, this field is accessed in the Utility Menu, System File Selection.

F12 (Shift F2) Imports information from Parts Smart  XE "PartSmart" 

 XE "Import" interface file for Point of Sale Invoicing.

F13 (Shift F3) Imports Information from Fiche Finder

POINT OF SALE FEATURES XE "Point of Sale" 
SAMPLE SCREEN 27: Point of Sale Features

· Add customers to or retrieve customers from a data XE "Customer:database file" base file

· Store customer taxable status, discount, notes and other pertinent information in the same file

· F1/F2 scans database to locate customer information

· F 3/4 permits dynamic XE "Dynamic:discounting"  discounting for customer ( if enabled)

· F 5/6 scans Open Account File,  forward and reverse to locate customer when account number is not readily available

· F 15/16 scans customer file for different units they own

· Gather information for customer invoice

· Ability to add Accounts Receivable XE "Accounts:receivable"  Customers from Point of Sale Entry Screen

· Spot delinquent A/R Accounts via “Over Limit” warning

· Table XE "Table:codes" 

 XE "Codes:table"  codes used in Make, Model, Paycode XE "Paycode"  and State fields for fast, precise and efficient entry





POINT OF SALE INVOICING XE "Point of Sale" 
Point of Sale Invoicing  XE "Invoices:POS" is a very simple procedure.

From the Main Menu -  (See SAMPLE SCREEN 3 : Main Menu) strike <Enter> for the counter menu, Select #3 for Point of Sale invoicing XE "Invoices:summary" .  At the Point of Sale screen (See SAMPLE SCREEN 28:  Point of Sale Invoicing - Screen -1) the cursor rests at the "clerk XE "Clerk ID"  ID" prompt.  Insert clerk initials  then strike <Enter>. The cursor advances to the paycode XE "Paycode"  prompt. Striking the <Enter> key without input defaults to "C" cash; otherwise, insert the paycode to be used for the transaction.  Selecting “O” (open account) permits the entry of an open account number to apply the transaction to, if unsure of the account number;  a relative XE "Relative search"  search may be performed by inserting any account number within the proper range (110.00 - 119.99) and striking the F5 key to search backward or the F6 key to search forward, repeatedly striking the key until the correct account appears then striking <Enter> to proceed with the transaction. Code refers to the customer phone number without dashes or area code XE "Area code" . (In this case insert your business phone number.)  Strike <Enter>, the customer information  XE "Customer:information" displays on the screen or if a new entry it will be added.  Information is accumulated by typing in the requested data then striking <Enter> to advance the cursor to the next field for additional entry. The  "Notes XE "Notes" " field can be accessed by pressing F12 (Shift F2).  This field facilitates the entry of recurring information for the specific customer.  These notes are attached to the customer code XE "Customer:code" 

 XE "Codes:customer"  (telephone number) XE "Customer:telephone" 

 XE "Telephone:customer"  and are retrieved whenever the code is inserted,   Some clients use this field for data such as accounts receivable numbers and pickup or delivery information such as directions or coordinates.  There is no limit to the type of data that can be entered. After entering the information, strike the <Enter> key and the cursor returns to the previously accessed field.  Use arrow keys to edit the current field or backup to previous fields. After exiting the telephone number field, the parts entry screen appears.  Part numbers are added to the invoice at this screen. 

At the parts entry screen the cursor rests at the "Qty." field.  Insert the Qty. to sell, strike <Enter> to proceed to the part number field, insert the part number, strike <Enter> the  program checks inventory and advises if stock is available, also substitute part information is displayed on the screen, if applicable. With “fast start” XE "Fast start"  option enabled, the program permits invoicing parts even though never being inventoried. Additionally, with special order export enabled, the program prompts to Special Order any part not in stock and export it along with the Customer information to the Special Order Initiation screen. After inputting quantity,  strike  <Enter> XE "Parts:entry"  to advance to the part number field.  At the part # field, insert the part number to sell.  After inserting the part number - strike <Enter> a few times, following the prompts to add the part to the invoice or prompt for Special Order placement.  Repeat the procedure for each part number to sell.  The invoice items are displayed on the screen below the entry line up to a maximum of eleven.  Items special ordered are displayed by pressing F13 (Shift F3). Upon completion, strike <Enter> (with the Qty. field empty) or F1 to load the invoice display screen.  A full screen displays all the parts entered for Point of sale along with line numbers, Special Order parts are exported to the Special Order display screen after the POS invoice is completed..  At the bottom of the screen are selectors to modify the invoice or save it.  If no modifications are necessary merely strike  <Enter> to proceed to the "Invoice Summary Screen".

ENABLE FAST START

With “fast start” XE "Fast start"  enabled items not in stock can be invoiced XE "Invoices:POS"  at the Point of Sale or Final Order Service Invoicing.    This is an excellent feature for those who don't have their inventory fully loaded and want to invoice immediately.  Fast start is enabled by making Selection # 1 from the Utility Menu XE "Utility menu"  then strike F5.  At Definition File XE "Definition file"  #2 insert a "Y" at the “fast start” POS option prompt and the “fast start” Service prompt, pressing F8 to save the modification.  Enabling ‘fast start’ will disable the alternate part search. XE "Alternate Parts:search" 

 XE "Parts:alternate"  When all inventory is input or to activate the alternate part search option function, “fast start” needs to be disabled.

Paycodes are added or modified in the Utility Menu Table selection and open accounts are established in the accounts receivable menu. 

To  enable the option to insert the work phone number at the POS screen, go to the Utility Menu, make Selection # 1 then strike F5 once to access System File #2, arrow down to the work phone number prompt for both counter sale and service order and insert a "Y" or "N" to enable/disable this feature.

ENABLE SPECIAL ORDER EXPORT
Special Order Export is enabled at the System Definition Set #3 file by inserting a “Y” at the Sp/Ord Export prompt.  With this featured enabled, the program  prompts to Special Order any part not in stock and export it along with the Customer information to the Special Order Initiation screen. Items special ordered at the P.O.S. screen can be displayed by pressing F13 (Shift F3).

ADDITIONAL POS FEATURES
In the part number field, a relative search on the part number by striking keys F6/F16 (Shift F6) is available.  A relative search displays the previous inventory part XE "Inventory:parts"  number or the next part number along with bin location, qty. available etc.  Other features are: taxable, Non-taxable, Pricing mode and a XE "Discount:line item"  line item discount.  Pricing mode permits the toggle XE "Toggle"  between net, manufacturers suggested list and reselling escalated prices.   XE "Discount:customer" Discounts are applied to the respective prices in the following manner.  Net prices display as net price plus the discount.  Manufacturers price and retail reflect the price less the discount.  The discount is stored in the customer A/R file or the customer database file aligned to the phone number.  The F9/F19 keys execute the line item discount, key F9 decreasing the discount and key F19 (Shift F9) incrementing the discount.

SAMPLE SCREEN 28:  Point of Sale Invoicing - Screen -1
P O I N T   O F   S A L E   I N V O I C I N G  

        Clerk Id : _____       Paycode : __                                         Code:__________

        MAKE:___________________    MODEL:_________________  YEAR:____ 

        Company Name : ___________________________                               

        Last Name : ____________________  First Name: ____________ Mi: ___         

        Optional Line : __________________________________                               

        Street Address : _________________________________                               

        City : __________________  State: ___  Zip code: __________       

        Phone : ___-___-____  Work :___-___-____ Ext.: _____                

   Notes : _______________________________________________________________    

                                                   Account No : ________                                                               

F1/F2 Search Database  F5/6 A/R Search   F8 Return to Menu    

F12 Notes   F15/16 Model Search 

F10 Help                                    

The POS screen accrues customer information which is saved to the database for future retrieval.   The telephone number is input into the code field as a straight number without dashes.  The telephone number/code is used to retrieve customer information throughout the program. This screen is similar to invoicing screens in other modules, therefore familiarization with these features facilitate entry.

One of the features is the extensive use of tables to make data input easier.

A table XE "Table"  is a sophisticated method to dynamically XE "Dynamic"  load short cuts to ease data entry, it replaces abbreviations with full text.  For example, at the Paycode XE "Paycode" , Make, Model and City prompts a table XE "Table:codes" 

 XE "Codes:table"  code only needs to be put in to display the information on the screen.

For instance, at the paycode prompt inserting a “C” displays the literal “cash” as the paycode selection, rather than typing the four letters.

At the Make prompt, inserting the abbreviation of the make displays the full literal make name, model and year.  At the City prompt, inserting the first few letters of the city  displays the city state and zip code for the table code inserted.  Inputting these codes saves much time and key strokes throughout the day.  The table codes need to be input prior to displaying information on the screen and the Codes are input at the Table Menu, located in the Utility Menu.

SAMPLE SCREEN 29: Counter Invoicing - Screen 2

P O I N T    O F    S A L E    I N V O I C I N G

        F1 Display  F2 Clear  F13 View Special Orders    Paycode :C  

        F3 Tax On/Off   F4 CURRENT MODE:RETAIL SALE      Taxable :Y_ 

        F5 Edit    F6/16 -/+ Part Number    F7 Delete       Disc.:00%

INV:46697          F8 Menu    F9/19 -/+ Discount       F10 Help      Item # :14 

                                                       _ _ _   Discountable :_  

Qty. Available:.....  Bin:......                                      

Qty. Part Number     Description             Price   Ext. Amt.  Reg.#  

___  ______________  ____________________   _______  _______    ______ 

 1   /G              7.5 AMP FUSE             $1.50    $1.50  

 4   BR8ES           SPARK PLUG BR8ES         $2.75   $11.00   

 .5  /L              LABOR                   $41.50   $20.75   

 5   6X45B           BOLT                     $0.50    $2.50  

 1   7831-60-05      FORMULA GLOVE YL XL     $17.95   $17.95 

 1   8700F           CLUTCH LVR FORGED KX    $12.95   $12.95 

 1   599-0256        STYLE AUTO JKT L        $38.95   $38.95  

 1   19-4X           GAUGE MOUNT POD 1X3"    $24.95   $24.95  

 1   293 370 002     TL.5MM.DIN.6799          $0.51    $0.51 

 1   3995            SPK PLG BP7ES SOLID      $1.80    $1.80  

 1   6X45            BOLT                     $0.50    $0.50



The invoice displays up to eleven items on the Point of Sale entry screen, Each item is displayed as it is entered.  Pressing the F1 key displays all the items along with the corresponding line numbers that are used for editing or deleting. Substitute Part number information is displayed at the top of the page below the Dealership name and date.

F1  Displays all the items added to the Invoice. 

      Pressing Enter with the qty. field empty also displays all items. 

F2  Clearscreen & Startover - Clears the current part information. 

F3  (Tax On - Tax Off) - Pressing this key toggles tax status on/off.         

F4  Change Mode - Toggles the Retail, Net status and applies it to the sale.   

F5/F7   The procedure to Edit or Delete is as follows; Pressing F1 displays all   

      items along with the item number. Choose the line number to act on then   

      select #1 to return to Invoicing,  choose F5 or F7 to edit or delete,     

      insert the line number to edit or delete and strike Enter.                

  F6/16 +/- Pressing these keys searches backward or forward from  the part
                  number inserted, finding a relative match to the part number inserted. When

      the exact part number is unknown, looking the program will find the closest
                 match.    

  F8  Return To Menu                                                            

  F9/F19 +/- Line Item Discount, pressing these keys adds or subtracts to the   

      discount applied to the individual item displayed on the screen.          

  F13 Displays items that are selected for Special Ordering.                    

SAMPLE SCREEN 30 :  POS Display Invoice
P O S    D I S P L A Y   I N V O I C E

LINE  QTY.  PART NUMBER    DESCRIPTION         PRICE      EXTENSION 

----  ----  -----------  ------------------   -------     ----------

01     1     6-9-5        6-9-5 FLOWER FERT.   $6.01       $6.01   

02     1     316095053   .095 LINE             $4.75       $4.75   

03     1     5401-123     CABLE                $9.99       $9.99   

 *** INVOICE TOTAL =    $20.75                                     

_1.Modify  2.Invoicing F5 Bin Loc  F6 Save  Invoice F7 Save/no print 
F8 Men




Pressing F5 displays the following screen.

SAMPLE SCREEN 31 :  Display Bin Locations


D I S P L A Y   B I N   L O C A T I O N S

LINE  QTY.   PART NUMBER        DESCRIPTION              BIN LOCATION  

----  ----   -----------      ------------------        -------------

01       1     6-9-5             6-9-5 FLOWER FERT.       SHED-Z3   

02       1     316095053         .095 LINE                BIN-AA7      

03       1     5401-123          CABLE                    SHELF-1B     

PRESS  ENTER   OR  F1 TO RETURN


Bin Locations for all items are displayed on this screen.


* I N V O I C E    S U M M A R Y *

 PURCHASE ORDER # : ________   PAYCODE:__     INVOICE NO : __________

    TOTAL FOR PARTS : ________

      SERVICE CHARGE : ________

                  SALES TAX : ________                                    

             LESS DEPOSIT : ________

            AMOUNT DUE : ________

AMOUNT TENDERED : ________

            BALANCE DUE : ________

                      CHANGE :  ________

                         SELECT: ___

 (1) Modify Invoice Summary

 (2) Print Invoice  (3) Alt.Print (4) Short Receipt

 F1 Return to Invoicing  F2 Modify Paycode           

 F3 Modify Customer Info  F5 Tax Override  F8 Cancel Invoice



SAMPLE SCREEN 32 : Invoice Summary

Invoice Summary Procedure

Inputting a purchase order number is optional,  strike <Enter> to advance to the next field. A service charge may be added or strike <Enter>  for the tax field.  The  XE "Sales tax:calculating" tax field calculates the tax for this sale.  The tax amount can be changed or strike <Enter> to move to the deposit XE "Deposits:customer"  field. "Is there a deposit on the invoice"? prompt appears.  If a customer deposit XE "Customer:deposit"  is to be applied against this invoice, insert "Y", strike <Enter>, then insert the invoice number to be applied to this transaction. After inserting the invoice number required on a "Y" prompt or inserting a "N" at the initial prompt, the cursor advances to amount tendered.  Insert the amount tendered for the transaction.  The amount tendered must be greater or equal to the amount due, or striking the <Enter> key defaults to the amount due when the field is left empty.  If entering a whole number just insert the number, strike <Enter> and the program edits it with the decimal point and two zeros, otherwise insert the decimal point.  The final field requests a selection to modify or choose the type of invoice to print. Selection # 2 or striking  <Enter>  prints a standard default invoic XE "Invoices:default" e, Selection # 3 prints an alternate full invoice, Selection # 4, a short receipt for a 3 ½ inch receipt printer XE "Receipt printer"  and Selection # 5 updates the transaction without printing whatsoever.  The default invoice selection can be made permanent by inserting the default number selection in the Utility Menu, System Definition File Set 3.  In the information box are the function keys XE "Function keys" .  F1 returns to invoicing (to add items to the invoice). F2  Permits modification of Paycode onl XE "Paycode" y, (all paycodes are modifiable except “Open”).  F3 permits the modification of the customer information  XE "Customer:information" or pay type. F5 overrides the sales tax XE "Sales tax:override" , F8 cancels the invoice.

ENABLE DUPLICATE INVOICING

Duplicate XE "Invoices:duplicate"   XE "Duplicate invoicing" invoicing is activated in the Utility Menu making Selection # 1 "Access the System File" then arrow down to the "Enable Dup. Invoice" field inserting a "Y" or "N".  The sales tax rate is inserted in the Utility Menu, Selection #11, then #1.

SPECIAL ORDER FROM POINT OF SALE 

    This procedure automatically generates a Special Order from Point of Sale invoicing, eliminating the re-entry of part numbers and customer information.  It is enabled by inserting a "Y" at the Sp/Ord export prompt at the System file Set #2 screen.  Making selection 1 from the Utility Menu gateways to the system file setup programs.

     If  Sp/Ord export is enabled the fast start procedure is automatically disabled.

     Sp/Ord export from POS functions as follows:

    When adding parts at the POS parts entry screen, the program checks inventory on the items entered, if there is stock on hand to fill the order, the part is added to the invoice.  If there is none available to fulfill the request, the program prompts to "Special Order the item", inserting a "Y" at the prompt adds the item to the Special Order file.  Items on the Special Order File are displayed by pressing F13 (shift F3). After all the items have been processed, proceed to invoice printing.    The invoice prints in the normal manner, invoicing the items available, then upon completion, the Special Order program automatically initiates a Special Order invoice for the items designated for special ordering.  Customer information and parts added to the special order file automatically display.    While in the Special Order program, additional parts can be added to the invoice and a deposit can be applied.

    The Saved Invoice function is also enabled while in Special Order mode.   When saving an invoice with a Special Order file attached to it, the program prints the saved invoice with all the items on it, both in stock and items to be special ordered. The special order items are flagged with an "*" asterisk next to the description, the special order file is attached to the saved invoice, awaiting recall.  There are no inventory adjustments, allocations or special order placements until the saved invoice is recalled for processing.   Upon recall, the items in stock will be conventionally invoiced and special order items are exported to the Special Order module for further processing.   Once an order is in the Special Order system, it can be viewed, modified and processed as any other special order.

CUSTOMER PURCHASE ORDER NUMBER XE "Purchase order:customer" 
A Customer Purchase Order XE "Customer:purchase order"  number is a alpha numeric code generally given at the time of purchase to reference a purchasing transaction.  Purchase Order numbers are generally supplied by the purchaser at the time of purchase.  The purchase order number can be entered at the summary screen of any Point of Sale invoicing module.  Generally, as a rule of thumb purchase order numbers are used on open account transactions.  By using a purchase order number on all open account transactions you in fact will have a better method of tracking the transaction and the customer will also have a better method of tracking his purchases.


On any invoicing screen where the purchase order number is requested you have the option to input a purchase order or not to input a purchase order.  If you choose to input one then merely input the number at the purchase order prompt.  If not then strike  <Enter>  to bypass the field.  The purchase order number may be used for other purposes such as; putting a literal message in the accounts receivable file under the term of reference and on the reference portion of your accounts receivable invoice statement.

The reference field in the account receivable file references each and every transaction.  Normally this field is used to reference the purchase order number or to reference a unique charge to an open account customers accounts receivable file XE "Accounts:receivable" .

SAVED INVOICES

Invoices  are saved XE "Saved invoices"  by making the Saved Invoice XE "Invoices:saved"  selection from the Point of Sale display screen.  Invoices are saved when there is an impediment to completion.  For instance; the customer forgot his wallet and will come back later to complete the transaction XE "IO error" 

 XE "Error:IO" , etc., some of the more subtle uses of this program are as follows: storing estimates for phone in customers (this saves repeat work when a customer finally decides to buy the parts), it also can be used as a quick quote or estimate sheet. The invoice can be saved in either a printed or non-printed format.  The invoice is saved by selecting F6 or F7 from the Point of Sale Invoicing display screen.  Saved invoices are accessed by selecting F5 from the counter menu then selecting the" Invoice Retrieval Menu" XE "Retrieve invoice" 

 XE "Invoices:retrieve" .

The Retrieval Menu is accessed from the Counter Menu by selecting F5.  Selection # 1 from the Retrieval Menu permits the entry of the Invoice number to retrieve the "Saved Invoice". Selection # 2 from the Retrieval Menu displays all of the invoices held in suspense waiting for retrieval. After displaying the Invoice numbers held in suspension, the invoice number is selected.  Pressing F1 requests the input of the invoice number that is to be retrieved.  Upon entry of the number and striking <Enter> the number is retrieved and inserted into the Point Of sale retrieval program for further processing. 

DUPLICATE INVOICING

Point of Sale invoicing has the option of duplicate XE "Invoices:duplicate"  invoicing XE "Duplicate invoicing" .  This feature permits the reprinting of an invoice.  Some of the benefits are as follows;  Reprinting a duplicate invoice, multiple reprints, changing invoice format, reprinting an invoice when the original jammed in the printer.

After the invoice is printed the prompt appears "Print another invoice?"  Inserting a "Y" at this prompt enables reprint.  Striking <Enter> at the prompt returns to the menu.

To enable or disable this feature, go to the Utility Menu and make Selection # 1 Access the System File.  At the "System Definition Files Set #1 arrow down to the prompt "Dup. Invoice": insert "Y" for Yes of "N" for No.

DEFAULT  INVOICING


At Point of Sale invoicing, there is an alternate invoicing option.  This feature prints an alternate invoice without the necessity of making that selection each time.  For instance, if you wished to print a short receipt at point of sale, a “4” would be inserted at the select prompt each time you wanted to print.  If you set “4” as the default, then at the final invoice screen, the invoice would be generated by striking <Enter> at the select entry because the default “4” is automatically inserted whenever the screen appears.

To enable or disable this feature, go to the Utility Menu and make Selection # 1 Access the System File.  Press F5 twice for “System Definition File XE "Definition file"  set #3”,  arrow down below the invoice message to the “Default Invoice Mode” prompt.  Insert a “2” for standard invoicing, a “3” for alternate print, and a “4” for a short receipt. Press F8 to save and return to menu.

SAMPLE SCREEN 33: Deposits Receivable
D E P O S I T S    R E C E I V A B L E 

 Insert Deposit # or Press <Enter> for New Deposit >>>> Invoice # : SP63003_____ 

 Clerk Id : MB       Paycode : C  CASH                       Code : __________

      Company Name : ___________________________

         Last Name : KISSLING_______  First Name: DAVID_______ Mi: ___

     Optional Line : ___________________________

       Street Addr : ROUTE 611__________________

              City : DOYLESTOWN________  State: PA.  Zipcode: 17903_____

             Phone : 215-322-2258  Work :___-___-____ Ext:_____

Notes : _________________________________________________________________

                                                   Account No : ______

F2/F3 Customer Scan F5/F6 A/R Scan

F9 Display Deposits   F12 Notes 

F8 Menu  F10 Help



The deposits receivable program enables the receiving of a deposit from the Counter Menu.  The program receives deposits and additionally maintains a running total of entries to the original invoice number.  If a deposit is being input for the first time strike the <Enter> key at the invoice prompt and the program will assign a deposit number to the transaction.   If a invoice has already been started, insert the Invoice number and strike <Enter> to begin. Insert your initials at the clerk ID: prompt.  Choose a paycode, the next prompt is either for Account No or code. The Account No is used on a Open or House account transaction.

The code field is for the customers telephone number.  The area code is necessary only if the client resides in a area code other the default. Dashes are not used in the code.  The <Enter> key advances the cursor through the screen, the up or back arrow reverses the cursor. F1/F2 scans the Customer file F5/F6 scans the Accts. Receivable file. F9 displays the Customer names, amounts and Invoice for the entire deposit file.  Striking <Enter> at the last telephone number field automatically displays the deposits entry screen where new or additional deposits are added. After entering the deposit, press <Enter> to confirm and print an invoice for the deposit entry.  The original deposit amount and additions are printed.

SAMPLE SCREEN 34:  Deposits Receivable

D  E  P  O  S  I  T  S    R E C E I V A B L E 


INVOICE: SP63003

ITEM NUMBER : 01

           DESCRIPTION                    DEPOSIT AMOUNT               

      DEPOSIT_____________                12.00___                        

OK TO ADD THIS DEPOSIT? Y

F8 Cancel Deposit

Return To Menu

SAMPLE SCREEN 35:  Deposits Receivable Invoice

SERVICE STATION

123 W. NINTH AVENUE

DOYLESTOWN, PA. 18977-0000

1-215-672-8365

      DAVID   KISSLING

      ROUTE 611

      RICHBORO PA. 17903

      215 322 2258

* * D E P O S I T S   R E C E I V A B L E  I N V O I C E * *

--DATE-------TIME-----------------TERMS---------------------SALESPERSON---------

09/25/2001 10:06:46                CASH                        MB      

----------------------------------------------------------------------------------------------------

                           DEPOSIT                                               $48.00

                           TODAYS DEPOSIT                               $12.00

WELCOME TO OUR FAMILY BUSINESS

STORE HOURS

MONDAY THRU FRIDAY 7:00 - 6:00

SATURDAY 8:00 - 3:00

GOD BLESS AMERICA!

THANK YOU FOR YOUR BUSINESS!

AMOUNT PAID                               $12.00

In the above example, the original deposit amount is $48.00 and the customer tendered an additional $12.00 today.  If the customer file were viewed, the total deposit amount would be $60.00 reflecting all entries.
SAMPLE SCREEN 36:  Customer Deposits

* * *   C U S T O M E R   D E P O S I T S   M A I N T E N A N C E  * * *

                                INVOICE #:_____________

LAST NAME: ___________________FIRST NAME:_________________MI:____

STREET:____________________________________

CITY:_____________________________STATE:__  ZIP___________

PHONE NUMBER: ___-___-___                INVOICE DATE:___________

DESCRIPTION: _______________________  DEPOSIT AMOUNT:_________________

         F1 Print The Deposit Report         F4 Access Deposit Amount

         F5 Clear Screen                            F7 Delete The Record

         F8 Menu                                       F9 Display Deposits



This program facilitates the maintenance of customer deposits.  The program is password protected against unauthorized access and is located in the Utility Menu.

 SEARCH PARTS SCREEN FUNCTIONS XE "Parts:search" 

 XE "Query" 

 XE "Search parts" 
SAMPLE SCREEN 37 : Search Parts Inventory

S E A R C H    P A R T S    I N V E N T O R Y

 CLERK ID:__                                                                                     

 PART NUMBER : _________________     ALT PART NUMBER : _______________       

   PART CODE :_______    PACKAGE QTY : _____ NOTES : ___________________  

   DESCRIPTION :____________________    M.T.D. SALES : _ __________________                      

   LAST SALE: __________      Y.T.D.SALES: ___________________                       

  QTY O/H: _____________     LAST YR.SALES: ________________                       

  QTY AVAILABLE: _____                    QTY DESIRED  : _____                  

  QTY ON ORDER : _____                     CLASS CODE   : _____                 

   PRICE : ________                             VENDOR CODE  : _____                   

   R/O QTY: _______                             BIN LOCATION : _______                

  QTY.ALLOCATED: ______  AMOUNT OF PARTS ON THE PICK LIST =  ______  

              F1 Seek The Alternate Part        F2 Add to R/O Qty.   

              F3 Previous Part                        F4 Next Part         

              F5 Clearscreen                          F6 Add Part To Inv.  

              F7 Reduce R/O Qty. to 0           F8 Sales Menu        

         F9 Invoicing  F11 Change Mode  F12 Cull List  F13 Lost Sale  F10 Help 

 F14  Spec.Orders   F15 HD Subs   F16Queries   F17 Pick List     F18 Subs

Function Keys XE "Function keys"  are located on the left of the keyboard and an individual function is assigned to each one.  Below is an explanation of each key.

F1 Searches for alternate XE "Alternate Parts:search" 

 XE "Parts:alternate"  part XE "Search parts"  

F2 Raises the reorder qty. XE "Re-order:quantity" 

 XE "Parts:reorder"  on the part by increments of 1.  The re-order XE "Parts:re-order"  quantity is the minimum XE "Minimum parts qty"  amount of inventory on hand for that item and when the quantity available falls below the re-order amount the part is placed on a re-order report.

F3 Scans for prior record or closest match to part on screen.

F4 Scans for next sequential record in file or closest to part on screen.

F5 Clear screen

F6 This key will add the part into inventory. You can also use this key to insert an alternate part, change XE "Matrix:changes"  the description and or list price. XE "Price matrix:change" 
F7 Reduce XE "Re-order:reduce"  the re-order quantity to 0 

F8 Returns you to the counter selection menu.

F9  Sends you directly to the point of sale invoicing saving any part # that was search XE "Parts:search" ed and setting it onto the invoice without re-entry. 

Press <Enter> Key: Puts parts on pick list XE “Pick list” , if parts are not on hand

it will flag them as “to be ordered”.

SHIFT F2 Depressing Shift and pushing F2 puts part on cull list.

SHIFT F3 Puts parts on lost sale report XE “Lost sale report”  and also logs a query XE “Parts:query”  against the part in the parts record. XE “Reports:lost sale” 
SHIFT F4 This key permits you to carry parts looked up at the Search Parts screen that need to be special order XE “Special order” ed, over to the special order screen.  Briefly, this is how it operates; After looking up parts in your normal manner and you have determined that parts are not in stock and the customer wants you to special order them, you then press the  F14  key.  The entire order will be displayed in the special order screen very similarly to how it is currently displayed in the Point of Sale Invoicing screen.  A asterisk will appear on the screen directly  next to the part that is being special ordered as both in-stock parts and special order parts will appear on the same screen.   XE “Projected orders” The program will allocate XE “Allocate Parts” 

 XE “Parts:allocate”  in-stock parts to the invoice with the advantage being that parts from inventory will always be used first to fill the special order and if in- stock parts are used and they fall below the minimum on-hand quantity then they will be automatically placed on the next re-order report.

SHIFT F6 Will display prior years sales history XE “Reports:sales history” 

 XE “Sales history”  by month.

SHIFT F7 Will toggle XE “Toggle”  the pick XE “Parts:pick list”  list on which will print all the parts.

SHIFT F8 Display Substitute Parts Screen XE “Pick list” 
SHIFT F9 Will display the manufacturers list price.

SHIFT F10 Will display dealers cost, repeating the operation will toggle OFF. 

When function keys are Shifted the numerical value 10 is added to it.
Cull XE “Cull list”  List:                    A list of parts that are candidates to be returned to the manufacturer at year end.

Lost Sale Report:        Report of requests for parts that were not on hand when request was made.

Additional Feature:     After printing a suggested re-order report you may reduce the reorder qty for parts to be phased out at the Search Part Screen merely by striking key F7
At The Counter:        You may instantly adjust the reorder qty of any part you wish.  Or add a part to the reorder report.

Sequential Search XE “Sequential search”       You may use this F3 or F4 to step through your parts inventory and use the function keys to adjust part records.

PROSPECT LIST XE "Prospect list" 
DEALERSHIP MANAGEMENT SYSTEM

PROSPECTING SEARCH FEATURES HELP YOU:

*  Locate customers and or prospects who have made a query for a particular XE "Inventory:parts" 
    product or service you provide.

* Eliminate the need to search through notes XE "notes"  lead sheets or other time consuming

   methods of tracking leads & prospects.

*  Offer customers quick service on filling their orders or special requests. 

*  Share your knowledge with the less-experienced employees. They won't have

    to ask you every time to find the prospect.



Using the PROSPECTING PROGRAMS one can find the product the customer wants, know if its available, and quote a price.  For example; A customer asks if you have a particular unit available, find out if you have it in stock, quote a price, and tell him when it will available.  You gather his name and phone number and add it to the Prospect Data base along with the price you quoted and any other useful information. Later the product becomes available so from the Counter Menu you Select F2 to access the Prospecting Menu. Selecting #2 presents the opportunity to input the product or   service that was requested.  At the prompt, the product is inserted and the list of queries for the product is displayed along with the phone number, date of inquiry and any notes XE "notes"  attached permitting you to contact the customer letting him know the product is available.  The Prospecting file interfaces with the customer database XE "Customer:database file"  file used throughout the many modules.  

SAMPLE SCREEN 38 : Prospecting Menu


P RO S P E C T I N G    M E N U

 


SELECT: __

(1) ACCESS PROSPECT DATA BASE

(2) DISPLAY PROSPECTS

(3)  PURGE PROSPECT FILE




F10  HELP

PRESS   ((((  COUNTER MENU         


*   The following screen is used to add prospects to the Data base or delete prospects XE "Delete vendor" 
     from the Data base, it is accessed by making Selection # 1 from the menu.

SAMPLE SCREEN 39 : Prospect Information

* * P R O S P E C T   I N F O R M A T I O N * *

COMPANY NAME : ___________________________                                º  

LAST NAME : JACKSON________    FIRST NAME : JOHN________    MI.: ___   º  

MODEL :JSTA11A_____________   MAKE: SAMPLE______________   YEAR 2001    

 STREET : 7265 MARKET ST.____________                                º  

 CITY : ANYTOWN___________    STATE OK    ZIP :92873-0020        º  

HOME PHONE : 918-354-3928   WORK PHONE :918-493-3391   DATE:08/19/2001     

NOTES:

CALL WHEN AVAILABLE, VERY INTERESTED____________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________



F3 PRIOR NAME  F4 NEXT NAME  F5 CLEARSCREEN

 F6 PROSPECT DISPLAY  F7 DELETE       F8 MENU

· The following screen is used to display the Data base of prospects, it is accessed  by making Selection # 2 from the menu.

SAMPLE SCREEN 40 : Prospect Display


  * * *  P R O S P E C T    D I S P L A Y  * * *  


MODEL:JSTA11A                                                                   

Customer Name                      Date                     Notes                                     Telephone

BOB JONES                    01/11/2001

CHUCK SMITH              01/17/2001

JIM MILLS                      02/14/2001

JOE GREEN                    02/27/2001

TODD RINKER              03/08/2001

RITA GROENING          06/12/2001

AMANDA HUGGINS     07/24/2001

ANTHONY GRIGGS      08/18/2001

JOE WEATHERS            09/05/2001

JIMMY BOYLAN           09/29/2001

JOE ROBINSON             10/03/2001

SCOOTER DAVIS          10/16/2001

JOHN JACKSON            12/08/2001
WANTS ENGINE                           211.231.2312

NEEDS TRANSMISSION               324.289.9859

HAS LOAN, READY TO BUY       895.987.9287

CALL WHEN AVAILABLE            802.762.2876

WANTS USED ONE                       928.265.2976

PRIORITY CALL TO THIS LADY! 908.492.9881

WANTS ONE FOR HER SON         918.233.9276

HAS CASH,READY TO BUY         213.321.2344

LOOKING TO TRADE                   567.435.4564

MOTIVATED BUYER                    434.543.2253

LOOKING TO SELL                       857.679.3421

WANTS USED                                918.491.9119

CALL WHEN AVAILABLE            708.303.6354




F3 Prior Model   F4 Next Model   F8 Menu    (((((  Display Information ) 

· The following screen is used to purge the Data base of prospects that are not current.  It is accessed by making Selection #3 from the menu.

SAMPLE SCREEN 41 : Purge by Date


P U R G E    B Y    D A T E




INSERT PURGE DATE : __/__/____  <---LEADS PRIOR TO OR EQUAL TO THIS

                                    MM/DD/YYYR          DATE WILL BE PURGED



SPECIAL ORDERS

SAMPLE SCREEN 42: Special Order Menu

S P E C I A L   O R D E R   M E N U

    SELECT:_

1. INITIATE SPECIAL ORDERS

2. SPECIAL ORDER CLOSEOUT

3. DISPLAY OPEN ORDERS BY CUSTOMER NAME

4. DISPLAY OPEN ORDERS BY PART NUMBER

5. DISPLAY OR MODIFY ORDERS BY INVOICE NUMBER

6. PRINT OPEN SPECIAL ORDER REPORT

F8  MENU



The Special Order Module operates in a two step process of ordering parts then closing out or finalizing the special order after the parts are received from the Vendor and the customer is prepared to pick them up.  This process is very similar to the service order and other allocation modules. In the special order module there is an intermediate step to review the open order for the purpose of modification, adding to, deleting parts, adding a deposit or printing a duplicate receipt. The selection to accomplish this is "Display or Modify by Invoice Number."

To create an order, ( See SAMPLE SCREEN 42: Special Order Menu) select "INITIATE SPECIAL ORDER" to proceed to the Customer information screen.   The screen is very similar to the point of sale Invoicing screen and information is retrieved by entering the phone number into the customer code field.  Screen entry is completed by entering through the fields.  Upon completion, the parts entry screen appears.   This screen permits the addition of parts to the invoice.  The program validates parts entry, automatically putting all parts onto the invoice and prompting to special order the parts out of stock or never inventoried.   Parts special ordered will indicate an "*" when displayed on the ensuing screen and also on the printed invoice.   Parts placed on the invoice are noted in the inventory file record as being allocated and/or on-order.  After input of the parts is complete, striking <Enter>, at the empty quantity field, displays all items on the invoice, with the option to modify (#1) or proceed to invoice summary.  At the invoice summary, the sales tax is calculated and the program permits the entry of a deposit, service charge and amount tendered prior to the print invoice selection.  At the print prompt, striking the <Enter> key defaults to a standard invoice.  Deposit amounts entered at the summary screen are saved to the deposit file along with the customer information and invoice number.  This deposit amount can be incremented at any time from the Counter menu, Deposits Receivable selection  (See SAMPLE SCREEN 36:  Customer Deposits), by inserting the invoice number, retrieving the information and adding the additional deposit amount at the ensuing screen.

Once this Special order is initialized and during the period it is in suspense, use the "Modify Invoice by Invoice Number" selection to review or modify a special order, ordering any parts where the inventory levels will not adequately fill the order request.  Pending special parts orders may be processed by making the "Daily Accounting Menu"  (See SAMPLE SCREEN 19:  Daily Processing Menu) selection from the Main Menu, then the Special Order Information menu.  The Special Order Information Menu provides the opportunity to view, print modify or delete any pending orders for vendors.

SAMPLE SCREEN 43: Display Special Order Customer Invoice


D I S P L A Y     C U S T O M E R      I N V O I C E

*****************************************************

LNAME:SMITY__________..FNAME:DAVID_______..MI:___..INV.:SP63003_____  09/13/2001

Qty.  Avail.       Description                      Part Number                 Price                           Extension

1       0               PLATE                               5998                         $7.44                              $7.44

1       0              V-BELT                              8975                         $12.69                            $12.69  

1       1              MAINTENANCE KIT        90000                       $20.82                            $20.82 

                                                                                                *** LESS DEPOSIT           $55.00 

                                                                                                *** INVOICE TOTAL =   -$14.05

       F3 Prior Name  F4 Next Name  F5 Key Company  F6 Reset Key  F8 Menu



This screen permits the lookup  of a customer Special Order invoice by the insertion of the Customer name then striking the <Enter> Key.  The Customer file is also scanned forward and reverse by using the Function Keys.   The entire invoice is displayed on the screen including any customer deposits that are applied to the invoice. Selecting “Display or Modify by Invoice Number” also displays the entire invoice.

MAIL ORDER

Each user will enter a Mail Order XE “Mail order”  Receivable Account XE “Accounts:mail order”  in his Chart of Accounts XE “Chart of Accounts:add mail order account to”  and his Accounts Receivables.  This is how to do it:

From the Main Menu make the Accounts Maintenance choice then make Selection # 1 to enter Chart of Accounts Maintenance. The blinking cursor will be blinking at the account number field at which you will enter #116.15 then for description you will put A/R Mail Order.  Then strike <Enter> and the record will be stored.  Now strike F8 and return to menu.  Make Selection # 3 Accounts Receivable, then choose the Accounts Receivable maintenance screen (See SAMPLE SCREEN 75 : Accounts Receivable).   Do the same thing over again except in addition put in a discount  XE “Discount:mail order” amount for your Mail Order Sales.  This amount will be used on all your transactions.  However it can be overridden at the counter if you choose to raise or lower a discount amount for an individual  customer.  You may also do a line item discount at the parts entry screen by striking key F9 to decrease the discount or key  F19  (Shift F9) to increment the discount.

Mail orders will fall into two categories.  Category #1 is Cash With Order whereby the customer pays you prior to sale, probably a check or credit card.  This type of sale will by done as if it were a regular cash sale by just choosing the correct paycode XE “Paycode”  and running it through.  The second type could be “COD”.  For this type sale you would use “OPEN” account #116.15 from the invoice header screen and sell the goods against the General     Mail Order Account #116.15.  If you have a repetitive customer that you want to establish a personal account for, then you will give him an account # between 115 and 120 inserting it in both the Accounts Receivables and General Ledger Accounts and use that account for the individual.

All Mail Order Invoice to these accounts  will be saved and be available for display through the Accounts Receivable Maintenance Menu. Upon receipt of COD payments, they will be posted up to the Daily Transaction Journal XE “Daily Transaction Journal”  through Accounts Receivable entry in the Daily Accounting Menu  (See SAMPLE SCREEN 74 : Accounts Receivable Mode).  Once every few weeks, offsetting debit and credit invoices should be purged XE “Purging”  through the Accounts Receivable purging routines located in the Accounts     Receivable menu area.  Finally after completing a Mail Order     transaction you may go to the mail order menu and print a “COD” UPS label XE “Labels:mail order”  or a standard label for the individual.

Additionally the Mail Order Invoicing XE “Invoices:mail order”  includes Manufacturers list, Retail pricing and a “net” special order XE “Special order”  module permits you to special order parts at a percentage over net.  The program will query XE “Query”  the customer database file XE “Customer:database file”  and use the discount percent as the percent add on over net.  This program is accessed through the Mail Order Menu and is applicable to initiate special orders initiations and special order close outs.

SAMPLE SCREEN 44 : Mail Order Menu

M A I L   O R D E R   M E N U  

                  SELECT:_

                         1   PARTS SEARCH

                         2   MODEL SEARCH

                         3   MAIL ORDER INVOICING

                         4   INITIATE SPECIAL MAIL ORDERS

                         5   CLOSE OUT SPECIAL MAIL ORDERS

                         6   RETRIEVE SAVED INVOICES

                         7   DISPLAY OR MODIFY SPECIAL MAIL ORDERS

                         8   MAIL ORDER LABEL ROUTINE

                         9   MAIL ORDER COD TAG ROUTINE

Press <Enter>  For Counter Menu 

F6 Shipping Log 



A shipping log is accessed from the Mail Order menu by pressing key F6.  All shipments can be logged into this screen.  Any information input is saved by the date entered.  Information will be available for viewing to determine date shipped and other pertinent information whenever a question arises about shipping information.

SHIPPING LOG IN MAILORDER MENU

SAMPLE SCREEN 45:  Shipping Record

Terms:PPD=Prepaid  POR=Pay on Receipt  COD=Cash on Delivery "O"= Open

Date:09/10/2001          * * SHIPPING RECORD * *                             

                 Customer                       Carrier     Terms        Amount         Recvd      Notes

JOHN SMITH___________ UPS___ COD_ ___ 534.98_ ____ _____ SP23854_______

_____________________ ______ ____ ___ _______ ____ _____ ______________

_____________________ ______ ____ ___ _______ ____ _____ ______________

_____________________ ______ ____ ___ _______ ____ _____ ______________

_____________________ ______ ____ ___ _______ ____ _____ ______________

_____________________ ______ ____ ___ _______ ____ _____ ______________

_____________________ ______ ____ ___ _______ ____ _____ ______________

_____________________ ______ ____ ___ _______ ____ _____ ______________

_____________________ ______ ____ ___ _______ ____ _____ ______________

_____________________ ______ ____ ___ _______ ____ _____ ______________

_____________________ ______ ____ ___ _______ ____ _____ ______________

_____________________ ______ ____ ___ _______ ____ _____ ______________

_____________________ ______ ____ ___ _______ ____ _____ ______________

_____________________ ______ ____ ___ _______ ____ _____ ______________

_____________________ ______ ____ ___ _______ ____ _____ ______________

_____________________ ______ ____ ___ _______ ____ _____ ______________

_____________________ ______ ____ ___ _______ ____ _____ ______________

_____________________ ______ ____ ___ _______ ____ _____ ______________

F3 Previous   F4 Next   F6 Invoice Lookup   F8 Menu   F9 Print


When completing a Point of Sale Mail Order Invoice, the Shipping Record is programmed to automatically appear once the invoice is printed.   The Shipping Record displays information from the recently printed invoice and avail the opportunity to input additional information to more fully complete the shipping record.  The shipping record is also accessed by pressing  F6  from the Mail Order Menu.  Pressing  F6  when the cursor is resting on the invoice number (in the Terms Field), access the invoice item detail screen, sample screen and displays the invoice line items.

INVOICE ITEM DISPLAY XE "Invoices:invoice item display" 
SAMPLE SCREEN 46: Invoice Item Display

I N V O I C E     I T E M     D I S P L AY    M E N U

          SELECT:__

1. DISPLAY INVOICE DETAIL - DAILY

2. DISPLAY INVOICE DETAIL - MONTHLY

3. DISPLAY INVOICE DETAIL - ANNUAL

4. DISPLAY INVOICE DETAIL - PRIOR YEARS

5. DISPLAY CUSTOMER INVOICES - DAILY

6. DISPLAY CUSTOMER INVOICES - MONTHLY

7. DISPLAY CUSTOMER INVOICES - ANNUAL

      8. DISPLAY CUSTOMER INVOICES - PRIOR YEARS

PRESS (((
FOR ACCOUNTS MENU



Selection # 1 permits the entry of an invoice number at the prompt then displays the detail for the items on the invoice with the option to print an archive invoice.  This selection displays invoices detail for the day.

Selection # 2 permits the entry of an invoice number at the prompt then displays the detail for the items on the invoice with the option to print an archive invoice.  This selection displays invoices detail for the month.

Selection # 3 permits the entry of an invoice number at the prompt then displays the detail for the items on the invoice with the option to print an archive invoice.  This selection displays invoices detail for the year.

Selection # 4 permits the entry of an invoice number at the prompt then displays the detail for the items on the invoice with the option to print an archive invoice.  This selection displays invoices detail for prior years.

Selection # 5 permits the entry of the customer code at the prompt then displays all the customer purchases by invoice number and amount.  This selection displays daily invoices. 

Selection # 6 permits the entry of the customer code at the prompt then displays all the customer purchases XE "Customer:purchases"  by invoice number and amount.  This selection displays monthly invoices.

Selection # 7 permits the entry of the customer code at the prompt then displays all the customer purchases by invoice number and amount.  This selection displays annual invoices.

Selection # 8 permits the entry of the customer code at the prompt then displays all the customer purchases by invoice number and amount.  This selection displays prior years invoices.

SAMPLE SCREEN 47: Invoice Item Display

I N V O I C E   I T E M   D I S P L A Y

Insert Invoice Number > 34523_______ 

  Qty.     Item Description        List Price       Extension  Date        

  2       11009-8907                 7.11            14.22   08/20/2001

  6       B8ES                       1.50             9.00   08/20/2001

_F5 Invoice Reprint    F8 Menu



SAMPLE SCREEN 48 : Invoice Parts Display Menu

* *  I N V O I C E   P A R T S   D I S P L A Y  M E N U XE "Parts:invoice parts display" 

 XE "Invoices:parts display"   * *

SELECT:_

1. CUSTOMER PARTS - DAILY

2. CUSTOMER PARTS - MONTHLY

3. CUSTOMER PARTS - ANNUAL

4. CUSTOMER PARTS - PRIOR YEAR

F8 MENU 

This Menu is accessed from the Counter Menu and provides the option to display by Daily, Monthly, Annually and by prior year.

SAMPLE SCREEN 49 : Customer Purchase Display Program

* * C U S T O M E R   P U R C H A S E   D I S P L A Y   P R O G R A M XE "Customer:purchase display program"  * 

Cust.Code#:3178963990 _______STEVE JONES__________ ___________________________

        Qty        Part Number          Description            Price             Date

          1          TP-13ORO           RING                    $0.18             10/03/2000

         1           181217M3            GASKET              $0.29             10/03/2000

         1           TP-520858M1      GEAR SHIFT B    $2.25             10/03/2000

         1           190697M1            BOOT                   $22.62           10/03/2000

         2           3404673M1          SEAL                    $8.98             10/03/2000

         2           338855X1             O-RING                $1.23             10/03/2000

         1           894307M1            SEAL                    $3.76             10/03/2000

 ***CUSTOMER TOTAL =39.31



The Customer Purchase display program permits the entry of a Customer Code with the program scanning the data file to display the parts purchases for the customer for the designated period selected. XE "Deposits:customer" 

 XE "Customer:deposits" 
SERVICE DEPARTMENT OPERATIONS

SAMPLE SCREEN 50 : Service Order Menu

S E R V I C E   O R D E R   M E N U

    SELECT:_

1 ALLOCATE PARTS TO SERVICE ORDER

2 SERVICE ORDER INVOICING

3 SERVICE ORDER FINAL INVOICE PREPARATION

4 WARRANTY & RFC & INTERNAL WORK ORDERS

5 LABOR DISPLAY & REPORT & MAINTENANCE MENU

6 VIEW REPAIR ORDER STATUS

7 DISPLAY SERVICE HISTORY & ARCHIVED WORK ORDERS

8 SERVICE ORDER REPORTS & LABEL MENU

9 ESTIMATION MENU

PRESS  <Enter>  FOR COUNTER MENU

F4  A/R LOOKUP   F6  SCHEDULER 

F10  HELP



 SEQ SAMPLE_SCREEN \* ARABIC 
 XE "Service dept" 

 XE "Estimation menu" 
The Service Module operates in a two step process of (A) allocating XE "Parts:allocate"  and/or ordering parts to a service order then (B) closing out or finalizing the service order.  This process is very similar to the special order and other allocation modules. In the service module there are many intermediate steps such as a screen review of the initialized work order for the purposes of modification, adding to, deleting or printing a shop worksheet for allocate XE "Allocate Parts" 

 XE "Parts:allocate" d parts.

A shop receipt XE "Shop receipt"  with a description of requested repairs along with a disclaimer XE "Disclaimer"  to be signed by the customer may also be printed either on a separate sheet or merged automatically to the allocation worksheet.  If merged automatically, the disclaimer message will print on the allocation worksheet.  To enable the export XE "Export"  merge feature, make Selection # 1 from the Utility Menu , then press F5 thrice for definition set #4, (See SAMPLE SCREEN 86: System Definition Files Set #4) then enable the export function by answering the screen prompts. (The disclaimer messages may be changed by making Selection # 15 "Service Order Definition XE "Service order:definition" " from the Utility Menu).

The allocation procedure works like this; (See SAMPLE SCREEN 53: Service Order Allocations) upon making the "Allocate parts to service order" selection you will be then prompted for the service order  number.  Here is where you will assign a work order number to this job.  This number may be keyed from a hard copy service order, from a customer claim check  assigned to the unit in for repair or any other system that you use.  The program is flexible so as to allow integration of your current way of doing things into the system.  If you want the program to assign the service order number then insert "ZZZ" at the invoice XE "Invoices:service dept"  number prompt, strike <Enter> and the number will appear in the field.  This allocation selection will review or modify a work order after the initial entry.  After input of the parts and labor at the parts and labor entry screen is complete, striking <Enter> displays the parts screen.  This screen permits one to subjectively  "free form" input and list requested repairs by making Selection # 4 (shop receipt) XE "Shop receipt" .  In this write up, any complaints can be noted along with comments by your staff.  The "Free Form XE "Free form" " description can be exported into the final Service Order by enabling the export XE "Export"  function in the System File Setup screen #4.  Importing XE "Import"  of predefined descriptions are input by using the function key selection at the bottom of the screen.  Once the shop receipt has been completed it can be printed or return to the display screen where you will have the option to print out the allocation work sheets or update the current work order without printing a hard copy.  Any time you see a (alt print) option, you will have the choice to print your hard copy on blank paper and the program will automatically generate a heading for the hard copy.  This heading, consisting of your company name XE "Company name:change"  and address may also be modified in the Utility Menu by making the "Service Order Definition XE "Service order:definition"  Selection" then proceeding to modify your heading.  Those customers who use the optional electronic switch XE "Electronic switch box"  box XE "Switch boxes"  will have two printers at the computer, one printer loaded with standard invoice paper XE "Invoices:print"  and the other with plain paper.  Once the (alt print) selection is made the program will automatically send the hard copy to the printer with the plain paper.  Those who do not have an electronic switch XE "Switch boxes:electronic"  can manually switch using A-B switch XE "A-B switch"   XE "Switch boxes:A-B" if they want to use two printers. Conversely, by just striking the <Enter> key the program will default to a standard invoice paper routine.

Once this repair XE "Repair order"  order is initialized and during the period the Repair Order is in suspense, use the "Allocation XE "Allocation"  to Work Order" selection to add to, modify or view the service order.  Open the repair order using "/O" (open repair order) as the first entry in the part number field.  Labor codes XE "Labor codes" 

 XE "Codes:labor"  are added in special code XE "Special codes" 

 XE "Codes:special" s maintenance in the Service Menu Selection # 5 then Selection # 3.  Any repair orders created through the allocation mode  automatically requisitions the parts for the repair order while simultaneously special ordering XE "Special order"  any parts where the inventory levels XE "Inventory:levels"  will not adequately fill the repair order request.  Pending special parts orders may be processed by making the "Daily Accounting Menu" selection from the Main Menu, then the Special Order menu.

When the repair order is completed, bring up the allocation screen for the final time and input any modifications to the repair order such as additional labor, etc. The final line item input is a "(" in the quantity field and a "/C" in the part number field.  This final line will indicate that the repair is completed.  
After the repair order modifications have been completed you make Selection # 3-Service Order Invoice Preparation and prepare a "Free Form" description of completed repairs or a list of suggested repairs needed by the customer.  Additional comments can be added and when printed a different disclaimer is available for the customer to sign.  This allows you to enter this information prior to the arrival of the customer, rather than doing it while generating the final invoice. The "Free Form XE "Free form" " description can be exported into the final Service Order by enabling the export function in the System Definition File setup screen #4, from the Utility Menu, Selection # 1.

The repair order is now ready for finalization.  Final close out is initiated by making Selection # 2 (service order invoicing).  During the final invoicing process you will  have the opportunity to add additional items to the repair order.  You may also prepare or modify the existing description of completed repairs or suggested repair list, albeit the suggested repair list modification is made by making Selection # 3 from the service menu.  Once any  additions or modifications have been completed, proceed to invoicing in the normal manner.  If parts allocated to the service order are not received prior to final invoicing the program will zero the quantity on the invoice assuming that the parts were never received.  In a perfect world, this works fine, however there have been times where the parts were installed on the unit for repair and they were never received into the computers.  This sometimes creates a problem.  This problem exacerbates when the unit leaves the shop without the customer paying for the parts that were installed because the right procedure wasn't followed.  A warning toggle XE "Toggle"  is available to address this occurrence in the Utility Menu System Definition File #3.  If enabled, when finalizing the invoice, if the program senses that parts have not been received it will display a warning to that effect, availing the opportunity to address the situation.  The remedial procedure is as follows; Press F10 to exit the program.  Using Parts Receiving add the parts to inventory.  Proceed to Service Order final invoicing and close out the repair order.  The "Parts out of Stock" warning must be toggled on for it to work.  To enable it, go to the Utility Menu, make Selection # 1 for System Files, Press F5 twice for System Definition File set 3.  Down arrow to the prompt and insert a "Y", conversely if you don't want this feature, insert a "N".  If you entered this final service order close out by mistake and wish to exit without deleting the work order then the only way out is by striking the F10 key.  However due to programming considerations, this is not the best thing to do, however use it if you need to.  If the F10 was used to exit, then as soon as feasible, close out the service order in the correct manner.

The Fast Start procedure is available in the Service Order Invoicing program.  This is enabled from the Utility Menu, Selection # 1, then pressing F5 for screen 2, arrow down to the Enable Service Fast Start prompt, insert a “Y” then press F8 to save.  With Fast Start enabled, there is no inventory checking at the Final Invoice Screen permitting the sale of items never inventoried or without any quantity available.

SAMPLE SCREEN 51: Group Selection Menu

G R O U P   S E L E C T I O N   M E N U

             SELECT:1 

                  1  MOTORCYCLES 

                  2  ATV’S 

                  3  POWER EQUIPMENT 

                  4  WATERCRAFT 

                  5  GENERATORS 

                  6  SNOWMOBILES 

                  7  EDGERS 

                  8  SNOWBLOWERS 

                  9  MISC.

F8 MENU



This menu is enabled in the Utility Menu, Selection # 1.  Arrow down to the unit grouping field and insert a “Y” to enable.

The function of this menu is to group the service orders into categories which are segregated when reported on.

SAMPLE SCREEN 52: Service Order Menu


S E R V I C E   O R D E R   M E N U
 

                         SELECT:_

                                 1. ALLOCATE PARTS TO SERVICE ORDER

                                 2. SERVICE ORDER INVOICING

                                 3. SERVICE ORDER FINAL INVOICE PREPARATION

                                 4. WARRANTY & RFC & INTERNAL WORK ORDERS

                                 5. LABOR DISPLAY & REPORT & MAINTENANCE MENU

                                 6. VIEW REPAIR ORDER STATUS

                                 7. DISPLAY SERVICE HISTORY & ARCHIVED WORK ORDERS

                                 8. SERVICE ORDER REPORTS & LABEL MENU

                                 9. ESTIMATION MENU

F8 MENU

F4 A/R LOOKUP    F6 SCHEDULER

F10 HELP

SAMPLE SCREEN 53: Service Order Allocations

S E R V I C E    O R D E R    A L L O C A T I O N S

 SERVICE ORDER NUMBER:S111________   CLERK ID : JR 

   CUSTOMER CODE:8257543029        INVOICE DATE :08/22/2001

   YEAR:1997  MAKE:HONDA__________ MODEL:___________________

   SERIAL NUMBER:_________________   MISC:TRACTOR       

   COMPANY NAME : ___________________________ 

 LAST NAME : SMITH__________  FIRST : JOE_________ MI: ___ 

OPTIONAL LINE : ___________________________ 

  STREET ADDR : 123 MAIN ST________________ 

         CITY : LEXINGTON_________ STATE: PA. ZIP:10987_____

          PHONE : 825-754-3029  WORK :___-___-____ EXT:_____

    REPAIR TYPE : ____________________

          NOTES : ____________________________________________________________

F1 Repair Type F2 Access Archives   F5 Startover  F8 Menu 

F6 A/R Search F9    F15 Cust.Info F16     F12 Notes


The Repair Type and miscellaneous fields are aligned with the repair code tables in the Table Menu.  

A 3 character code is input which expands into a full description,  for the special field if code is in the table.  Regardless, the entire field may be filled with repair or miscellaneous type information.

This repair type description is printed on the initial service order report.

F2 - Accesses Archived work orders for the customer displayed on the screen.

F5 - Clears screen and starts over.

F8 - Returns to menu, service order remains active.

F6/F9 - Scans A/R file to locate customer information.

F15/F16 - Scans customer file and displays specific unit information for the initiated work order

F12 - Permits entry into notes field, Shift / F2 

PARTS ALLOCATION DISPLAY SCREEN
SAMPLE SCREEN 54: Parts Allocation Display Screen

LINE  QTY. PART NUMBER  DESCRIPTION   ORDER?  PRICE TOTAL   TAX

----  ---- ----------- --------------- -----  ---- ------   ----

01    1     /L         GENERAL LABOR          55.00 55.00    N 

02    4     670B2001   O-Ring 200 mm           0.95 3.80     Y

INVOICE AMT = 58.80   SALES TAX = 0.23    INVOICE TOTAL = 59.03            

SELECT:_ 1.Edit 2.Prnt 3.AltPrt 4.Shop Rcpt 5.Exit 6.Sug.Repair  F8 Cancel 





This screen displays the parts and labor that are currently on the open service order.  The item detail shows the line #, quantity, description, if the part is ordered or in stock, the price, extended price and taxable status.

Selection # 1 permits the addition to or modification of the open order, #2 and #3 prints a repair order allocation worksheet, Selection # 4 displays the shop receipt screen which enables the opportunity to input subjective text descriptions describing needed repairs, either freehand or by choosing from preloaded descriptions.  Selection # 5 exits without printing, Selection # 6, shortcuts directly to the suggested repair screen and F8 cancels the invoice.

SAMPLE SCREEN 55: Service Order Preparation

* S E R V I C E    O R D E R    P R E P A R A T I O N * * 

SERVICE ORDER NUMBER________ CLERK ID : __ INVOICE DATE : 01/02/2001       

CUSTOMER INFORMATION-                                                           

       YEAR:____    MAKE:____________________    MODEL:__________________

       SERIAL NUMBER:____________________      MISC:____________________    

COMPANY NAME : ___________________________                                   

 LAST NAME : _______________  FIRST : ____________ MI: ___                      

 OPTIONAL LINE : ___________________________                                   

  STREET ADDR : ___________________________                                   

           CITY : __________________  STATE : ___    ZIPCODE : __________       

          PHONE : ___-___-____  WORK :___-___-____ EXT:_____       ___________  

      MESSAGE CODE : ____________________                                       

   NOTES : _________________________________________________________________    

F5  Clear Screen    F12  Access Notes 
F15 Model Search F16
F8 Menu



The “Message Code” field is aligned with the message code table in the Table Menu.  

A 3 character code is input which expands into a full description, if code is in the table.  Regardless, the entire field may be filled with repair type information.

This message information is printed on the completed service order report.

F5 - Clears screen and starts over.

F8 - Returns to menu, service order remains active.

F12 - Permits entry into notes field, Shift / F2 

F15/F16 - Scans customer file and displays specific unit information for the initiated work order. Shift / F5, Shift / F6
SAMPLE SCREEN 56: Service Orders Closeout

S E R V I C E    O R D E R S    C L O S E O U T XE "Service order:orders" 
 Inv.Number : ____________                                                      

 Clerk Id : TU    Paycode : C  ________  Invoice Date:___01/01/2001___                                                  

 Year:________Make: _______________________    Model:_______________

      Company Name : ___________________________                              

         Last Name : ____________________  First Name: ____________ Mi: ___        

     Optional Line : ___________________________                              

       Street Addr : ___________________________                              

              City : __________________  State: __.  Zipcode: __________      

              Phone : ___-___-____  Work :___-___-____ Ext:_____               

  Notes : ____________________________________  Account No : ______          

F5 A/R Search F6      F8 Menu  

F12 Notes   F15 Model Search F16 

F10 Help 



This screen is used to finalize the service order.  Closing out the order updates the inventory file, the Daily Transaction File, Archive File and all other pertinent files.

F8 - Returns to menu, service order remains active.

F5/F6 - Scans A/R file to locate customer information.

F15/F16 - Scans customer file and displays specific unit information for the initiated work order. Shift / F5, Shift / F6
F12 - Permits entry into notes field, Shift / F2 

SAMPLE SCREEN 57:  Service Order Summary
* * S E R V I C E   O R D E R    S U M M A R Y * * 

PURCHASE ORDER #:_________      PAYCODE :C      INVOICE NO : S369               

TOTAL FOR PARTS :   142.00                                                      

 SERVICE CHARGE :   __0.00                                                      

      SALES TAX : ____5.22                                                    

   LESS DEPOSIT : ________                                      ____________  

                 ----------                                                     

     AMOUNT DUE :    147.22                                                     

AMOUNT TENDERED : ___170.00                                                     

                 ----------                                                     

    BALANCE DUE :     $0.00                                                     

         CHANGE :     22.78                                                     

              SELECT:_                                                          

                     1. Modify Invoice Summary                                  

          2.Print Invoice   3.Alt.Print   4.Short Receipt   5.No Print          

 F2 Modify PayCode F3 Modify Customer Info

                   F8 To Cancel Invoice And Return To Menu   


The screen field Paycode XE "Paycode"  permits the viewing of the current paycode on the screen and the ability to access the field and change the paycode prior to printing the invoice.  The Paycode field is accessed by pressing F2.

Inputting a purchase order number is optional, information can be input, or strike <Enter> to move to the next field. A service charge may be added or strike <Enter>  for the tax field.  The  XE "Sales tax:calculating" tax field calculates the tax for this sale.  It can be changed or  strike <Enter> to move to the deposit XE "Deposits:customer"  field. "Is there a deposit on the invoice"? prompt will appear.  If a customer deposit XE "Customer:deposit"  is to be applied against this invoice, insert "Y", strike <Enter>, then insert the invoice number to be applied to this transaction.  After you completed the information required on a "Y" prompt or inserted a "N" at the prompt, the next field, amount tendered will be entered.  Insert the amount of money tendered for the transaction.  The amount tendered must be greater or equal to the amount due, or striking the <Enter> key will default to the amount due.  If you are entering a whole number you may just insert the number, strike <Enter> and the program will edit it with the decimal point and two zeros, otherwise insert the decimal point.  The final field requests a selection to modify or choose the type of invoice to print. Selection # 2 or striking the <Enter> key will print your standard default invoic XE "Invoices:default" e, Selection # 3 will print your alternate full invoice, Selection # 4, a short receipt for a 3 ½ inch receipt printer XE "Receipt printer"  and Selection # 5 will update the transaction without printing whatsoever.  The default invoice selection can be made permanent by inserting the default number selection in the Utility Menu, System Definition File Set 3 Finally, in the information box are the function keys XE "Function keys" .  F1 returns to invoicing (to add items to the invoice). F2  Permits modification of Paycode onl XE "Paycode" y, all paycodes are valid except “Open”.  F3 gives you the opportunity to modify the customer information  XE "Customer:information" or pay type. F5 overrides the sales tax XE "Sales tax:override" ,  and F8 cancels the invoice.  Duplicate XE "Invoices:duplicate"   XE "Duplicate invoicing" invoicing is activated in the Utility Menu making Selection # 1 "Access the System File" then arrow down to the "Enable Dup. Invoice" field inserting a "Y" or "N".
Service Department Special Codes


Description
Class
Vendor
       -----------                    -----    ------

/LW
Wty Labor
331
999

/LW1
mechanic # 1
331.1
999

/LW2
mechanic # 2
331.2
999

/LW3
mechanic # 3
331.3
999

/LW4
mechanic # 4
331.4
999

/LI
Internal Labor
331.5
999

/LI1
mechanic # 1
331.6
999

/LI2
mechanic # 2
331.7
999

/LI3
mechanic # 3
331.8
999

/LI4
mechanic # 4
331.9
999

/L
Labor
332
999

/L1
mechanic # 1
332.1
999

/L2
mechanic # 2
332.2
999

/L3
mechanic # 3
332.3
999

/L4
mechanic # 4
332.4
999

/TU
tune-up
332
999

/TR
tire repair
332
999

/PU
pick-up
332
999

/PUD
pick-up & delivery
332
999

/G
general parts sale
328
999

/U
used parts sale
329
999

Special coded XE "Codes:special" 

 XE "Special codes"  items that begin with a "/" have the cost of sale determined at sale time by taking a percentage of the Sale price and using that as the cost of sale for the item.  This percentage is input in the System File, Set #3. Therefore, when adding these items to the file, it is not necessary to put in a current cost nor an average cost for those items.  To setup the cost of sale percentage, make Selection # 1 from the Utility Menu then strike F5 twice for System File Set #3 and fill in the percentages at the appropriate prompts.  At the System Files set #3 screen you will also be prompted to insert the percent markup over cost for warranty items.  The standard cost of sale for parts and labor is 60% and the standard markup for warranty is 10%.

You have the option to track your income by various sale categories to further help you dial in on the true profit centers of your business.  If you wish to continue lumping your sales into the main category you may still do so by adding the sub-accounts or by taking the figures from the summary portion of the Daily Transaction Journal rather than the detailed transaction section. regardless of how you decide to do things the Chart of Accounts
 and Inventory File must be updated. Account numbers 120 through 128 inclusive are for your Major Unit inventory XE "Major unit:inventory"  accounts and 130 though 138 are for Parts inventory XE "Inventory:parts"  accounts.

SERVICE ORDER ARCHIVING 

1. There is no limit to the amount of time that you may archive a work order.

2. The archived work order will display all the parts, labor and additionally display any notes XE "notes"  imported XE "Import"  to the service invoice XE "Invoices:service dept"  for work completed. Suggested repairs, warning notations etc.

3. The program also permits the reprinting of the archived invoice along with the notes at any time.

HOW TO ACCESS THE PROGRAM

The program is accessed by making Selection # 7 from the Service Order Menu. Insert the customer name at the prompt. The F3, F4 keys can be used to do a backward or forward search until you find the correct customer.  When the correct customer is found all the invoices for that individual will be displayed.  To find information on a specific service order proceed as follows; Press key F5, insert the service order number that you want the detail on, then strike the <Enter> key to display the invoice and any notes XE "notes"  attached to it.  Striking <Enter> or pressing F5 will re-display the service order and Pressing F1 will print a exact copy of the original invoice.  Pressing F8 will return to the Service Menu.  

It is your decision as to how long you may have the archived invoices XE "Invoices:archived"  available for display.  Some of the considerations are as follows; 

1. The size of your computer’s hard drive XE "Hard drive:archiving decisions" 
2. The amount of information you want to backup daily.

3. The processing speed of your computer.

The archiving period needs to be input into the program via the Utility Menu system definition file program (Selection # 1).  Once in the System File program down-arrow to the field following Days Archived? Insert the period you want to archive for.  The period is designated in days, for example  (365 days a year), so if the archives are to be saved for a year then 365 needs to be entered at the prompt. Once this is done the program will automatically purge any service orders older than the period designated.  At anytime prior to purging, these files can  be stored on tape, stored on diskette, copied to another computer or archived  in any way you wish.  These files may also be used in word processing programs  such as Microsoft Word, Word Pad or even be edited by using the MSDOS Edit program

SERVICE SCHEDULER  IN SERVICE MENU

The service scheduler is accessed from the Service menu or the Counter menu by pressing key F6.  This Scheduler provides the opportunity to schedule repair work, pick-ups, deliveries etc. or leave notes XE "notes"  for the service department or others to peruse at their convenience.  Network users can input information at the counter and have it immediately viewed at computers in the service or parts department.  Any information input is saved by the date entered so it will be available for viewing to gauge seasonal work load and historical information.

SAMPLE SCREEN 58 : Service Scheduler

Date: 06/30/2001              

Customer                     Work Description                           Telephone   -    Mech   Status

JOE SMITH_________  TUNE UP, OIL CHANGE____  255-445-1734  _Jon_   Hold_

___________________  ___________________________  ___________  _____   ____

___________________  ___________________________  ___________  _____   ____

___________________  ___________________________  ___________  _____   ____

___________________  ___________________________  ___________  _____   ____

___________________  ___________________________  ___________  _____   ____

___________________  ___________________________  ___________  _____   ____

___________________  ___________________________  ___________  _____   ____

___________________  ___________________________  ___________  _____   ____

___________________  ___________________________  ___________  _____   ____

___________________  ___________________________  ___________  _____   ____

___________________  ___________________________  ___________  _____   ____

___________________  ___________________________  ___________  _____   ____

___________________  ___________________________  ___________  _____   ____

___________________  ___________________________  ___________  _____   ____

___________________  ___________________________  ___________  _____   ____

___________________  ___________________________  ___________  _____   ____

___________________  ___________________________  ___________  _____   ____

___________________  ___________________________  ___________  _____   ____

___________________  ___________________________  ___________  _____   ____

F2 Clear  F3 Previous  F4 Next  F8 Menu    F9 PrintScreen



SAMPLE SCREEN 59: Service Reports Menu
S E R V I C E     R E P O R T S     M E N U XE "Service orders:reports" 

 XE "Service orders:preparation"   

         SELECT: __

                  1. PRINT COMPLETED REPAIR ORDER REPORT

                  2. PRINT COMPLETED REPAIR ORDER LABEL

                  3. PRINT ALLOCATED PARTS LIST

                  4. PRINT INITIATED SERVICE ORDER REPORT

                  5. PRINT OPEN SERVICE XE "Service order:print open service orders"  ORDERS

                  6. PRINT OPEN WARRANTY CLAIMS

                  7. PRINT OPEN RFC'S

                  8. PRINT OPEN INTERNAL'S

                  9. LABELS - SERVICE DEPT. CUSTOMERS

                 10. REPORTS - SERVICE DEPT. CUSTOMERS

                 11. SERVICE DEPT. MAIL LIST MAINTENANCE

F10 Help 

F8 MENU



· Report of completed but not closed out repair orders.  The service order is flagged as completed by making the last work order entry “/C” at the Service Order Allocation screen.

· Prints customer labels for all completed but not closed out service orders

· Report of all allocated parts

· Report of initiated service orders, sorted by group, if applicable, the service order is flagged as open by making the first work order entry “/O” at the Service Order Allocation Screen

· Report of open Service orders regardless of status

· Report of open Warranty claims

· Report of open RFC’s

· Report of open Internal Repair Order

· Label menu for Service Department customers

· Report menu for Service Department Customers

· Maintenance programs for Service Customers

SAMPLE SCREEN 60: Completed Service Orders

PAGE: 1                     COMPLETED SERVICE ORDERS            DATE:01/02/2001 

Invno            Name                     Phone #         Work #    Complete


* * * END OF REPORT * * *   

SAMPLE SCREEN 61: Initiated Service Orders

PAGE: 1                     INITIATED SERVICE ORDERS           DATE:01/02/2001

Invno            Name                     Phone #         Work #    Completed   

--------------------------------------------------------------------------------

S8380    JACKS TOOL RENTAL     317.846.0651    .   .     11/30/2000

861 N. RANGELINE RD. CARMEL IN. 46032      

MASSEY FERGUSON 1250    

------------------------------------------------------------------------------- 

S9210        BOB PECAR                    317.745.6909    .   .     11/30/2000

220 N. 500 EAST DANVILLE IN. 46122      

MASSEY FERGUSON 200     

* * * END OF REPORT * * *

SAMPLE SCREEN 62: Completed Service Orders

* *   R E P O R T    * * *

PAGE: 1                     COMPLETED SERVICE ORDERS            DATE:03/06/2001 

Invno            Name                                    Phone #         Work #            Completed   

--------------------------------------------------------------------------------

S356         ROBERT JOE SMITH             215.343.3347   215.343.3333 02/06/2001

 ROSLYN PA.            

HONDA                    LEFT MESG WITH WIFE                            $425.39

------------------------------------------------------------------------------- 

S357         ROBERT JOE SMITH             215.343.3347   215.343.3333 02/02/2001

 ROSLYN PA.            

TORO                       LEFT MESG WITH WIFE                            $98.49

------------------------------------------------------------------------------- 

* * * END OF REPORT * * *

SAMPLE SCREEN 63: RFC Warranty Menu

R F C - W A R R A N T Y   M E N U  

                   SELECT:_

                            1. ALLOCATE PARTS TO RFC,WARRANTY,INTERNAL R.O.

                            2. WARRANTY XE "Warranty:claim processing"  CLAIM PROCESSING

                            3. RFC XE "RFC processing"  PROCESSING

                            4. INTERNAL REPAIR XE "Internal repair order" 

 XE "Repair order:internal repair orders"  ORDER PROCESSING

                            5. PRINT ALLOCATED PARTS LIST

                            6. PRINT OPEN SERVICE ORDERS

                            7. PRINT OPEN WARRANTY CLAIMS

                            8. PRINT OPEN RFC'S

F8 Menu   

F10 Help  



SAMPLE SCREEN 64: Estimate Menu

E S T I M A T E    M E N U XE "Estimate menu" 
                                     SELECT:_

                                        1. INITIATE ESTIMATE

                                        2. CONVERT ESTIMATE TO SERVICE ORDER

                                        3. DELETE ESTIMATE

                                        4. PRINT OPEN ESTIMATE LIST

                                        5. DISPLAY OPEN ESTIMATES

F8  MENU



1) Add parts XE "Estimates:add parts"  to Estimate.  This program searches parts for pricing data then adds them to the estimate in progress.  The estimate can be viewed and addended as often as you desire. Upon completion, the estimate can be converted into a service order or deleted.  An estimate can be customer assigned or the program will assign an estimate number if a “zzz” is inserted at the estimate number field, prior to striking the <Enter> key.

2) Estimation Conversion.  This selection converts the estimate into a service order and allocates or special orders parts that are not in stock.  After this selection is made, the estimate will appear in the service order file under the new estimate number assigned by the program.

3) This selection permits the deletion of dormant estimates.  Estimates converted to service orders are automatically deleted.

4) Estimate Report prints a list of open estimates.

5) Estimate display screen displays the open estimates on the monitor.

MULTIPLE XE "Multiple unit"  MAJOR UNIT INVOICING WITH PARTS

SAMPLE SCREEN 65: Multiple Major Unit Invoicing

  STOCK NO:A1               STATUS :N   DATE :09/29/2001  SALE PRICE :    1499.00   

  INVOICE NO:18                            ACV:400.00                          TRADE  :     400.00   

 MAKE:HONDA                MODEL:PE                                      BALANCE:   1099.00   

 SER.NO:                        YEAR:1998 TRADE? Y              TAX RATE .05  :       54.95   

 ENG.NO:   _______    

     TRADE INFORMATION  _______    

     STOCK NUMBER: U1    

            YEAR: 1991 

            MAKE: HONDA       

            MODEL: ________________________    

            COLOR: ________________    

            SER #:__________________________    

            ENG #:__________________________   

            MILEAGE  ______________   

  SUGGESTED RESALE: _______________   

  MINIMUM RESALE: ________________   

  TRADE IN VALUE: 400.00   

                                                                          ADDITIONAL SALES TAX :        0.00  
                                                                                                   SUBTOTAL :  1153.95  

                                                                                            GRAND TOTAL :  1153.95  

  F1 Next Screen  F2 Net  F3 Recon Cost  F4 Alt.Tax  F8 Menu  F10 Help 



Selection # 5 from Major Unit menu, combined Major Unit and Parts Invoice with user defined fields. This program permits selling an unlimited amount of Major Units and/or parts and accessories at one time.  Additionally more than one trade-in can be received.  The program will print an invoice for each major unit sold.

Selecting 6, “Mass Multiple Unit with Parts Invoicing” performs similarly to “Multiple Unit with Parts Invoicing” except for the following differences; trade-ins are not permitted and multiple units fit on an invoice.

The program operates as follows; make the program selection and the invoicing screen will appear.  The first prompt is for the stock number, at the prompt insert the stock number then strike <Enter> and the appropriate information pertaining to the unit will appear.  Pressing F2 will display recondition cost, pressing F3 will display dealer net.  Proceed through the entry information requested for the various fields by striking the <Enter> key.  When you move through the final entry field a prompt will appear asking you to "add another unit to invoice?"  Responding "Y" to the prompt will permit you to add more units to the invoice.  A "N" response or striking <Enter> will display the customer information screen whereby all the customer information XE "Customer:information"  is entered in the same manner that you're accustomed to.  The full assortment of table codes are available at this screen.  If you want to charge off this sale to an open account then choose "O" as the pay code then insert the account number.  In the event the charge is not to a specific customer but to a finance company receiving account then use that account number as the open account number and the customer phone number as the code.  The customers' information will be displayed on the screen and the finance company receivable account will be charged for the sale. A/R account numbers 116.18 to 116.25 are set aside for finance company receivable accounts XE "Accounts:receivable" .  After entering through the screen the parts entry program will appear.  Add parts to this screen in the normal manner or strike <Enter> if you do not wish to add any parts to the invoice.

The final display screen will appear, after viewing the screen, proceed to modify or add to the invoice or strike <Enter> to proceed to the invoice summary.  Fill in the summary screen and proceed to invoicing in the normal manner.  The final invoice summary screen has been updated to permit the use of F1 key to return to the parts invoicing screen.

Prior to using the program, some files need to be setup by inputting information.  The screen has user definable fields for the sales categories on the Unit Invoicing screen.  These files are set up by making Selection # 8 from the Major Unit Menu then Selection # 1 (one).

The information needing to be input is as follows; Description, taxable status, and account number the transaction is credited to.

Taxable status indicates whether the transaction is taxable and if so then whether it's treated as a part or a unit.  The account number is where the transaction is credited to on the chart of accounts.   XE "Chart of Accounts:numbers" Fill in the fields from top to bottom, leaving empty the fields not  used.

There is now the opportunity to insert up to two separate and distinct messages on the Major Unit invoice and they are setup by making Selection # 1 (one), then Selection # 2 (two) for the second message XE "Invoices:messages" .  The invoice message will rotate with invoice, IE: invoice 1, message 1, invoice 2 message 2 then recycle invoice 3 message 1, invoice 4, message 2.  The final parts summary invoice will have the standard message.

SAMPLE SCREEN 66: Mass Multiple Unit Invoicing

          
M A S S    M U L T I P L E    U N I T   I N V O I C I N G   

   STOCK NO:________    STATUS :    DATE :__/__/  __  SALE PRICE :_________  

   INVOICE NO:16                YEAR:______________            UNIT TAX :________    

   MAKE: _______________ COLOR:_____________         SUB TOTAL :_________            

   SER.NO:_____________                                             GRAND TOTAL :     0.00   

   ENGINE NO:_________                                                      

   MODEL: ____________

           F1 Next Screen    F2 Recon Cost    F3 Net Cost   F8 Menu  F10 Help

MAJOR UNIT XE "History:major unit"  SALES HISTORY XE "Major unit:sales history" 
M A J O R   U N I T XE "Invoices:major unit"     S A L E S    H I S T O R Y     R E P O R T  XE "Sales history" 
SELECT:__

1) SALES HISTORY REPORT BY SALE DATE 

2) SALES HISTORY BY MAKE & SERIAL NUMBER

3) SALES HISTORY REPORT BY MODEL

4) SALES HISTORY REPORT BY SALESPERSON

5) DISPLAY UNIT SALES BY CUSTOMER

6) DISPLAY COMMERCIAL UNIT SALES BY COMPANY

7)   UNIT SALES TAX REPORT

F10 Help

F8 MENU



SAMPLE SCREEN 67 : Major Unit Sales History

UNIT   History By Sale Date. A complete report of vehicles sold by their sale date along with Profit (both actual and %) on each unit.

UNIT   History By Model. A complete report XE "Reports:major unit"  of units sold by Model designation with P&L.

UNIT   History By Sale Date and Make. A complete report of vehicles sold by their sale date and serial number.  

UNIT   Historical Data By Salesperson. A complete report of vehicles sold by the salesperson on a monthly basis - you can dynamically specify the time frame you want to cover in years.  IE: Beginning and ending year.

*NOTE 

These reports also tally XE "Inventory:tally"  profit and loss for each unit sold and give you an average sale profit per month for all units in actual cash and percentages.

Selection  # 5 -   Selection # 5 displays on the screen sales to an individual along with the   profit on each transaction.

Selection  # 6 -   Selection # 6 displays sales to a company along with P&L. 

MAJOR UNIT DISPLAY XE "Major unit:display" 
A recall program is located in the Major Unit display menu (selected from the Counter Menu).  This program permits you to insert a model and display all the purchasers of that specific model. The information displayed is the purchaser’s name, date of purchase, stock number, serial number, engine number and phone number.

M A J O R   U N I T    D I S P L A Y   M E N U 

SELECT:_ 

1. DISPLAY UNIT INVENTORY BY MODEL 

2. DISPLAY RETAIL CUSTOMER PURCHASES 

3. DISPLAY CUSTOMER BY PHONE NUMBER 

4. DISPLAY COMMERCIAL UNIT PURCHASES BY COMPANY 

5. DISPLAY CUSTOMER BY SERIAL NUMBER 

6. DISPLAY CUSTOMER BY MODEL PURCHASED 

7. DISPLAY CUSTOMER BY STOCK NUMBER 

8. DISPLAY CUSTOMER BY SERIAL NUMBER (LAST 4 DIGITS) 

9. MAJOR UNIT INVOICING MENU 

F8 MENU  

The above programs display the information for unit purchasers.  The customer records are accessed by Name, Code (telephone number) etc.  depending on the screen accessed.  Some screens are print enabled through the program, printing is enabled by striking F5 prior to inputting the customer to be displayed and striking <Enter>.  Additionally, as a function of  the DOS/WINDOWS operating system, screens can often be printed by using the combination of the Shift/PrintScreen keys, simultaneously pressing both. 

The Windows print properties should be set as, spooling disabled and print directly to printer.

 DISPLAY CUSTOMER PURCHASES BY PHONE NUMBER

U N I T  D I S P L A Y  B Y  C O D E
CODE:3153557746........NAME:JOHN SMITH                   .............. 

Make          Model     Yr.   Serial Number       P.Date     P.Price  

KAWASAKI     EJ650A2   2000 JKAEJEA18YA016356    03/25/2001  $6649.00  

  NOTES:   Eng.#EJ650AE013702                                                   

KAWASAKI    JT900B2    2000 KAW21358J900         03/25/2001  $6749.00  

  NOTES:   Eng.#                                                                

BOMBARIDER  4SEATER LR 2000 CECH06861900         03/25/2001  $9029.00  

  NOTES:   Eng.#M5894206                                                        

<Enter> to Display Information   F5 Enable Printing   F8 Menu   F10 Help


This screen displays customer purchases based on the telephone number entered.  All purchases for this customer are displayed along with the option (F5) to print a copy of display screen.

SAMPLE SCREEN 68: Account Maintenance Menu

A C C O U N T   M A I N T E N A N C E   M E N U                    

            SELECT:_                                                            

                   1. CHART OF ACCOUNTS MAINTENANCE                             

                   2. VENDOR CODE MAINTENANCE                                   

                   3. ACCTS RECEIVABLE MAINTENANCE                              

                   4. ACCTS PAYABLE MAINTENANCE                                 

5.  CLASS CODE MAINTENANCE

6.  FILE HEADINGS MAINTENANCE 

 F8 MENU    

                

 VENDOR LIST  XE "Major unit:vendors" 
INSTRUCTIONS TO ADD NEW VENDORS XE "Vendor:add" 
From the Main Menu, choose Accounts Menu.  Select Vendor Code Maintenance.  Insert the Vendor Code, strike <Enter> to add and populate the screen with the Vendor information. The accounts field information is obtained from the Chart of Accounts, striking <Enter> at these fields inputs default values. Next, insert the Class Code XE "Class code"  in the Class Code field and any prefix code into the prefix field and images code in Imaging field. From the Utility Menu, Select # 11, then #5. Insert the Vendor Code number into the code field, use account numbers 130 to 138, 320 to 328 and 420 to 428, for the inventory, sales and COS accounts, respectively.  Use the arrow keys to navigate.  Lastly set up a price matrix XE "Matrix:price"  for this vendor and insert the matrix number in the vendor maintenance screen (pricing level).  Price matrix's are set up in the Utility Menu, Selection # 11 then Selection # 3  (See SAMPLE SCREEN 89 : Setups & Defaults).

WHAT IS A VENDOR LIST?

A.  It is a list of Vendors numbered from 1 TO 999.  Vendor numbers between 900 and 999 are to be used for in house situations.

B.  Prior to setting up the Vendor list, go to the Account Maintenance menu, then make Selection # 2 (Vendor Maintenance), make the Print Selection to print out a Template Vendor list which will give you a good idea of how it's set-up.  You may modify and adjust this Vendor list to suit your needs.  There is also a display of  your last manufacturers price update.  This date is automatically updated when a new price book is loaded for that vendor.  This feature will help to keep current on your price updates.  One last thing, when setting up the Vendors, leave a few Vendor #’s open between alphabetical levels so as to make it easy to insert new Vendors alphabetically as you need them.

C.  Gather all information on each Vendor such as Name, Address, Phone, Web site, Email, etc.  Also assign Inventory, Sales COS: Accounts  to them and finally select the price matrix schedule to use for this Vendor.  Matrix schedules are located in Utility Menu, Selection # 11, (See SAMPLE SCREEN 69 : Vendor Code).

D.  In review:  the program establishes the Vendor File by storing information for each vendor.  Vendors fall into two categories:  Category #1 are vendors that you make a lot of purchases from.  If you plan to break out a Vendors Accessories and parts then you will assign two Vendor Codes for that Vendor.  For Example:  Vendor Code 1 = Honda Parts, Vendor Code 2 = Honda Accessories.  Next align that Vendor with Chart of Accounts  XE "Chart of Accounts:numbers" numbers and a Price Matrix Level.  For example: Vendor Code 1 accounts are in the following ranges:

Major Unit Inventory Acct. = 120 - 128

Parts Inventory Acct. = 130 - 138

Major Unit Sales Acct. = 300 - 308

Major Unit COS Acct. = 400 - 408

Parts Sales Acct. = 320 - 328

Parts COS. Acct. = 420 - 428 

Sales Acct : 320.00    320.10    320.20    320.25     320.30     320.40 

Inventory Acct :130.00

The Chart of Accounts XE "Chart of Accounts:template"  template accounts are broken into Sub Accounts to better track sales from different sources.  Follow this pattern when setting up.  Vendors not falling into code 1    through 16 are set up as General Sales Accts., however these Vendors may be tracked by giving them one of the assigned Chart of Account numbers and setting them up in the Utility Menu, (Selection # 11 then Selection # 5) (Vendor "COA" setup).  Vendors are given numbers of 900 or less and should be Alphabetical in order.  Leave open slots to add future Vendors.  Vendor Codes between 900 and 999 are in house "/" special codes XE "Special codes" 

 XE "Codes:special"  such as Labor XE "Labor codes" 

 XE "Codes:labor"  ("/L"), "/C",  "/U" etc..

SAMPLE SCREEN 69 : Vendor Code Maintenance

* * * V E N D O R    C O D E    M A I N T E N A N C E * * * 

VENDOR CODE : 001 

   COMPANY NAME :HARLEY________________________   

         STREET :123 MAIN ST________________________  

           CITY :YORK______________   STATE:PA.   ZIP:18923_____  

   PHONE NUMBER :610.273.6363 CONTACT:JOHN________________  

     FAX NUMBER :610.345.7363  CUSTOMER #:7365343_____________   

          EMAIL :AJACOMP@COMCAST.NET______________ 

      WEB SITE  :WWW.MCMART.COM____________________ 

                 OTC SALES  SERVICE   WTY       INTERNAL   SPEC/O     MAIL/O 

    SALES ACCTS : 320.00    320.10    320.20    320.25     320.30     320.40 

    INVENTORY ACCT :130.00   MATRIX LEVEL :0   LAST PRICE UPDATE: 09/12/2001 

    CLCODE:______ IMAGE CODE:___  PREFIX:___  PART PICTURE:_________________ 

F1 PRINT VENDOR LIST  F2 PRINT LABELS  F3 PREVIOUS VENDOR  F4 NEXT VENDOR 

F5 CLEARSCREEN  F6 PRINT SHORT REPORT  F7 DELETE THE RECORD  F8 MENU 

F9 ACCESS DATE & IMAGES & MATRIX       F10 HELP 

Screen Field Definitions
Matrix level, the number (0 to 9) inserted in this field corresponds to the pricing matrix used for this vendor.

Last Price Update indicates the date that this vendor price file was renewed.

Class Code indicates the current Class Code for this vendor, this is for reference only as some vendors may have multiple Class Codes.

Image Code  XE "Image Codes:PartSmart" 

 XE "PartSmart:image codes" is a code used by imaging XE "Imaging code"  vendors, this list of codes is supplied by the imaging vendors (See SAMPLE SCREEN 116 : ARI PartSmart Image Codes).

Prefix Code is the code used to differentiate vendors parts from others using identical part numbers.  This is assigned by the end-user and inserted when price books are loaded.

Instructions to Delete Vendor from Master Price file XE "Master price file:delete vendor" 

 XE "Vendor:delete from master price file" 
     From the Main Menu, choose #9 Utility Menu, insert password, from the Utility Menu choose #6 then from the Price Updating Menu choose #9, then from the Master Price File Menu choose #6 (Master price File deletion). 

  The Shortcut to reach this Menu IS striking the Home Key, then choosing Selection # 20 from the ShortCut Menu.

 At the Master price file deletion screen insert the Vendor Code for the file to be deleted, then strike <Enter>.  The program will run and clear the file of the part records for the vendor and upon completion will perform a recover of the Master Price file to remove deleted records.  Estimated time on this function is about one hour, depending on the size of your files and the speed of your micro processor.

CHART OF ACCOUNTS MAINTENANCE

From the Main Menu make the accounts menu selection.  From the accounts menu make Selection # 1 Chart of Accounts.  This is the entry screen where modifications are input, make selection F1 to print out the template chart of accounts and make adjustments to it to suit your business.  Chart of account headings are used as descriptions in the Daily Transaction Journals.

SAMPLE SCREEN 70 : Chart of Accounts Maintenance

C H A R T   O F   A C C O U N T S

M A I N T E N A N C E

        ACCOUNT NUMBER: _________

        ACCOUNT DESCRIPTION: ___________________________________

        F1 PRINT LIST OF ACCOUNTS   F2 PRINT LABELS

        F5 CLEARSCREEN (STARTOVER)

        F7 DELETE DISPLAYED RECORD   F8 RETURN TO MENU

COA SET-UP

Your current Chart of Accounts should be set-up XE "Chart of Accounts:set up"  as follows so as to utilize the software to the fullest capacity.  Account #'s 320 through 328 and 420 through 428 have sub-accounts

.1 through .5 as per example:


COS
320.00 =  Major Parts Retail Sales
420.00

320.10 =  Major Parts Service Sales
420.10

320.20 =  Major Parts Wty Sales
420.20

320.25 =  Major Parts Internal Sales
420.25

320.30 =  Major Parts Special Orders
430.30

320.40 =  Major Parts Mail Order Sales XE "Accounts:mail order" 
430.40

These subaccounts XE "Labor codes" 

 XE "Codes:labor"  should be carried through the entire series

previously mentioned. Also subaccounts should be added to the

331 and 332 series as follows:


COS

331.00 =  Warranty Labor

331.10 =  Warranty Labor Mechanic #1
431.10

331.20 =  Warranty Labor Mechanic #2
431.20

331.30 =  Warranty Labor Mechanic #3
431.30

331.40 =  Warranty Labor Mechanic #4
431.40

331.50 =  Internal Labor
431.50

331.60 =  Internal Labor #1
431.60

331.70 =  Internal Labor #2
431.70

331.80 =  Internal Labor #3
431.80

331.90 =  Internal Labor #4
431.90

332.00 =  Labor
432.00

332.10 =  Labor #
432.10

332.20 =  Labor #2
432.20

332.30 =  Labor #3
432.30

332.40 =  Labor #4
432.40

The corresponding 400 series accounts should be also added.

The following additions should be made to your Parts Inventory XE "Inventory:parts"  File through your Parts Inventory Maintenance Program XE "Maintenance:inventory parts"  for entry level users and through special code  XE "Codes:special" 

 XE "Special codes" maintenance for full system users:

ACC XE "Interest" \r "Interest" OUNTS RECEIVABLE XE "Accounts:receivable" 
SAMPLE SCREEN 71: A/R Menu

A / R     M E N U                        

             SELECT: _                                                         

                    (1) A/R MAINTENANCE                                         

                    (2) DISPLAY CUSTOMER INVOICES                               

                    (3) PRINT INVOICE MASTER FILE REPORT                        

                    (4) PRINT A/R LABELS - INDIVIDUAL                           

                    (5) A/R AGING                                               

                    (6) A/R STATEMENTS                                          

                    (7) A/R REPORT MENU                                         

                    (8) DISPLAY ITEM DETAIL FOR SPECIFIC INVOICE                

                    (9) A/R PURGING & FILE MAINTENANCE                          

                                   PRESS  (((  FOR ACCOUNTS MENU  



SAMPLE SCREEN 72 : Accounts Receivable Maintenance

* * * A C C O U N T S    R E C E I V A B L E  * * *

                                                          ACCOUNT CODE:______

COMPANY NAME:_____________________________

LAST:________________FIRST NAME:______________MI.: ___

STREET _ ________________________CITY:__________________

STATE:__ ZIP:__________ PHONE NUMBER:___-___-____

RECURRING PAYMENT ?  RECURRING PAYMENT AMT.? WAIVE INT. ?

DISCOUNT:__% DAYS LATE CUTOFF:___ UPTO 30 DAYS CURRENT:____

OVER 30 DAYS PAST DUE:_________ OVER 60 DAYS PAST DUE:____  

OVER 90 DAYS PAST DUE:_________ OVER 120 DAYS PAST DUE:____ 

DATE LAST PURCHASE:__________  DATE LAST PAYMENT:__________

RESALE NUMBER:_________AMOUNT DUE:________CREDIT LIMIT:____

F1 PRINT A/R LIST  F2 PRINT LABELS  F3 AMOUNT DUE & AGING 

 REPORT  F4 A/R AGING  F5 CLEARSCREEN  F6 A/R SHORT REPORT

 F7 MAIL LABELS  F8 MENU F10 HELP

For a quick review of customer's account status, the A/R module includes this "Customer Summary" screen.  Your bookkeeper or sales manager can simply enter the customer's account number, and the customer's credit information XE "Customer:information"  is displayed.

Prior to running the Accounts Aging XE "Accounts:aging"  & Balance Due Report you should always run the A/R aging routine to make sure that all accounts are  properly aged. Selection F4 will age all the accounts.  Selection  F6 produces an A/R short report which is a report of account numbers and descriptions that you may wish to keep at the counter  for customer account verification. A brief explanation of some of the screen fields:  Recurring Payments XE "Recurring payments" : are used when you want to collect the same amount each month rather than the balance due.  This is normally used on installment type transactions.  To enable recurring payments put a "Y" at the recurring payment prompt then insert the recurring amount.  If you want to waive interest for the account then insert a "Y" at the waive interest prompt.

Discount XE "Customer:discount file" : This is the field where you insert the customer discount XE "Discount:customer" .  Days late cutoff:  This field is where you will specify a number of  days that will be the cutoff parameter for slow pay accounts. This  field operates independently from the credit limit XE "Customer:credit limit" 

 XE "Credit limit" . i.e: Even if their credit limit has not been exceeded and they are past the days cutoff parameter then they will be cutoff from open acct. status until their account is brought up to date.  If you insert a "0" zero in this field the cutoff parameter will be rendered ineffectual, this is the default.
SAMPLE SCREEN 73: A/R Purging B/F & Interest

A / R    P U R G I N G   B / F    &   I N T E R E S T

              SELECT:_                                                          

                        (1) A/R AGING                                               

                        (2) PURGE BY DATE                                           

                        (3) PURGE BY INVOICE NUMBER                                 

                        (4) PURGE ALL "0" BALANCE ACCOUNTS                          

                        (5) PRINT A/R STATEMENTS                                    

                        (6) B/F & INTEREST (INDIVIDUAL ACCOUNT)                     

                        (7) B/F & INTEREST (ALL ACCOUNTS)                           

                        (8) INTEREST ONLY (INDIVIDUAL ACCOUNT)                      

                        (9) INTEREST ONLY (ALL ACCOUNTS)                            

PRESS (((
FOR A/R  MENU

F10 HELP



SAMPLE SCREEN 74 : Accounts Receivable Mode

A C C O U N T S    R E C E I V A B L E    M O D E

FUNCTION KEYS:   F5 Clearscreen, Start Over

                                  F8 Return To Menu  F10 Help

CLERK ID:__

PAYCODE:__ (C)ASH CHEC(K) (V)ISA-M/C (A)MEREX (D)ISCOVER (H)OUSE

A/R ACCOUNT #:______

ACCOUNT NAME:___________________________________

AMOUNT:________

REFERENCE:_________



SAMPLE SCREEN 75 : Accounts Receivable

* * * A C C O U N T S    R E C E I V A B L E  * * *

ACCOUNT CODE: ______

COMPANY NAME: ___________________________

LAST NAME:______________  FIRST NAME:____________ MI.:___

STREET:___________________________  CITY:_______________ 

STATE  : __   ZIP:__________  PHONE NUMBER : ___-___-____

DISCOUNT:__%  DAYS LATE CUTOFF:___ UPTO 30 DAYS CURRENT:____

OVER 30 DAYS PAST DUE:_________ OVER 60 DAYS PAST DUE:_______

OVER 90 DAYS PAST DUE:_________ OVER 120 DAYS PAST DUE:______

DATE LAST PURCHASE:__________   DATE LAST PAYMENT:__________

RESALE NUMBER:___________AMOUNT DUE:________CREDIT LIMIT:____



F1 PRINT A/R LIST  F2 PRINT LABELS  F3 AMOUNT DUE & AGING REPORT

F4 A/R AGING  F5 CLEARSCREEN  F6 A/R SHORT REPORT  F7 MAIL LABELS F8 MENU  F10 HELP

 INITIAL SET UP

A.  Gather the ledgers on all your A/R XE "Accounts:receivable"  customers.

B.  Assign account numbers between 110 to 120 to each one.  This means that you have room for almost 500 A/R accounts. i.e.110.1, 111.2, 112.3, 114.32 etc. generally this is also done alphabetically.  Account #116.15 is a Generic Mail Order  XE "Mail order" Receivable account XE "Accounts:mail order"  and 116.16 is a    Generic Work Order Receivable Account.  Reserve account numbers 116.17 to 116.25 for contract  XE "Accounts:contract" 

 XE "Contracts" and other special accounts XE "Special accounts" 

 XE "Accounts:special" .

C.  Establish a credit limit XE "Credit limit"  and days past due XE "Customer:credit limit"  maximum for each account ( see SAMPLE SCREEN 72).  If days past due XE "Customer:past due"  is not applicable then just insert 0 (zero) or tab over the "days" field.  

D.  Prior to and upon completion of A/R account loading, a Daily Transaction Journal  XE "Daily Transaction Journal" should be printed.

E.  To input the amount due the following procedure should be used.  First determine the total balance the customer owes then go to the Daily Accounting Menu, select A/R entry then enter the entire amount due under one reference using a minus sign preceding the amount due to debit the account.  This is the only situation whereby you will preface the amount with a minus sign.  If you wish to enter each invoice individually then go to the Point-Of-Sale invoicing screen and print invoices for each one.  Use the "/G" part number code to put the invoice through.  Run the invoice through the open account number recently established.  Proceed to the interest charge and purging menu then make the appropriate selection that you want to use to add interest.

F.  When finished print out a list of all Receivables, then do an End Of Month XE "End:month" 

 XE "Month:end"  close out so as to clear out the systems registers.

F.  There is a field in the A/R file named DAYS.  This field is to be used to designate the maximum amount of days you want to allow a past due account to remain credit worthy. This is not applicable to a contract account.  Under most circumstances you will default this field to 0 (zero).

ON GOING MAINTENANCE XE "Maintenance:ongoing" 
G.  Unlike many other systems, Receivables may be aged or printed at any time.  Prior to printing, you may insert a three line message XE "Invoices:messages"  on the screen that will be  printed on the invoice.  Additionally, a six line message in the A/R Master File will print on the invoice.  The first three lines of the message may be overwritten by the message inserted at the input screen.  Invoices used are the same as counter invoices or you may use plain 8 1/2( x 11( paper.  If zero balance accounts print out on statements then purge those accounts of all transactions either by individual account number or by making the "purge all zero " 0" balance accounts selection". 

H.  A/R Aging report: XE "Aging" 

 XE "Accounts:aging" 

 XE "Reports:A/R aging"   Make this selection from the A/R maintenance XE "Maintenance:A/R"  screen to get a report of all your outstanding receivables.

I.  Purging XE "Purging"  is left in the hands of the user.  However if purging of zero "0" balance accounts is consistently done then itemized purging will not be necessary.  Transactions can be purged every month or they can accumulate closed transactions until out of disk space.  It is recommended to purge monthly or bi-monthly.  When purging by date, select a cutoff date and delete only transactions that are fully closed by that date. I.E. transactions that have a corresponding debit and credit.  Periodic purging is required to delete the offsetting debits and credits from the A/R detail file, otherwise the file and your display screens will become unmanageable.  This process is initiated by making the Interest and Purging selection from the A/R menu, then inputting your password to gain entry to the A/R menu then choose Purging menu.  There are three purging choices;  by individual invoice number, by invoice date cut off, and a purge of all zero balance accounts.  The individual invoice selection will delete each invoice separately for an individual account, always do a double entry;  that is always delete a credit with it's corresponding debit.  Option 2 is to purge by a cutoff date for an individual account, what this means is that the program permits entry of a cutoff date for an individual account and the program will purge all invoices (both debits and credits) for that account, prior to the specified date.  Later transactions, and all debits and credits that are not included in the purge are preserved.  You can make the cutoff date a year ago, three months ago, yesterday, or any other date you wish.  This selection can be used to delete all the transactions for a specific account when the amount has a zero balance.  The final option is to make the "purge all zero balance accounts" selection.  This program will automatically check the status of all accounts and if a zero balance is evident it will delete all the transactions for the account.  If you may wish to save a customers detail account for viewing, keep the detail and don't make this selection. Below is a list of selections you may make from the Interest Charge and Purging Menu" in the Accounts Receivable Password protection selection.  Prior to proceeding with any of these selections, except aging, do a Inventory Control backup XE "Backing up:inventory"   XE "Inventory:control backup" in case you make a mistake.

(1)  A/R AGING - Ages all a/r accounts.  Aging XE "Accounts:aging"  should be done immediately prior to statement printing, (as previously discussed).  Upon completion a total of all account balances is displayed.

(2)  PURGE BY DATE  XE "Purging" - Gives you the opportunity to purge all transactions for an individual account prior to a date input by you, (as previously discussed).

(3)  PURGE BY INVOICE NUMBER - Allows you to purge a single invoice for an individual account, (as previously discussed.

(4)  PURGE ALL "0" BALANCE ACCOUNTS - Will purge all transactions and delete the detail for all accounts that have "0" balance.

(5)  PRINT A/R STATEMENTS - Prints statements on Preprinted paper or on blank 8 1/2 x 11 paper.  If you choose blank paper then advise the program via the A/R System File screen, this is located in the password protected selection of the Accounts Receivable menu.  If you want to Balance Forward XE "Balance Forward"  your accounts then it should be done immediately after monthly statement printing so as to display all of the next months transactions on the next statement. 

(6)  B/F & INTEREST (INDIVIDUAL ACCOUNT) - Will bring forward the balance forward (B/F means balance forward which totals all the detail transactions then deletes them) it will place the  B/F as a  1 line entry in the account and on the statement.  This one line entry will fall in the current category.  You also have the opportunity to insert a monthly interest charge for this account.  The interest percentage should be input as follows;  1 1/2 % = 0150 , 1 1/4 % = 0125, 1/ 1 3/4 % =  0175 , 2 % = 0200.  Do not enter a decimal point as one is assumed.  If you choose not to add interest then  merely  strike the <Enter> key at the interest percent prompt and the program will commence without adding an interest.

(7)  B/F & INTEREST ( ALL A/R ACCOUNTS ) - Will bring forward the balance forward (B/F means balance forward which totals all the detail transactions then deletes them) it will place the B/F as a  1 line entry in the account and on the statement.  This one line entry will fall into the current category.  You also have the opportunity to insert a monthly interest charge for this account.  The interest percentage should be input as follows;  1 1/2 % = 0150 , 1 1/4 % = 0125 , 1 3/4 % = 0175 , 2 % = 0200.  Do not enter a decimal point as one is assumed.  If you choose not to add interest then merely  strike the <Enter> key at the interest percent prompt and the program will commence without adding a interest charge.  If you want to waive interest for an account then from the A/R Maintenance Screen designate the specific account number as non interest bearing, IE; at the  waive interest prompt insert "Y".  Balance forwarding should be done immediately after printing monthly statements so as to preserve the next months transactions for the next statements.

(8)  INTEREST ONLY (INDIVIDUAL ACCOUNT) - This program will permit you to add interest charge to a individual account.  Detail transactions will not be deleted therefore a balance will not be brought forward.  The interest percentage should be input as follows; 1 1/2 % = 0150, 1 1/4 % = 0125, 1 3/4 %  = 0175, 2 % = 0200. There will be a single line for the interest charge in the customer detail file.

(9)  INTEREST ONLY (ALL A/R ACCOUNTS) - This program will permit you to add interest charge to a all A/R accounts.  Detail transactions will not be deleted therefore a balance will not be brought forward.  The interest percentage should be input as follows; 1 1/2 % = 0150, 1 1/4 % = 0125, 1 3/4 % = 0175, 2 % = 0200.  There will be a single line entry for the interest charge in the customer detail file.  If you want to waive interest for an account then from the A/R Maintenance Screen designate the specific account number as non interest bearing, IE; at the waive interest prompt insert "Y".  Balance forwarding should be done immediately after printing monthly statements so as to preserve the next months transactions for the next statements.

J.  Contracts are payment vehicles whereby your customer signs a bank note in lieu of payment.  This banknote is then tendered to you as payment.  You in turn tender this note to the financing agent and the financing agent sends you a check, in a few days for the transaction amount.  The computers job is to track these transactions so that  you know what has been paid and what is due.  Contracts XE "Contracts"  are treated very much like an open account.  Therefore you will assign an account number to each and every bank, loan company, etc. that provides you with the contract service. These accounts are added to the A/R file and accessed at POS using “O” for open account.  It is recommended that they be inserted in the 116.17 to 116.25 range of account numbers.  This account number will be used when the items are invoiced and also when payment is received via the A/R program in the Daily Accounting Menu.  When setting up this account in the A/R maintenance section, it is not necessary to input any information into the "Days Late" field and the "Credit Limit" field.

K.  To print a company name  XE "Company name:on A/R statements" header on your A/R statements when using plain 8 1/2 x 11 paper for your statement routine.  To make Selection # 7 from the A/R menu. Then after entering password make Selection # 6 from the A/R statement menu.  This screen gives you the option to select "F" (finished preprinted invoice) or "R" (rough plain 8 1/2 x 11 paper) invoices.  Also select whether or not to print an invoice for incoming payments and mail order XE "Mail order"  receivables.  Also accessible here is the A/R control number.  This is the tracking number printed on the top of each statement. If for any reason you wish to recycle this number then merely insert the new number at the A/R control number prompts.  When finished your input, press F8 to save your work.  When printing the A/R statements you may terminate the printing process by doing a "Control C" which will return to the menu.  If the account has a "0"  zero balance and the statement reflects transactions for the account then run the program "purge zero balance accounts" prior to running the print statement program to eliminate the printing of the detail for the zero balance accounts.  After statement printing you should run the Balance Forward program if you in fact want to bring the balances forward.

L.  Accounts Receivable XE "Posting A/R"  General Posting XE "Accounts:posting" 

 XE "Receiving payment" ; located in the Daily Accounting Menu (Selection # 4 from the Main Menu) is where payments are entered the payments when they are received.  General posting is used when the payment is not applied to specific invoices.  The payment is entered against the entire account and paid invoices are deleted by purging options.  There are mail order XE "Mail order"  and standard invoicing options located in Utility Menu System File area which will let you customize the invoicing procedure. This program can also be used to preload accounts during the initial set up.

M.  Accounts Receivable Specific Posting; Specific Posting is used when a payment is received for specific invoices and the posting amount is the exact amount of the specific invoices.  The amount received is  entered at the entry screen then the offsetting invoice numbers are entered to balance the transaction.  This specific posting will relieve the invoice file of the invoices thereby freeing the user of manually deleting the invoices.

  A/R INTEREST ON BALANCE FORWARD ACCOUNT

To enable the A/R interest procedure, proceed as follows;  at the Utility Menu - Select 1,  access System File, press F5 once for screen 2, arrow down to “Current A/R Interest” field, insert a “Y” if interest is charged to current accounts (less than 30 days or balance forward accounts), insert “N” to maintain status of interest charge on over 30 days accounts.  Press F8 to save the changes and exit.

  XE "Counter customer:database" 

 XE "Counter customer:file synchronization" 
PURCHASE ORDER

SAMPLE SCREEN 76 : Purchase Order Menu

P U R C H A S E    O R D E R    M E N U XE "Purchase order:create" 
SELECT:_

(1) PARTS SEARCH

(2) MANUAL PURCHASE ORDER (STOCKING ORDERS)

(3) PURCHASE ORDER (SPECIAL ORDERS) ______>AUTOMATIC

(4) PURCHASE ORDER (STOCKING ORDERS)      >AUTOMATIC

(5) AUTOMATIC PARTS RECEIVING PROGRAM

(6) DISPLAY OPEN PO FILE

(7) DISPLAY OPEN POs BY VENDOR

(8) REPORT OF ALL OPEN PURCHASE ORDERS

                          (9) PURCHASE ORDER DELETION



(1)  Search Parts screen to be used to search and adjust information prior placement on a P.O.

(2)  Manual P.O. building for normal stocking parts.  Use this if you want a P.O. for a small order.  After building the purchase order report, pressing F7 will print out the order on a standard 81/2 x11 paper.  The fields displayed will  be quantity, part number, price and bin location.

(3)  Manual Purchase Order XE “Purchase order:manual”  setup for items to be special ordered and not to be added to a normal stocking order.  After  building the purchase order report, pressing F7 will print out the order on a standard 81/2 x11 paper.  The fields displayed will be quantity, part number, price and bin location.

(4)  Automatic Purchase Order Generation XE “Purchase order:automatic”  - Insert Vendor Code and the program will scroll onto the screen any parts for that vendor that fall into the reorder category.  Also you will have the opportunity to add Special Orders to the P.O. at the finish.  After building the purchase order report, pressing F7 will print out the order on a standard 81/2  x11 paper.  The fields displayed will be quantity, part number, price and bin location.

(5)  Automatic Parts Receiving  XE “Parts:receiving, automatic” - First compare your receiving invoice with the P.O. then note the exceptions and adjustments.  Insert the P.O. # then put corrections into the program, press function Key F8 to post the parts received to the inventory file.

(6)  Displays entire PO file on the screen.  

(7)  Display Back Orders & Open Orders by Vendor.

(8)  Print a open purchase order report.

(9)  Purchase Order Deletion Program.

Purchase Order Preparation Procedure

 A purchase Order is a way to order and receive parts in mass rather than individually.  A PO is prepared either automatically or manually.  Manual PO’s are generally used for small orders where the parts to be ordered are known in advance. Automatic orders scan the parts file and produce a list of order candidates for the PO.  All PO’s avail the opportunity to import Special Orders and projected automatic orders. A projected order is an order where the quantity ordered reflects the amount of units projected to be used over the selected future time period in months.  This is based on the amount of units sold over the similar period of the previous year.  These orders are normally referred to as "Spring dating orders" or "Spring stocking orders".

To enable the projected feature, insert the amount of months into the projection period field.  A standard order will leave this  field empty. Strike <Enter> to proceed generating the Purchase Order.

A standard order will display the re-order candidates in real time and a projected order will project your needs for the amount of months that are specified.  The next field is the vendor transfer file location, this defaults to Drive C: THIS CAN BE OVERWRITTEN WITH ANOTHER DRIVE IF NEEDED.   The vendor transfer file exports the order directly to the Vendor Communication program for transmittal.

Next insert the Vendor Codes for the Purchase Order.

Some Vendors have more than 1 code thus the opportunity to insert a beginning and ending code.  If a single code Vendor, insert the number in beginning field. strike <Enter>, without input in the ending field.

Only one Vendor should be used per purchase order unless multiple vendors are purchased from a single distributor. In that instance consider assigning a Vendor Code to the distributor for all the vendors carried.   Next assign a PO number using the conventions suggested by the Vendor who the PO is for.  After inserting the PO #, strike <Enter> and the program display’s all the reorder candidates one by one.  Adjust the order quantity on each part as it appears on screen or strike <Enter> to accept the suggested amount

This generates a suggested order quantity that is based on the amount needed to replenish the qty. available up to the minimum or maximum stocking qty. depending on your choice.  Projected orders are based on last years sales for the projected months.

SAMPLE SCREEN 77:  Prepare Purchase Order

P R E P A R E   P U R C H A S E   O R D E R

PROJECTION PERIOD :0 MONTHS                  TRANSFER FILE LOCATION :C 

VENDOR CODE:___ TO:___  _______________________INSERT PO #:____________ 

-----------------------------------------------------------------

 PART NUMBER : _________________      ALT PART NUMBER :_______________  

-----------------------------------------------------------------------

  SUGG.QTY.REQ.: ____                        PART CODE : _______

  DESCRIPTION :  ____________________     QTY PER PACK : ___ 

  MFG.SUG.LIST : _______ 

  CURRENT COST : _______                  M.T.D. SALES : ______ 

  LIST PRICE   : _______     MARGIN:__%   Y.T.D. SALES : _______ 

   AVG. COST   : _______                  PR.YTD SALES : _______ 

 QTY AVAILABLE : _____                    LAST SALE    : __________ 

    QTY O/H    : _____                    STATUS 1     : _ 

  QTY ALLOCATE : ____                     CLASS CODE   : ______ 

  QTY ON ORDER : ____                     VENDOR CODE  : ___ 

    R/O LEVEL  : ___     MAXIMUM: ___     BIN LOCATION : _______ 

-----------------------------------------------------------------------

F3 Restore List Price F4 Import Special Order F5 Clear F6 Prnt Worksheet 

F8 Print PO & Return To The Menu   F9 Use Max Level   F10 Help 

Priority Order? 



  F3  Restores original list price to the part number on display.

  F4  Press this key to import Special Orders for this Vendor, this is executed after your regular order processing is completed.

  F5  Clears the screen and permits entry of a new part.

  F6  Prints a Purchase Order worksheet.

  F8  Returns to the PO selection menu.  Prior to returning it prints a Purchase Order And update the modem communication file.  If disturbed while in the process of generating a PO then press F8 to print out the completed portion of the PO, then send that portion of the PO through Vendor Communications. Complete the PO by assigning a new PO number to the remaining portion of the PO.  Upon completion, parts may be manually added,  f4  key imports special orders to the Purchase Order. If this a modem vendor then immediately send this order in via the communication module.  File name is "VEN-R". (The Vendor who this PO is for)

  F9  Uses the Max as the criteria to establish quantity desired.

Function Key Descriptions for  Manual Purchase Order XE “Manual P/O”   XE “Purchase order:manual” Creation 

F3 Restores original list price to the part number on display.

F6 Clears the screen and allows you to enter a new part.

F8 Returns to the P.O. selection menu and prints out a Purchase Order while simultaneously updating the vendor communication file. Prior to generating a Purchase Order the Special Order report should be run.  Upon completion of processing the program gives the opportunity to add special orders for this vendor to the Purchase Order. If this a modem vendor, immediately send this order in via the communication module.  File name is “VEN-M”.  Honda is always HNVENDOR>DAT.  (The Vendor who this P.O. is for).  This file can also be imported XE “Import”  to internal fax subdirectory then edited prior to transmission.

Function Key Definitions for Special Order Purchase Order Creation XE “Special purchase order” 
F3 Restores original list price to the part number on display.

F6 Clears the Vendor Code and permits entry of a new one.

F8 Returns you to the P.O. selection menu.  Prior to returning it will print out a Purchase Order And update the modem communication file.  Insert the Vendor Code and P.O. number, strike <Enter>, the program will add special orders for this vendor to the Purchase Order. If this a modem vendor, then immediately transmit this order in via the communication module.  File name is “VEN-SP”. (The Vendor who this P.O. is for)  IE: YAM-SP, SUZ-SP, HD-SP.  Honda is always HNVENDOR.DAT.  This file can also be imported to internal fax subdirectory then edited prior to transmission.

SAMPLE SCREEN 78: Purchase Order Receiving

P U R C H A S E    O R D E R    R E C E I V I N G

INSERT PO #: ____________

-----------------------------------------------------------------

 PART NUMBER : _________________    ALT PART NUMBER : _________________

-----------------------------------------------------------------------

  QTY.RECEIVED : _____                       PART CODE : _______ 

  DESCRIPTION  : ____________________     QTY PER PACK : ___ 

  MFG.SUG.LIST : _______

  CURRENT COST : _______                  M.T.D. SALES : ______ 

  LIST PRICE   : _______     MARGIN:__%   Y.T.D. SALES : _______ 

   AVG. COST   : _______                  PR.YTD SALES : _______ 

 QTY AVAILABLE : _____                    LAST SALE    : ________

    QTY O/H    : _____                    STATUS _     : _

  QTY ALLOCATE : ____                     CLASS CODE   : ______

  QTY ON ORDER : ____                     VENDOR CODE  : ___

    R/O LEVEL  : ___                      BIN LOCATION : _______

-----------------------------------------------------------------------

F1 Alt. Part Recd. F2 B/O Part  F3 Restore List  F4/F13/F14 Print Labels  

F5 Clearscreen  F6 Print PO prior to Posting   F7 Delete Part From Order

F8 Post PO, Return To Menu   F9 To Menu  F10 Help  F11 Reprint Last PO 



Purchase Order Receiving Procedure

Prepare an exception list of parts that were ordered on this PO but not received or received in a lesser qty. than ordered. Compare the PO to the receiving invoice to determine the exceptions. Insert the Vendor Code and PO number then proceed to inserting the exception part numbers and correct the qty. received or other fields to reflect the correct information. 

There are  3  types of exceptions;  Parts that are received at a lesser qty. than ordered, parts that have a change in price or need another modification such as re-order qty. and finally parts that were not received at all.  To modify a part; insert the part number and the correct qty. received then modify the appropriate field. To back order a part; Insert the part number, strike  F2, then modify any field, then strike the <Enter> key to tab through the fields. When a backordered part is received the original PO number is to be inputted; exceptions & backorders logged, then new parts are received against the outstanding PO. 

F1.  Insert original part number ordered then press  F1  which then switches to the alternate part.  Insert the correct quantity received and the program the PO  There must be a alternate part listed in the alt. part field for this to work.

F2  Backorders a part.  Enter the part number, strike F2, insert the qty. received and put it on backorder status.  If you want to receive a part that was short shipped and cancel the remaining amount not received then do not strike the  F2 key; merely insert the number and tab through to the qty. received field, then correct the quantity to the proper amount then proceed through remaining fields.

F3  Restores original list price to the part number on display.

F4  Print labels for the entire PO with a memo field.

F13/14  Print multiple labels for PO  F14 Prints Unpriced labels.

F5  Clears the screen.

F6  Prints a copy of the purchase order, prior to posting.

F7  Deletes a part from the PO, it won't be posted or saved.

F8  Returns to the PO selection menu.  Prior to returning it will post the PO to the inventory file and print a copy of the PO

F9  Return to Menu without posting to inventory file. Exiting using this key does not post PO to inventory. 

F11 Reprints a copy of the last completed Purchase Order.
SAMPLE SCREEN 79: Purchase Order Receiving Report

P U R C H A S E   O R D E R  R E C E I V I N G  R E P O R T

-----------------------------------------------------------------------

 Customer   Qty     Part Number        Pcode      Description   Bin Loc

-----------------------------------------------------------------------

JOE SMITH    4     12345-123-456     9473654     BEARING       1X11LKA

JOE SMITH    3     21345-123-456     3271234     PISTON RING   1X11LKA

JOE SMITH    1     32445-123-456     9321654     GASKET        1X11LKA

JOE SMITH    1     42355-123-456     7233654     KEYWAY        1X11LKA

* * * END OF REPORT * * *



The purchase Order report is automatically printed when the F8 key is pressed to post up the Purchase order. It can be immediately reprinted by selecting F11 (Shift/F1) from the Purchase Order receiving screen.

REORDER XE "Reports:reorder"  REPORTS
SAMPLE SCREEN 80 : Reorder Reports Menu

R E O R D E R   R E P O R T S    M E N U XE "Screens:reorder reports menu" 
CHOICE:_

 1  COMPLETE REORDER REPORT

 2  COMPLETE REPORT BY VENDER CODE

 3  COMPLETE REPORT BY CLASS CODE

 4  COMPLETE REPORT BY PART CODE

 5  PURCHASE ORDERS MENU

 6  FAX MENU



This menu gives you selections for various types of reorder reports.  Reorder reports scan the inventory file for parts that have fallen below the minimum XE "Minimum parts qty"  quantity that you inserted in the part record.  The report can be printed out in it's entirety or by specific sorts such as Vendor Code, Class Code XE "Class codes"  or part (Honda code).  If you want to prematurely terminate the report use a"(CTRL C)" simultaneously pressing CTRL and C.  After printing any report you have the option to access the fax XE "Fax"  menu if you wish to print a fax order or setup a fax order file for editing, printing or fax transmission through a internal fax modem XE "Modem:information"  and it's appropriate transmission software installed in it's own subdirectory in your computer.

Finally, since the re-order reports and the fax orders are designed for user intervention (i.e: editing prior to order placement) they do not update the quantity order field of the parts record.  The maintaining of this field is discretionary therefore it is edited  through the Parts maintenance program after the order has been edited and finalized. 

FAX ORDERS

SAMPLE SCREEN 81 : Fax Order Reports Menu

F A X    O R D E R XE "Fax"     R E P O R T S    M E N U

CHOICE:_

 1  COMPLETE FAX ORDER REPORT

 2  FAX ORDER REPORT BY VENDER CODE

 3  FAX ORDER REPORT BY CLASS CODE

 4  FAX ORDER REPORT BY PART CODE



After printing and analyzing the re-order XE "Parts:re-order"  reports you may want to print a fax order.  A fax order is printed on 8 1/2 x 11 paper for the convenience of sending the fax order directly from the report printed from your printer.  The fax order report is a short version of the re-order report and can be used as a fax order on a external fax machine.  The qty. listed on the fax order is the minimum amount needed to bring inventory to the minimum order level.  

UTILITIES MENU XE "Utility Menu" 
U T I L I T I E S    M E N U

SAMPLE SCREEN 82 : System Utilities

U T I L I T I E S   M E N U

 SELECT:__                    SYSTEM UTILITIES    

    1. ACCESS THE SYSTEM FILE              8. TABLE SETUP                   

    2. DATA FILE RECOVERY                  9. HELP FOR DOS COMMANDS         

    3. QFILE DATA FILES                   10. COMMAND EXECUTION             

    4. BACKUP & ARCHIVE MENU              11. DEFAULTS & FACTORS MENU       

    5. LOAD TAPE MASTER PRICE FILE        12. EXTRACTION & MAINTENANCE      

    6. MASTER FILE LOAD & MAINTENANCE     13. PARTS FILE ROUTINES           

    7. UTILITY TO MAKE DATA FILES         14. LOAD UPDATED PROGRAM FILES    

                            FILE MAINTENANCE                                

    15. SERVICE DEFINITION FILES          22. ALTERNATE PART SWAP MODE      

    16. RECOVERY MENU FOR DAILY SALES     23. CUSTOMER DATA BASE            

    17. TRANSACTION JOURNAL MAINTENANCE   24. REBATE CONTROL                

    18. INVENTORY VALUATION               25. GIFT CERTIFICATES             

    19. AUTOMATIC PROCESSING              26. CLASS & VENDOR CODE MAINT.    

    20. CUSTOMER LOANS                    27. ACCOUNTS RECEIVABLE MAINT.    

    21. CO-OP CONTROL                     28. CUSTOMER DEPOSITS MAINT.      

F8 MENU



SYSTEM DEFINITION FILES

SYSTEM FILE SET #1

The System File is accessed from the Utility Menu, Selection # 1.   The following is a sample of information entered on this screen.

The screen below is filled in with default values, use these if you are unsure what to do.

SAMPLE SCREEN 83: System Definition Files Set #1

SYSTEM DEFINITION FILES SET #1 

Please define passwords for access to-                          TIME DELAY:20000_______           

                                  Accounts Receivable  PW____                                    

                                  Parts File Maintenance  PW____                                    

                                  Major Unit File Maintenance  PW____                                    

                                  Accounting Code  NET-__ (1)AJA (2)CA _                     

                                  Utility Functions  UTI___                                    

 COMPANY: ABC Company   
    ADDRESS:2511 Meetinghouse Road                 
    CITY:Jamison             STATE: PA  

    ZIP: 18929             COUNTY OR PROVINCE: PA        

    COUNTRY CODE: USA  

 Data Loc.1:C  Loc.2:C  Loc.3:C   M/O Mode:1 (1)Ret, (2)Mfg., (3)Net  Shipper:Fed Ex

Price matrix:L (L/C) Hybrid Mode:7  Daily Export To GL:N  Monthly Export To GL:N
  S/O Archiving:N  Days Archived:0        Electronic Switching:N  Unit Grouping:N  

 O/S:SINGLE_ POS Inv:R F or R  Serv Dept Inv:R F or R  Dup.Invoice:Y  Compfile:N
                                       INVOICE MESSAGES 

         1.....................WELCOME TO OUR STORE....................                 

         2..................VISA, MASTERCARD ACCEPTED..................                 

         3.......STORE HOURS MON. THRU FRIDAY  7:30 AM TO 5:00 PM......                 

         4.................SATURDAY 7:30 AM TO 12:00 PM................                 

         5........................CLOSED SUNDAY........................                 

         6.................THANK YOU FOR YOUR BUSINESS.................             

F1 Exit Without Saving  F4 Inv.No.Maintenance  F5 System Set #2   F8 Save Data 



 SYSTEM FILE SET #2

The System File is accessed from the Utility Menu, Selection # 1, then striking F5.  The following is a sample of information entered on this screen.

The screen below is filled in with default values, use these if you are unsure what to do.

SAMPLE SCREEN 84: System Definition Files Set #2

D E F  I N I T I O N    F I L E S    S E T  # 2 

  Is Hard Drive partitioned into two logical devices: N               

  Is this a Network Server: N   Distributed Network: N  CdRom Location: Q       

A/R Invno:1___________  Common Network Drive:Z  Left Justify A/R Heading:N      

POS Fast Start:N   Service Fast Start:Y_ RAMDrive:N_ SP/Ord:Y_ Reg State:Y_
Restore Drive: A  Out Of State Tax:Y A/R-M/O Inv.:Y  A/R Statement:R F or R     

O/S:__ Enable Display:Y Ext.Display:Y  OverRides>> Vendor:Y Class:Y Part Code:Y 

Print A/R Inv:Y  Current A/R Interest:N    Work # at POS:Y  Work # at Service:Y 

Save Transactions to Annual Journal:N                                           

     A/R INVOICE MESSAGES                                    

                     1.....................WELCOME TO OUR STORE....................                 

                     2..................VISA, MASTERCARD ACCEPTED..................                 

                     3...STORE HOURS MON. THRU FRIDAY  8:30 AM TO 5:30 PM......                 

                     4.................SATURDAY 8:30 AM TO 5:00 PM.................                 

                     5...................    .....CLOSED SUNDAY........................                 

                     6.................THANK YOU FOR YOUR BUSINESS.................                 

    F1 Exit Without Saving     F5 File Set #3     F8 Save Data        

SYSTEM FILE SET #3

The System File is accessed from the Utility Menu, Selection # 1. Striking F5 twice  will display this screen.  The following is a sample of information entered on screen 3.

The  service department XE "Invoices:extended"  invoices XE "Extended invoice"  can be run on standard 81/2 x 11size or on an extended 81/2 x 14" form XE "Form" .  The line position and invoice defaults are 045 and 065.  To use the extended service order you need to go to screen #4 and insert the additional amount of lines that you want to add to the standard invoice size on that screen.

To reduce the invoice form length or the amount of carriage return/line feed select a lower number.

The screen below is filled in with default values, use these if you are unsure what to do.

SAMPLE SCREEN 85: System Definition Files Set #3


SYSTEM DEFINITION FILES SET #3 

 COMPANY NAME:SERVICE CENTER_____________________ 

      ADDRESS:256 WEST STREET____________________ 

      CITY:LANCASTER_________    STATE:PA. ZIP:12335_____ 

Out of Stock Warning in Final Service Order? N Service Order Summary O/Ride? N  

Lock Prices: Service Invoicing? Y Special Order? Y  Special Mail Order? Y       

Request Tax Number On Receipt? N       Line Position For Invoice Message? 045   

 Standard Invoice Length? 065   Is Cash Drawer installed on Serial Port? N      

Cash Drawer Comm Port? _ Warranty Markup % 10   Parts COS % 60  Labor COS % 60

                       RECEIPT PRINTER INVOICE MESSAGE   

                 1.............WELCOME TO OUR STORE............ 

                 2.STORE HOURS ARE MONDAY THRU FRIDAY 7:00-6:00

                 3...........SATURDAY 8:00 TILL 3:00........... 

                 4............................................. 

                 5..........THANKYOU FOR YOUR BUSINESS......... 

                 6..................COME AGAIN.................                 

                 Default Invoice Mode:_                                         

F1 Exit Without Saving Data   F5 System Files Set #4   F8 Save Data    



The "Out of Stock" warning issues a warning if parts are not available when closing out a Service order.   Service Order summary override maintains the amount due, open on a repair order, for use when the unit is delivered to a customer. Inserting "Y" at the "Lock prices" prompts enables price locking.  Price locking maintains the prices at the Service Order, Special Order and Special Mail Order screens when finalizing the order. Normally, the prices are permitted to rise to reflect a new selling price on a part received. Locking the price disables the price override feature. If using a serial interface cash drawer, insert a "Y" at the cash drawer prompt, then insert comm port used,  (a one (1) or a two (2)). The line position and invoice defaults are 045 and 065. Warranty Markup adds the designated % to the net price giving a Warranty sale price, Parts "COS" cost of sale % establishes a cost for parts that do not have a cost or average cost in the parts record.  Labor "COS" cost of sale % establishes a cost for labor.

SERVICE DEPARTMENT INVOICE SETUP
SYSTEM FILE SET #4

The System File is accessed from the Utility Menu, Selection # 1. Striking F5 thrice displays this screen.  The following is a sample of information entered on this screen.

The screen below is filled in with default values, use these if you are unsure what to do.

SAMPLE SCREEN 86: System Definition Files Set #4

* *  S Y S T E M    D E F I N I T I O N    F I L E S    S E T  #  4  * *

USE THE EXTENDED LONG SERVICE ORDER IN THE FOLLOWING PROGRAMS?

                       SERVICE ORDER ALLOCATIONS? N                             

                       S/O REQUEST & SHOP RECEIPT? N                             

                       SERVICE ORDER FINAL INVOICE? N                             

                       SERVICE ORDER SUGGESTED REPAIR? N                             

                                  LICENSE NUMBER? N/A_________                  

Export to allocation sheet? Y                   Export to service receipt? Y  

Addl.lines - Allocation sheet? 00     Print License Number on Repair Order? N  

Addl.lines - Final s/o receipt? 00     Print Invoice Message on repair Order? N 

Addl.lines - Requested Repair list? 00  Print Notes on Allocation Work Sheet? Y 

Addl.lines - Sugg.Repair list? 00

ARI/PARTSMART PATH\PARTS\PART.OUT_______________________________

           Bell & Howell Path XE "Path" :_BHOUT.DAT_____________________

           Future Imaging Path XE "Imaging path" :_________________________________

   F1 Exit Without Saving Data  F5 System Files Set #3  F8 Save Data 



The import XE "Import" , export XE "Export"  functions from the suggested repairs order to the final repair order and from the s/o receipt and shop receipt XE "Shop receipt"  to the allocations work sheet are enabled by inserting a "Y" at the appropriate prompts.

To use the extended service order XE "Extended invoice"  insert the additional amount of lines that you want to add to the standard issue size on that screen.

The Bell & Howell path needs to be empty if not a FicheFinder subscriber.

 DISKETTE UPLOAD XE "File upload" \t "See Upload files"  MENU 

SAMPLE SCREEN 87: Diskette Upload Menu

             SELECT:_                                                    

                     1  Upload from default floppy A:                           

                     2  Upload files from CDRom

                     3  Upload program updates from server                      

F1 Change Default Floppy Drive

F8 Utility Menu



Selection # 1 uploads files XE "Upload files:from floppy"  from the floppy drive that is attached to the computer that you are currently working on.  The drive letter being copied from is displayed at the end of the line.  To change the default drive Press F1.

Selection # 2 Copies files from the CDrom  XE "Upload files:from CD Rom" to the computer you are currently working on.

The CD letter designation need be input into System File Set 2 for this feature to operate.

Selection # 3 Copies updated files from the server XE "Upload files:from server to workstation"  to the workstation.  This selection should always be performed after updated files are loaded into the Network server.

If you are unaware of your CD rom drive letter designation, it can be ascertained by selecting “My Computer” from the Windows desktop and looking at the letter displayed under the CD image on the page.  We recommend using letter “Q”.

To change the CD letter designation:
Double click Control Panel
Double click System then Device Manager
Double click CDrom
Highlight the displayed CD
Click Properties
Click Settings
In the Reserved Drive Letters box, insert your preferred drive letter
Click Apply to exit and restart computer

SAMPLE SCREEN 88: Defaults & Factors Menu

D E F A U L T S   &   F A C T O R S   M E N U 

       SELECT:_ 

              1. DEFAULT 

              2. PRICING MATRIX FROM COST 

              3. PRICE MATRIX FROM RETAIL 

              4. MAJOR UNIT "COA" SETUP PROGRAM 

              5. PARTS VENDOR "COA" SETUP 

              6. SERVICE DEPT.GROUP SETUP PROGRAM 

              7. COMPARATIVE PRICE VENDOR FILE

F8   FOR UTILITY MENU 

TAX

From XE "Tax" \t "See Sales tax"  the Utility Menu make Selection # 11 (Defaults and Factors menu).  Then make Selection # 1. Default Values (See SAMPLE SCREEN 89 : Setups & Defaults). Arrow down to the state tax rate and make changes, tab to unit sales tax and make any changes.  Tab to the Tax XE "Sales tax:number"  Account number prompt and insert a 216 if parts and major unit tax is segregated  XE "Sales tax:major unit"  or insert a 215 if major unit and parts taxes are intermingled.  Strike key F8 to save data and exit or F5 to access the Alternate Tax setup screen. XE "Tax" \t "See Sales tax"  (See SAMPLE SCREEN 89 : Setups & Defaults).  

SAMPLE SCREEN 89 : Setups & Defaults

S E T U P S  &  D E F A U L T S

CLERK ID:__CLERK 2:__CLERK 3:__CLERK 4:__CLERK 5:__CLERK 6:__

CLERK 7:__CLERK 8:__CLERK 9:__ CLERK 10:__CLERK 11:__CLERK 12:

Mail List?(Y/N) : _____      PAYCODE :______

DEFAULT NAME : VALUED CUSTOMER

                  STATE : __     COUNTY : ____________

AREA CODE : 123
MAIL ORDER DISC : 0  DYN DISCOUNT : N "Y"or"N"

STATE TAX RTE:0.O6(IE .06)MAJ UNIT SLS TAX:0.06 UNIT ACCT 215.

300:___________304:____________308:USED_______303.5____________

301:___________305:____________300.5___________304.5____________

302:___________306:____________301.5___________305.5____________

303:___________307:____________302.5___________306.5____________








       307.5____________ 

                             LEVEL 1 :  500  DISC 1 : 05%

                             LEVEL 2 : 1000 DISC 2 : 10%

                             LEVEL 3 : 1500 DISC 3 : 15%

                             LEVEL 4 : 2000 DISC 4 : 20%

                             LEVEL 5 : 2500 DISC 5 : 25%

     AUTO SCAN : Y "Y" or "N"

F1 DISPLAY DATA  F5 ALTERNATE TAX  F8  MENU  F9 SYSTEM  F10 HELP

CHANGING DEFAULTS

The default program is where system defaults such as State Tax XE "Sales tax:defaults" , Area Code XE "Area Code" , Salespeople etc. are input.  To change defaults make the selection "Utility Menu" from the Main Menu.  At the Password Request insert the Password, from the Utility Menu make Selection # 11 then from the next menu make Selection # 1.  The Default Screen appears.  Use the down arrow on the keypad to move the cursor to the field to change.  Change the fields to suit your needs.  The Sales Tax field should be input as .06(=6%) or .08125 (=8.125%) using decimal. If any fields are not applicable then leave them blank.  The Mail Order Code XE "Mail order"  is for Full System users only and it is the  XE "Discount:mail order" discount (if any) to be given to Mail Order Customers.  "Countersale" should always be left in the last name field.  The field DYN Discount takes a "Y" or "N" Response.  A "Y" response initiates the Dynamic Discounting XE "Discount:dynamic discounting"  routine that would use the pricing plateau levels and discounts that you input on this screen.  Auto Scan means that the programs will always request a Phone Number so that the customer can be added to the mail list database file if you set it up with a "Y" and conversely not if you input a "N". Upon completion strike F8 to save the data and exit simultaneously.

SAMPLE SCREEN 90:  Tax Tables


T A X     T A B L E S 

      SUPPLEMENTAL PARTS TAX RATE: 00.060 

      CLASS CODES AFFECTED BY SUPPLEMENTAL TAX >   ALL? N 

            CLASS CODES >  __0.00       __0.00 

                           __0.00       __0.00 

                           __0.00       __0.00 

                           __0.00       __0.00 

                           __0.00       __0.00 

 MIN. $ VALUE PER TRANSACTION>___0.25  MAX. $ VALUE PER TRANSACTION>___0.50     

 SUPPLEMENTAL MAJOR UNIT TAX : 00.060   SUPPLEMENTAL TAX ACCOUNT : 215.55       

 SUPPLEMENTAL MAJOR UNIT TAX : .06___   SUPPLEMENTAL TAX ACCOUNT : 215.60       

               ALTERNATE TAX : 0.0600 

 ALTERNATE TAX 1 .06765 

 ALTERNATE TAX 2 .06543 

 ALTERNATE TAX 3 .06243 

 ALTERNATE TAX 4 .06213 

 ALTERNATE TAX 5 .06275 

F8 Save Record      F9 Return To system      F10 Help



This screen is accessed by pressing F5 form the Default screen.  The alternate Tax fields are related to the Alternate Tax field in the Customer data Base using Telephone number Code as the key field.

CHANGING XE "Defaults:changing"  MATRIX LEVELS

From the Main Menu make the Accounts Menu selection, then Selection # 2 Vendor Code Maintenance XE "Vendor:add" .  Insert the Vendor Code that you want to assign XE "Vendor:assignments"  a matrix to.  On the bottom left of the screen "Pricing Level" will appear, take note of what price level it uses.  This is the current pricing level.  Strike F8 to exit and proceed.

SAMPLE SCREEN 91: Vendor Code List

* * * V E N D O R    C O D E    L I S T * * * 

VENDOR CODE : 001 

   COMPANY NAME :HARLEY________________________   

         STREET :123 MAIN ST________________________  

           CITY :YORK______________   STATE:PA.   ZIP:18923_____  

   PHONE NUMBER :610.273.6363 CONTACT:JOHN________________  

     FAX NUMBER :610.345.7363  CUSTOMER #:7365343_____________   

          EMAIL :AJACOMP@COMCAST.NET______________ 

      WEB SITE  :WWW.MCMART.COM____________________ 

                 OTC SALES  SERVICE   WTY       INTERNAL   SPEC/O     MAIL/O 

    SALES ACCTS : 320.00    320.10    320.20    320.25     320.30     320.40 

    INVENTORY ACCT :130.00   MATRIX LEVEL :0   LAST PRICE UPDATE: 09/12/2001 

    CLCODE:______ IMAGE CODE:___  PREFIX:___  PART PICTURE:_________________ 

F1 PRINT VENDOR LIST  F2 PRINT LABELS  F3 PREVIOUS VENDOR  F4 NEXT VENDOR 

F5 CLEARSCREEN  F6 PRINT SHORT REPORT  F7 DELETE THE RECORD  F8 MENU 

F9 ACCESS DATE & IMAGES & MATRIX   F10 HELP 



Proceed to the Utility Menu and make Selection # 11-Defaults XE "Defaults"  and Factors Menu, make Selection #  2 to setup the "cost" price matrix or Selection # 3 to setup the "retail" price matrix XE "Price matrix" . Select the Matrix already assigned to the vendor and view it.  Choose to modify this matrix or create a new one for this vendor.  The choice of a cost or retail matrix is designated by making Selection #1  from the Utility Menu.

To modify the current matrix,  arrow down to the pricing levels and percentages to modify, change them, then strike F8 to save. 

If setting-up a new matrix, exit out, select the new matrix to set-up, make the necessary modifications then F8 to save and exit.  Upon exiting return to Vendor Code maintenance and insert the matrix number used as the pricing level in the vendor screen. 

SAMPLE SCREEN 92 : Cost and List Price Factoring 

C O S T    F A C T O R I N G    S C R E E N   

IF COST > $75.00 THEN MULTIPLY BY__ IE:100% MARKUP = 2 MULTIPLIER 

IF COST > $50.00 BUT < $75.00 THEN MULTIPLY BY ____              

IF COST > $25.00 BUT < $50.00 THEN MULTIPLY BY ____              

IF COST > $20.00 BUT < $25.00 THEN MULTIPLY BY ____              

IF COST > $15.00 BUT < $20.00 THEN MULTIPLY BY ____              

IF COST > $10.00 BUT < $15.00 THEN MULTIPLY BY ____              

IF COST >  $7.50 BUT < $10.00 THEN MULTIPLY BY ____              

IF COST >  $5.00 BUT <  $ 7.50 THEN MULTIPLY BY ____              

IF COST >  $2.50 BUT <  $ 5.00 THEN MULTIPLY BY ____              

IF COST >  $1.00 BUT <  $ 2.50 THEN MULTIPLY BY ____              

IF COST >  $0.50 BUT <  $ 1.00 THEN MULTIPLY BY ____              

IF COST <  $0.50 THEN MULTIPLY BY ____

MINIMUM PRICE PER UNIT SALE .___

DEALER # ________

DEALER # ________

DEALER # ________

DEALER # ________

                                             DEALER # ________

F1 DISPLAY DATA    F8 SAVE THE DATA     F10 HELP

L I S T   P R I C E   F A C T O R I N G   S C R E E N    "_" XE "Screens:list price factoring" 
IF LIST > $75.00 THEN MULTIPLY BY__ IE:(+10% = 1.10% MULTIPLIER) 

IF LIST > $50.00 BUT < $75.00 THEN MULTIPLY BY ____%

IF LIST > $25.00 BUT < $50.00 THEN MULTIPLY BY ____%

IF LIST > $20.00 BUT < $25.00 THEN MULTIPLY BY ____%

IF LIST > $15.00 BUT < $20.00 THEN MULTIPLY BY ____%

IF LIST > $10.00 BUT < $15.00 THEN MULTIPLY BY ____%

IF LIST >  $7.50 BUT < $10.00 THEN MULTIPLY BY ____%

IF LIST >  $5.00 BUT <  $ 7.50 THEN MULTIPLY BY ____%

IF LIST >  $2.50 BUT <  $ 5.00 THEN MULTIPLY BY ____%

IF LIST >  $1.00 BUT <  $ 2.50 THEN MULTIPLY BY ____%

IF LIST >  $0.50 BUT <  $ 1.00 THEN MULTIPLY BY ____%

IF LIST <  $0.50 THEN MULTIPLY BY ____%

MINIMUM PRICE PER UNIT SALE .__

DEALER # ________

DEALER # ________

DEALER # ________

DEALER # ________

                                                DEALER # ________

    F1 DISPLAY DATA        F8 SAVE THE DATA         F10 HELP

SAMPLE SCREEN 93: Service Dept Group Classifications

S E R V I C E   D E P T   G R O U P   C L A S S I F I C A T I O N S

                  CATEGORY 1: MOTORCYCLES___________________

                  CATEGORY 2: ATV'S_________________________

                  CATEGORY 3: POWER_EQUIPMENT_______________

                  CATEGORY 4: WATERCRAFT____________________

                  CATEGORY 5: GENERATORS____________________

                  CATEGORY 6: SNOWMOBILES___________________

                  CATEGORY 7: EDGERS________________________

                  CATEGORY 8: SNOWBLOWERS___________________

                  CATEGORY 9: MISC._________________________

F1  Redisplay       F5  Clearscreen       F8 Exit Without Updating 

Update File 



Service department group classifications are used by those who want to group the service department repairs into separate categories.   The above screen is where the categories are input and these categories  appear in the service department module when selecting to allocate to or invoice a service order. The display of the Groups is enabled in the System set #1 by inserting a "Y" in the Service department grouping field.

SAMPLE SCREEN 94 : Table Setup Menu

 * * * T A B L E   S E T U P   M E N U  XE "Table:setup: manufacturer" 

 XE "Table:setup: city" 

 XE "Table:setup: paycode" 

 XE "Table:setup: model" 

 XE "Table:setup: color" 

 XE "Table:setup: repair code" 

 XE "Table:setup: notification code" 
* * *

                   SELECT:_                                                     

                             1. MANUFACTURER TABLE                              

                             2. CITY TABLE                                      

                             3. PAYCODE TABLE                                   

                             4. MODEL TABLE                                     

                             5. COLOR TABLE                                     

                             6. REPAIR CODE TABLE                               

                             7. NOTIFICATION CODE TABLE

                             8. MISCELLANEOUS TABLE

                             9. EXECUTION TABLE

F8 MENU 

Setting up the table XE "Table:codes"  code is very simple.  From the Utility Menu, select # 8, Table Menu.

From the Table Menu, select the program for the table codes XE "Table:codes" 

 XE "Codes:table"  to setup.

The code field requires input of a 1 to 3 character abbreviation for the description of your choice.  The fields attached to the code enable the necessary description information to be displayed when the shortcut code is input.

Codes can be edited, added or removed at any time using these table screens.

SAMPLE SCREEN 95: Repair Code Setup Table

* * * R E P A I R  C O D E    S E T U P    T A B L E * * 

 Repair Code        Description          Repair Code        Description         

    STU          SPRING TUNE UP__       WST         WINTER STORAGE__    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

              F5 ADDITIONAL ENTRY SCREEN      F8 RETURN TO MENU     



The above table is populated by 3 character codes which expand into full descriptions at the Service Order Preparation Screen (Service Menu, #3).  The code input description will be printed out on the completed Service Order Report.

SAMPLE SCREEN 96: Notification Setup Table

* * N O T I F I C A T I O N    S E T U P    T A B L E XE "Notification setup" 

 XE "Service orders:descriptions - order preparation" 

 XE "Service orders:descriptions - repair orders"  * * * 

Repair Code        Description          Repair Code        Description         

    LWF       LEFT MESG WITH WIFE_ LAM         MSG OM ANS/MACH_    

    LWK       MSG AT WORK______       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

    ___          ____________________       ___         ____________________    

              F5 ADDITIONAL ENTRY SCREEN      F8 RETURN TO MENU                 



The above table is populated by 3 character codes which expand into full descriptions at the Service Order Preparation Screen (Service Menu, #3).  The code input description will be printed out on the completed Service Order Report.

PARTS PRICE UPDATE PROCEDURE XE "Master price file:update" 

 XE "Updates:price book" 
SAMPLE SCREEN 97 : Price Updating Menu

P R I C E   U P D A T I N G   M E N U  XE "Parts:file routines" 
         SELECT:_ 

                 1. LOAD ENTIRE MASTER PRICE FILE (compressed file) 

                 2. MERGE UPDATED MASTER PRICE FILE (compressed file)

                 3. LOAD ENTIRE PRICE FILE (uncompressed file) 

                 4. MERGE UPDATED MASTER (uncompressed file) 

                 5. UPDATE CURRENT INVENTORY PRICING (MANUALLY) 

                 6. MERGE MASTER PRICE FILE (MANUALLY)

                 7. SUBS FILE MENU

                 8. COMPARITIVE PRICE FILE MAINTENANCE

                 9. MASTER PRICE FILE PRINTING & MAINTENANCE 

                    F2  Load CD,entire Master 

                    F3  Load CD,modified Price update File 

                    F4  Load CD,Price update File 

                    F5  Upload Zipped File 

                    F6  Upload Modified Zip File 

F8 MENU



This procedure is executed XE "Parts:price update"   XE "Price:updates" 

 XE "Price:files" from the server. You are supplied with 2 sets of diskettes, original and backup, use the original.  The backup set is used if there is a bad diskette in the original set.

The Price Book Label instructions indicate the method of loading.  If instructed to insert prefix, vendor and Class Codes, then enter them at the merge screen prompts. Otherwise, strike <Enter> at the prompts, leaving the fields empty, then proceed as normal.  

From the Utility Menu make Selection # 6 “Load Price List”.   Insert floppy diskette into the default drive, press the keys indicated on the label instructions, then follow the prompts.  When the light comes on at the floppy or CD, it is working.  Each diskette will load into the computer and the program will prompt you to insert the next if applicable.  Continue this procedure until completed.  The program may prompt you that “File exists overwrite it”?  Respond “Y” yes to these queries.  The computer will then automatically execute a program to merge the book and update your current parts inventory XE "Inventory:parts" .  The merge program presents the opportunity to insert your vendor, class and prefix codes.

SAMPLE SCREEN 98:  Master Price Update Merge Program

M A S T E R    P R I C E     U P D A T E    M E R G E    P R O G R A M

_______________________________

ENTER PREFIX IF APPLICABLE: _____

ENTER CLASS CODE IF APPLICABLE: _______

ENTER VENDOR CODE IF APPLICABLE _______

PART NUMBER: _______________CURRENT COST: _____________________

DESCRIPTION: ________________LIST PRICE: ____________________

STAR:_ CLASS:______VENDOR:___ PKG.QTY:___MOVEMENT CODE:__

RECORD NUMBER: ____________PRODUCT CODE: ________

ALTERNATE #:____________________

 F8  Menu    F10  Help



This program merges XE "Master price file:merge" 

 XE "Price:files:merge"  the new file with the current Master Price File.

Prefix,  XE "Prefix codes" vendor and Class Codes are assigned XE "Codes:assigning" 

 XE "Codes:Prefix"  at this screen, in the appropriate fields, prior to the onset of the merging of the files.  The diskette label will indicate the necessity to insert codes.

If code modifications or insertions are not required, then strike the <Enter> key at each prompt, leaving the field empty.  Upon exiting the Vendor Code prompt, the program will begin to merge.

If Class Codes are not to be overwritten, make Selection # 1 from the Utility Menu then Select F5 from the System File screen.  Change the class and vendor override prompts to “N” for no.  The up and down arrow is used to maneuver through this screen.  Once modifications are completed, strike the F8 key to save the changes.  Also, at this screen the default drive, where diskettes are loaded from, can be changed to either A: or B:.

If perchance during this uploading operation a “Fatal Error” XE "Fatal error"  or a disk read error occurs, then make a note of the part number it stopped at or the error message XE "Error:message"  then proceed to the following paragraphs to  proceed with the error recovery.

If you had a “Fatal Error” then press <Esc> once and note error message, then press <Esc> again.  From the Utility Menu  XE "CheckDisk" make the Data Extraction selection.  Insert the part number and press F7 to delete it (make a note of quantity on hand etc. for the number so you may re-enter it upon completion of update.  From the Utility Menu, make Selection # 6 then Selection # 5 (update current inventory manually and LET IT RUN.  If bad data error re-occurs on a new number then repeat the above process as necessary until you have a “CLEAN” file.  When the program has run to a finish it will return you to the Utility Menu.

During the loading process if you get a prompt ABORT:  RETRY: IGNORE: then press RETRY and then retry again for a few times if this doesn’t work then remove the diskette and reinsert it being sure that its in securely.  Then press RETRY again and repeat this procedure a few times.   If you encounter a disk read error, re-boot the computer then restart the process with the backup diskettes, if the problem persists, then call our tech hot line (215-343-6979).  If you can’t reach us then shut the computer off - re-start it and continue with the normal functioning of the computer as it should perform the same as prior to the load attempt.  Notify us of the occurrence as soon as possible.

**IF YOU ARE PROVIDED WITH A DISKETTE LABELED UPDATED PROGRAMS XE "Updates:program"  THEN LOAD THAT FIRST USING SELECTION # 14.

As always; be sure to do a backup prior to any price book loading.
MASTER PRICE ACCESS

SAMPLE SCREEN 99: Master Price File Menu

M A S T E R    P R I C E    F I L E    M E N U

                     SELECT:_

                     1. PRINT MASTER FILE BY PART NUMBER SORT

                     2. PRINT MASTER FILE BY VENDOR CODE SORT

                     3. PRINT MASTER FILE BY CLASS CODE SORT

                     4. MASTER PRICE FILE MAINTENANCE

                     5. MASTER PRICE FILE CLASS & VENDOR CODE MAINTENANCE

                     6.  MASTER PRICE FILE DELETION PROGRAM

                     7. MASTER PRICE FILE NET PRICE MODIFICATION

F8 MENU



1. Print Master Price File part number.

2. Print Master Price File by Vendor Code sort.

3. Print Master Price File by Class Code sort.

4. File maintenance permits the adding, deleting, editing or scanning of any item in your Master Inventory File.

5. Master price file class and Vendor Code maintenance permits the changing of class and Vendor Codes for a specific vendor.

6. Master File Price deletion permits the deletion of vendors from the file.

7. Net price modification permits the adjustment of vendor net prices by a predetermined percentage.

Master price file maintenance XE "Price:maintenance" 

 XE "Maintenance:price file" 

 XE "Price:files"  allows you to directly access the Master Price File to view or modify the part picture.  To access this screen go to the Utility Menu make Selection # 6 (Load Master Price File) then make Selection # 9 (Master Price File Printing and Maintenance), then Selection # 4 (Master Price File Maintenance). 

SAMPLE SCREEN 100 : Master Price Maintenance Program

* *   M A S T E R    P R I C E     M A I N T E N A N C E    P R O G RA M    * *

   PART NUMBER:..._________________

   ALTERNATE  :..._________________                                   USE

   DESCRIPTION:...____________________                     ARROW KEYS

   PRODUCT CODE:.._______                              

   CURRENT COST:.._______                                                  (((  (((    

   LIST PRICE:...._______                              

   CLASS:....______                                                       TO MOVE CURSOR

   VENDOR CODE:...___                                             FROM FIELD TO FIELD

   PACKAGE QTY:...___

                                                 F1 Save Record

                                                 F3 Previous Record

                                                 F4 Next Record

                                                 F5 Clear Screen

                                                 F7 Delete Record

                                                 F8 Return to Menu



Instructions to Delete Vendor from Master Price file XE "Master price file:delete vendor" 

 XE "Vendor:delete from master price file" 
     From the Main Menu, choose #9 Utility Menu, insert password, from the Utility Menu choose #6 then from the Price Updating Menu choose #9, then from the Master Price File Menu choose #6 (Master price File deletion). 

  The Shortcut to reach this Menu is striking the Home Key, then choosing Selection # 20 from the ShortCut Menu.

 At the Master price file deletion screen insert the Vendor Code for the file to be deleted, then strike <Enter>.  The program will run and clear the file of the part records for the vendor and upon completion will perform a recover of the Master Price file to remove deleted records.  Estimated time on this function is about one hour, depending on the size of your files and the speed of your micro processor.

SAMPLE SCREEN 101: Parts File Routines

P A R T S    F I L E    R O U T I N E S

                  SELECT:__

                         1. ADJUST PRICE BY CLASS CODES 

                         2. REMOVE CLASS'S FROM ADJUSTMENT STATUS 

                         3. ADJUST PRICE BY VENDOR CODES 

                         4. REMOVE VENDOR'S FROM ADJUSTMENT STATUS 

                         5. RESET PRICES TO MFG SUGGESTED LIST 

                         6. APPLY MATRIX TO PARTS INVENTORY

                         7. ADJUST "S" STATUS ITEMS

                         8. MODIFY DISCOUNT STATUS BY CLASS CODE 

                         9. MODIFY DISCOUNT STATUS BY VENDOR CODE

                        10. SET RE-ORDER QTY. BASED ON "YTD" SALES 

                        11. DELETE VENDOR FROM PARTS INVENTORY 

                        12. BUILD OBSOLETE PARTS LIST 

F8 MENU

DATA EXTRACTION XE "Data Extraction" 
SAMPLE SCREEN 102: Data Extraction Menu

D A T A    E X T R A C T I O N    M E N U 

                  SELECT:_ 

1.  SERVICE CUSTOMER MAINTENANCE  XE "Maintenance:service customer"    

                         2.   UNIT PURCHASER MAINTENANCE  XE "Maintenance:unit purchaser" 
                         3.   COUNTER CUSTOMERS MAINTENANCE  XE "Maintenance:counter customers" 
                         4.   PARTS FILE MAINTENANCE  XE "Maintenance:parts file" 
F8 MENU



Data extraction menu has been expanded to include data extraction/maintenance for all the large data files.  These programs are special in the way they permit the cleaning of corrupt data from files.

COMMAND EXECUTION

SAMPLE SCREEN 103: Execution Table

* * *  E X E C U T I O N     T A B L E  * * *  XE "Command execution" 

 XE "Execution:commands" 
   AJA___________________________    CRUNCH_____________________   

   EDIT__________________________    FORMAT A:/U/C_______________   

   COPY A:*.*____________________     PKZIP________________________   

   PKUNZIP______________________    REN__________________________  

   STRIP_________________________     PCSWP21_____________________   

   LL3___________________________     ______________________________   

   ______________________________      ______________________________   

   ______________________________      ______________________________   

   ______________________________      ______________________________   

   ______________________________      ______________________________   

   ______________________________      ______________________________   

   ______________________________      ______________________________   

   ______________________________      ______________________________   

   ______________________________      ______________________________   

   ______________________________      ______________________________   

   ______________________________      ______________________________   



The Command execution Table is where commands are added or subtracted to the screen that appears at the command execution screen.

The Utility Menu provides a window directly into the “DOS” operating system and “help” for any “DOS” command you need information on.  Making Selection # 9 from the Utility Menu will provide access to the DOS help menu.  General help and a list of all “DOS” commands XE "Execute DOS commands"  can be accessed by striking F10.  Specific information on an individual command can be reviewed by inserting the command name that you want information on at the cursor prompt, then striking <Enter>.  The “DOS HELP” system will display specific information on the inserted command.

Once information is reviewed on the “DOS” command that you want to use you can then make Selection # 10 (execute DOS commands) from the Utility Menu to invoke the command.  This command entry feature is not limited to “DOS” commands as other commands to startup other programs can now be executed from within the AJA program.  For instance:  if you have installed a tape drive then the tape software could be activated directly from AJA without having to return to the “DOS” C:>prompt.  In fact, virtually every command that would normally be executed from the C:>prompt can be activated from within the system.

For example,  if you wished to edit a text data file, you could insert EDIT (filename) at the cursor, which would invoke a “DOS” file editor and permit you to edit the text file.  The “DOS” editor is very similar to a word processor.  The only limitation on the execution of a command is the memory  requirements of the actual command issued and the amount of memory your computer has and how it uses it.  If the memory requirements are too large then an error will occur, such as “out of memory” or the computer will lock up and need to be rebooted.

SAMPLE SCREEN 104: Command Execution Utility

Select:__      C O M M A N D   E X E C U T I O N   U T I L I T Y

1.AJA___________________________    2.CRUNCH____________________________   

 3.EDIT__________________________   4.FORMAT A:/U/C_____________________   

 5.COPY A:*.*____________________    6.PKZIP_____________________________   

 7.PKUNZIP______________________   8.REN_______________________________   

 9.STRIP_________________________   10.PCSWP21___________________________   

11.LL3___________________________  12.P2F_______________________________   

13.WHERE_______________________   14.ZIP2EXE___________________________   

15.QRECOVER____________________  16.QRECOVER PART.DAT______________ 

17.QRECOVERCYPARTS.DAT______  18.QMAINT____________________________   

19.Q-CLEAN____________________     20.QNECOLOR__________________________   

21.CDT_________________________     22.DIR_______________________________   

23.TYPE________________________     24.ALL_______________________________   

25.NEWALL_____________________     26.PKUNZIP A: NEW C:________________   

27.DIR A:_______________________     28.QRECOVER JNL11.DAT_____________   

29.QRECOVER JNL111.DAT ______     30.QRECOVER JNL1111.DAT_____________   

31._____________________________     32.__________________________________   

33._____________________________     34.__________________________________   

35._____________________________     36.__________________________________   

37._____________________________     38.__________________________________   

 COMMAND TO EXECUTE:>>>>>>>>_________________________________________  

 F1 Select Command  F8 Menu 



Command Execution Utility permits the execution of commands at the operating system level.  This is especially helpful during telephone technical support.  

Commands can be typed in directly at the “Command to Execute Prompt” or by pressing  F1  then selecting the number corresponding to the command to be executed, then striking <Enter> to move the command to the command line and <Enter> again for execution.

SAMPLE SCREEN 105: Customer Maintenance Menu

C U S T O M E R    M A I N T E N A N C E    M E N U XE "Customer:maintenance menu" 

 XE "Maintenance:customer maint menu" 
                  SELECT:_

                        1.  SERVICE CUSTOMER MAINTENANCE XE "Maintenance:service customer" 
                        2.  UNIT PURCHASER MAINTENANCE XE "Maintenance:unit purchaser" 
                        3.  COUNTER CUSTOMERS MAINTENANCE XE "Maintenance:counter customers" 
                        4.  ZIP CODE MAINTENANCE XE "Maintenance:zip code" 
                        5.  AREA CODE MODIFICATION XE "Maintenance:area code" 
                        6.  AREA CODE DELETION

                        7.  COUNTER DATA BASE SYNCHRONIZATION XE "Synchronization:counter database" 
                        8.  SYNCHRONIZE SERVICE DATA BASE XE "Synchronization:service database" 
                        9.  SYNCHRONIZE UNIT PURCHASER FILE XE "Synchronization:unit purchaser file" 
PRESS <((  FOR MENU



Selections 1 through 3 maintain the databases XE "Databases:modification" 

 XE "Databases:customer"  by permitting modification, deletion or addition.

Selections 4 through 6 modify or delete the area code XE "Area code"  or permit changing the zip code XE "Zip code maintenance" .  The file that is modified is the counter customer file with the customer telephone number as the key field.

Selection # 7 scans the counter customer data base correcting information that was input improperly, such as city, and state.  The file is compared to the Utility Menu table data.

Selection # 8 synchronizes the service order file XE "Service order:file synchronization" 

 XE "Service order:file synchronization"  with the counter file, matching city and state information.  It will also populate the customer database with any records that do not have a match.

Selection # 9 synchronizes the Major unit data base XE "Major unit:file synchronization"  with the counter customer base.  It will also populate the customer database with any records that do not have a match.

CONSUMER LOAN CONTROL XE "Loans:customer" 
The consumer Loan program is located in the Utility Menu.  It is a program designed to record and track consumer loans.  There are no accounting functions attached to this program.  It’s purpose is to document consumer loans and credits received against those loans.

SAMPLE SCREEN 106: Consumer Loan Control
C O N S U M E R    L O A N    C U S T O M E R S

LASTNAME:___________________MI: __   FIRSTNAME: ___________________

       STREET_________________________________________________

       CITY____________________________ STATE: ___    ZIP:________

PHONE NUMBER:___-___-___    NEW OR USED?___ SER.NO:_____________

           YEAR:________MAKE:_________MODEL:______________

           LOAN  DATE: 03/17/2000              AMOUNT:_____________   

           LOAN.CO.:____________________TERM:_____ MONTHS

PAYOFF DATE: 03/17/2000            MONTHLY PAYMENT:_______________



F1  PRINT LOAN REPORT   F3  PREVIOUS RECORD   F4  NEXT RECORD   

F6  CLEARSCREEN      F7  DELETE    F8  MENU

CO-OP CONTROL XE "Co-op advertising" 
Co-op Control Program is located in the Utility Menu.  It is a program designed to record and track co-operative advertising claims submitted for credit.  There are no accounting functions attached to this program.  It’s purpose is to document submitted claims and credits received against those claims.

SAMPLE SCREEN 107: Co-op Control

C O - O P   C O N T R O L 

       CLAIM NO:_____________ VENDOR:_________________________________

      SUBMIT DATE: 03/17/2000       AMT.CLAIMED_________________

AMOUNT RECEIVED:_________________ DATE RECEIVED: 03/17/2000


F1 PRINT REPORT  F5 CLEARSCREEN  F7 DELETE THE RECORD   F8 MENU
SAMPLE SCREEN 108 : Inventory Valuation Menu

I N V E N T O R Y   V A L U A T I O N   M E N U XE "Valuation" 

 XE "Inventory:valuation"  

                  SELECT:_ 

                         1. END OF MONTH TALLY 

                         2. END OF YEAR TALLY 

                         3. INVENTORY VALUATION ADJUSTMENT (AVG.COST)           

                         4. INVENTORY VALUATION ADJUSTMENT (COST)               

                         5. INVENTORY TALLY                                     

                         6. INVENTORY TALLY - DETAILED                          

F8 MENU  



1.  End of Month Tally  performs calculations on the current parts inventory files providing tallies based on Qty on hand, current cost and average cost.  This program automatically executes when the Monthly Valuation and Update Program is selected from the End of Menu.
Additionally, this program clears the sales history from the “MTD” month to date sales field, clears the monthly journal and updates the annual journal.

2.  End of Year performs calculations on the current parts inventory files providing tallies based on Qty on hand, current cost and average cost.  This program automatically executes when the Yearly Valuation and Update Program is selected from the End of Period Menu. 

Additionally, this program clears the sales history from the “YTD” year to date sales field, clears the Annual Sales Journal and updates the prior year journal.

3.  This program provides a method to revalue the inventory file as a percentage of current cost.

4.  This program provides a method to revalue the inventory file as a percentage of average cost.

5.  This tally is the same as end of month/year, however, nothing is updated.  This is the program to use when an inventory valuation is wanted.

6.  This program provides a screen detailing, by vendor, valuation of the inventory file.  It displays up to 44 vendors imported from the vendor.

SAMPLE SCREEN 109 : End of Month Tally Screen
 XE "Inventory:parts tally" P A R T S    I N V E N T O R Y    T A L L Y XE "Parts:inventory tally"                         

CODE  ACCT.       VENDOR                   AVG.COST     CUR.COST

001  130.00  ______HONDA ________  _____382.44  _____416.20                       

002  130.50  ____HONDA PE________  _____335.43  _____362.83                       

003  131.00  ____YAMAHA__________  ____9065.55  ____9730.73                       

004  130.50  ____YAMAHA ACC______  ___13679.03  ___14971.71 

005  138.50  ___KAWASAKI_________  _____262.16  _____262.16 

006  134.50  ____SUZUKI__________  ____1285.44  ____1293.89 

272  132.00  ______HERSCHEL______  ____4478.10  ____5067.33                       

384  138.00  _____J & M MFG______  _______1.51  _______1.89                       

385  131.50  _______KOHLER_______  _____519.63  _____568.61                       

386  138.00  ______KEWANEE_______  _____210.14  _____351.54                       

400  138.00  LAFAYETTE WHARHOUSE_  ____1694.59  ____1808.50                       

440  135.50  _______TEDDS________  ___________  __________                       

467  133.50  _M & W GEAR COMPANY_  ____3077.70  ____3633.26                       

470  135.50  MUSTANG MANUFACTURIN  ____3830.00  ____4177.03                       

550  134.00  ______TUCKER________  ____6119.81  ____6496.35                       

700  135.50  ____PARTS UNLIMITED_  _____339.29  _____423.99                       

892  138.00  ___GENERAL PARTS____  __139663.51  __167337.07                       

              INVENTORY TOTALS > > __184944.33  __216903.09                       

ON HAND QTY =10281

TOTAL RECORDS=38006    

MTD SALES=890.38

 PRESS F8 FOR RETURN TO MENU
 F10 HELP   



Both the end of the month  and end of year tally screens are populated by the Vendor Codes and vendor inserted at the vendor screen in the Defaults & Factors Menu, Selection # 11 from The Utility Menu

SAMPLE SCREEN 110 : Inventory Revaluation Program by Avg Cost

***  I N V E N T O R Y   R E V A L U A T I O N   XE "Inventory:valuation:by avg cost" ***

P R O G R A M   B Y   A V E R A G E   C O S T

Last Buy Date..........__________                 

Value Reduction Percentage..........__ %            

Part Number...                                      

F5  Clear screen      F8  Return To Menu      F10  Help


 This program enables the readjustment of the value of parts and accessories inventory by adjusting the average cost of the item which is used as the "cost of sale" in calculating profit.  This procedure establishes inventory valuations for average inventory cost by reducing average cost by the specified percentage after the start date or globally,  it is used to adjust inventory value when it is felt to be too high using average cost valuation method.  Another function of the program is to reduce the average cost of items purchased prior to a specific start date for an accounting cost mark down of older parts. The program recalculates values and updates the average cost with the adjusted price thus reflecting the updated average cost for the date range specified. The program is initiated by inserting the start date, followed by the percentage reduction to the average cost to reflect the updated average cost. 

SAMPLE SCREEN 111 :Inventory Revaluation Program by Current Cost

***  I N V E N T O R Y   R E V A L U A T I O N  XE "Inventory:valuation:by current cost" ***

P R O G R A M   B Y    C U R R E N T   C O S T

Last Buy Date..........__________                 

Value Reduction Percentage..........__ %            

Part Number...                                      

F5  Clear Screen      F8  Return To Menu      F10  Help



This program enables the readjustment of the value of parts and accessories inventory.  It is normally run immediately after the initial inventory input has been completed to establish a average cost.  This procedure establishes inventory valuations for average inventory cost by calculating the average cost as a percentage of current cost.  This program is used when your inventory value is inflated due to the entry of inventory pricing at current cost due to the fact that some of the inventory was previously purchased at a lesser cost than the most recent current cost. You choose the % of markdown to reflect actual cost and this actual cost/average cost is used from this time forward as the cost of sale for parts sold.  To file can be adjusted globally or by date. This program is begun by inserting the start date followed by the percentage reduction to the current cost to reflect the updated average cost which becomes the cost of sale from this time on.

End of Month Tally  performs calculations on the current parts inventory files providing tallies based on Qty on hand, current cost and average cost.  This program automatically executes when the Monthly Valuation and Update Program is selected from the End of Menu.

Additionally, this program clears the sales history from the “MTD” month to date sales field.

SAMPLE SCREEN 112: Inventory Tally - Detail

I N V E N T O R Y   T A L L Y  - D E T A I L
VC  VENDOR      AVG.COST   CUR.COST    VC  VENDOR   AVG.COST  CUR.COST  

027 AGRI-TEC_    _382.44  __416.20     070 BRIGGS___  _335.43 ___362.83

071 BURNS IND   _9065.55  _9730.73     075 BUSH HOG  13679.03 _14971.71

175 THE LELY    __262.16  __262.16     200 GREAT DAN  1285.44 __1293.89

272 HERSCHEL    _4478.10  _5067.33     384 J & M MNF  ___1.51 _____1.89

385 KOHLER      __519.63  _​_568.61     386 KEWANEE    _210.14 ___351.54

400 LAFAYETTE   _1694.59  _1808.50     444 MASSEY FE  67126.29​_86257.70

467 M & W GEA   _3077.70  _3633.26     470 MUSTANG M __3830.00__4177.03

622 RHINO       _6119.81  _6496.35     623 NOT IN US  ____0.00_____0.00

660 SCHAFF SA   __339.29  __423.99     665 SIMPLICIT __5244.39__5941.35

689 SULPHER S   _1841.69  _1842.13     693 TISCO     _18452.52_20911.12

699 RICH MANU   __295.11  __295.11     717 PERKINS   __3858.34 _4951.82

817 WOODS       _1036.31  _1161.55     855 GREENF    ___672.81 __582.79

898 U/TO        14611.55  15907.19     899 MISC VEND _26531.90 29486.31

999 ROUDEBUSH   ___18.00  ___18.00     ___ _________ ________ _________     

___ _________ __________  __________   ___ _________ ________ _________     

___ _________ __________  __________   ___ _________ ________ _________     

___ _________ __________  __________   ___ _________ ________ _________     

___ _________ __________  __________   ___ _________ ________ _________     

___ _________ __________  __________   ___ _________ ________ _________     

___ _________ __________  __________   ___ _________ ________ _________     

___ _________ __________  __________   ___ _________ ________ _________     

___ _________ __________  __________   ___ _________ ________ _________     

___ _________ __________  __________   ___ _________ ________ _________

___ _________ __________  __________   ___ GEN.PARTS ____0.00 ____0.00     

TOTALS >>AVG. COST:_184969.73  CURR.COST:_216921.09 

 F8 MENU 

This program calculates the inventory values for as many as 44 vendors.  This screen is populated by the vendors listed in the vendor file in the accounts menu.  The vendors in that file may be added, deleted, juxtaposed to change the order of display on the above screen.  This program permits the entry of the beginning vendor, or strike <Enter> to begin with the first vendor (lowest numerical value).

This program calculates the parts inventory and displays the average and current cost for each vendor providing a total inventory value.  Upon starting, the program fills the screen with Vendors from lowest Vendor Code to highest then rests the cursor at the first Vendor Code field.  Strike <Enter> to accept the beginning Vendor Code or overtype with a different Vendor Code to start the inventory valuation from a different Vendor Code.  The screen is populated from the Vendor file therefore modifying the Vendor file determines the amount of Vendors displayed for tally.  Simultaneously pressing "Shift" and PrtScn" sends a copy of the screen to the printer. This program does not execute end of period data file procedures. Simultaneously pressing "Ctrl"+C prematurely terminates the program.
SAMPLE SCREEN 113: Transaction Journal Maintenance

T R A N S A C T I O N   J O U R N A L   M A I N T E N A N C E

            SELECT:_                                                            

                   1. REMOVE FROM DAILY SALES JOURNAL                           

                   2. REMOVE FROM MONTHLY SALES JOURNAL                         

                   3. REMOVE FROM SERVICE ORDER ALLOCATIONS                     

                   4. DAILY TRANSACTION JOURNAL MAINTENANCE                     

                   5. MONTHLY TRANSACTION JOURNAL MAINTENANCE                   

                   6. PRINT MONTHLY MINI TRANSACTION JOURNAL                    

                   7. PRINT MONTHLY SUMMARY TRANSACTION JOURNAL                 

                   8. PRINT MONTHLY DETAIL TRANSACTION JOURNAL                  

                   9. MAJOR UNIT RETURN  



MAJOR UNIT RETURN XE "Unit:return" 

 XE "Major unit:return" 

 XE "Returns:major unit" 
PROCEDURE FOR RETURN OF A SOLD MAJOR UNIT TO INVENTORY

From the Utility Menu make Selection # 17 - Transaction Journal Maintenance

SAMPLE SCREEN 114: Major Unit Return

M A J O R   U N I T   R E T U R N 

STOCK NUMBER: ________

    LASTNAME: _______________ MI: ___  FIRSTNAME: ____________ 

    INVOICE #: ____________    INVOICE POSITION : __   

           STREET: _______________________  CITY: __________________  

           STATE: ___ ZIP: __________  NET $: _________ RESALE $: _________ 

NOTES:_________________________________________________________________ 

    PHONE NUMBER:  -___-___-____  SLSPRSN: __   PAYCODE: _   ACTIVE: _ 

GROUP: _     SALE DATE: __/__/____   YEAR: ____  NEW OR USED: _  MILEAGE: ________                     EXT WARRANTY AMOUNT $: _______ 

    MAKE: ____________________              MODEL: ____________________ 

   ENGINE NO: ____________________     SERIAL NO: ____________________ 

F7 Delete The Displayed Record, Remove from Journal, Reinventory Unit

F3 / F4  Prior/Next Stk # search          F8 Menu           F10 Help

The key field for this screen is the Stock Number for the unit sold. Pressing F7 after Inserting the Stock # for the returned unit initiates the return process of deleting the customer from the purchasers data base, simultaneously removing the transaction from the Daily and Monthly sales journals, deleting A/R transaction and adding the unit back into the inventory file. If a parts sale was included in the major unit purchase then the sold parts are incremented to inventory and the month to date and year to date sales are decreased by the returned quantity.  If multiple units are on the returning invoice then each Stock number needs to be input and processed separately to complete the return. Upon completion, the Unit Maintenance screen automatically displays the re-inventoried Unit for the purpose of updating the record to reflect any changes necessary to make the record current.

DATA FILE MAINTENANCE XE "Maintenance:data file"  ROUTINE

The following are Data Maintenance routines XE "File:maintenance"  that will enhance the performance of your computer system.  They can be executed as often as you wish.  You will also use this routine if you get a disk "IO" error XE "IO error" . XE "Recover data files:disk IO" 

 XE "Error:IO" 
File maintenance XE "Data file:maintenance"  should include the following procedures:

This should be done every few weeks.

1)  Make Selection # 2 from Utility Menu every week to verify your data file indexes and file pointers.  This is best done prior to going home in the evening.  First make sure there are no thunderstorms in the area, then make Selection # 2 from the Utility Menu and your files will be re-index XE "Re-index" ed over night. The re-indexing routine takes from 1/2 hour to a few hours depending on the type of computer and file size.  You can run this program as often as you wish.  This procedure will also enhance the speed of your file access which is another reason not to hesitate to use it.  Once you have initiated this re-indexing procedure you must let it run to completion.  Also the re-indexing procedure should be done if you encounter any surges XE "Surges" , spikes, or brownouts or if your computer is shut off prematurely; i.e. when not at the C:> prompt or someone pulls the plug on the computer.  Network users should run this program on the server without any simultaneous activity on the workstations.  A schedule should be set up to always do the above file maintenance immediately prior to doing end of month routines. XE "End:month" 

 XE "Month:end" 
2)  On rare occasions that corruption appears in the form of error messages XE "Error:message"  such as "Bad data in field" or if you retrieve a record and see the information skewed all over the screen you need to "Clean" and "Rebuild" the files by going to the Daily Accounting Menu, Selection # 4 from the Main Menu, then Selection # 1, Daily Sales Journal Menu, then Select F1 Recovery Menu.  Selection # 6 from the Recovery XE "Data file:recovery"  Menu will permit the selection of individual files and 7 will do all the files.  Network users need to execute this program from the server.

3)  Make sure you always swap out your backup diskettes XE "Disk:backup"  once a month and replace them with new fresh ones as they develop read errors when they get overused.

Clean & Recover Data File Instructions XE "QClean" 

 XE "Data file:clean" 

 XE "Clean:data files" 
   
From the Main Menu, select #4 (Daily Accounting Menu), then from the Daily processing Menu select #1 (Daily Sales Journal Menu),From the Daily Sales Journal Menu, Press Key F1 (recovery Menu),  from the Recovery Menu select #7 (Clean & Recover all Data files)


You can also use the Shortcut to reach this Menu by striking the Home Key, then choosing Selection # 30 from the ShortCut Menu.

 
This program is executed from the Server, with all Work Stations residing at the Master Menu or Windows desktop.


Inventory Control Backup should be executed prior to operation of this Utility Program.   The function of this program is to clean the data files of any corrupt data and deleted records then rebuild new and faster indexes.

WINDOWS ScanDisk

1 From the windows desktop, Click Start, a list will open, click Programs, from the next list, Click Accessories then choose System Tools then ScanDisk.

2 The ScanDisk dialog box will open.  Click the C: drive option.

3 Select the type of scan you want to run, we suggest you choose “Thorough” by Clicking the box.

4 Click the box next to “Automatically fix errors”, so that a check appears in the box.

5 Click Start to begin the program.

WINDOWS DEFRAG 

A file is fragmented when it becomes too large for your computer to store in a single location on a disk. When this happens, your computer splits the file up and stores it in pieces. You can use fragmented files, but it takes your computer longer to access them.

Disk Defragmenter speeds up disk access by rearranging the files and free space on your computer, so files are stored in contiguous units and free space is consolidated in one contiguous block.

To speed up your hard disk by using Disk Defragmenter

1 From the windows desktop, Click Start, a list will open, click Programs, from the next list, Click Accessories then choose System Tools and then Disk Defragmenter. 

2 The Disk Defragmenter dialog box will open.  The program will usually default to the  C: drive option, if not, Click the small down arrow and Click the C: drive option then click OK.

3 A second dialog box will open to confirm your choice.  Click Start to begin the defragmenting process.

Tip


While Windows defragments your disk, you can safely use your computer to carry out other tasks. However, your computer will operate more slowly. To temporarily stop Disk Defragmenter so you can run other programs at full speed, click Pause.

COMPUTER MAINTENANCE XE "Computer:maintenance"  

I. You should maintain XE "Maintenance:computer"  the ambient air temperatures in the area around the computer as indicated below:

A. Temperature 68 to 78 degrees F.

B. Humidity 40% to 60%. 

II. You should maintain a clean environment for the computer as indicated below:

A. Keep room clean and free of dust or moisture.

B. Enforce NO SMOKING compliance.

III. You should maintain the electrical requirements for the processor and all peripheral XE "Peripherals"  units.

A. Maintain a "clean" line for the computer.  Do not have it on the same circuit as devices drawing large current amounts.

B. Beware of voltage surges XE "Surges" , spikes and brownouts.  They will damage your hardware and destroy your data and program files.

C. If voltage is questionable, then consider a surge XE "Computer:surge protection"  protection device and or a backup power supply.

IV. The above recommendations are optimal suggestions and we realize that they may not be able to be implemented totally.  We do hope you will use them as a guideline in you computer maintenance routine.

COMPUTER SURGE PROTECTION XE "Computer:surge protection" 

 XE "Surges" 
1.  Life in the Electronic Age:  Today, more than ever, we find ourselves in a world of electronics.  We balance our checkbooks on personal computers, watch our favorite movies on the VCR, and rely on automated appliances for almost all our household needs.  Electricity is certainly an integral   part of our life....and you probably did not know that the   very electricity that powers your sensitive equipment can also destroy it!

2.  Surges and Spikes...Hostile Charges:  In theory, electricity flows in a smooth, steady current.  In reality, you receive your power in spurts.  Momentary electrical jolts of 6000 volts called spikes and longer voltage overloads of 3000 volts called surges can bring irreparable damage to your electronic equipment.  Surges and spikes cause semiconductor transistor damage that shorten component life, generate erroneous data output and wipe out stored data altogether.  These electrical disturbances occur upwards of 2000 times a year in the average home, and they can be triggered by lightning XE "Lightning" , blackouts, even switching on a light.  Whoever thought that flipping on the bathroom light could spell disaster for your stereo?  Other noisy disturbances like electromagnetic interference (EMI) caused by garage door openers and radio frequency interference (RFI) triggered by alarms or passing aircraft can bring additional havoc to sensitive electronic products.  Bell Labs has reported the following as the typical number of AC power fluctuations in an average month:  1 blackout, 14 brown-outs, 51 spikes and 63 surges.

3.  Voltage Surge Suppressors XE "Surge protector"  to the Rescue:  Hold everything there's a way to protect your equipment from hostile electrical charges.  Voltage surge suppressors provide a buffer that absorbs surges and spikes before they can reach your electronics...some models also include filters to help block out bothersome electromagnetic and radio frequency interference.  Voltage surge suppressors are convenient and  easy to use.  You simply plug the device into a standard wall outlet, and then plug your electrical equipment into the voltage surge suppressor.  It's business as usual until  a dangerous electrical surge occurs.  Then the voltage surge suppressor acts to absorb any excess voltage.  Surges and spikes bite the dust, and your equipment is delivered a safe and constant flow of power.

 INVENTORY CONTROL BACKUP

An Inventory XE “Backing Up:inventory”  Control XE “Inventory:control backup”  Backup XE “Backing up”  can be directed to Drive A: or B: as the designated target drive.  Currently, the default is drive A: ;  XE “Disk:backup”  many users want to use drive B: for an other backup device.  To set up the software follow this procedure from the C:> type in Master then strike <Enter>, the install screen will appear, use the down arrow to the field that you want to modify, insert your password, company name etc..  The partitioned drive XE “Partition”  prompt must have either a “Y” or “N” in the field, “Y” for partitioned harddrive and “N” for non-partitioned.  At the field “Backup Drive” insert either an A or B, indicating which drive you want to backup to.  At the default drive prompt insert the letter designation for the drive that the programs are located and the Data Drive prompt insert the letter designation where the data files are located.

After the modifications are complete, strike <Enter> to return to the C:>.

SAMPLE SCREEN 115 : Installation Screen

* * * *   I N S T A L  L A T I O N    S C R E E N  * * * *

   PASSWORD :  ___PW____

   PASSWORD2: ___PW____

        HOST: WIN_

   Company Name: ________________________________________

   Street Address: ______________________________

   City: _________________________             State: ___   ZIP: __________

   Partitioned Drive: N

   Default Drive : C   Data Drive : C      Backup Drive : A

   Fast Backup : Y

<Enter> - Record Data

F0 - Return to System       F1 - Redisplay Screen



The installation screen is accessed by inserting the command “master” at the C:> prompt, root directory, then striking <Enter>.

DATA BACKUP PROCEDURES

Data files should be backed up daily, the time you fail to backup your data is when (it seems) that a data loss occurs.  Backups XE "Data file:backup"  are insurance against data loss in the respect that if a data loss occurs then you have a copy of all your files to restore XE "Restore disk"  to your computer.

It is vitally important that you make daily backups of your data files by making the Inventory Control backup selection from the Master Menu.  If you have a multiuser computer system then always make sure your backups are made from the server (main computer with the hard drive  XE “Hard drive:backup” in it) with work station screens returned to the Master Menu or turned off.  The idea of a backup is that you will have a copy of your data files available in the event an unfortunate occurrence of some type occurs that erases your current data files.  If there are no backups available then it will be a very expensive and time consuming process to re-input your data files into the computer.  You most likely will have to re-enter each and every piece of information back into the computer again via the keypad or possibly have some expensive data recovery XE “Recover data files:disk IO” 

 XE “Recover data files”  techniques used to restore the lost data XE “Data file:recovery” .  Either situation can be avoided by following a simple backup procedure religiously.

To backup your computer you should first have on hand a box of High Density  or 3.5” diskettes XE “Disk:backup” .  Follow the prompts and it will walk you through the formatting procedure.  

The backup procedure we suggest is as follows:  take formatted diskette or diskettes (according to how many you need) and label one set “odd” and one set “even”.  On an odd day use the diskettes marked “odd” to backup.  On an even day use the diskettes marked “even” to backup.  At the end of the month XE “End:month”  remove the diskettes corresponding to the month and replace them with new diskettes.  I.e.:  January (1)=odd, February (2)=even, March (3)=odd etc.  Take the diskettes that you removed out of circulation and archive them off site like at your home or someplace else so that in case something drastic happens to your place of business you will still have a large amount of your data information in a secure place.  Do this backup procedure daily without fail, even twice daily at noon and the end of the day would be very good.  Remember the more current you keep your backup data the better for you in case of emergency.

Some additional advice is as follows:  during an electrical storm - unplug the computer, never shut the computer off without returning to the “C:>” first.  Do not stand on your computer.  Do not drop it.  Clean it once in a while and try to keep dirt out of it.

HORROR STORIES!!!  Brace yourself.  Be prepared for some tales that’ll make your flesh creep and your blood run cold.  The problem comes about in many ways.  Inadvertent command error.  System breakdown.  Power source failure.  Whatever.  The problem is data loss.  And it led to these true-to-life stories of unending horror that could make you start regretting every moment you forgot to back up that important data of yours.  Read’em and weep…Once upon a time there was a guy, let’s call him Joe, who set up shop in the market research business. He had a very small office one corner of which was set aside for his computer.  Then one evening Joe got a visit from the data-crash monster.  It happened like this.  When he worked on the computer Joe kept his diskettes next to him…in a shoe box, on top of a covered trash bin which doubled as a table top until he could get around to finishing the furnishings.  Each night before he left, he put the shoe box away in the desk drawer.  Every night but one.  Nearing completion of his first major research project one evening Joe went home without remembering to take the diskettes off the trash bin.  The cleaning people took his diskettes out with the trash.  Oh, Joe was able to duplicate it, all right.  In a mere three months.  Joe now backs up everything but the laundry marks on his shirts.

So the monster got discouraged and went on to other victims. Kurt, a playwright, was working on the last act of his new play, which had been in rehearsal for six weeks.  After various rewrites,  Kurt was still agonizing over the right ending.  Two days short of opening night, Kurt finally came up with the ending he wanted.  He sat down to his computer and cranked it out.  After a few hours, when it was just about finished, the phone rang.  As he reached over to pick up the phone he somehow kicked the plug to the computer, and out of the socket it came.  (Kicking out plugs is one of the monster’s specialties.)  Crash.  That was the end of the ending.  Devastated because he knew he could never in a million years recreate it, he called the director and quit the show.  The show never did open.

Always abide by these principles:  (1) If an error message XE “Error:message”  or processing abnormality (abnormal time, number of disks, etc.) occurs during backup, regard that backup attempt as worthless Page unless an “expert” advises you otherwise.  (2) Don’t use the same disks each time you back up.  You’d have neither usable hard disk files nor usable backups if you got “read error” while backing up onto your only floppies.  Use several sets in a rotating series such as the one outlined below.  (3) Always keep multiple current backup sets off of the premises, following a transfer plan like that below.  (4) Physically label each diskette (not the case or envelope in which you store it) with the set name and last backup date.  If allowed for in the backup procedure, key in the included data and date.

Here’s a rotation plan that will work for many end users.  Label daily sets MON., TUE., WED., THUR., and FRI., and two month-end sets as ODD and EVEN.  At the end of each month, make the ODD or EVEN monthly set (in addition to your daily backup) just before running your month end routines.  Keep both sets off of the premises except on the day they are needed.  Each day you will want to have on the premises not only the daily set on which you are going to back up at the end of that day, but the backup set which you made yesterday, in case you have to restore it.  This is the minimum on-site requirement.  You may also wish to have on the premises the backup set you made the day before yesterday, in case there’s a flaw in yesterday’s set or it contains the data file problem the restoration is to erase.  You may also wish to bring in backup sets the day before they are to be used, so that if the keeper forgets or is out sick the next day the backup routine can proceed. If you follow this plan, when you go home on, e.g., Friday night, you’ll leave in the office the FRI backup set which you just made and also the THUR set, as the previous backup, and the MON set which you brought in that morning.  You’ll take home the WED set, which now represents the third most recent backup. The TUE set will already be home.  During the day Friday, the TUE set will have been the only daily set off of the premises.  (The two monthly sets will also be there).  If this bothers you, you can still get the benefit of having the two most recent backups on-site plus the “day early” bring-in by making a second “weekly” backup on Friday on alternate sets of tapes or diskettes.

BACKING UP

Just like washing dishes and huffing through sit-ups, backing XE “Backing up”  up your computer is one of those chores that we don’t always enjoy, but still have to do.  If you aren’t in the habit of backing up daily, or at least every other day, you may have cheated luck this far, but your day is coming.  The first time your computer fails or you enter bad data during data entry, you’ll be glad you took the time to learn good computer operating habits.

You should have at least two sets of backup XE “Data file:backup”  diskettes XE “Disk:backup” .  Three or four sets are used by many businesses.  Using multiple sets is like an insurance policy.  If by chance your last backup is corrupt, you can use the previous one, or the one before that.  An example of a backup routine using three sets of diskettes might be as follows:

Day 1 - Back up on set 1

Day 2 - Back up on set 2

Day 3 - Back up on set 3

Day 4 - Back up on set 1

Day 5 - Back up on set 2,  etc. 

You might consider making an extra set of backups before you run end-of-period processing, end-of-year processing, or purge history files.  That way even if you don’t have previous years’ history on your hard disk, it isn’t lost forever.

Backing up before posting might be something you want to consider to avoid the possibility of posting a batch in error or posting XE “Accounts:posting”  a corrupt batch.  If you have a problem, you can restore and reenter your batch again.

Once you have your program files backed up onto diskettes, you shouldn’t need to back them up everyday-only if you upgrade to a newer version.  

Your data files are the files you should be concerned with backing up daily.

Backing up is very simple to do.  From the “AJA” Management System master menu make the Inventory Control backup selection.  After a short compression period you will be prompted to insert diskettes until finished.  Upon completion you will be returned to the master menu.

It’s inevitable that at some point you’ll have to restore your backups.  That’s just part of owning a computer.  Restoring diskettes is a complicated procedure, therefore if the need arises to restore, first contact our technical support department 215-343-6979 prior to proceeding.  Developing good computer habits can pay off in money and time.  You’ll save time if you don’t have to enter more than one day’s work and you can turn the money you would have spent on support into profit.

DISKETTE STORAGE XE "Disk:storage and maintenance"  AND MAINTENANCE

When you are through with the diskettes put them back in the box in the proper sequence and store them in a secure area as these will be your price book back up until a new one arrives.  BEWARE:  Do not attempt to copy these diskettes into another computer as serious damage may result.  Upon arrival of a new price update, we supply you with a new set of diskettes, then you may recycle the last set into normal working diskettes to use for backups XE "Backing up:price books" .  

CD ROM INTERFACE

 “CD Rom XE "CD Rom" ” interface XE "Interface:CD Rom"  is Written to virtually all the major CDRom image suppliers in the field.  The following are some of the CD Rom microfiche currently supported,  or in progress:  Cd\*.img, PartSmart, Bell and Howell.  PartSmart Imaging program XE "Imaging program"  access has been added to the Counter Menu.  Access is enabled by striking F12 (Shift F2) from the counter menu.  Bell & Howell imaging is processed by striking SHIFT + F3,  F13 from the Counter Menu.  Prior to operation the imaging paths XE "Imaging Path" 

 XE "Path"  need to be inserted into System File Set #4 (SAMPLE SCREEN 86) and the imaging code needs to be inserted into the Vendor File Maintenance Screen (SAMPLE SCREEN 69).

The Bell & Howell interface is a standalone plug-in module that needs to be ordered separately.  The price is $195.00.

IMPORTANT

Yamaha Installation Instructions

To Install  XE "PartSmart:installation" PartSmart™
Step 1.  Insert the CD-ROM into your CD drive.

Step 2.  Click on Start, then Run and Type D:\SetUp    (where D: is your CD Drive letter)

You will be given the opportunity to view or print detailed Installation Instructions during the setup process.

For Kawasaki KIC users, you may have installed PartSmart in C:\parts.

This Yamaha release should be installed in a different sub-directory

(C:\pswin) for example.

How to Copy the Yamaha Data to a Hard Drive
Step 1. Run the setup program located on CD #1 and then Exit PartSmart.

Step 2. Determine if there is enough space on your hard drive for the data. The Yamaha data will require approximately 1.7 gigabytes of space.

Step 3. Create a folder on the hard drive at the root and name it PSDATA. Inside the PSDATA folder, create three more folders naming them YAM1, YAM2, and YAM3.
Step 4. Use the “drag and drop” method to copy the folder named 62 from CD #1 into the folder named YAM1.  Next, copy the 62 folder from CD #2 into the YAM2 folder.  Finally, copy the 62 folder from the Archive CD #3 into the YAM3 folder.

Step 5. Start PartSmart. Click on the Utilities button and then from the Utilities Menu select Configure PartSmart.  This will open the Configuration box.

Step 6. In the Configuration box under the Paths tab, locate the CD-ROM Paths at the bottom and click on <<New>> under the # column.

Step 7. No entry is required in the Name column. Tab to the Path column. In the Path column, enter the three new paths where you copied the Yamaha folders as shown in the following example:
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Note: In this example, “C:” is the hard disk drive. Yours may be different. These are the paths that PartSmart will use to find the data. The Path you have entered must be enabled by clicking on the box under Enabled to create an "x".  It is not necessary to enable the Fixed column. You may disable the CD-ROM drive path by clicking on the box to disable. 

Step 8. Click on OK to close the Configure PartSmart box and restart PartSmart as instructed by the program.

Note:  Keep this document for future reference

Each time you receive updated PartSmart CDs, you must run the setup program again. After running the setup program, you must delete the old 62 folders located in the YAM1 & YAM2 folders only and repeat the above copy process for the two new CDs. Do not delete the 62 folder in YAM3 until you receive a new Archive CD which will occur approximately once per year



KIC Procedure XE "KIC" 
Loading the image data on the hard drive eliminates the need to have a CD permanently inserted in the CD player.

Directions

Load KIC CD following procedure outlined in KIC Loading Procedure from Kawasaki

Upon completion select “Utilities” from “KIC” screen

Select configure Part Smart then select “paths”

In CD Rom paths click on New

Under PATH insert “\PSDATA”, and insert an “X” in enabled

Click “OK” to exit

Select Options

Place a check into box “Process Parts In”

Place a check into box “Process Parts Out”

Close the program and exit to desktop

Open Windows Explorer, open folders in Volume C:

At the right side of your screen, right click an open area

Select New in the box that appears, left click on New, then left click on Folder

Rename the new folder to “PSDATA”

Exit the Explorer to the Desktop

Double click on My Computer

Double click on your CD rom drive with “KIC” CD installed

Right click on Folder “69”

Left click on copy in the window that appears

Close the CD and return to the Desktop

Double click on My Computer, double click on “C:”, this will display all folders in “C:”

Locate “PSDATA” folder, right click on it to open window

Left click on Paste (window appears indicating copying from CD to hard drive)

Upon completion exit to desktop

Open and test for proper function

PartSmart / Kawasaki KIC Operating instructions

Part Smart  XE "PartSmart" / KIC  XE "Kawasaki KIC" 

 XE "KIC" and AJA inventory control can be run simultaneously in Windows 95/98.


This is accomplished by starting AJA, proceeding into the program then pressing the windows key, to be at the Desktop then opening Part smart.  


The programs can be toggled back and forth by using the task bar icon on the bottom of the screen and minimizing.

Part numbers can be picked in Part Smart then imported into AJA by the following process.


Establish an invoice in Part Smart by dragging the part numbers onto the invoice created, once the invoice is created, it can be exported by clicking on BSV on the screen.  After clicking on BSV, minimize Part Smart then click on the AJA DMS icon on the Task Bar, which will return you to AJA DMS, from the Counter Menu, press Shift F2 to import the Part Smart invoice into the point of sale invoice screen.  Proceed as normal to invoice the items.


All the above working correctly is predicated on the fact that the previous quarterly updates and documents were followed in setting up the link between AJA DMS and Part Smart.


Previous documents instructed on setting up the path, in Utility Menu, System File Set #4 (See SAMPLE SCREEN 86: System Definition Files Set #4), and also populating the Vendor file with codes used by the CD vendor and any prefix's used by the dealer in their inventory parts. Part Smart has designed their program operate one-way, that is to pick the parts on the image screen, then export to the DMS for inventory verification.

AJA Fiche Bridge Program
The AJA Fiche program is a sophisticated independent bridge between AJA DMS,  AJA Dealer Management System and OEM Bell & Howell Fiche Finder imaging programs XE "Imaging program"  supplied by the following OEM vendors:

Image

Code
Vendor
Image

Code
Vendor

AC

AV

AW

BM

HD

HO

HP

HU

KA

KT

MC
Arctic Cat Snow

Arctic Cat ATV

Arctic Cat Water

BMW

Harley Davidson

Honda

Honda Power Equipment

Husaberg

Kawasaki

KTM

Mastercraft
MM

OM

PO

SD

SK

SU

TM

VP

YA
Mercury Marine

OMC

Polaris

Seadoo

Skidoo

Suzuki

Triumph

Volvo Penta

Yamaha

This program is priced separately from the AJA DMS program and is only available to clients maintaining the monthly service agreement update service and are OEM dealers for one of the above vendors.

The fee for the Bridge Program is $195.00.

PartSmart Peer to Peer Instructions

SUPPLEMENTAL TECHNICAL INFORMATION

You must have a basic familiarity with the Microsoft Windows operating system to install and use the software contained on this CD. If you are not familiar with the Windows operating system, please refer to Microsoft's easily accessible on-screen Help for assistance before proceeding. If you discover that you need additional assistance, refer to Section 4 at the end of this file before contacting ARI Network Services, Inc.

IMPORTANT: The following information is intended for use by individuals knowledgeable of Windows Peer to Peer Networking. If a business system vendor or other company previously set up your network, contact them first. Consult with them before you attempt to complete these procedures. Under no circumstances should you attempt to complete these procedures if you are uncertain about the network's configuration including administrative log-on procedures, sharing of system resources and paths to shared resources. Installing any software to your network without a thorough knowledge of the existing network operating system and configuration may adversely affect your business operations. 

Do the following at the computer acting as the server for PartSmart:

SERVER

1. Run setup per the supplied instructions. Accept default configuration if possible (C:\parts).

2. Share the parts folder (C:\parts) as PARTS with full access. If there is a permissions tab, select "read write." The parts folder must have these accesses and permissions levels.

 a) To share a folder or drive, right click on the folder or drive and  click on "sharing."

3. Share the CD drives (suggested Share Name should work).  Share each CD drive that you will use for PartSmart.

 a) If you elect to copy the OEM data to a hard drive you must share the drive (suggested Share Name should work). Procedures for copying OEM data to a hard drive are located in Section 3 below.

4. Determine the network name of the computer acting as the 

 server for PartSmart.

a) Right click on Network Neighborhood.

b) Click on Properties.

c) Click on Identification tab at top.

d) Note computer name.

5. Run PartSmart, click on Utilities button, and click on Configure  PartSmart.

6. Enter the Network path in the Local Dir. \\computer name\parts

7. Enter the Network path in the Shared Dir. \\computer name\parts

8. In the CD-ROM Paths area click New

9. In the Name column no entry is required, tab to the Path column

10. In the Path column enter the path: \\computer name\shared CD  or hard drive name

a) Complete steps 8-10 for each CD or hard drive that you have 

 shared for PartSmart data.

11. Click Ok at the bottom of the configuration window. Message 

 will say you need to restart the program.

12. Click Ok, click the Exit button and exit PartSmart.

13. Start PartSmart

14. If PartSmart starts normally, that is, without a configuration screen, you have entered the paths correctly. If you get a configuration screen the paths are wrong, the sharing is not correct, or the names are wrong. Check these and fix as  necessary before continuing.

15. Assuming PartSmart started normally click on Model Inquiry and look up a model, then look at a diagram. The purpose is to see a diagram, this verifies that your CD-ROM paths are correct. If you get a message to insert the CD, the path to the CD is wrong, the name is wrong, or the CD drive is not shared. Fix the path before continuing.

16. Write the configuration paths down. You will need them after running updates. When you do an update you will have to change the PartSmart configuration for Local & Shared Dir. to the correct network paths.

Do the following at a CLIENT. Do this ONLY if PartSmart is working 

on the server.

CLIENT

1. At the Client desktop, double click on Network Neighborhood.

2. Double click on the PartSmart server then double click on parts 

 folder.

3. Locate the file PSW.EXE, right click on it and drag it to a clear 

 area on the client desktop and drop it.

4. From the menu that pops up select "Create Shortcut Here" and 

 close all other open windows.

5. Double click on the shortcut you created and PartSmart will start.  

 a) If you get a configuration window or a D-tree error, exit PartSmart, go to the PartSmart server, and verify the sharing and access rights.

b) If you get an Object Windows Exception Error message, the file named CTL3DV2.DLL is missing in the WINDOWS\SYSTEM directory. You can get a fresh copy from the TECH folder on any partsmart CD and copy it into the \WINDOWS\SYSTEM directory. 

NOTICE: If the procedures listed above are unclear, contact a local computer technician familiar with networking for assistance.

ARI Network Services, Inc. assumes no responsibility or liability for the operation or non-operation of your network.

 OEM Data To Hard Drive Copy Procedure

 Notice To User

IMPORTANT: Please read this information carefully before you make a decision about copying OEM data to a hard disk drive.

1. Whenever you receive a new PartSmart CD, you must follow the supplied instructions to install it. After completing the installation process and entering your verification code, you must keep the PartSmart CD in the CD ROM drive for each OEM. This allows the program located on the hard disk drive to access OEM data on the PartSmart CD. If you move the PartSmart CD to another CD ROM drive, you must change the PartSmart configuration accordingly (under Utilities). Programmers designed PartSmart to work this way as it minimizes:

a) the amount of hard disk drive space required to run  PartSmart.

b) time required for you to update and maintain PartSmart each  time you receive an update CD.

c) data errors compared to a hard drive magnetic copy.

2. You may choose to copy the OEM data to a hard disk drive, thus eliminating the need to keep the PartSmart CD in a CD ROM drive. However, this is a totally separate procedure from the normal setup or update routine for each OEM. This action will substantially increase the:

a) amount of hard disk drive space required. 

b) time required to do updates.

c) potential for significant technical problems that may require skilled assistance from a local technician.

3.  If you elect to copy OEM data from the Partsmart CD to the hard disk drive, please verify your available harddrive space before starting the copy procedure. Remember to leave yourself adequate free hard drive space for normal computer usage. See the next section "The Copy Procedure" for determining hard drive space needs..

The Copy Procedure
The objective is to copy the OEM data folder(s) to a hard drive of your choice, eliminating the need to have a PartSmart CD in the CD drive.

1. OEM data is in numbered folders on the CD. The numbers are OEM specific. To determine an OEM Number, from PartSmart main screen:

a) Select the Change OEM button, then select the OEM from the menu. 

b) Click on the Utilities button, then click on "Setup Dealer Information" and read the ID Code under Current OEM. Make a note of the ID Code. 

c) Select Cancel to close that window and exit PartSmart.

2. Make sure you have enough space on the hard disk before copying OEM data to it.

a) Determine the size of the OEM data folder: Open Windows Explorer, click the + at the CD drive, right click on the OEM folder, click on "Properties," and note the size of the folder (megabytes). Note: This is the minimum amount of space that will be required. The actual space required may be considerably more depending on how the hard disk you are copying the data to was formatted. 

b) To determine approximately how much hard drive space you have: Right click on the hard drive icon, then click on "Properties." Note the free space and make sure you have enough for the OEM data. Copy the data folder(s) from the CD to the hard drive of your choice using the copy method you are familiar with. You can review the various methods for copying folders/directories by clicking Start on the Task Bar, then Help for W95 (use File Manager Help for W3.1). Remember the objective is to get the data folder to your hard drive.

Repeat the procedures above for each OEM data folder to be copied to the hard drive

1. If copying an OEM with a two CD set the following procedure is recommended:

a) Create 2 folders on the hard drive, DISK1 or Toro1 and  DISK2 or Toro2. 

b) Using the copy method of your choice, copy the data folder from each CD to the appropriate folder.

2. Once you have finished copying the data folder(s), start PartSmart

a) Select the Utilities button.  

b) Select "Configure PartSmart" from the Utilities Menu. 

c) Note: If this is an update you need only verify that the correct path(s) are entered. 

d) Under CD-ROM Paths, under the # column Click on <<New>>. 

e) In the Name column no entry is required - tab to the Path column. 

f) In the Path column, enter the drive letter of the drive you copied the OEM data to. Note: This is the path that PartSmart will use to find the data directories. Use additional lines if necessary.

g) If you created folders for OEMs with 2 CD's, enter those paths also, e.g., C:\disk1 and C:\disk2 or the drive and folder where the OEM data folder was placed.

h) Click on OK to close the configuration window.

Each time you receive a PartSmart CD, you must run the setup program according to the supplied instructions. After each new program setup, you must delete the old OEM data from the hard disk drive and repeat the CD data to hard disk copy process. For instructions on how to delete files or folders, refer to the Help program in Windows.

ARI PartSmart( Image Codes XE "Image Codes:PartSmart" 

 XE "PartSmart:image codes" 
SAMPLE SCREEN 116 : ARI PartSmart Image Codes
OEM                                                Code
OEM                                                Code

Advance by Nilfisk-Advance  ADV

Alamo                       ALA

Alto US                     CLA

American Honda              HON

Arctic Cat                  ARC

Ariens                      ARN

BMB                         BMB

Briggs & Stratton           BRG

Bush Hog                    BHG

Cahr-Broil                  CBC

Castex Nobles               CNE

Crary                       CCC

Cub Cadet                   CUB

Dandl                       DAN

Echo                        ECH

EFCO (English)              EFE

EFCO (Italian)              EFI

Encore Manufacturing Co     EMC

Excel                       EXC 

Exmark                      EXM

Fiat Hitachi                NHH

Garmec (Italian)            GAR 

Generac Portable Products   GEN

Generac Specialty/Products  GNS

Generac Standby Equip       STB

Graco                       GRC

Gravely                     GRV

Green Machine               GM

Hayter                      HAY

Homelite                    HML 

Honda-Honda Codes           HOC

Honda-Honda Part Numbers    HON

Husqvarna                   HUS

IBEA (English)              IBE

IBEA (French)               IBF

IBEA (German)               IBG

IBEA (Italian)              IBI

John Deer C & CE            JDC

Katana (French)             KTF

Katana (German)             KTG

Katana (Italian)            KTI

Katana (English)            KTE

Kawasaki Vehicle/PWC        KUS
Kawasaki Engine             KWE

Kent by Nilfisk-Advance     KEC

Kohler Engines              KOH

Kohler Generators           KGE

Knamp Groep                 KRG

Land Pride                  LPD

Lawn-Boy Equipment          LBY

Little Wonder/Mantis        LWM

Lummus                      LUM

M & W                       M&W

Masport                     MAS

McCulloch (English)         MCE

McCulloch (French)          MCF

McCulloch (German)          MCG

McCulloch (Italian)         MCI

McCulloch                   MCH

Mercury Marine              MRC

Minuteman                   WAU

Minuteman PowerBoss         MMP

MTD                         MTD

MTD PRO                     MTP

New Holland Construction    NHC

New Holland Europe          NHE

New Holland North America   FN

New Holland Service         NHS

Nilfisk-Advance EDC         NDE

Nissan DuraMatch            NDM

Nissan Forklift             NSN

Oleo-Mac (English)          OME

Oleo-Mac (Italian)          OMI 

Outboard Marine Corp.       OMC 

OmniQuip Parts Worldwide    TRA

Polaris                     POL

Poulan Weed Eater           PLN  

Quadra                      QUA

Rhino                       RHI

Rover                       ROV

Stag                        SCG

Shindaiwa                   SHW

Simplicity                  SMP

Snapper                     SNP

Snapper Literature ONLY     SL0

Stihl                       STH

OEM
                      Code
OEM
                      Code

Tanaka Aus                  TNK

Tanaka (Aus English)        TAN

Tanaka (English)            TKE

Tanaka (French)             TKF

Tanaka (German)             TKG

Tanaka (Italian)            TKI

Tecumseh Europa             TCE 

Tecumsah Products           TEC

Textron PLC/Inductrial      TPI

Textron Turf Care           TTC

Tiger                       TIG

Tomado Industrial           TNO

Toro Commercial             TCM

Equipment


Toro Consumer Equipment     TO

Toro Irrigation             TlR

Toro Landscape Contr Equip  PRO

Triumph                     TRI

Troy-Bilt                   TRB

Turner                      TUR

Victa                       VIC

Walbro                      WLB

Walker Mowers               WMC

Waukesha Engine             WAU

White                       WOD

Windsor                     WDR

Zama                        ZAM



INTERNET ACCESS PROVIDERS XE "Internet:access providers" 
By now, everyone should have an internet connection in place for access to the WWW and receipt of e-mail and attachments.  Attachments are a nice, quick way to receive a document or a file.  We are in the process of enabling our web site, www.ajacomp.com, for downloading documents and files.  Internet access is needed to access the site.  We also have a classified E-commerce site, MCMart.com.  

Some internet access is for free through providers such as NetZero, Free1.net, Juno or AltaVista.  

Other Providers are pay as you go, such as Prodigy, MSN, AOL, etc.  We don’t have a recommendation, however, AOL seems like the easiest to use for the layman.

E-mail us at AJACOMP@COMCAST.NET to get your e-mail address into our electronic address book.

E-MAIL XE "E-mail"  DOWNLOAD DOCUMENT
This document is to familiarize the power of E-mail and attachments  XE "Attachments:e-mail download" to the computer user for file and document sharing.

This procedure is specific to AOL XE "Download"  however the process is similar to other E-mail services.  We are not familiar with all of them so you need to become familiar with how your E-mail service handles downloads.

AOL Download procedure
Open the E-mail for reading.  Click the box at the bottom of the E-mail indicating "Download now".  the download manager will appear.

Click the arrow next to the download window and look for your Hard Drive, assigned as Drive C

Left mouse click on the C and it will be moved to the download save in  window, below it will appear a screen full of folders with a slide bar below.

The object now is to locate the folder that the download file or document is to be placed.

AJA DMS programs reside in the "T" folder XE "T folder" , so using the mouse pointer on the slide bar, move the slide bar until the "T" folder appears.   Double click on the "T" folder and this prepares the folder to receive the file or document being downloaded as witnessed by the "T" now being located next to the   "save in>" prompt.

Mouse click "Save" on the bottom of the screen and the file will be deposited into the "T" folder, as was specified.

The importance of the Internet on your business is becoming more apparent every day therefore these procedures need to be incorporated into your thinking.

More and more companies are forgoing the use of diskettes or CD's to transfer information because of the fallibility of the medium and the amount of time in transit. They have Websites available for download. We want to be able to take advantage of these efficiencies, therefore it is time to become comfortable with some things such as E-mail, downloading files and Web Site access.

CUSTOMER WEB PAGES

We have placed a Web Page XE "World wide web" 

 XE "Web site:www.mcmart.com"  on the World Wide Web for our clients.  Your site can be viewed by accessing www.mcmart.com, then clicking on the Dealer mall. XE "Web site:Dealer Mall"   Select the brand that you sell and a list of dealers will be displayed for the product.  Click on your dealer name and your web page will be displayed.

If you wish minor modifications XE "Web site:customer web page:modifications"  to your page, forward the copy to us. If you want to expand XE "Web site:customer web page:expansion"  to a multiple web page site, let us know what you would like and we will advise you of the fee.

What is a Web Site or Web Store?

A site has one or more Web pages that display and describe products, some even have a shopping cart where customers can buy those products by giving their name and address and, typically, providing credit card information for their purchase.  Some sites offer real-time credit card processing to provide customers with the easiest and most efficient payment method.

From a customer’s point of view, a Web site is multi-purpose Internet site that offers products for sale or information and services your business offers.  Your view of the site as a advertiser is quite different. Your site is made up of pages, the first page usually describes your company information, some photo’s of your store, general descriptions of products and services and other pertinent information such as a map to your business. Any subsequent pages can contain specific photos of items for sale, special services you offer or a page for each brand of product you sell.  Picture it as being a large billboard exposed to millions of people.

Domain Name

You’ve probably heard companies referred to as (DOTcom), ie: YourStore.com, YourStore is what is called the Domain Name.
Sometimes companies have phone numbers that correspond with letters to make them easier to remember, like 1-800-FLOWERS. The Internet equivalent of a phone number is an IP address, and the domain name is simply a word or group of letters that corresponds to an IP address.

You  buy the rights to your own domain name, and have it point to your Web site. The company in charge of domain names is called Internic. It charges $70 to initially set up a domain name, and then $35 for each year thereafter. You will most likely need to pay your Host provider a fee for the work they do in order to get the domain up and running. However if you choose AJA Computers, Inc. as your Host provider, we will do the setup for no fee.

We can check for you to see which names are already taken and once a name is chosen proceed with the registration.  Once you have a domain name, it can be used in all your correspondence, advertising, brochures etc. to further your business plan.  It is important to lock in your domain name before someone else takes it.

What a Host Provider does

A hosting service supplies the disk space that will physically hold your online Web site/store.  This is like renting a piece of real estate to park your virtual store on.   The hosting service also provides the Internet connection that allows customers to view your site. After you make the necessary business arrangements with the hosting service, you will get a URL which is the IP address attached to the Name you’ve chosen. Your customers will use Domain name/URL to access your store Web site.  We at AJA Computers are a hosting provider and can handle all these arrangements for you.
www.mcmart.com

 XE "www.mcmart.com" 
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Tour Online Source for Motorcycle related information.

Welcomel MCMeart is a forum to bring people together to buy,
sell and trade information, parts, literature, complete
motorcycles and motorscooters and any other related items. It
is a free service designed for anyone including enthusiast,
restorer, collector, distributor or club. To contribute to MCMart
simply fill out the advertisement submittal form. To view the
posted advertisements, please click on the area o interest on
the left side of the screen. To perform a global search for a
particular item, insert the iter in the search box at the upper
fight screen and click search. A list o iterns that match your
search will be displayed





UPDATES, ENHANCEMENTS, UPGRADES XE "Upgrades" 
There are two types of updates to be aware of:  Price Book Updates and Program Enhancement XE "Enhancements"  Updates. XE "Program updates"   XE "Updates:program"  Vendors that sell an inventory control system provide updated disk file versions of each of the manufacturer’s price books for parts.  These price books are usually provided on diskette, magnetic tape or CD Rom XE "CD Rom"  and a fee is applied to each price book update.  A set of loading instructions is included with each book and they are loaded by making menu selections.

In addition, there are enhancements to the original AJA DMS programs. These are called “Program Enhancements”  Vendors make changes to the hardware and software as they receive new ideas from dealers to ensure that the system does not become obsolete.  With the onset of new operating systems and “Y2K” changes needed for the next millennium, a software maintenance agreement  XE "Maintenance:software" 

 XE "Maintenance agreement" providing quarterly enhancements, is the only guarantee of year 2000 compatibility and beyond.  Hardware enhancements are handled on a “quote” basis, meaning that a specific dollar quote is proposed to complete the hardware upgrade.  Software enhancements are provided through a software maintenance agreement which  provides program enhancements to the customer based on the customer maintaining a software maintenance agreement.   Maintaining a Software Maintenance Agreement or service contract XE "Service contract"  will assure your software being compatible into the next millennium using the full character date format and other unforeseen modifications necessary to function under new operating systems.

Software Enhancement Loading Instructions

Program updates need to be loaded into server using Utility Menu, Selection # 14, then Selection # 1.  If using a Distributed Network then the workstations are updated with program updates by using Utility Menu, Selection # 14,  then  Selection # 3.

Workstation XE "Workstation:program updates" 

 XE "Program updates:workstation" 

 XE "Distributed Network:program updates"  Reports diskette need to be loaded into each workstation using Utility Menu Selection # 14, then Selection # 1.

CD LOADING FROM COMMAND PROMPT

1. Insert the CD into your CDRom drive. XE "CD:load" 

 XE "Load:CD" 
2. If you know your CDRom drive designation, proceed to the next paragraph, otherwise proceed to the windows desktop and mouse click on the My Computer icon to find the Drive letter designation of the CDRom drive.

3. Enter AJA Inventory Control program, then proceed to the Utility Menu.

4. From the Utility Menu, choose Selection # 10.

5. At the "Command to execute prompt" insert "CDT D"  then strike <Enter>.   "D" being the letter assigned to your CDRom drive.  If your CD drive is assigned a different letter, then substitute that letter for "D".

6. Files will be copied to your computer hard drive, upon completion, the message "Press any key to continue" will appear.   Remove the CD from the drive and store it away, Press any key, then strike F8 to return to Utility Menu. 

7. Downloading is complete.

WORD PROCESSING XE "Word processing" 
AJA does not sell word processing XE "Processing info"  software because there are good word processors in the market place, WordPerfect, Microsoft Word and Ami Pro are three of the top rated word processors.  You may wish to purchase one of these and install it following the instructions with the software.  There is a batch file named WP.BAT in the batch file sub-directory which can be edited to bring up the word processor you install.

Because a personal computer (PC) is a high speed machine designed to assist us in office work with written information (numbers and words), it can be called an information processor.  Therefore, a PC used to help us write, edit and store words can appropriately be called a word processor.

In another sense, a word processor is also a typewriter constructed so that the keyboard is not attached to the print keys or typeball.  The program, which gives the PC its word-processing personality, is loaded into the system’s hard drive.

When you type on a word processor, the characters go into the computer instead of onto paper.  You can see what you type on the keyboard by looking at the adjacent video display screen.  Material entered into the PC’s memory can be moved around, added to, deleted or corrected with the quick insertion of omitted words or passages.  Material can be stored on a floppy disk XE "Disk:floppy:document storage"  for later revision or use.  It can be produced on the connected printer whenever you are ready for a printout.

Typing on a word processor is similar to typing on a typewriter, but perhaps faster and more enjoyable.  Specific keys and a cursor enable you to insert, delete and easily move parts of the text.  This means you need not type entire pages over again to correct mistakes.  With a word processor, correcting mistakes becomes almost as easy as making them.

The word-processing program is electronically encoded and resides on the system’s hard disk.

When you get to the end of a line, you need not access a carriage-return key but just continue typing.  When a word reaches the right hand margin, the next character entered causes the entire word to move to the beginning of the next line.  This is called a wordwrap or automatic return, allowing a faster typing speed because you can type with a constant rhythm.

The word processor marks your place on the display screen with a small square of light (a cursor) and moves along the line as you type.  You can position the cursor anywhere on the screen with the directional keys.

The typical display screen allows you to view 24 lines of text at a time.  You can review the material exceeding 24 lines by scrolling, either advance or backup, which moves a different text segment into the viewing window.  If you want to see either the previous or following page,  there is a page key to access.

Editing features enable you to perform the editing (inserting, adding, deleting, closing space and moving text) without retyping entire pages.  You instruct the machine as to what changes to make by pointing with the cursor and accessing the edit keys.  Editing software reduces the time spent making corrections.

Formatting (arranging) XE "Formatting"  gives the word processor layout details as to how you want the material to look when it is printed. Those details can be entered through the format menu or by using the embedded commands.  The instruction to print a text segment is sometimes given by typing “print” from the format menu.

Word processing arrived with much fanfare, as vendors and consultants proclaimed the entirely new phenomenon.  Its introduction started the automation of straightforward office functions.

As word-processing systems became more extensive, they added functions such as alphabetizing lists of names, and maintaining a calendar and communicating with other compatible systems.  The advent of the microprocessor spawned the microcomputer, with desktop computing hailed in the early 1980s as the salvation for information management.

As they advanced, WP systems and PCs were viewed as automated office systems.  They could perform many tedious clerical tasks.  Programming capabilities, rivaling those mainframes, were added.  Users could do much of their own processing and were becoming more independent.

Today’s word processors fall into a range of categories, the most popular of which is the functioning of WP software on a personal computer.  PCs provide extensive and powerful text-processing capabilities, with some having the option to add graphics, spreadsheets and data-base software, as well as elaborate communications and networking capabilities.

There also are “dedicated” word processors, computers specifically built for WP.  This was the best choice during the early days of PCs, but increasingly developing PC technology has over-taken WP hardware and caught up to software.  Nevertheless, a new breed of simplified and inexpensive “dedicated” word processors have appeared and are doing well.

A third category of contemporary word processor is the typewriter-based system.  Composed of an electronic typewriter as the keyboard and printer with disk drives and a screen, it is less intimidating to some first-time users than the PC-based systems.

Word processors are varied and capable enough to offer a good life expectancy before obsolescence is likely.  Some word-processing programs include exemplary features, such as a spelling checker, a thesaurus and a outlining facility.  Software packages contain exchangeability of files (with other software programs) and mail-merge.  Generating form letters by merging a list of names and addresses with preset copy “fills in the blanks,” and printing the resultant letters for mass mailings, is called merge.

The range of printers now available, and the versatility of laser printers, is making printer support vital in the selection of a word-processing program.  In general, an extensive word-processor package supports many more printers and laser printers than basic software.  Some software supports up to 100 printers and provides extensive control over the fonts and features of laser models.

Other capabilities becoming available on word-processing software includes the ability to refer to different parts of a document with a page paragraph, or figure number; the ability to nest documents, allowing the inclusion of an index, table of contents and references as distinct entities in the document; and improved parallel columns with optional extension beyond page breaks.

The word processor provides the speed and accuracy for a more efficient approach to document preparation:  It can decrease the cost of written communication through faster output, with more accuracy, better quality and improved productivity.  Crucial to the selection of a word processor is its ease of operation, serviceability, supplier responsiveness, user cost savings, ease of learning and, the ability to dovetail the WP system into other systems.

Word processors are following the trend of computers, with hundreds of manufacturers offering input and output devices and central processors.

Despite the available display of electronic equipment and its implications for paperless functioning, paper is still by far the most common storage medium with projections for the next five years showing no substantial change.  It seems unlikely to be otherwise, considering the output of paper:  An estimated 2 ½ trillion pages of documents are generated annually in the U.S.

Managing this bombardment of paper requires the wise choice of word-processing hardware and software.  The desired faster processing of information is part of that management as long as the greater amount of information made available for decision-making is based on realistic business goals for greater productivity.

FLOPPY DISKETTE IO ERRORS XE "Error:IO"  

ABORT? RETRY? IGNORE?  At some point in time you may have seen the above prompts when you tried to read or write to your floppy XE "IO floppy disk"  diskette XE "Disk:floppy:IO errors"  drive.  One reason for getting that prompt is that your floppy diskette XE "Floppy disks" \t "See Disk, floppy"  drive is old and tired and looking to be retired.  However, due to the dusty environments that most work in the problem more often than not is an accumulation of dust inside the unit.  You may clean the dust out by removing the computer cover and very gently blowing the dust out with an air hose.  We suggest you put a rag over the air hose tip to protect your machine from a direct air blast and moisture.  After your house cleaning you should purchase a floppy drive head cleaning diskette XE "Disk:floppy:cleaning"  from Radio-Shack and follow the directions to clean the diskette heads.  A little knowledge is dangerous so if you don’t feel 100% qualified and confident to do the above procedure then we suggest you  enlist a professional.  Finally, we think it a good idea to take measures to protect your computer from the negative dirt and dust environment.

LIGHTNING XE "Lightning" 
Violent thunder and lightning storms can be very dangerous to your computer.  During one storm three computers within a 100 mile radius were disabled due to current surges XE "Computer:surge protection" 

 XE "Surges" .  To prevent this problem we strongly suggest that you not operate your computer during these periods.  Also, shutting OFF the computer is sometimes not enough protection as we’ve had instances of current surges getting into the computer even when turned OFF.  Therefore we suggest that you actually unplug the unit and don’t forget to also unplug the modem XE "Modem:information"  phone line if you also have that connected to the computer. Surge protectors often work, however, the inexpensive ones that you see at K-Mart and Radio Shack are not much more than an extension cord with receptacles and not much faith should be put in them as they will probably leave you down and out.  To acquire a surge protection device that would be reliable would cost approximately $200-$500 range.  Regardless of what approach you take we still suggest you remove your equipment from the current source when not in use.

PREVENTATIVE MAINTENANCE XE "Maintenance:preventative"   

Are you making daily backups XE "Data file:backup" 

 XE "Backing up" ?  They are a very important insurance should you have a serious problem with your hardware. XE "Preventative maint" 
Are you familiar with the CheckDisk  XE "CheckDisk" and recovery routines in the Utility Menu XE "Utility menu" .  If not then familiarization with them will save you some time and money.  Most problems can be solved by using those routines.

It is recommended that as preventative maintenance you run the CheckDisk Routine at least once a month and also you purchase a floppy drive cleaning diskette XE "Disk:floppy:cleaning"  from Radio Shack and clean your floppy with it.  Generally speaking your computer is operated in dusty environments, therefore, you should periodically remove the cover from the computer and vacuum the dust out of it and blow it out gently with an air hose.  Dust and moisture are two of the biggest enemies to your computer.

If you do not feel capable of doing the above maintenance then contact us and we will quote you a fee on doing it for you.

We will continue to help you in any way with our software.  However, hardware related problems that we have to address will be invoiced to the customer at the going rate, so please institute good preventative maintenance to avoid any down time.

When you contact us with a problem, please be ready to describe as completely as possible the problem you are having.  Let us know your machine configuration, any changes you have made, any software you have added, and any memory resident software you are using.  Describe what steps you take before the problem occurs and exactly what the program does when it occurs.

If you do not provide us with a complete description of the problem then you will prolong the amount of time it takes to get it diagnosed and back on line.

REMOTE COMMUNICATIONS XE "Remote communications" 
Remote Communication XE "Communications:remote"  software gives your P.C. the capacity to be accessed by a remote P.C. for purpose of file transferring, monitoring, and testing software on a host P.C. through a modem XE "Modem:information"  connection.  Troubleshooting XE "Troubleshooting"  software hundreds or thousands of miles away can be done without the hassle of returning software or traveling to the site itself.

Some terms to become familiar with are as follows:

HOST: (You)     The computer being accessed by the remote site for maintenance, file transfer, etc.

REMOTE (Us)   The site that accesses the host.  (The technician)

MODEM:            XE "Modem:information" A device including a Modulator that transforms  digital data used by a computer into signals that can be transmitted over a telephone  XE "Telephone:line - modem" line and a DEModulator that does the reverse, transforming telephone signals into digital data.  Two types of modems are currently available-an internal version and an external version.  Internal modems are printed circuit boards which reside inside the PC, while external modems are stand alone units that sit outside the PC.

Security features are built into the remote communications software which protects your computer from being accessed by anyone who would have your modem telephone number.  All remote software we use is doubly protected with a password and a call back feature.  This is how it works; any phone calls coming into the host will be matched against the password, if there is a match the host P.C. will redial the remote phone number aligned with the password therefore assuring that only connections to the remote service source can be made.

Remote communications opens up the possibility of having a P.C. at home which can access your office P.C. with the capability of running your programs from home.

We recommend you load your computer with remote software so that in case of emergency we would have a method to quickly access your P.C..  In the host only, software is loaded on your computer therefore to set up a personal home communications network a version of the remote package must be purchased and licensed to your individual home site.  Communication programs are very reliable however there are many factors that interplay to give the final successful result.  Some of these factors are as follows;  noisy phone lines, interruptions between remote and host, different baud rates, incompatibilities between modems and many multi-line trucking devices cause problems also.  Our minimum recommendations are a dedicated phone line and Hayes compatible modem.  Once you have the basics it is a trial and error situation to find the right combination that works consistently well.  Remote software has made great advancements in the past few years and is now providing great flexibility to computer users in the use of their P.C.’s.    

SUPPORTED NETWORKS XE "Networks:supported" 
The following networks are presently supported XE "Supported networks"  by AJA COMPUTERS, INC.  Please remember that our support services are sold separately, and any network compatibility problems would be charged out as support services.

Windows 95/98/Me Peer to Peer

Novell Advanced Netware

Ver. 2.0, 2.0a, 2.1, 2.11, 2.12, ELS, ELSII, SFT.

Other networks will be added to the listing after testing and evaluation.

WINDOWS FUNCTIONALITY XE "Windows:multitasking" 

 XE "Multitasking" 
Windows 95/98/ME/XP/2000

 is what is commonly known as a multi-tasking operating system which means that more than one program can operate simultaneously in what they call different windows.  That how it became to be called "Windows."   

Simultaneous operation is very simple when multi-tasking different programs in different windows/sessions.    Things are a little more complicated when operating multiple copies of the same program in different windows/sessions.  For instance, an inventory control program uses a shared data file (parts files) which is marked for exclusive use when modifications are being done to it.   Therefore, the risk of a "sharing violation" is possible if not multi-tasking properly.

The AJA DMS has been modified to avoid this in most instances, however there are time that a file has "exclusive use" and will not permit sharing.   This primer is to attempt  to explain ways to navigate through windows, taking advantage of the multi-tasking feature and avoiding the pitfalls.

The Windows key or Ctrl/Tab is the catalyst for multi-tasking function.   For instance, if a Special Order is being closed out and the final invoice screen is being reviewed, one realizes that all the parts for the order haven't been received through parts receiving, there needs to be a way to add the parts to finalize the order.  The curative procedure is as follows.

Striking the window key will "hold" the current screen in suspense and present the opportunity to open another window to run the inventory control program in and add parts to inventory to fill the open special order.  From the Windows desktop, the AJA DMS icon is left clicked and the program is entered as normal, proceeding to the Parts Receiving screen where the parts are entered to fill the order.  (by the way, if running a peer network, all one needs to do is go to a workstation and enter the parts).   After entering the parts and exiting out the Windows desktop to close the window, one clicks on the "Goaja" icon on the bottom of the screen "task bar" to resume exactly where left off in the Special Order close out screen.  At the special order screen, press the <F5> refresh key to reread the file and update the special order to reflect the new quantities.  Then proceed to close out and print the invoice.

   As stated in the beginning, keeping multiple copies/windows open can be problematic causing computer freezes or "sharing violations" if not executed properly.  As a rule, after opening a window/copy/session, close it immediately after completing the task that it was opened for.   The window is always closed by exiting the program in the normal manner,  once closed, the user is returned back to the desktop.  The task bar on the bottom of the screen is where icons for open programs are displayed.  To close out a program displayed on the task bar, left-click on the icon to enter the suspended program then exit it using the normal procedure. 

FILE & PRINTER SHARING IN WINDOWS 95/98/Me/Xp/2000

File XE "File:sharing"  and printer XE "Printer:sharing"  sharing allows your computer to share printers, documents XE "Documents:sharing" , disk drives XE "Disk drive:sharing" , CD ROM's, XE "CD Rom"  and much more with other computers.

Before enabling file & printer sharing, you should prepare your computer to be used with any file servers  XE "File:servers" that may be on the network.

Follow the steps below to enable file & printer sharing:

1. Start up Windows if you haven’t already.  If you are asked to log in, be sure to enter your user name and password, them click OK.  Next, click on Start, followed by Settings, Control Panel, and the Network icon.

2. Click on the Configuration XE "Configuration:network"  window tab.  The following network components should appear as installed in the window:
· Client for Microsoft Networks
· Ethernet Adapter
· Dialup Adapter
· IPX/SPX Compatible Protocol - (network card)
· IPX/SPX Compatible Protocol - Dial-up Adapter
· NetBios Support for IPX/SPX Compatible Protocol
· TCP/IP - Ethernet Adapter
· TCP/IP Dialup Adapter
· File and Printer Sharing for Microsoft Networks
If not, click “Add” and install the missing component.  To enable NetBios support, highlight IPX/SPX Compatible Protocol, Click on “Properties” then ( check “I want to enable NetBios over IPX/SPX”. 
If you see File and printer sharing for Microsoft Networks item in the list of items that appears, close the Control Panel and go to Enabling File Sharing or How to Share Printers below.  Otherwise see step 3.
3. Click on the File and Print Sharing button.
4. If you want other users to be able to access your files, use your mouse to put a check next to the I want to be able to give others access to my files option. When finished, click OK.
You’ll now see a text line that reads File and printer sharing for Microsoft Networks in the Configuration box.  (If you don’t see it, you might need to use the scroll bars to scroll through the list.)  Click on OK.  When the program asks if you want to restart your computer, click Yes.

ENABLING FILE SHARING

After following steps 1-4 above, double-click on your My Computer icon.  A window of available disk drives will appear.  Using your right mouse button, click once on the drive or folder you want to make available to other users.  In this instance, find the “T” folder/subdirectory located on Drive C:.  Click on Sharing, followed by the Sharing tab.  Click on Share As.  In the Share Name box, give your computer a name (you can call it whatever you want—Mary’s Computer, etc.) To maintain consistency, we recommend you use the name “T” for the “T” folder.  Next, give Full access to others.

· Full access lets users create, change, or delete files on your system.
Use your mouse to select the type of file sharing access you want others to have.  If you want to assign access password(s), type them into the Password box(es).

When you’re done, click on the Apply button, followed by OK.  The “T” folder will have a hand underneath it indicating it is a shared folder.  Your drive(s) can now be accessed from other users whenever they click on their Windows Network Neighborhood XE "Networks:Neighborhood"  icons.  If a user tries to access one of your password  XE "Networks:passwords" protected drives XE "Password:protected drive" , he or she will be asked for the appropriate Read-Only or Full access password.

DISTRIBUTED NETWORK XE "Networks, distributed:Windows" 
WINDOWS 95/98Me/2000 XE "Distributed Network:Windows"  OPERATING NETWORK 

1. From the Utility Menu make selection 1, at the system file screen, arrow down to Data Loc. 1,2,3 and set all drive designations to C:. Press/shift F5 and insert “IBMNET” as the operating system.  Press F5 for system set #2.  Insert “Y” at the network server and distributed network prompts. 

2. WINDOWS 95/98Me/2000 XE "Distributed Network:Windows"  - setup the T subdirectory/folder as shared with full access, later on this folder is mapped to a Drive letter at the Workstation for data sharing.:.
3.
Setup the workstation with 1 large partition designated as drive C:.  Replicate the “T”, BAT, UTIL, DOS and ROOT directories and sub-directories on each workstation. (or use the Root install diskette to accomplish this, if you have one.

4
Make the following modifications at both the server and workstations.  From the Utility Menu make selection #11 then #1.  Insert sales persons initials then press F8 to save the information.

5.
At the workstations, from the Utility Menu make selection 1 at the system file screen, arrow down to Data Loc. 1,2,3 and set drive designations to D, D, C respectively. ("D" indicating the Data drive letter used for mapping)  Press F5 for system set #2.  Inserting “N” at the network server prompt and “Y” at the distributed network prompt.  Insert the letter designation as the common network drive as“Z”.

6.
If workstation CD ROM's are assigned to drive D they can be moved to a new letter designation. (“Q” is a common CD ROM XE "CD Rom"  designation).  Either through Windows or at the command line.

7.
From the root directory C:\Prompt, type in “MASTER” to change the data drive and backup drive to reflect the resource usage.

We do not recommend anyone implementing the above procedure without prior network management experience.

MAP NETWORK DRIVE UNDER WINDOWS XP 

This is assuming that the server drive or selected folder is shared and able to be accessed through the network. If not share the "T" folder on the server, with full access prior to proceeding.

To map a network drive on your Windows XP or XP Professional machine click “START” then look to the top left and click on “MY NETWORK PLACES”. 

You should now be looking at a window similar to this:.
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If you have “ENTIRE NETWORK” visible, and don’t see a workgroup, click on “ENTIRE NETWORK”. When you see a workgroup, in this example it is the “Aisys” icon, double click on the workgroup. 

You should now be looking at a window similar to this: 
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This is a “view” of all the computers connected to the network. Locate your server, in this example it is called “Main”. Right click the selected server and choose “Map Network Drive”. 
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You will now see this window pop up:
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You now choose a network drive letter. Your network drive letter should be one you can easily remember. You will need to choose the path from the dropdown list if it is not already selected. Usually this is something like \\server\t . Next, be sure to check the reconnect at logon box and then click OK.

After this is completed, the AJA DMS software needs to be made aware of the Network Drive letter to use to access the data over the network.. This is done by starting the AJA DMS program, entering the Utility Menu, choosing selection #1 (Access System file), then arrowing down about 8 or so lines and inserting the Drive letter assigned above as data location #1 and data location #1 

CASH DRAWER

The software uses either a parallel XE "Parallel cash drawer"  or serial cash XE "Cash drawer"  drawer. XE "Serial cash drawer"   The brands that have been tested are the Indiana cash drawer, Hawk and Major MetalFab Company.  The cash drawers are triggered to open when they receive two decimal XE "Decimal 1"  1 (null XE "Null characters"  characters) in succession from the data stream to the device.  The software defaults to a parallel cash drawer as there is always a parallel printer attached to the system and workstations. To operate a serial cash drawer then there must be a serial cash drawer at each computer w that you want to invoice from,  or have a buffer device attached to the COM port XE "COM port"  where the signal comes out, which then directs the signal to the printer.  This serial port discussion assumes that you have an available serial port for use.

There are no software setups necessary to run a parallel drawer. The only thing that must be done is set the cash drawer dip switch XE "Dip switch"   XE "Switch boxes:cash drawer dip" to sense the double decimal 1 code coming out of the port.  This is applicable to both serial and parallel drawers.

To attach a serial drawer the software must be set up as to what serial port it will use.  COM 1 has been tested and that is what we recommend.  Using other ports may be problematic as there are often conflicts with other com devices such as modems, mouse, serial networks etc..  You’re on your own should you want to experiment.

To enable a serial cash drawer go to the Utility Menu, select #1 “Access the System Files” then press F5 twice to bring up screen #3.  Insert a “Y” at the serial cash drawer prompt and we recommend a “1” at the serial port prompt.  Press F8 to save the updates and you’re ready to run.

Serial cash drawers can be opened by pressing shift F5 from the counter menu.

APPROVED PERIPHERALS LIST XE "Peripherals" 
The following hardware and software are recommended and tested to be compatible with AJA Software.  This is not a complete list, call tech support (215-343-6979) for additional information.  Laser printer XE "Printer:approved" s do not appear on this list due to the fact that they are specific in their application and they do not perform universally well in Point of Sale Inventory Control application.

Indiana Cash Drawer - parallel interface or serial

Major MetalFab Cash Drawer - parallel interface or serial

The Hawk Cash Drawer - parallel interface or serial

Okidata M320,M321, 590, 591, 520, 521, 182 and 192 

14,400 of higher Baud external modem XE "Modem:approved" , Hayes compatible

Star - Receipt printer XE "Receipt printer"  DP 8340 RC - 3.25” paper

FORMS

Service Order functions may use either a standard 8(" x 11" form or a repair order size 8 ½ " x 12" form.  The form XE "Forms"  size is designated in the system definition file set #4 (See SAMPLE SCREEN 86: System Definition Files Set #4).  The default size is 8 ½ " x 11".  Long forms may be ordered through Novak Forms at 708-964-4330.  Please note: there are some printers that the long receipt will not form feed properly as they are preset for a 11" tear off.  The long form is 12".  Before purchasing a printer XE "Printer:purchase" , test it to see if it performs properly.

Ink Jet, Bubble Jet and laser printers are not universal in their setup parameters  This often causes difficulty with form feed, alignment and paper tear off.

Okidata 320/520/590 series printers have been tested and proven to be very reliable and have been tested to function well with the AJA DMS Inventory Control System.  Therefore, we recommend use of these printers for trouble free operation.

SUPPORT CALLS TECH HOTLINE 215-343-6979 XE "Support calls" 
Here’s some time and money saving tips before calling XE "Calls, support"  tech support:

1.
Write down the error message XE "Error:message" .  The exact wording is important.

2.
Take a moment to remember what you were trying to do and the steps you took when the error occurred.  What was the last screen you saw before the error message appeared?  Write down this information.

3.
If you must leave the office before a support representative returns your call, explain the situation to a fellow staff member.  Give that person your notes XE "notes" .  This way, we can provide assistance even if you are not present. 

4.
Technical support hot line number 215-343-6979.

5.  If you have a service contract XE "Service contract"  there will not normally be a charge for a call to the technical support hot line.  Exceptions to this would be the event where support was being requested for hardware or software that we didn’t supply or is to be supported directly from the manufacturer of the product.  If you do not have a service contract then be prepared to    receive a bill for our services however we do not intend to be like lawyers and bill you for each second we talk.  We will be very fair on our end however in return you must use  discretion and try hard to work out your problems before calling us.  The easier you make it for us, the easier we make it for you. 

BUFFERS & SWITCHES XE "Switches & Buffers" 
Printer buffers XE "Buffers & Switches"  and transfer switches XE "Transfer switch"   XE "Switch boxes:transfer" can save you money and improve the efficiency of your computer and printer.

With a buffer you can work on one project on the computer, while your printer is printing another.  This small box, called a printer buffer accepts and stores data that you want to print out from your computer and then feeds that information to your printer as needed.

The computer doesn’t have to wait until the file you are printing is complete, before you begin working on another file or program.  This can save you time and money.  If you use the serial cash drawer option and do not have a cash drawer at a workstation then a serial buffer can be used to receive the output from the serial port.

A transfer switch allows you to hook up as many as four computers to one printer (or four printers to one computer).  Each computer is designated by a letter from “A” to “D”.  The computer you select to use the printer is dialed up on the switch.  The file is sent to the printer, as if only one computer was attached to the printer.  Just think about how much money that can save you.

Switches come in two flavors, manual and automatic.  The Rose Electronic switch XE "Electronic switch box" , model #PO-4P/64 is what has been tested with our software to do the electronic switching automatically.

This is used when you want to attach a small receipt printer XE "receipt printer" , Star DP 8340 RC, and a standard size printer to the same computer and have the computer program select automatically what printer to print to.  This selection is made at the final invoicing screen and is the last entry prior to printing.

To enable the electronic switch routine, make Selection # 1 from the Utility Menu and insert a “Y” at the electronic switching prompt, the strike F8 to save the file.

With the Rose switch the standard invoice printer should be on switch port #1, standard invoice using plain paper switch port #2 and receipt printer on switch port #3.

At the final invoice screen there is a selection to modify or choose the type of invoice to print.  Selection # 2 or striking the <Enter> key will print your standard default invoice, Selection # 3 will print your alternate full invoice, Selection # 4, a short receipt for a 3(” receipt printer and Selection # 5 will update the transaction without printing whatsoever.

PC HISTORY XE "History:PC" 
We would like to begin with a brief historical background XE "PC History"  of the “IBM compatible” family of PC computers (processors).  These processors were developed and manufactures by Intel Corporation.  The 80486 is the latest and most powerful member of the X86 family of processors.  

To fully understand the growth cycle, we must discuss two older microprocessors.  The 4004 and 8008, which were predecessors to the “IBM X86 compatible world”.

The first microprocessor, the 4004, was developed in 1971 by Intel.  The 4004 was quickly enhanced to the 8008.  These devices, very trivial by today’s standards, were novel but hardly taken seriously as computers of any worth.  In 1974 Intel’s second generation microprocessor, the 8080 was introduced.  This was the first general-purpose microprocessor and was quite important to the microprocessor industry.  In 1978 the third generation was introduced - the 8086.  This marked the beginning of the microprocessors as “real” computers.  This is where the x86 family began.

The 8086 is a 16 bit processor, the 8080 is 8 bits, and the 4004 is 4 bits.  The 8088, the little brother of the 8086, was used in the IBM Personal Computer (introduced in 1981) and this launched the personal computer revolution.  With this and many other designs using the 8086 and 8088, the x86 architecture in the computer world.

But the family did not stop with the 8086.  In 1982 Intel introduced the 80186.  This component is architecturally identical to the 8086 but includes several other needed system devices on the same component.  Also in 1982, the 80286 was introduced.  The 80286 is an architectural superset of the 8086.  This means that it can operate exactly as an 8086 but can also do much more.  In particular, it adds support for multi-tasking, which is the ability to execute more than one application program, or task at a time.  Multi-tasking requires the 80286 to support protection between each task and each task’s memory area.  Both the 80186 and 80286 are 16-bit processors.

The 80386 was introduced in 1985.  The 80386 provides two major and many minor enhancements over the 80286 and the 8086.  The two most important enhancements are 32-bit operations and its handling of memory-management.  In addition, the 80386 extends the multi-tasking capabilities of the 80286.  The 80386 allows simultaneous execution of 8086, 80286, and 80386 task and operating systems.

A rule of thumb that can be used is, the older the processor, the slower it will operate, and the less costly it will be to purchase.

A final historical point deals with numerics co-processors.  A numerics co-processor has been associated with each major generation of the x86 family.  The major x86 family components are the 8086, 80286, 80386, 80486 and 80586 and their associated numerics co-processors are tightly coupled with the processor to provide a computer architecture that supports floating-point operations.

Each generation of the x86 family has maintained compatibility with each prior member.  This is called upward compatibility.  Thus, the 80586 can execute any programs the executed on the 80486, 80386, 80286, 80186 or 8086.  Please note: we did not include the 4004, 8008, 8080, or 8088 processors.

We must be careful, as to certain points of growth, major changes have been made to MS-DOS.  This can cause the processor to be upward compatible due to the operating system.

When purchasing hardware and/or software, it is very important to be sure that all items are at a working, compatible level and will satisfy your existing and future needs.  

The primary purpose of a computer is to run software programs, to store, retrieve, and operate upon data at a satisfactory speed.  Thus, understanding compatibility of the machine is a good place to start when buying a new computer.

COMPUTER VIRUS INFORMATION XE "Virus" 
Recommendation : INSTALL ANTI-VIRUS SOFTWARE AND MAINTAIN UPDATES

AGAINST FUTURE VIRUS’

ANTI - VIRAL SOFTWARE; SYMANTEC-NORTON ANTI-VIRUS,IBM ANTI-

VIRUS

If you use a PC on a regular basis, the chances are you’ll come in contact with a computer virus XE "Computer:virus" .  In fact, according to a recent survey presented at a computer-virus conference, one in four major U.S. computer users will be exposed to a virus each month.

Despite such a dismal forecast, there are ways to protect yourself against the devastation that a computer virus can cause.  A virus doesn’t appear out of nowhere, it must be introduced into the system.  Therefore, the most obvious and effective solution would be to use only clean copies of software.

And although in theory monitoring software use makes sense, in reality it’s nearly impossible to do.  In most cases, viruses are innocently introduced by someone using infected software that’s been stored on floppy disks XE "Disk:floppy:viruses"  or shared by electronic bulletin boards.  Once introduced onto a network, the virus may begin to spread, infecting and destroying existing data files, taking up valuable memory or even causing entire system to shutdown.

Although the number of reported computer viruses continues to escalate, there are preventive steps that can be taken to guard against infection.

There are a number of antiviral software programs currently available that scan and detect infected programs.  Scanning and filtering programs should be used for all new software programs being introduced into a drive.  Such protection programs detect known viruses before they have a chance to spread throughout the system.  If you suspect that a virus has already invaded your system, some programs can be used to identify problems and check for viruses.  We highly recommend the installation of anti-virus software that checks the system on every boot-up.  Some popular anti-virus software are Symantec-Norton anti virus and IBM anti-virus. 

BACK UP DATA FILES

Computer users should also make a regular habit of backing up XE "Backing up"  all data files XE "Data file:backup" . 

A rigorous program of scanning and then backing up data will help to protect against most viruses.  If a virus is later detected in the system, you’ll have a clean backup copy ready to use.

Above all, limit the access of your system to as small a group as possible.  Viruses aren’t created in a void; they must be introduced by someone using unauthorized or affected software.

LAN ENVIRONMENTS XE "Networks, distributed:Lan" 
If monitoring the software being used in a stand-alone computer is difficult, doing the same in a network XE "Lan networking"  environment is nearly impossible.  The whole idea behind networking is sharing, sharing data, sharing peripherals XE "Peripherals" , sharing files.  And, as with any type of sharing, the more you share, the less control you have.

For that reason, many information systems managers have included write-once technology into their total LAN scheme.  Data recorded onto a write once disk is permanent.  A laser is used to make permanent bubbles or pits on the surface of the media.  These marks that represent bits of data can’t be altered, even by the most sophisticated computer virus.

Many LAN managers are using write-once optical disks for storing computer back-up data.  If a virus is later detected in the system, finding a clean version is as easy as accessing the optical disk.

Although information recorded on write-once media can’t be altered, it can be updated.  Each time a file is recalled and edited, a new version of the file is created.  The previous version remains somewhere on the disk.  Once a virus is detected, the user need only trace the file back step-by-step until an unaffected version is found.

The best protection against viruses XE "Virus"  is to provide safeguards to ensure they’re never introduced into the system.  There are a few rules that must be strictly followed.  First, don’t use pirated software.  Not only is it illegal, but it’s also very dangerous.  Second, don’t use software downloaded from obscure bulletin boards.  Although these programs may seem an inexpensive way to acquire new application programs, they often contain harmful viruses.

New viruses are being created all the time.  And although studies show that heavy computer users are almost certain to come in contact with these destructive programs, many companies have little or no protective programs in place.  Eliminating these destructive programs is virtually impossible.  However, with the proper planning and implementation of safeguards, the chances of contracting a virus are greatly reduced.

COMMONLY ASKED QUESTIONS XE "Questions" 
1. HOW DO I INTERRUPT XE "Reports:interrupt"  A REPORT ONCE RUNNING?

Press the ESCAPE key on reports from report generator and Control “C” for program reports.

2. WHAT IS THE ESCAPE KEY?

The ESCAPE key is the key marked ESC.

3. HOW DO I SHUT THE COMPUTER OFF?

From the Main Menu press F10 to return to Master Menu then press F10 for Windows desktop. Do a backup  XE "Backing up" prior to shutting down from Master Menu.  Windows users return to desktop, then choose Start then Shutdown.

4. HOW DO I CHANGE THE PRICE MATRIX XE "Matrix:price" 

 XE "Price matrix" 

 XE "Price matrix:change" ?

Go to the Utility Menu then make the selection for the Defaults and Factors.  Take number lock off, insert factors  and threshold XE "Threshold amount"  numbers and use down arrow on numeric keypad to move cursor down to next field.  Press F8 when finished to save data.

5. HOW DO I CHANGE DEFAULT VALUES?

Go to the Utility Menu then make the selection for the Defaults XE "Defaults:changing"  and Factors.  Arrow down to change defaults and use down arrow on numeric keypad to move cursor down to very bottom of field then Press F8.

6. WHAT CAN HAPPEN IF I GET VOLTAGE SURGES, XE "Surges"  VOLTAGE DROPS OR I   SHUT THE COMPUTER OFF IN THE MIDDLE OF A PROGRAM? 

Your data files can possibly be harmed or destroyed and the  hardware (harddrive, CPU, etc.) may fail.

7. HOW DO I KNOW IF MY FILES WERE HIT?

The computer will give you a fatal error XE "Fatal error" 

 XE "IO error"  (DISK IO error).

8. WHAT CAN I DO IF I GET A DISK IO ERROR? XE "Error:IO" 
Make the selection to Recover Data Files XE "Recover data files" .  Network users are to make this selection from the server.

9. WHAT IS WRONG IF THE DISK “IO” PERSISTS AFTER CHECK DISK XE "CheckDisk"  AND  RECOVER ROUTINES?

It is probably indicative of a hardware failure, such as a hard drive failure or a memory failure.  Network users should check the cable connection then reboot the server, then the workstation.

10. WHAT DO I DO IF I HAVE A HARDWARE FAILURE?

Make arrangements to have your hardware repaired.

11. HOW DO I HAVE MY HARDWARE REPAIRED?

Either by sending the hardware back to where it was  purchased or obtaining an on-site service contract to have   your hardware repaired in house.

12. HOW DO I DYNAMIC XE "Dynamic:specification of part range" ALLY SPECIFY A PARTS RANGE TO PRINT MY ENTIRE PARTS FILE?

At the first prompt put in a “/” and” ZZZZZ” for last prompt.  When you input these do not use quotes.

13. ONCE I CHANGE THE PRICE MATRIX XE "Matrix:changes" 

 XE "Price matrix" ; WHEN DO THE CHANGES TAKE EFFECT?

Immediately for any new incoming parts and at month’s end for parts already inventoried.  If you want to re-price your entire inventory at the latest pricing you can make Selection # 6 from the Utility Menu then Selection # 5 (update current pricing manually) from the price updating menu.

14. HOW DO I CHANGE XE "Message change"  PASSWORD XE "Password:change" S AND INVOICING MESSAGE?

From Utility Menu make Selection # 1 for invoicing message.  To change Service Order messages XE "Invoices:messages"  make Selection # 15, to   change A/R message, make A/R purging and file maintenance selection from A/R menu.

15. WHAT IS A SERVER AND WORKSTATION?

When networking P.C.’s the topology will be as follows; a server which contains the hard drive and the shared programs and data files, this server will be connected to the peripheral computers (workstations) via cabling.  The workstations will access the server via the cable when it operates a program or accesses a data file.

16. HOW DO I ALIGN XE "Printer:align paper"  THE PAPER IN THE PRINTER SO THAT REPORTS LINE UP PROPERLY?

First form feed an entire sheet of paper through the printer,  then reverse the paper until the break in the  paper resides about ¼” below the printhead.  Turn the  printer on line and make the selection to run the report.  This procedure is most applicable to 132 column reports.

17. HOW CAN I KEEP MY HARD  XE "Hard drive:optimization" DRIVE RUNNING AT OPTIMAL PERFORMANCE? 

Run scandisk and Defrag often.  Also run reindex and recover from the Utilities menu Selection # 2. 

18. WHAT IS CONTROL “C”?

A control XE "Control \"C\""  “C” is initiated by depressing the “ctrl” key and  simultaneously striking “C”.  You may have to repeat the process every few seconds for it to take. 

19. HOW DO I CHANGE THE COMPANY NAME AT THE TOP OF THE INVOICE?

The company  XE "Company name:change" name is changed by making Selection # 15 from the  Utility Menu.  After making the change, reboot the computer  for it to take effect.

20. HOW DO I CONFIGURE XE "Configuration:software"  MY SOFTWARE FOR IT TO OPERATE IN ONE  PARTITION XE "Partition" 

 XE "Software:change partition" ?

From the Utility Menu, make Selection # 1, access the system   file.  There are prompts on the screen for data location 1,  data location 2, data location 3, insert a “C” in these  fields for your software and data to reside on the “C” drive. 

21. HOW DO I CHECK THE INTEGRITY OF MY HARD DRIVE XE "Hard drive:integrity of" ?

Select Scandisk from the Windows programs maintenance selection.

22.  MY WINDOWS 95/98/ME XE "Windows 95/98"  WORKSTATION  XE "Workstation" 

 XE "Server" IS NOT LINKING TO THE SERVER, WHAT  DO I CHECK?

The basic procedure is to check your cables, connections and your network cards for proper seating in the mother board slot. 

If connections seem OK, right click on Network Neighborhood XE "Network Neighborhood"  on the workstation, left click on map Network Drive XE "Map Network Drive" 

 XE "Map" , there should be a drive letter (D:) with a map attached to it (\\server\T), if not, insert it.

23.  HOW CAN I FREE UP SPACE ON MY COMPUTER?  First, BACKUP!!! This is always recommended before any change to your system.  Now, click on “start” – click on “settings” – click on “control panel” – a group of icons will appear, click on “ add/remove programs” - a list of all programs on your computer will open in a window – one at a time remove any program that you wish to remove (If you don’t know what a program is – do not remove it.) – system will ask you “are you sure?’ – click “yes”. Also, have your removed the contents of your recycle bin?  Right click on your recycle bin and remove the contents.  Another option is to delete the Temporary Internet Files by clicking in this order: start, settings, control panel – double click Internet options and press the delete files button.  That should do the trick!

24.  HOW DO I ATTACH A DOCUMENT TO AN OUTGOING AMERICA ONLINE E-MAIL? 

 In America Online 6.0, click on Write icon under the Mail menu.
     After you write the address and message, click on the Attachments button in the lower left-hand corner of the mail message window.
     In the Attachment window, click on the Attach button. 
     In the Attach window, click on the arrow at the right of the “Look in” box.
     A box will open showing the directories on your hard drive.  Click on the reference to the “C” drive, then on subsequent directories as they open until you reach the directory containing the file you want to send.
     If you keep your files on another hard drive, a Zip drive or a CD-RW drive, you begin the browsing process by clicking on the reference to the appropriate drive, not “C”.
     Once you are in the proper directory, click on the file.
     The file will be listed in the Attach window.  Click on OK, then on the Send box.

The above procedure is specifically for AOL, however, most email programs operate in a similar manner.

25.  WHAT DO THE VARIOUS MOUSE CURSOR DESIGNS INDICATE?


      An arrow that turns into a hand indicates an interactive opportunity.

     A hand that turns into an hourglass indicates that the computer is processing information. 

     An hourglass that turns into a circle with a line through it indicates that any attempt to click on the mouse is futile.

     Some software packages transform the cursors automatically into such tool icons as pencils, paintbrushes and erasers.  

      A double-sided arrow indicates an opportunity to resize an item on the screen. 

26. HOW CAN I CREATE AN EMERGENCY BOOT DISK IN CASE OF HARD DRIVE FAILURE?

There is a chance that one day your PC will refuse to start up. This is one of the most distressing problems you can encounter, and potentially the most difficult to solve, because you need the computer to start up before you can fix the fault and retrieve your work.  Fortunately you can prepare for this problem by creating a “rescue” disk. Creating a rescue disk is easy – it takes less than five minutes. All you need is one floppy disk onto which you can load the essential files.  First, go to the Start menu and select Settings them Control Panel.  In the Control Panel dialogue box double-click the Add\Remove Programs icon.  Click the Startup Disk tab, then click on Create Disk. Your computer will begin preparing the startup disk files, then prompt you to insert the blank floppy disk into the {A:] drive. This process takes a minute or two. When it has finished, double-click on the My Computer icon on the Desktop and them the 3 ½ Floppy [A:] drive icon.  Check that the files are on the disk and label it “Rescue Disk”. Keep this disk in a safe and dry place.

PRINTING TERMS XE "Printing terms"   

BUFFER XE "Buffers & Switches" :                                The amount of memory inside the printer to  assist in storing the data before printing.(Characters “hang out” here until the z printer is ready for them.) 

CHARACTER:                        A single unit of text comprised of alphabetic, numeric, punctuation and special symbols. 

CONTINUOUS FORM:          Paper that is supplied to the printer as a continuous sheet, generally with perforations for separating. 

CUT SHEET:                          Separate sheets used for printing.  

DOT-MATRIX PRINTER:       XE "Dot matrix" 

 XE "Matrix:dot" A printing method using wires or pins to strike a ribbon to form characters and graphics using a dot pattern. 

DPI:  “Dots-per-inch”.              A measure of the printed quality for dot-matrix, ink-jet, thermal and laser printers.

EMULATION:                        A method where one printer acts like another  in order to work with a variety of software. 

FONT:                                    A set of characters in a particular design  and size. 

IMPACT PRINTER:               A printer using force to produce the image, usually by striking a ribbon. 

INK-JET PRINTER:                A printer that produces the image by controlled spraying of droplets of ink at  the paper

INTERFACE:                         The means of connecting a printer with the host computer in order to transfer data to be printed.  Often done using parallel or serial connections. 

LASER:                                  A highly controlled form of light. 

LIGHT-EMITTING DIODE:   A small device that produces light.

NETWORK:                           A wiring method to connect multiple computers and peripheral XE "Peripherals" s.  Generally used  for sharing peripherals and information among users.

PAGE-DESCRIPTION            A special computer language that precisely controls LANGUAGE:  the placement of text  and graphics on a page and is able to generate high-quality fonts in a variety of sizes and styles. 

PARALLEL:                           A method to wire a computer and printer, using multiple strands of wire each carrying a separate signal to the printer. 

PRINTHEAD:                         The mechanical device that moves back and forth across the page to make the image on the paper. 

RESOLUTION:                       The number of dots placed in a specific area, usually one square inch.  See DPI. 

SERIAL:                                 A method for wiring a computer and printer, in  which a single wire is used to carry the signals one after the other to the printer. 

SPEED:                                  Usually measured as characters per second (cps) or pages per minute for page printers. 

THERMAL PRINTER:           A printer that uses heated wires to melt ink on the ribbon and deposit it on the paper  beneath.

TONER:                                 A black, powered ink used in laser printers  and xerographic copiers.  

SAVING CUSTOM CONFIGURATION

To preserve the integrity of your custom system configuration XE "System:configuration" , we recommend the following steps before attempting to set up  XE "Software:set up" any software product on your computer system.

SYSTEMS INSTALLED WITH WINDOWS 95/98

1. Turn on your system to start WINDOWS 95/98.

2. Place WINDOWS 95/98 CDROM into your CDROM drive.

3. Click on START, then RUN.

4. In the BOX type: D\OTHER\MISC\ERU\ERU.EXE (where D: is the drive letter of your CDROM device).

5. Follow the steps as instructed, when asked to save your   configuration, answer: TO FLOPPY DRIVE A:

6. Place a formatted floppy into your floppy drive and click the NEXT button.

7. Follow the rest of the instructions.

8. When completed, remove the floppy from the drive, and LABEL  this disk:

EMERGENCY RECOVERY DISKETTE
Done! Now proceed installing your application programs.  In the event that something goes wrong with any installation of an application program, you now can recover the system to its original configuration. XE "System:diskette" 
SYSTEM INSTALLED WITH WINDOWS NT 3.51

1. From The File Menu, Select Run and <Enter> in the Box RDISK.EXE

2. Place a formatted floppy disk in your floppy drive.

3. Continue with STEP 8 from above.

SYSTEM INSTALLED WITH WINDOWS NT 4.0

1. From the START button Select Run, and <Enter> in the box RDISK.EXE

2. Place a formatted floppy in your floppy drive.

3. Continue with Step 8 from above.

DOS WINDOW

DOS WINDOW XE "DOS Windows"  WITHIN UTILITY MENU XE "Windows:DOS" 
The Utility Menu selection provides a window directly into the “DOS” operating system and “help” for any “DOS” command you need information on.  Making Selection # 9 from the Utility Menu will provide access to the DOS help menu.  General help and a list of all DOS commands can be accessed by striking F10.  Specific information on an individual command can be reviewed by inserting the command name that you want information on at the cursor prompt, then striking <Enter>.  The “DOS Help” system will display specific information on the inserted command.

Once information is reviewed on the Dos command that you want to use you can then make Selection # 10 (execute DOS commands XE "Execute DOS commands" ) from the Utility Menu to invoke  the command.  This command entry feature is not limited to “DOS” commands as other commands to startup other programs can now be executed from within the AJA program.  For instance:  if you have installed a tape drive then the tape software could be activated directly from AJA without having to return to the “DOS” C:>prompt.  In fact, virtually every command that would normally be executed from the C:> prompt can now be activated from within the system.

For example, if you wished to edit a text data file, you could insert EDIT (filename) at the cursor, which would invoke a DOS file editor and permit you to edit the text file.  The DOS editor is very similar to a word processor.  The only limitation on the execution of a command is the memory requirements of the actual command issued and the amount of memory your computer has and how it uses it.  If the memory requirements are too large then an error will occur, such as “out of memory” or the computer will lock up and need to be reboot XE "Boot diskette" ed.

Virtually all DOS commands can be executed from within this window.  For instance, to format a diskette, type in the command, format XE "Disk:format"  A: or B: from this prompt and a diskette for drive A: of B: will be formatted.  If you add /S parameter to the command (format A:/S) then the diskette will be made into a system-bootable diskette XE "Disk:boot" , which has the operating system integrated on it.  A bootable diskette is needed in an emergency such as a hard drive XE "Hard drive:booting from"  failure or a virus XE "Computer:virus"   XE "Virus" attack.  Be sure to have a full system boot diskette stored on a safe place in case of emergency.

To find out what version of DOS or windows you’re running, type in “VER” at the “Command to Execute” prompt.

WINDOWS COMPATIBILITY

AJA Inventory Control program has been modified for Windows compatibility running under DOS mode.  The program can be operated in a single partition XE "Partition"  or multiply partitions.  It is now no longer necessary to partition the hard drive XE "Hard drive:partitian"  or set up a Ramdrive.  AJA Software can be run from Windows by using the windows “RUN” command or making a Icon.  The install Root Diskette is supplied with a file named “GOAJA.BAT” located in the root directory.  It is this file that is executed from the Run Command by the Icon.  (At the run command prompt, type in (GOAJA.BAT).

The multitasking window is always available, this permits the simultaneous operation of two or more programs. (AJA DMS & Imaging program)

For example, once in the AJA DMS program, the Windows key can be pressed to go to the Windows Desktop.  AJA DMS will still be operational as witnessed by the notification on the task bar.  Another program can be opened and accessed, then AJA DMS can be re-accessed by clicking on the AJA symbol on the task bar.  Multiple copies of AJA DMS can be opened temporarily.  For instance, if invoicing and parts were not put in inventory, a duplicate program can be opened to put the inventory in stock, then closed so the invoice can proceed.  Always be certain there are not multiple copies of AJA DMS opened for sustained periods of time due to the fact that it makes it hard to remember all the open windows and inevitably there will be a clash or crash.

SUBJECT ICONS

GENERAL OVERVIEW

Icons XE "Icons:creating"  on your desktop are called shortcuts XE "Shortcuts:creating" .  When you put one of them out on the desktop, Windows 95/98/ME creates an icon for the application or file that launches the program or loads the file in an application once you double-click on it.  

For example, we’re going to create a shortcut to Explorer so that in the future, each time you want to start Explorer (the Win95/98/ME file manager), you just double-click on the icon rather than going to the task bar (you know, the thing that says Start on it) and going to Start, Programs, Windows Explorer XE "Windows Explorer" .  

Before we start this, you must understand the distinction between a file and a program.  If you drag a file out on a desktop, it is not a shortcut, and there won’t be a little arrow on the icon.  This means that if you drag that file to the recycle bin, it will be deleted.  If it’s a program with the little shortcut arrow and you drag that to the bin, it only erases the shortcut; the actual program is still on your hard drive. 

Don’t be afraid of putting files on the desktop; just be cautious about it.  By doing so, you can double-click on a file and Windows 95/98/ME loads the application and the file for you.  

CREATE AN ICON

Let’s get on with creating a shortcut.  First, load Explorer by going to Start, Programs, Windows Explorer and left click on it.  Explorer should load up for you.

Next, in the left window of Explorer, find your Windows directory.  Double click on the little yellow folder so that in the right window you’ll see a whole bunch of folders and files.  Make sure that Explorer doesn’t entirely cover up on your desktop.  If it does, look in the upper right corner, where you’ll see three boxes, on of them an “X”.  Click on the one in the middle so part of your desktop is visible.

Now comes the tricky part.  You must find a file in the right side window of Explorer that’s labeled Explorer.  It’ll have a little computer next to it.  Once you find it, select it.  This means to click on it once and continue to hold the mouse button down.

Still holding the mouse button down, drag that file out to the desktop and release.  This should place an icon out on your desktop that is a shortcut to Explorer.  Now, click on the “X” in the upper right corner of Explorer.  From now on, you’ll never have to go to the task bar to start Explorer. 

CREATE AN AJA ICON

To create an AJA icon,  Click on the Explorer icon that was just created, double click the [C:] drive in the left window.  This will display a list of the files and folders on the C: drive in the right window.  Scroll through these by using the arrows on the right side of the screen until you find the GOAJA program.  If the Windows desktop is not visible, click the box to the left of the “X” in the upper right hand corner this will make part of your desktop visible.
 Click on GOAJA with the right clicker and hold the mouse button down.  Still holding the mouse button down, drag GOAJA out to the desktop and release.  This should place an icon out on your desktop, a shortcut to AJA DMS. Right click the new icon and choose “Create shortcut”. Close the Explorer program by clicking the “X” in the upper right corner.  

Right click on the new AJA icon, click Properties XE "Properties" .  Click  on the folder tab labeled “Program”, make sure the “Close on exit” option is checked.  If not, check  and click the Apply button.  Next, click the Screen tab, check that the “Full Screen” option is checked, if a change is made, click the Apply button.  Click the Misc tab and make sure the “Allow screen saver” option is not selected. The always suspend option should not be checked.  If you change setting, click Apply.  Left click the “X” in the upper right hand corner to close the window.

To rename the icon XE "Icons:rename" , right click the new icon and choose “rename”.  Type in the desired name under the icon.  Click on the desktop.  Double click on the icon to start your program from the desktop.  From now on, just click the AJA icon to start AJA DMS.
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DOS HELP XE "DOS commands" 
This is the DOS general help file XE "DOS help" .  It contains a brief description of each command supported by the DOS help command.  

APPEND:
Allows programs to open data files in specified directories as if they were in the current directory.

ASSIGN:
Redirects requests for disk operations on one drive to a different drive.

ATTRIB:
Displays or changes file attributes.

BACKUP:
Backs up one or more files from one disk to another.

BREAK:
Sets or clears extended CTRL+C checking.

CALL:
Calls one batch program from another.

CD:
Displays the name of or changes the current directory.

CHCP:
Displays or sets the active code page number.

CHDIR:
Displays the name of or changes the current directory.

CHKDSK:
Checks XE "CheckDisk"  a disk and displays a status report.

CLS:
Clears the screen.

COMMAND:
Starts a new instance of the MS-DOS command interpreter.

COMP:
Compares the contents of two files or sets of files.

COPY:
Copies one or more files to another location.

CTTY:
Changes the terminal device used to control your system.

DATE:
Displays or sets the date.

DEBUG:
Runs Debug, a program testing and editing tool.

DEL:
Deletes one or more files.

DIR:
Displays a list of files and subdirectories in a directory.

DISKCOMP:
Compares the contents of two floppy disks.

DISKCOPY:
Copies the contents of one floppy disk to another.

DOSKEY:
Edits command lines, recalls MS-DOS commands, and creates macros.

DOSSHELL:
Starts MS-DOS Shell.

ECHO:
Displays messages, or turns command echoing on or off.

EDIT:
Starts MS-DOS Editor, which creates and changes ASCII files.

EDLIN:
Starts Edlin, a line-oriented text editor.

EMM386:
Turns on or off EMM386 expanded memory support.

ERASE:
Deletes one or more files.

EXE2BIN:
Converts .EXE (executable) files to binary format.

EXIT:
Quits the COMMAND.COM program (command interpreter).

EXPAND:
Expands one or more compressed files.

FASTOPEN:
Decreases the amount of time needed to open frequently used files and directories.

FC:
Compares two files or sets of files, and displays the differences between them.

FDISK:
Configures a hard disk for use with MS-DOS.

FIND:
Searches for a text string in a file or files.

FOR:
Runs a specified command for each file in a set of files.

FORMAT:
Formats  XE "Disk:format" a disk for use with MS-DOS.

GOTO:
Directs MS-DOS to a labeled line in a batch program.

GRAFTABL:
Enables MS-DOS to display an extended character set in graphics mode.

GRAPHICS:
Loads a program that can print graphics.

HELP:
Provides Help information for MS-DOS commands.

IF:
Performs conditional processing in batch programs.

JOIN:
Joins a disk drive to a directory on another drive.

KEYB:
Configures a keyboard for a specific language.

LABEL:
Creates, changes, or deletes the volume label of a disk.

LH:
Loads a program into the upper memory area.

LOADFIX:
Loads a program above the first 64K of memory, and runs the program.

LOADHIGH:
Loads a program into the upper memory area.

MD:
Creates a directory.

MEM:
Displays the amount of used and free memory in your system.

MIRROR:
Records information about one or more disks.

MKDIR:
Creates a directory.

MODE:
Configures a system device.

MORE:
Displays output one screen at a time.

NLSFUNC:
Loads country-specific information.

PATH XE "Path" :
Displays or sets a search path for executable files.

PAUSE:
Suspends processing of a batch file and displays a message.

PRINT:
Prints a text file while you are using other MS-DOS commands.

PROMPT:
Changes the MS-DOS command prompt.

QBASIC:
Starts the MS-DOS QBasic programming environment.

RD:
Removes a directory.

RECOVER:
Recovers readable information from a bad or defective disk.

REM:
Records comments (remarks) in batch files or CONFIG.SYS.

REN:
Renames a file or files.

RENAME:
Renames a file or files.

REPLACE:
Replaces files.

RESTORE:
Restores files that were backed up by using the BACKUP command.

RMDIR:
Removes a directory.

SET:
Displays, sets, or removes MS-DOS environment variables.

SETVER:
Sets the version number that MS-DOS reports to a program.

SHARE:
Installs file-sharing and locking capabilities on your hard disk.

SHIFT:
Shifts the position of replaceable parameters in batch files.

SORT:
Sorts input.

SUBST:
Associates a path with a drive letter.

SYS:
Copies MS-DOS system files and command interpreter to a disk you specify.

TIME:
Displays or sets the system time.

TREE:
Graphically displays the directory structure of a drive or path XE "Path" .

TYPE:
Displays the contents of a text file.

UNDELETE:
Recovers files which have been deleted.

UNFORMAT:
Restores a disk erased by the FORMAT XE "Disk:format"  command or restructured by the RECOVER command.

VER:
Displays the MS-DOS version.

VERIFY:
Tells MS-DOS whether to verify that your files are written correctly to a disk.

VOL:
Displays a disk volume label and serial number.

XCOPY:
Copies files (except hidden and system files) and directory trees.

GLOSSARY XE "Glossary" 
1. APPLICATION PROGRAM:  A software program written for a specific use i.e. an accounting package.

2. ASCII:  Acronym for “American Standard Code for Information Interchange”.  ASCII is the standard 8-bit information code used with most microcomputers.

3. ASYNCHRONOUS:  Asynchronous refers to the method of transmitting data.  It is not necessary for a steady stream of data to be transmitted at regular time intervals between each group of bits.  Asynchronous communication relies on the system’s ability to detect the beginning of a group of bytes by a change in line status know as a “start bit”.

4. AVERAGE ACCESS TIME:  Usually expressed in milliseconds, average access time is the time required for the disk drive to move the heads from a random place on the drive to prepare for a read (from the disk) or a write (to the disk) operation.

5. BAUD/BAUD RATE:  Transmission speed measured in terms of the number of data bits per second.  The most common baud rates are 110, 300, 1200, 4800 and 9600.  A typical pattern for data transmission is 1 start bit, 1 stop bit and 7 data bits to make up a word.

6. BELL 103A:  Modem XE "Modem:information"  specifications provided by Bell Systems which provide for two narrow bands of frequencies, each of which sends messages in one direction only.  Two channels are thus available over one telephone line XE "Telephone:line - modem"  by means of FSK Modulation.

7. BELL 113:  Same as Bell 103, but provides originate or answer capability only.

8. BELL 212:  AT&T modem providing full duplex asynchronous or synchronous data transmission at speeds to 1200 bps on the dial network.

9. BI-DIRECTIONAL PRINTING:  In bi-directional printing, the printer both left to right and right to left.  This is in contrast to older generation printers which would print left to right, do a carriage return, and begin to print again.  Bi-directional printing enables the printer to reach higher print speeds.

10. BIT (Binary Digit):  Contraction of “binary digit”, the smallest unit of information in a binary system.  A bit represents the choice between a one or zero condition.

11. BOOT XE "Boot diskette" :  To automatically take a program from a disk or diskette XE "Disk:boot" , load it into memory and run it.  The program in this case is almost always the DOS (disk operating system).

12. BPS:  Bits per second.  The baud rate is calculated in the number of bits it transmits each second.

13. BROWNOUT:  Normally a planned voltage reduction by utilities to counter excessive demand on the generation/distribution system.

14. BUFFER (PRINTER):  The printer buffer is actually dedicated RAM (Random Access Memory) within the printer itself.  The purpose of “buffering” is to improve computer system through-put.  In other words, to free the computer from controlling the printer, and thereby enable it to move on to other tasks.  In general, buffering is required because the computer is capable of transferring data to the printer at a much faster rate than the printer can print that data.

15. BYTE:  A binary element string operated upon as a unit and usually shorter than a computer “word”.  Eight bit bytes are most common.  Also called a “character”.

16. CAD/CAM:  Acronym for “Computer Aided Design” computer aided manufacturing.

17. CARRIAGE RETURN:  Is a synonym for the <Enter> key.  Whenever you are prompted to hit carriage return it means to strike <Enter>.

18. CENTRONICS:  A style of parallel port using 36 pins of certain standard conventions.  The device attached to a Centronics port must use Centronics protocol.

19. COLOR SET:  This term refers to the specific 16 digital RGB colors which a personal computer is capable of generating.  The two most popular 16 color sets are the Apple II, IIe and IIc set and the IBM PC/PCJR/XT/AT set.

20. COMPILED:  A program that has been permanently converted into machine code.  

21. CONVERSATIONAL MODE:  An interactive communications mode that lets data flow bidirectionally between two communications devices.

22. CPS:  A printer industry acronym for the term  “characters per second”.  CPS is actually the top speed of the printer.

23. CPU (CENTRAL PROCESSING UNIT):  Portion of a computer which directs the sequence of operations and initiates the proper commands to the computer for execution.  

24. CRT:  Acronym for “Cathode Ray Tube”.  A tube whose surface is the video screen in terminals and monitors.

25. CURSOR:  A visual marker that tells you where you are on the video screen.  It can be moved around the screen by using  the arrow keys, and various other keys, depending on the program being run.

26. DAISYWHEEL:  A method of implementing impact printing.  A  daisywheel printer features a circular printing element where characters are placed on “petal-like” extensions from a center hub.

27. DATABASE:  A file of information collected and used by a computer program.  The information (data) is used for research, mailing lists, target mailings, credit information, customer lists, policy types, customers’ sales histories, etc.  The right software will help you organize and get to the information you need in your desired format.

28. DATA COMMUNICATION:  The technology of transmitting data between computers, often with one host computer and numerous remote terminals, frequently between two microcomputers.  Signals are transferred by hard-wire connections, telephone lines  XE "Telephone:line data transmission" or satellites.

29. DEDICATED LINE:  A line committed to or set aside for one  specific use.

30. DEMODULATOR:  The function of a modem which converts incoming analog signals to the original digital signals sent by the other computer.

31. DISK ARRAYS:  Small, comparatively inexpensive groups of disk drives that are used to improve system performance.  While they don’t hold as much data individually, they do offer a better cost per megabyte than a single, large, expensive disk drive used on a larger system such as a mainframe of mini-computer.  

32. DISK FORMATTING:  Disks do not come ready to use.  In order to use a diskette it must be formatted. XE "Disk:format"   To format a disk  just go to the Utility Menu, make Selection # 8 and follow  the directions.

33. DOS:  Acronym for “Disk Operating System.”  The set of programs on a diskette or hard drive made up especially for a particular system and that provides the system with its  operating capabilities.

34. DOUBLE DENSITY:  A method of encoding data on a diskette.  Double density recording provides greater storage than single density because it requires fewer “clock” (timing)  bits.  By using fewer clock bits, additional disk space is available for data bits.

35. DOUBLE SIDED:  Refers to a disk drive with two read/write  heads to allow data storage on both sides of the disk.  Therefore, double sided disk drives can offer greater storage capacity than single sided drives.

36. DOWNLOAD:  To copy (read) data from the computer into the  terminals or printers memory or from a host computer into a slave or remote unit.

37. FAULT TOLERANCE:  Features that are designed to maintain data integrity before, during and after a network failure.  Fault tolerance implies that when a failure occurs, the network as system will keep running.  In addition to disks in an array, the cabling, controllers, adapters and power  supplies must have redundant capabilities in order to truly be fault-tolerant.

38. FIELD:  A group of characters sharing the same write-protect attribute.

39. FRICTION FEED:  Method of feeding paper into the printer which depends upon friction of the platen roller to pull paper through similar to that of a typewriter.

40. GLITCH:  A pulse or burst of noise that can cause errors or failures.

41. HALF DUPLEX:  A communication mode that can carry transmission of data in either direction, but limits it to one direction at any given moment.  In half duplex, all characters entered at the keyboard are sent directly to the display as well as to the modem.

42. HANDSHAKING PROTOCOL:  A system of signals sent and received between two terminals, assuring that each one is working in harmony with the other.  Handshaking prevents data from being sent when the other device is not able to accept or  handle more data at that time.

43. HARD/SOFT SECTORED:  Hard-sectored refers to a data  recording method where sectors are marked by a hole  physically punched in a disk.  Soft-sectored is a data recording method where the tracks/sectors are identified by a “header record” written on the disk.  In soft-sectored recording, the disk controller places header records on the disk as part of the formatting process XE "Disk:format" .

44. HARDWARE:  The physical equipment that makes up the computer system.

45. HIGH RESOLUTION GRAPHICS:  Very detailed shapes, characters, and shades displayed on the video screen.

46. INTERFACE:  A circuit that connects devices in a computer system, i.e. the computer and peripherals. XE "Peripherals" 
47. INTERNAL MEMORY:  The internal parts of a computer capable of retaining data.

48. K BYTES:  Refers to 1024 bytes of data.  3K bytes is equal to 3072 bytes of data.

49. KEY-IN:  Punching a letter, number, function key, or words.

50. LETTER QUALITY:  Usually associated with Daisywheel or thimble type printers.  Characters fully formed versus Dot Matrix  XE "Dot matrix" 

 XE "Matrix:dot" type characters.

51. LOGICAL DRIVES:  A large physical disk drive may be  sub-divided into several logistical drives, i.e. a 40 megabyte drive may have designations of A,B,C, etc., which to the operating system looks like individual hard drives.

52. MEMORY:  An area the computer uses to store data and/or the program it is using.  A computer takes a program from a hard drive or diskettes and loads it into its memory.  Only after the program has been loaded into memory can the computer use it.

53. MIRRORING:  A server function that duplicates each data disk drive.  If a drive fails, the mirror drive continues operation.  While it increases the server’s capabilities, it also increases the cost, since two disk drivers are required and only half of the total storage capacity can be used.  The other half goes to the mirror disk.

54. MODEM (MOdulator-DEModulator) XE "Modem:information" :  A device used to convert serial digital data from a transmitting terminal to a signal suitable for transmission over a telephone XE "Telephone:line - modem"  channel or to reconvert the transmitted signal to serial digital data for acceptance by a receiving terminal.

55. MTBF:  An acronym for “mean time between failures”.  This term is used to spec the reliability of a device.  MTBF is usually expressed in thousands of hours at an assumed duty cycle.

56. MTTR:  An acronym for “mean time to repair”.  This term refers to the average time required to repair a device when a failure occurs.

57. NONVOLATILE MEMORY:  A permanent memory storage area not affected by power loss.

58. NULL:  An ASCII character used to fill time or space.

59. PARALLEL INTERFACE:  A type of communication link between  the printer and the host computer system.  The parallel interface transfers data from the computer to the printer 8 bits (1 byte) at a time, therefore, it can be faster than  the serial interface.  The parallel interface is used widely in the microcomputer industry.

60. PARALLEL TRANSMISSION:  Byte-wide data transmission that allocates a data line for each bit in a word.  Transmission is usually unidirectional.

61. PARITY:  The sum of bits in a character.  If the sum is always even, then parity is said to be even.  If the sum is odd, then parity is odd.  If no distinction is to be made  between even or odd sums, parity is none.

62. PARITY CHECK:  Addition of noninformation bits to data making the number of ones in a byte (bit group) either always odd or always even.  This permits detection of errors in blocks that have a single error.

63. PASSWORD:  Word, letters, symbols or numbers used to give access to delicate menus or programs.

64. PC NETWORK:  A broad-band local area network for connecting personal computers.

65. PERIPHERAL: XE "Peripherals"   Any device connected to the computer and dependent on the computer for its operational instructions such as a printer or a modem.

66. PHOSPHOR:  Phosphor is the chemical deposited on the face of the CRT which generates the light when struck by the electron beam R,G,B electron guns.  Hence, the dots which  are seen on the screen are phosphor dots which glow for a  given period of time depending on the persistence of the phosphor.

67. PIXEL:  A pixel is a single picture element (a dot) on the CRT screen.

68. PORT:  A logical door between the computer and another device, such as a printer or a modem.  Data travels back and forth between the computer and other devices through ports and are built into the computer or added onto it through its expansion slots.

69. PROMPT: The greater than sign.

70. PROTOCOL:  A formal set of conventions governing the formatting and relative timing of message exchange between two communicating systems.

71. RAID:  Redundant Array of Inexpensive (or Independent) Disk applies to an architecture that safeguards data.  If a disk fails, data is reconstructed using an extra disk, or several extra disks, containing redundant information.

72. RAM:  Acronym for “Random Access Memory”.  This is temporary internal memory that can be both read from and written to.  As soon as the system is rebooted or turned off, the data  that was in RAM is gone.

73. RECONSTRUCTION:  If a disk fails, data from the redundant  disk and data from the functional disks are used to  reconstruct data.

74. RECOVERY:   XE "Data file:recovery" Time spent reconstructing data from a failed disk.  Depending on a server’s functionality, recovery can occur while the subsystem continues normal operation.

75. RGB:  An abbreviation for “Red, Green, Blue”.  This acronym refers to the three electron guns within a video monitor (and a TV) which are used to illuminate dots on the screen.

76. RGB-1:  This term refers to a digital RGB video signal.  In digital RGB, the three electron guns (R, G, and B) can be  either of two states; on or off, thereby leading to a total of 8 color combinations.  The “1” represents an intensity  bit which enables an additional 8 colors to be displayed.  The total number of colors available in RGB-1 is therefore 16.

77. RO:  An acronym for “Read Only”.  RO refers to a printer which can receive data but cannot send data as it doesn’t  contain a keyboard.

78. ROM:  Acronym for “Read Only Memory”.  This is permanently stored memory inside a computer that contains instructions on how to access the drives, video screen, ports, etc.  It does not erase when the power is turned off.  ROM cannot be written to, only read from.

79. RPM:  Acronym for “Revolutions Per Minute”.  In the disk drive industry, RPM refers to the speed at which the media rotates within the disk drive.  The industry standard RPM  for 5-1/4” floppy disk drives is 300 RPM.

80. RS232C:  A style of serial port using certain known  conventions defined by the EIA (Electronic Industries Association).

81. RS422:  A technical specification for a high-speed differential communication link between the computer and a peripheral.  Allows data transfers at up to 800Kb/s while  allowing the peripheral to be located up to 4,000 feet from the computer.

82. SERIAL INTERFACE:  A type of communication link between the printer and the host computer system.  The serial interface transfers data from the computer to the printer 1 bit at a time, hence, it is relatively slow.  To overcome this speed disadvantage, serial interfaces are typically “buffered”.

83. SERIAL TRANSMISSION:  A method of data transmission in which each bit of information is sent sequentially on a single data channel.  Serial transmission is the normal transmission mode for data communications.

84. SOFTWARE:  Instructions that are read and used by the system enabling it to perform desired functions.

85. SPIKE:  Overvoltages that last from nanoseconds to milliseconds.

86. STANDBY POWER SUPPLY:  Offers battery backup to your computer by switching the source of power from the wall outlet to the battery when the voltage from the wall outlet drops below an acceptable level.

87. STATIC MEMORY:  Memory that does not have to be refreshed.

88. STEP RATE:  Usually expressed in milliseconds, the step rate is the time required for the read/write head to move from track to the adjacent one.

89. STOP BIT:  The bit transmitted immediately after the group of data bits to assist in synchronization and verifications of serial data.  

90. STRIPING:  Divides data into multiple pieces and then transfers those pieces to multiple disk drives in parallel.  This technique improves the data transfer rate, but it also adds a premium to the cost of a system.

91. SURGE: XE "Surges"   Over voltages that last from milliseconds to seconds.  Spikes and surges have the potential to exceed 10,000 volts.  The energy expelled by an overvoltage is heat.  If the heat builds up faster than it can be dissipated, the semiconductors in the computer will  physically break down.  The range of a spike or surge is relative to the peak voltage that is reached and how often the overvoltages occur.

92. SURGE & SPIKE SUPPRESSOR: XE "Computer:surge protection"   A device that uses various electronic components to short cut and dissipate excess voltage that the computer can’t tolerate.  Surge & spike suppressors do not guard against under voltages.

93. SYNCHRONOUS TRANSMISSION:  Transmission in which the data  characters and bits are transmitted at a fixed rate with the transmitter and receiver synchronized.  Synchronous  transmission eliminates the need for start and stop bits.

94. SYNTAX:  The proper grammatical structure of a command.

95. SYSTEM PROMPT:  A symbol which represents the operating system is ready for keyboard input.  Commands to an  operating system are typed after the system prompt.

96. TOKEN-RING:  Evolving communications standard that is available only for PC local area networks.  It will be used in the future as a standard local base band method of exchanging information between distributed systems and to  tie IBM products to those of other vendors.

97. TRACKS/SECTORS:  The concept of “tracks” is similar to the grooves on a record album, however, on disk media the grooves are “logical rings” rather than physical.  That is, the disk controller (via the read/write head) places bits  down on the disk to identify the beginning and the end of a given track where it will later place data.  In addition to identifying logical tracks, the disk controller also divides those tracks into sectors (pieces).  The number of sectors chosen is dependent upon the particular disk controller Once the tracks/sectors have been addressed (the process of “formatting the diskette XE "Disk:format" ”) data can be placed on the disk.

98. TRACTOR FEED:  A tractor feed mechanism is a mechanical device which allows the printer to use continuous forms.  It uses “sprocket holes” punched in the edges of the paper to pull the paper uniformly through the printer avoiding slips and paper skew.

99. TRANSFER OF FILES:  Transmission of text or data files from one computer to another.

100. TRANSFER RATE:  Rate at which data moves between the host  computer and storage, and input/output devices.  The transfer rate is usually expressed as a number of characters per second.

101. TRANSMISSION FREQUENCY:  When communicating over telephone XE "Telephone:line data transmission"  lines, the two narrow bands within the analog carrier provide the means for data transmission.

102. TTL:  An abbreviation for “Transistor to Transistor  Logic”. This term refers to the most common type of electronic design logic which is used in various types of  computing equipment.

103. UART:  Abbreviation for “Universal Asynchronous Receiver Transmitter.”  Hardware device used to convert serial data to parallel and vice versa.

104. UNDERVOLTAGE:  Includes blackouts, dropouts and brownouts. Blackouts are losses of power lasting more than a second.  Dropouts are losses of power for periods of less than a second.  Brownouts are reductions in voltage for an extended duration.  Undervoltages cause data loss or data corruption.

105. UNFORMATTED/FORMATTED STORAGE:  Unformatted storage is the total raw storage capacity of a disk.  Formatted storage is the amount of storage available for data after the disk controller writes header records to identify logical tracks and sectors on the disk.

106. UNINTERRUPTABLE POWER SUPPLY:  Maintains constant power to your computer via an inverter which draws power from the battery and battery charger.  When power from the wall outlet fails, the battery continues to supply electricity to the computer with no interruption.  The UPS also acts as a spike and surge protector because the output is regulated  and isolated from the main power line.

107. UTILITY PROGRAMS:  Programs that perform system-related rather than data-related functions such as copy and format disks, etc.

108. VDT:  An acronym for “Video Display Terminal”.  A terminal containing a CRT on which information received from the computer or keyboard can be displayed.

109. VOLATILE:  A type of memory that will not retain stored information when power is disconnected.
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55

service dept
74, 84

summary
47

IO error
55, 152, 206

IO floppy disk
184

J
Journal

Annual Transaction
43

daily
See Daily Transaction Journal

detail
30

mini
32

summary
30, 32

K
Kawasaki KIC
165

KIC
164, 165

Kitting
15, 23

L
Label menu
20

Labels

mail order
67

major unit
22

parts
22

print
15

purchase
6

Labor codes
74, 96, 99

Lan networking
205

Lightning
155, 185

Load

CD
180

Loans

customer
143

Lost sale report
61

M
Mail order
9, 67, 104, 107, 108, 125

Mail order menu
45

Maintenance

A/R
105

area code
142

computer
154

counter customers
138, 142

customer maint menu
142

data file
42, 152

end of year
42

inventory parts
99

model
24

ongoing
105

parts file
138

parts inventory
15

preventative
186

price file
136

service customer
138, 142

software
179

unit purchaser
138, 142

zip code
142

Maintenance agreement
179

Major unit

description
30

display
17, 93

file synchronization
142

inventory
10, 15, 83

labels
20, 22

receiving
26

return
151

sales history
92

vendors
95

Major Unit

sales menu
44

Manual P/O
112

Map
209

Map Network Drive
208

Master Menu
7

Program Director
7

Master price file

delete vendor
97, 136

merge
133

update
132

Matrix

changes
60, 207

dot
211, 225

price
17, 95, 206

Message change
207

Minimum parts qty
15, 35, 60, 115

Model

maintenance
24

search
44

Modem

approved
198

information
115, 185, 187, 222, 225

Month

end
38, 104, 152

transaction journal
38

Multiple unit
90

Multitasking
189

N
Network Neighborhood
208

Networks

Neighborhood
192

passwords
192

supported
188

Networks, distributed

Lan
205

Windows
193

notes
62, 84, 85, 199

Notes
47

Notification setup
131

Null characters
197

O
Obsolete parts
15, 16, 41

P
Paper, purchase
6

Parallel cash drawer
197

Partition
156, 208, 215

Parts

allocate
23, 35, 61, 73

alternate
48, 60

description
24, 30

entry
15, 17, 47

file routines
132

inventory
See Inventory, parts

inventory tally
146

invoice parts display
72

labels
22

Maintenance
15

obsolete
15, 16, 41

pick list
35, 61

price update
132

query
61

receiving
19

receiving, automatic
109

reorder
60

re-order
15, 60, 116

report menu
20

reports
22

search
60

status
15

substitute
19

PartSmart
45, 165

image codes
97, 172

installation
163

Password
8

change
207

protected drive
192

Path
121, 162, 220, 221

Paycode
46, 47, 49, 53, 67, 81, 82

PC History
201

Peripherals
154, 198, 205, 211, 225, 226

Pick list
35, 60, 61

Point of Sale
44, 46, 47

Posting A/R
108

Prefix codes
133

Preventative maint
186

Price

files
17, 132, 136

merge
133

maintenance
136

updates
132

Price matrix
17, 126, 206, 207

change
60, 206

Printer

align paper
208

approved
198

purchase
198

sharing
191

turn on
7

Printing terms
211

Printscreen
24, 39, 41

Processing info
181

Program Director
7

Program updates
179

workstation
179

Projected orders
16, 61

Properties
217

Prospect list
62

Prospecting programs
45

PrtScn
See Printscreen

Purchase order

automatic
109

create
109

customer
54

manual
109, 112

special
35

Purging
67, 105, 106

Q
QClean
152

Query
60, 67

Questions
206

Quick start
7

R
receipt printer
200

Receipt printer
6, 52, 81, 198

Receiving payment
108

Recover data files
157, 207

disk IO
152, 157

Recurring payments
101

Refund
44

Re-index
152

Relative search
26, 47

Remote communications
187

Re-order

quantity
15, 60

reduce
60

Repair order
74

internal repair orders
88

Reports

A/R aging
105

cancel
15

class code
8

daily transaction
30

interrupt
206

lost sale
61

major unit
92

parts
20

purchase order
36

reorder
7, 115

sales history
61

special order
35

velocity
38, 40

vendor codes
8, 16

Restore disk
157

Retrieve invoice
55

Returns

major unit
151

merchandise
44

RFC processing
88

Ribbons purchase
6

S
Sales description
30

Sales history
61, 92

Sales tax

calculating
52, 81

defaults
125

exempt
28

major unit
124

number
124

override
53, 82

Saved invoices
45, 55

Schedule service dept
45

Screens

list price factoring
127

reorder reports menu
115

time and date
7

Windows
7, 8

Search models
44

Search parts
44, 60

Sequential search
61

Serial cash drawer
197

Server
208

Service contract
179, 199

Service dept
73

schedules
45

Service order

definition
73, 74

file synchronization
142

menu
44

orders
80

print open service orders
86

Service orders

descriptions - order preparation
131

descriptions - repair orders
131

preparation
86

reports
86

Shop receipt
73, 74, 121

Shortcut Menu
13

Shortcuts

creating
216

Software

change partition
208

set up
213

Special accounts
104

Special codes
16, 74, 83, 96, 99

Special order
35, 61, 67, 74

menu
44

Special prices
15

Special purchase order
112

Start up procedure
9

Start up, Quick
7

Substitute parts
20

Supply list
6

Support calls
199

Supported networks
188

Surge protector
155

Surges
152, 154, 155, 185, 206, 228

Switch boxes
74

A-B
74

cash drawer dip
197

electronic
74

purchase
6

transfer
200

Switches & Buffers
200

Synchronization

counter database
142

service database
142

unit purchaser file
142

System

configuration
213

diskette
213

T
T folder
175

Table
49

codes
46, 49, 129

setup

city
129

color
129

execution
129

manufacturer
129

model
129

n XE "Table:setup:execution" otification code
129

paycode
129

repair code
129

Tape

cartridge
6

Tax
See Sales tax. See Sales tax

number
9

Telephone

customer
10, 28, 47

line - modem
187, 222, 225

line data transmission
224, 229

Threshold amount
15, 38, 40, 41, 206

Toggle
30, 48, 61, 75

Transfer switch
200

Troubleshooting
187

Turning off
8

U
Unit

return
151

Updates

price book
132

program
134, 179

Upgrades
179

Upload files

from CD Rom
122

from floppy
122

from server to workstation
122

Utility menu
48, 186

Utility Menu
117

V
Valuation
145

Velocity report
38, 40

Vendor

add
95, 126

assignments
126

codes
8, 9, 16, 39

delete from master price file
97, 136

report
8

set up file
9

Virus
203, 205, 214

W
Warranty

claim processing
88

Web site

customer web page

expansion
176

modifications
176

Dealer Mall
176

www.mcmart.com
176

Windows

DOS
214

multitasking
189

Windows 95/98
208

Windows Explorer
216

Word processing
181

Workstation
208

program updates
179

World wide web
176

www.mcmart.com
178

Y
Year

end
40

Z
Zip code maintenance
29, 142



NOTIFICATION:

AJA Computers, Inc. reserves the right to revise and make changes in the content of these documents or the AJA DMS software without obligation to modify any persons or organizations of such revisions or changes.  The screens and reports illustrated in these documents may vary slightly in content and design from those currently produced by AJA due to program enhancements.

These documents are for the sole use of purchasers or licensees of the AJA DMS software.  Any use, distribution, or reproduction of the contents of these documents is prohibited without permission from AJA Computers, Inc.
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