Introduction

JARVIS' SYSTEMA SOFTWARE AND MANUAL ARE PROTECTED BY
COPYRIGHT (C) 1988, JARVIS COMPUTER SOFTWARE. ALL RIGHTS
RESERVED. NO DUPLICATION WITHOUT EXPRESS WRITTEN PERMISSION

System A is a menu-driven, joumal-oriented accounting
systemn specifically designed for automotive dealerships. It
conforms to the standards set by General Motors, Ford,
Chrysler, and Nissan for dealership accounting.

Multtiple joumals are used, including Sales Joumals,
Service Joumals, Payroll Joumals, and General Joumals.
The accounts used in each joumal can be custom+ailored to
the meet the needs of your dealership. Detail can be added
or subtracted as needed. Account numbers are displayed
plainly in the joumals, eliminating much of the need to
remember the exact account numbers. The joumals are posted
to the general ledger at a frequency suiting the needs of the
dealership. Posting to the general ledger can be dally,
weekly, monthly, or on demand.

The basic accounts for General Motors, Ford, and
Chrysler are already set up and ready to go the minute the
system s installed. You only need to add accounts that are
specific to your dealership.

The system prints the manufacturer's statements and can
crossrint to other manufacturer's statements.

For further information, please see the section "GETTING
STARTED".
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ACCOUNTINGOVERVIEW

THE ACCOUNTINGMODEL

An accounting system is one way to make a model of your
dealership. It has many similarities to a plastic model of an
automobile. In both cases, models are buit to reduce the
complexities of the real thing and to allow a view of the big
picture. The plastic model of a car seldom has functioning
doors or electrical systems or engines, but it may have
shaped lumps of plastic that represent the engine or lines
embaossed in the body to represent the doors, hood, and trunk.
The person building or viewing the model is not concemed
that the model exactly mirror the car in every detall. If
that were the case, itwould be simpler to own the car. What
the builder or owner of the model car is concemed aboutis
that the level of detail shown in the model accurately
represents the car. Inthe model of the car there is loss of
detail and summarization of features.

Ina similar fashion, your accounting System models your
business by expressing all facets of it in terms of monetary
value. For example, the value of buildings, land, cars, and
machinery is reduced to monetary terms; also, the vacation
time of the owner or accountant may be expressed as a dollar
amount. Of course, you do not think of your vacation as
money, but rather as pleasant memories of traveling or
relaxing at home. Nevertheless, your vacation can be modeled
in accounting tenms simply by assigning it an appropriate
dollar value and entering that value into your accounting
model.

Accounting uses money as a unit of measure, because
almost all activities in the dealership use or eam money.
Itis the universal unit of measure and allows comparison
among the various departments of your dealership: Service,
Parts, Sales, and Office.

Accounting was not the brain wave of Jarvis Computer
Software, of course, nor of any other person, company, or
group. Accounting methods evolved as away to model
businesses; they continue to evolve today as businesses
change and require new methods to refiect those changes.
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Since an automobile dealership is such a different business

from a construction company, the models used by the

accounting systems may differ greatly. As your dealership

changes, you can expect your accounting model to change as

well. We have summarized our usage of some of the mast common
accounting terms below, so that you may check them in case of
guestions.

THE BALANCESHEET

The Balance Sheetis very smply a statement of all the
things the business owns and all the monies the business
owes. Things owned are called Assets and monies owed are
called Liabiities and Equities. Liabilities are monies owed
to people or companies other than the owners of your
dealership. Equities are monies owed by the dealership to
the owners of the dealership.

If a dealership were to go out of business, everything
the dealership owned could be sold, and hopefully all of its
bills and debts could be paid. Any monies left over would be
owed to the owners. Thus, itis seen that the total Assets
can-infact, must-equal (Balance) the total Liabiliies and
Equities. Thisis the basic undertying principle of almost
all accounting systems for almost all businesses throughout
the world. The model used by automobile dealerships also
adheres to this principle.

Since Assets and Liabiities/Equities must be equal,
everything that happens in the dealership must equally affect
Assets and Liabilites/Equities. If the owner buys lunch for
himself, he decreases an Asset (CASH) and decreases a
Liabiity (OWNER'S EQUITY). If the owner buys the dealership
anew building with his own money, he increases the Assets of
the dealership (BUILDINGS) but he also increases Liability
(OWNERS EQUITY). Itbecame apparent early inthe
development of accounting methods that everything that
happens to the business must affect at least two accounts:

One or more accounts in a pasitive manner and one or more
accounts in a negative manner. This idea was the origin of
"Double Entry Accounting.”

THE INCOMESTATEMENT

Originally, accounting systems only kept track of the
Balance Sheet. Each year businesses would make or lose
money, but the only way to tell was to compare the Balance
Sheet from the previous year to that of the current year.

Some report was needed to describe how the business made or
lost money—thus, the Income Statement. The Income Statement
details changes in Owner's Equity and how the changes
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occurred. When the Double Entry system is extended to all

the accounts of the Income Statement, the problem of tracking
how the business makes or loses money is solved. The General
Ledger contains ALL of your business' accounts, including

those from the Balance Sheetand Income Statement.

ASSETS

Assets are everything the dealership owns. Typical
assets are cash, inventory, buidings, land, machinery,
equipment, vehicles, accounts receivable, and securities.
Anything the dealership can sell, or otherwise convertto
money;, is an Asset.

CURRENTIASSETS

Current Assets are those assets that, in the ordinary
course of business, you can expect to convert to cash within
one year. A dealership can expect to collect its accounts
recevable and sellits inventory within ayear. Perhaps one
ortwo cars do not sell, or a few invoices may not be
collected by year's end, but the normal flow of business
results in cars being sold and invoices collected more or
less within one year.

Any cash on hand or balances in checking and savings
accounts are—or can be—tumed into money and are,
therefore, also Current Assets of the business.

FIXED ASSETS

Fixed Assets are assets that ordinarily cannot be tumed
into cash within one year. Examples of Fixed Assets are
land, buildings, machinery, and equipment.

LIABILITIES

Liabiities are all of the monies the dealership owes.
Liabiites come about in several ways. For example, the
dealership owes money to employees for their work or the
parts department orders something from a local vendor viaa
purchase order. These transactions are entered into the
accounting system as Accounts Payable or Liabiliies.
Similarly, when the dealership enters into a contract to
deliver a car to a customer, or when it borrows money froma
bank or other financial instittion, it creates a Liability.

Finally, when the dealership makes a proftt, the profits are
owed to the owners and show as a Liability on the books.
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CURRENTLIABILITIES

Current Liabilities are those that must be paid within
one year. These include Accounts Payable, payroll expenses,
payroll taxes, bank notes payable, etc. Another dass of
Current Liabilities is that portion of long-term debt that
wil have to be paid this year.

LONG-TERMLIABILITIES

Debits the business incurs for the purchase of land and
buildings are the principle Long-Term Liabilties.

EQUITIES

Equity accounts express the various ways a dealership
may be owned. Ifthe dealership is a corporation, there is
usually a Capital Stock account and possibly a Capital In
Excess Of Par account. Each year the dealershipeams a
profitand the profit is distributed to the owners, and
Equity is accumulated in the dealership. Accumulated Equity
is called Retained Eamings. Networth, then, is the total
of all the equities in the business.

11. THE INCOMESTATEMENTN MOREDETAIL

An Income Statement has two major parts. Thefirst part
expresses the profitability of direct operations. Direct
operations are those activities of the dealership that
comprise its reason for doing business. The seling and
servicing of cars is the "Direct Operations” of your
dealership. Revenues in excess of expenses entailed in
selling and servicing your cars make up your profits from
direct operations, that is, your Gross Margin. Everything
not directly related to seling and servicing carsis
expressed in the second part of the Income Staterment
containing the Other Revenues and Expenses accounts.

SALES AND REVENUES

If you total all of the sales from new and used cars and
combine itwith the sales of the parts and service
departments, you amve at the "Sales from Direct Operations”
figure.
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COSTOF SALES

Likewise, combining the cost of vehicles and sales
commissions with the cost of parts and the salaries of the
parts manager, service manager, and mechanics produces the
“Direct Cost of Sales.”

ADMINISTRATIVE EXPENSES

Certain costs are difficutt to allocate to the expenses
of asingle department, yet cannot be allocated realistically
to the direct"Cost of Sales.” Rather than force an
unnatural allocation, the accounting model combines these
expenses into an "Administrative and Other Expenses” section.

DISCIPLINE

Accounting takes discipiine if itis going to be a good
model of the dealership. Try to do tasks and posting sooner
rather than later. Establish conservative policies about
closing dates and cutoff dates and stick to them. Whenever
an error is discovered, correct it as soon as practical.

DOCUMENTAND RECORIKEEPING

Computer records themselves are not enough for legal
proof. Other orginal documents must accompany computer
records to establish proaf. You must keep checks, repair
orders, receipts, invoices, and other support documentsin
order to support your computer records.

L LEaTEaTa'aal -
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SYSTEMHARDWARE

HARDWARBVERVIEW

The computer can be described best by listing the major
components which you wil be using: memory, keyboard,
screen, printer, and disk drive(s).

A MEMORY

B.KEYBOARD

C.SCREEN

D.PRINTER

E. DISK DRIVE(S)

controls and directs data operations, via
the processor or MICroprocessor.

is the means by which you communicate
with the computer—an input device.

is the means by which the computer
communicates with the operator, how it
"taks" with you—an output device.

is another output device, providing more
permanent records than the screen.

is a device that stores programs on
floppy or hard disk media.

The descriptions below refer to two computers, NEC* and
IBM* using MS DOS* and/or UNIX* operating systems. However,
the information below will also apply to some ather systems,
such as, Ti¥, COMPAQ, etc., which are operationally similar
to the hardware mentioned above. In effect, this software
will function with any top-of-the-ine MS DOS machine

configuration.

* Registered Trademarks.
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KEY DESIGNATIONS AND USAGE

The keys used are listed in alphabetical order below.

ALT KEY AND GRAPHKEYS Arenotused. These keys must
NOT be locked down when the computer is
going to be used with this software. The
computer may appear to be out of order,
with no response or a blank screen.

BACKSPACKEY Moves the CURSOR (a blinking screen
pasition indicator) left and will remove
any characters left as it moves.

CONTROLKEY The"CTRL"key, onthe left side of the
keyboard, is used in conjunction with
other keys to produce specific resullts,
shown below. There is alist of control
functions in the appendix. * = CTRL.

CURSOR Is a blinking indlicator of the present
screen position.

CURSORVIOVEMENKEYS Are located on the lower right of
the keyboard and are either separate or
included with the NUMERIC keys. The
CURSOR MOVEMENT keys are used to move the
blinking cursor around the screen.

Iif the CURSOR MOVEMENT keys are part of
the numeric key pad, employ the
"NUM-LOCK" key at the top of the pad
(IBM). Also,onIBM FUNCTION keys 7,8,
9, and 10 are programmed to act as cursor
control keys, because the cursor keys are
incorporated in the number pad at the
right of the keyboard and it is much more
convenient to operate with these ina
separate location. Setthe NUM-LOCK key
to NUMERIC and use the listed FUNCTION
keys to move the cursor.

The CURSOR MOVEMENT keys may be used to
coirect certain entry errors. In cases

where the previous digit(s) is in error,

you may use the CURSOR to backirack and
re-enter data, similar to the BACKSPACE

key. However, the F1 key can be used to

CLEAR the current field to speed

corrections most of the time.

L LEaTEaTa'aal —

Document created by the PCL2PDF evaluation
(C) Copyright 1996-2000 Visual Software
Visual Software http://www.visual.co.uk



http://www.visual.co.uk

~

DELETEKEY

ENTERKEY

ESCAPEKEY

FUNCTIONKEYS

F1 KEY

F5 KEY

INSERT KEY

NUMERICKEYS

RETURNKEY

L LEaTEaTa'aal

The "DEL" key removes characters from the
screen as it passes over them, moving
left to right.

Found on the right side of the keyboard

near the numeric pad, this key is used to

move from data field to datafield. On
compatible keyboards this is designated

by a left pointing armow just left of the

number pad. There are two enter keys on

the NEC keyboards, designated RETURN and
ENTER. Thiskey does NOT save data.

The"ESC"keyis at the top left or right

of the keyboard. Thiskeyis usedin
conjunction with the menus, like a
FUNCTION key. Its main useisto SAVE
data and MUST be used to save data
entered.

Are atthe top or left side of the
keyboard and provide specific routines.

The F1 keyis used to CLEAR an entry
field, so that data may be re-entered for
corrections. The use of thiskey isthe
same on all screens.

the F5 key is used to EXIT a current
working menu to the main menu. F5is
also used to exit from the main menu to
the operating system. NOTE: The
computer must NOT be tumed off without
first depressing F5. This may require
striking the F5 key twice: once to move
from a submenu to the Master menu and
once more to exit to the operating
system. A system promptindicates an
exit to the operating system.

Inserts a space inthe inputline, soa
missed character may be entered inthe
field without rewwiting the entire line.

To enter numbers, use the NUMERIC keys at
the right or top of the keyboard.

The RETURN and ENTER key, onthe right
side of the keyboard, perform IDENTICAL
functions, indicating field data entry
completion (a particular entry ona

screen, like a part number) and moving

O
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the CURSOR to the next data field.

Refer to the MANUFACTURER'S USERS GUIDE provided with
the computer for use with other applications.
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INITIAL ~ SET UP

OVERVIEW

Starting up the Accounting system is an important but
easily under-estimated job. It can be brokeninto major
parts and the parts can then be further sub-divided. Itis
best if the accounting system and all its parts can be
started in unison. Butif the startup must be broken up then
awitten plan should be formulated.

The startup has the following major parts:

. Initiglize the chart of accounts.

. Determine the joumals needed.

. Setup joumals.

. Initialize accounts receivable code files.

. Enter customers in customer files.

. Initialize customer balances.

. Entervendors in vendor file.

. Editand update payroll tax tables.

. Setup employee deductions and fringe benefit plans.
10. Enter employee data in employee files.

11. Setup employee wage, commission and hour formulas.
12. Enter year-to-date figures in payroll check file.

OCONOUITAWNE

INITIALIZE ~ CHARTOF ACCOUNTS

Jarvis Computer Software delivers your accounting System
with a chart of accounts that is generic for the
manufacturer. There are usually accounts that are missing
and must be entered by you. These accounts are the sales
accounts and the cost of sales accounts. There are also
accounts included that may nat apply to your dealership.
Many of our customers delete the accounts dealing with lease
and rentals. Finally, there are accounts that you may find
very useful but do not concem the manufacturer, such as
multiple checking and savings accounts. You will have to add
these accounts.

Start out by printing the chart of accounts. From the

410
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Accounting Main Menu, enter program 31 (‘Enteror Update
Accounts”.) Now, press the options key, F3.Press

print, and "P"  again for sending the output to the printer.
When the chart of accounts is printed, compare it account by
account with your current general ledger. Line out those
accounts you wish to delete and pencil in the accounts you
wish to add.

Now, delete the accounts you have ined out. Todo
this, enter the account number of the first account to be
deleted. Ifyou are using the numeric keypad, make sure that
the number lightis on. Ifitisnt, press the nunHock key.

Now press enter, and the account title should appear. Press

the option key, F3, then press "D" fordelete. Whenasked

' for

"Are you sure?’, press "Y"  ifyouaresureor "N" ifyoumade

amistake. Repeat the instructions in this paragraph until
all undesired accounts have been eliminated. Please seethe
reference section in this manual for other details about this

program.

Next you can start entering your new accounts, by
entering desired account numbers on the firstline of
program  31. Afteryou press enter, a beep wil sound,
indicating this is a new record. The beepis normal. Enter
the account ile. If an account number youve just entered
appears on your manufacturer's statement, then leave the
summary field blank and press enter. If this account does
not appear on the manufacturer's statement then you must
summarize itinto an account that appears on the
manufacturer's statement. Scheduling is an advanced topic
and you should answer "N"  (NO) to the scheduling in most
cases. When the screenis correct, press the save key,
to save your data. Repeat the instructions in this paragraph
until all new accounts have been created.

Now reprint the chart of accounts. Compareittothe
current general ledger, lining out unwanted items and
penciiing in new items. Then repeat the steps above until
you are satisfied.

DETERMINETHE JOURNALSNEEDED

The joumals your dealership needs is dependent to some
extent on the number and kinds of documents the dealership
produces or handles. Typical documents include warranty
repair orders, intemal repair orders, customer pay repair
orders, payroll checks, regular checks, cash receipts, parts
counter tickets and sales contracts. Documents generated
outside the dealership are also entered into the joumals.

These include vehicle invoices, and accounts payable
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invoices.

Ona piece of paper start a list of the documents your
dealership produces and receives. Then compare ittothe
list of joumals and documents below. Remember that you are
not limited to the joumals below and you can add or delete
joumals later.

CASHRECEIPTS Cash receipts and the daily cash from
and customer repair orders and
cash counter tickets. Itisimportant
that all cash received during the day is
entered into the joumal.

CASHDISBURSEMENTS Only manual checks are recorded in this
joumal.

PURCHASEDR PAYABLES Invoices from the dealership's
various suppliers are entered throughout
the month, so that only the checks have
to be written at the end of the month.

NEVWVEHICLE SALES  Since vehicle sales are the largest part
of the dealership's revenue they deserve
Special treatment. The source documents
are usually the buyer's order and, for
costs, the vehicle inventory book. You
should consider having a separate joumal
for each manufacturer or possibly a
separate joumnal for cars and trucks.

USEDVEHICLE SALES The source documents are usually the
buyer's order and, for costs, the vehicle
inventory book.

VEHICLE PURCHASE  Allvehicles brought into the dealership
should be entered into this joumal,
including new vehicles, floor-planned
vehicles, vehicles purchased at auction,
or dealer trades.

COUNTERSALES Enter all counter tickets whether for
retail or wholesale sales. Received on
account tickets should be treated as cash
receipts.

CUSTOMEREPAIR ORDERS Customer pay repair orders are

entered in this joumal. They include
mechanical as well as body shop work.

INTERNAL REPAIR ORDERS Add-ons, repairs and maintenance

of vehicles in inventory, demonstrators
or company vehicles are entered here.
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Also the repairs and add-ons that were
"promised" by the sales representative
are entered here.

WARRANTREPAIR ORDERS Allrepair orders that wil
result in claims to the manufacturer
should be entered in this joumal.

PAYROLL Each employee's check is entered in this
joumal. Thisincludes the gross pay
distribution, fringe benedit plan expense
distribution, payroll tax accrual and
other payrolHelated accounting. Please
note that if you are using our Payroll
program to write payroll checks, the
information will be transferred to the
Payroll joumal by the program
automatically.

GENERAL This joumal is used for ad hoc entries
that do nat belong in other joumals.
Correcting mistakes, redistributing
expenses and recording variable intemal
expenses are some of the many uses for
this joumal. Please note that if you
are using our Accounts Payable program to
write computer checks, check information
is transferred to the General joumal by
the program automatically.

STANDARCENTRIES Monthly accruals and expenses that remain
constant throughout the year are entered
in this joumal. This usually include
depreciation, expensing pre-paid
insurance, interest accrual efc.

SET UP THE JOURNALSYOUNEED

This step is usually accomplished by the Jarvis Computer
Software representative. You may wish to skip this section
for now.

Joumal setup begins by editing the file called
ade_imcf. Adivision "Hourmenu"  iscreated. Entriesin
this division come in sets of three lines.

The first ine inthe setis what is actually displayed
on the accounting menu when the system s started. (Example:
CASH RECEIPTS)

The second line is a 4-etter code that is unique to the
joumal. We have established a convention that the first two
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characters of the joumal code identifies the type of joumal

and the second two characters identify the manufacturer. For
example, cash receipts for a GM dealership would typically be
identified as "crgm”, the warranty sales joumal for a

Chrysler dealership would be "Wsch'" and the standard entries
joumal for a Ford dealership would be identified as "stfd”.

The third and last ine is the list of users allowed to
make entries in the joumal. For MSDOS systems this line has
no effect but the word "pass” must be used to maintain file
structure. For muiti-user systems the user's login names are

placed onthis line separated by spaces. See the appendix on

systermn security for more information.
Once the entries have been made inthe #oumenu
division, start up the accounting system. \When you are at
the Accounting Main Menu, press the F3 keyandthen "S' for
screens.

INITIALIZE ~ ACCOUNTSRECEIVABLE CODEHLES

Each accounts recevable customer has codes assigned to
them to help control the receivables. These codes are for
controling credit imits, terms, finance rates, state sales
tax, and grouping.

The credit imit  code programis menu choice number 11
on the accounts receivable menu. Each code is one or two
digits. The dollar field following the code field does not
accept a decimal point or cents. When you have the credit

limit codes initialized press the ESC keyto save the data
and exit to the accounts receivable menu.
The terms code entry is menu choice number 12 fromthe

accounts receivable menu. tis somewhat more complex. The
code itseffis asingle character. WWhen anew code is

entered the other fields are blanked. Usually discounting is

not done so that the mode indicates the start of the grace
period for receving payment. Typically periods are 2510 30
days from the end of the month. Mode two is the usual.

The finance rate  codeis menu choice number 13 fromthe
accounts receivable menu. Typical finance rates are 12, 16,
or 18 percent annual interest rates. The charging of
interest is often regulated by state and federal banking
laws. Please be sure that the rate you have chosenis
appropriate for your state. 'You may want to charge a minimum
finance charge if there is any unpaid balance.

The statle sales tax codeis menuchoice number 15 from
the accounts receivable menu. Each code is comprised of two
parts. The first partis a two character official state
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abbreviation. The software already knows the official postal
regulation codes and will wam you if you do not choose a
proper code. The second part of the code is a single digit.
Typically the digit zero indicates tax exempt and the digit
one indicates the usual tax rate for your area.

The group code is menu choice number 14 fromthe
accounts receivable menu. The group code is atwo character
code. Typical groups are commercial accounts, individual
accounts, employee accounts and dead beat accounts. You can
use grouping for other purposes that these. You canuse it

for any purpose you canimagine.
ENTERCUSTOMER®N CUSTOMERILES

Number 10 onthe accounts receivable menu is used for
entering customers. Entering customers in the customer file
can sometimes be the biggest job in getting the accounting
system started. How you assign customer codes is very
important to the future use of the accounting System.

SELECTING A NUMBERINGSYSTEM

There are several schools of thought about how to assign
customer codes. The alphanumeric (Letters with following
numbers) codes can be assigned. If there are two Browns in
the customer file then one is assigned a code of "BROWO1" and
the nexta code of "'BROWOZ2". Three Smiths would be assigned
"SMITO1", "SMITO2", and "SMITO3". The distinct advantage of
alphanumeric customer codes is that the user can make an
educated guess of an unknown customer code and get it
correct. The distinct disadvantage is that you must remove
your hand from the numeric keys and find the correct keys on
the typewriter keys.

If you just assign the next available all digit number
to the next customer then the advantage is that you always
have your hands on the numeric keys. The distinct
disadvantage is that you cannot make an educated guess of a
customer code and the customers are nat in any logical order.

An altemative that works well is to assign customers
all digit numbers, butin a systematic manner. Usually the
first two digits indicate the first letter of the last name.

"01" equals "A", "02" equials "B" and "26" equials "Z". Now
when you print customer lists they come out in approximately
alphabetic order but the customer codes are all digits.
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ENTERING THE CUSTOMERS

Enter the customer code. Itisagood ideato enterthe
customer biling name last name first and the customer
shipping name first name first. This allows printing of
customer lists in alphabetic order but invoices and mailing
labels would have the names in natural order.

The codes at the bottom of the screens are noterased to
speed entry of the next customer but you have to think with

they should change.
INMALIZE ~ CUSTOMEBALANCES

You can use number 7 onthe accounts receivable menu to
initialize balances. Use the date of the most recent invoice
asthe date of the initialization if they owe you. Ifthey
have a credit balance then use the date of the most recent
payment. The advantage of using the initialize balance
programisthat itis very fast.

ENTERVENDORSN VENDORFILES

Number 10 on the accounts payable menuis used for
entering vendors. How you assign vendor codesis very
important to the future use of the accounting System.

SELECTING A NUMBERINGSYSTEM

There are several schools of thought about how to assign
vendor codes. The alphanumeric (Letters with following
numbers) codes can be assigned. If there are two Browns in
the vendor file then one is assigned a code of "'BROWO1" and
the nexta code of "'BROWOZ2". Three Smiths would be assigned
"SMITO1", "SMITO2", and "SMITO3". The distinct advantage of
alphanumeric vendor codes is that the user can make an
educated guess of an unknown vendor code and get it correct
The distinct disadvantage is that you must remove you hand
from the numeric keys and find the correct keys onthe
typewriter keys.

If you just assign the next avaiable all digit number to
the next vendor then the advantage is that you always have
your hands on the numeric keys. The distinct disadvantage is
that you cannot make an educated guess of a vendor code and
the vendors are in any logical order.

An altemative that works wellis to assign vendors all
digit numbers, butin a systematic manner. Usually the first
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two digits indicate the first letter of the last name. "01"
equals "A',"02" equals "B"and "26" equals "Z". Nowwhen
you print vendor lists they come out in approximately
alphabetic order but the viendor codes are all digits.

ENTERING THE VENDORS

Enter the vendor code. Itis agood ideato enter the
vendor biling name last name first and the viendor shipping
name first name first. This allows printing of vendor lists
in alphabetic order but checks and mailing labels would have
the names in natural order.

SET UP EMPLOYEEDEDUCTIONSAND FRINGE BENEHT PLANS

From the accounting menu, press "26" toproceedtothe
"OTHER MENU: In this menuis a selection for payroll. Once
in the payroll system, setting up deduction plans is number
11. Each plan has its own unique identification code. After
entering the code, enter the description of the plan. Most
deduction plans can be implemented so that the deductions
happen every pay period. If a particular plan cannotbe
implemented for every paycheck then you must specify the
frequency.

Deductions can be made in the following way:

FLAT COST afixed charge per payperiod or deduction
ismade. Medical plans ususally are
handled in this manner.

PERCENTAGIOF GROSSSs charged usually by retirement plans.

HOURLYCOST is usually charged by union plans.

You may accrue the employers portion of these plans also
by filing in the the employers portion of the screen.

ENTEREMPLOYEEDATAIN EMPLOYEHHLES

The employee master record is used by many programs in
the payroll system. The basic information is name, address,
phone number, hire date, termination date, social security
number, accounts receivable number, income tax state, marital
status and exemptions. Additionally the employee is enrolled
in the deduction plans outined above.
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SET UP EMPLOYEBWAGE, COMMISSIONAND HOURFORMULAS

Each employee has a mini spread sheet with their pay
formulas. These spread sheets also allow the distribution of
the employee's payroll expense. Unlike commercial spread
sheets, there is a separate setup program. In this manner
you cannot accidentally alter the pay formula during the
normal payroll process.

A spread sheetis made of individual cells. Each cell
may contain words, values, or formulas. The words are there
only so that the user knowwhat is happening. The payroll
systemn uses the values and formulas to compute the grass pay
and allocate the expenses.

ENTERYEAR-TO-DATE FIGURES IN  PAYROLLCHECKFILE

If you are starting the payroll system at the start of a
calendar year then you may skip this step. Once payroll
master records are entered, the only data needed is
information about the paychecks already issued. This process
is done for each employee for each paycheck. You may
consider entering a combined "check” for each employee for
previous quarters or months.
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MASTERMENU

Screen 4-1: MASTERMENU

SYSTEMA ACCOUNTING SYSTEM

(C) COPYRIGHT 1989-1995. JARVIS COMPUTER SOFTWARE. ALL RIGHTS RESERVED.

JOURNAL DATAENTRY 21. POST TO GENERAL LEDGER
1.INVENTORY ADJUSTMENT 22. TRIAL BALANCE
2.PURCHASE 23. MANUFACTURERS STATEMENTS
3.CASHRECEIPTS 24. CLOSE ACCOUNTING MONTH

4. CASHDISBURSEMENTS & PURCHASE  25. PRINT SCHEDULES
5. NEW VEHICLE PURCHASE 26.0THER

6.NEWVEHICLE SALES

7.USED VEHICLE SALES 31. ADD NEW GENERAL LEDGER ACCOUNT
8. REPAIRORDER -CARS 32. SET UP NEW ACCOUNTING YEAR
9. REPAIR ORDER - TRUCKS 33. STATUS OF ACCOUNTS

10. PARTS AND ACCESSORIES -COUNTER  34. ACCOUNTS RECEIVABLE

11. INTERNAL SALES 35. ACCOUNTS PAYABLE

12.WARRANTY CLAIMS 36. JOURNAL VIEW OR PRINT

13. PAYROLL 37. ACCOUNT DETAIL VIEW OR PRINT

14. GENERAL 38. DUPLICATE, VOID & MISSING DOCUMENTS

15. STANDARD ENTRIES 39. RATIOANALYSIS

40. MAKE BACKUPS

41. PROGRAM UPDATES
PLEASE ENTER YOURCHOICE[_] F3=ADDITIONAL FUNCTIONS, F7 =HELP.
F1=CLEAR CURRENT HELD, F5=EXIT ACCOUNTING SYSTEM, F6=REBUILD MENU.

PURPOSE

The Master Menu facilitates movement through the power

accounting functions without the necessity of leaming or
remembering commands or program names.

10

Document created by the PCL2PDF evaluation
(C) Copyright 1996-2000 Visual Software
Visual Software http://www.visual.co.uk



http://www.visual.co.uk

USE

If your menu choice has the number ten or above just
press the appropriate digits. Do not press the enter key.
When the choice space is filed the menu automatically goes
to the appropriate choice.

If the menu choice is less than ten, you can enter your
choice intwoways. Firstyou can press the single digit
choice and then press the enter or retum key. The other
method is to press the digit zero and then press a single
digit choice. Using this method you do not need to press the
enter or retum key.

The programs that you can select from the main menu are
described below in numerical order. Find the program that you
need and refer to the documentation on that program to

proceed withits use.

1114 JOURNALDATA ENTRY

Use these programs to enter all ransactions into the
system. Entries such as sales, payroll, and business
expenses are entered into the appropriate joumals (accounts
payable and accounts receivable transactions, however, are
entered using the Accounts Receivable and Accounts Payable
subsystems, selections 34 and 35 from the menu). The
following section, DATA ENTRY, contains information on the
joumals and how to enter information into them.

21. POST TO GENERALLEDGER

The posting program makes the data entered into the
joumals permanent. The data is printed in the form of an
audit trail and transferred to the permanent joumals. The
totals are posted to the individual general ledger accounts.

If the accounts receivable are posted, then the individual
customer accounts are also posted.
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22. TRIAL BALANCE

The trial balance program prints the monthly and yearty
balances of all general ledger accounts that have monthly
and/or yearly balances. This information may then be
transferred to other forms. A month does not have to be
closed to printits trial balance. You can use this program
to examine all accounts before you print a financial
statement or manufacturer’s statement.

23. MANUFACTURERSTATEMENT

This program provides a simple way to print one or
multiple copies of reports or manufacturer's statements.

24. CLOSEACCOUNTINGVIONTH

The close month program permanently freezes a month so
that no further entries can be made to the month. Only two
months can be open at one time, so months must be closed as

the year progresses.

31. ADD NEWGENERALLEDGERACCOUNT

The new account program adds or modifies entries inthe
chart of accounts. You may also print the chart of accounts.

32. SET UP NEWACCOUNTING'EAR

This program is used at the end of the year when you
need to open the accounting month for the new year.

33. STATUSOF ACCOUNTS

The Status of Accounts program allows you to see the
ledger entries in any account for any period of months. It
also shows the month+to-date and current or end-of-year
balances in the accounts.
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34. ACCOUNTIRECEIVABLE

This program selects the Systerm XX Accounts Receivable
system and presents another menu. The Accounts Receivable
systemn is used to create invoices, print statements, record
payments received, and print reports listing customers and
the amounts they owe.

35. ACCOUNTSHAYABLE

This program selects the Systerm AP Accounts Receivable
system and presents another menu. The Accounts Payable
systemn is used to record invoices owed, print checks, and
print lists of vendors and the amounts owed to them.

36. JOURNALVIEW OR PRINT

This program allows you to print journal entries or
display them on the screen. You can print a group of entries
selected by and ordered by date or other criteria. The total
amount and number of entries to each account made by the
pecified joumal entries can be displayed, with or without
isplaying the joumal entries.

(7))

o

37. DETALL VIEW ORPRINT

This program allows you to print or display all
transactions from every joumal that affect a general ledger
account screen.

38. DUPLICATE, VOID and MISSING DOCUMENTS

This allows you to locate all documents that have been
entered twice or have not been entered at all. Documents
that have no accounting information will show up as void.
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39. RATIO ANALYSIS

This program detects transactions that do not fall

within nommal parameters.

FUNCTIONKEYS

F1 clears the currentfield. The use of this function
key is standard throughout all screens and
programs.

F3 displays the following menu bar:

Screens Directory ~ Check joumals Remove locks  Print

F3 S allows you to change joumal entry set-ups. You
can tel the joumal entry programs what
information to ask for on the header of each
joumal, and what predefined account numbers to
list under the debits and credits. This programis
not documented in the manual; please call our
office if you need to make changes. First post the
joumal to the general ledger, as this program
should not be used if there are any unposted
joumal entries,

F3 D prints the name of the accounting directory.

F3 C prints a list of possible problems in the joumal

setup. The joumal names are listed followed by a

list of possible problems. The program checks for
non-existant account numbers. |t also checks for
the existence of customer and vendor fields in the
header and compares this to the #apjours and
#arjours divisions of the ade_imcffile, and with
the account numbers in the debits and credits
sections.

F3 R allows you to unlock ajoumal. Thisis used when
you geta "Joumal in use” error and you are
absolutely positive that no one really is using the
joumal. The joumal entry programs on the left
side of the accounting screen, the postto general
ledger program (#21), printing paychecks, vendor
checks and single checks, and entering repair
orders and counter tickets into accounting, all
count as using the joumal.
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F3 P Prints out documentation that we send with updates.
We willinclude a note on the transmittal we send
with the update if we send any documentation for
you to print.

F5 indlicates that you wish to exit from System A. A
menu bar will appear. Press'y"to exit, or press
"n"*if you do notwant to quit. Pressing "n" wil
result in retuming to the screen exactly where you
left off.

Fr7 displays the help menu.
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DATAENTRY

The data entry screens are the heart of the accounting
system. Data entry will occupy maost of your time. The
screens have been designed to speed the entry of all normal
accounting records of the dealership. The dataentry is
joumal oriented, just like a manual set of books. To speed
entry even more, we have added other joumals that are even
more specialized for the dealership needs.

THREEPART SCREENS

The organization of joumals and, therefore, the screens
comprise three parts. The memo fields and document number
are always located in the header portion of the screen. Most
of the entries are mandatory. These fields are to document
the transaction in the joumal.

Below the solid line in the middle of the screen are the
debit and credit sections of the screen. Each debitand
credit section is unique to each joumal.

To move between the sections of the screen use the F6
key. This key will move you counterclockwise between the
parts. To move from debits to credits, press the F6 key
twice.

DOCUMENNUMBERS

Almast every transaction that a dealership must record
naturally has a transaction number. Invoices, repair orders,
checks, etc., all have numbers. The only transactions that
do nat have numbers are standard entries and general joumal
entries. Even some of these have numbers and should be used.

When you enter a document number, if the screenis blank
or if you have been typing in a new entry, the system wil
look for an existing unposted jounal entry with that
document number and display it so that you can modify it. If
you are modifying an existing joumal entry, changing the
document number will actually change the document number of
the joumal entry, rather than look for another joumal
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entry. Ifthe system beeps and does not accept the document
number, it means that you are trying to modify an existing
joumal entry to another joumal entry's document number.

FUNCTIONKEYS

F1 wil clear the curent field. The use of this
function key is standard throughout all screens and
programs.
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F2

F3

F3C

F3V

LEaTEaTa'aal

is effective when you are in the debit or credit
portion of a joumnal. Ifthe joumal has multiple
pages, the F2 key will page to a higher page
number.

isthe options key. Whenthe F3 key is pressed, a
menu bar wil be displayed at the bottom of the
screen:

Customers Vendors Accounts FErase Delete
Print Options Balances Quit

You may move along the menu bar by pressing the
right or left arrow keys. When the cursor and
highlighting are over the appropriate selection,
press the enter key. An altemative is to press
the capitalized letter of the appropriate option.

displays a list of customers that are in the

Accounts Recelvable system and allows you to select
oneto putinthe joumal. This only works ifthe
joumal has a field to enter customer number, and
you have entered pastthis field. The list of
customers is displayed in order by customer number,
starting with the customer code in the customer

field of the joumal. The list of customers may be
scrolled by pressing "u* for up or "d" for down.
When the desired customer is visible press s for
select. The customer number and name is then put
into the joumal header automatically.

displays a list of vendors that are in the Accounts
Recevable system and allows you to selectone to
putin the joumal. This only works if the joumal

has a field to enter vendor number, and you have
entered past this field. The list of vendor is
displayed in order by vendor number, starting with
the vendor code in the vendor field of the joumal.
The list of vendor may be scrolled by pressing "u”
for up or "d" for down. When the desired vendor is
visible press"'s" for select. The vendor number
and name is then putinto the joumal header
automatically.

Lo wi
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F3-A transfers you to the "Add New General Ledger
Account’ program, the same as if you selected 31
from the accounting menu. This allows you to check
account numbers you are not sure of, enter or
delete accounts, and print the chart of accounts.

When you press F5 to exit from the "Add New General
Ledger Account' program, you are retumed to the
joumal you were entering.

F3E removes all entries from all fields. Ithasthe
same effect as moving from field to field and
pressing the F1 key. Erase does notsave the
entry. Erase is used to remove entries that have
not yet been written to the joumal. To remove
entries already witten to the joumal, see Delete
below. If you were modifying an existing record,
whatever you enter on the blank screen you get from
F3-E will replace the record you were modifying,
but only after you press ESC to save it.

F3D deletes an entry that is already in the joumal.
You are usually presented with a list of joumal
entries, So you can choose one to delete. However,
if you are modifying an existing entry, you are
first given a choice whether you want to "Select”
from this list, or simply to delete "This" entry
that you are modifying. WWhen choosing from the
list, if there are more than 20 entries inthe
joumal, the selection screen may be scrolled by
pressing "u’* for up or "d" for down. When the
entry to be deleted is visible press "'s" for
select. The transaction number is the leftmost
number on the line and records are usually in
numeric order. Enter the transaction number.
Confirm the deletion by pressing'y'".

F3-M is athree step process. Firstthe entry to be
modified must be selected, its modification must be
confimmed, and then the modification must be made.
If there are more than 20 entries in the joumal,
the selection screen may be scrolled by pressing
"U*for up or "d" for down. Whenthe entry to be
modified is visble, press s for select. The
transaction number is the left-mast number on the
line and records are usually in numeric order.
Enter the transaction number. Confirm the
modification by pressing 'y for yes. You wil now
be back in the data entry screen with the old
transaction already present. Make any changes that
you like, and then press ESC to save the changes.
You may also modify an entry without pressing
F3-Moadify. Ifyou know the date of the transaction
and usually one other vital piece of imformation,
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the invoice number, for example, you can enter
those in the joumal header and the entry will be
retrieved. Make the modifications and press ESC to
save your changes. fa scheduled accountis
involved, you will be asked to reschedule it each
time you press ESC.
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F3P wil display the sub-menu
"Complete Totals_only Screen totals Full_Screen'”.

F3PC wil list to the system printer all entries that
have been made. Thisis a proof listing and not
the audittrail. The audit trail will be printed
atthe time of posting. Save the proof listing
until the audit trail is printed and then discard
it

F3-P-T wil list to the system printer only the totals
page.

F3P-S will list to the screen only the totals page.
F3-PF will list to the screen the complete proof.

F3O has a menu bar that allows paging of the debits and
credits together (press 't) or separate (press
"SI).

F3B transfers you to the "View Customer Accounts”

program, the same as if you selected 31 from the
Accounts Recevable menu. When you exit from "View
Customer Accounts”, you are retumed to where you

left off entering the joumnal.

F3Q retums from the menu bar and allows you to
continue entering the joumal. Itis used if you
press F3 accidentally.

F4 is effective when you are in the debit or credit

portion of a joumnal. fthe joumal has multiple
pages, the F4 key will page to a lower page number.

F5 indicates that you wish to exit from the joumal
entry. Amenu bar wil appear. Press'y"to exit,
or press "n"ifyou do notwant to quit. Pressing
"n* will result in retuming to the screen exactly
where you left off.

F6 switches context. If you are in the header portion
of the joumal, pressing the F6 key wil move you
to the debits. Pressing F6 again will move you to
the credits. Pressing the F6 key a third time will
retum you back to the header. Pressing the F6
always moves you counterclockwise through the
various sections of the screen. If you pressthe
F6 key, hear a beep and the cursor does notmove,
then the data in the cumrent field is
unsatisfactory. Coirect the data and then press
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the F6 key again.
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51 SCHEDULING

Itis possible to set up "'scheduled acounts” (see
program #31 for how to set up scheduled accounts, and program
#25 on the schedule report). If the joumal you are entering
contains a scheduled account, you will be presented with
another screen after you press Escape to save the joumnal
entry.

Screen 520 SCHEDULEDACCOUNDATA ENTRY

SCHEDULED ACCOUNT DATAENTRY BY JARVIS COMPUTER SOFTWARE

(C) COPYRIGHT 1990, ALL RIGHTS RESERVED
ACCOUNT 263 WARRANTY CLAIMS
AMOUNTS  130000- 000 = 1300.00

DEBIT
CLAMNUMBER AMOUNT

F1=CLEAR CURRENT FIELD, ESC =SAVE DATA.

This screen contains two columns. The column onthe
left contains the document number. The exact meaning of this
number depends on what is being scheduled; in this example it
is the "Claim Number”. The right column contains the amount
associated with each document. The amounts mustadd up to
the total that you put in (or took out of) that accountin
the joumal. The column is labeled either "Debit Amount” or
"Credit Amount" depending upon which side of the joumal the
account number appeared in.

When you have entered the schedule, press Escape to save

it. The amounts must add up to the total, or it wil not be
accepted.

The only way to get out of this screeniis to enter and
save the information.
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JOURNALS

CASHRECEIPTS JOURNAL

CASHRECEIPTS MONTH/YEAR

Screen 63 CASHRECEIPTS MONTH/YEAR

JOURNALDATEENTRY  CASHRECEIPTS

ACCOUNTING YEAR: 92

ACCOUNTING MONTH: _

MONTHLY STATUS

01 JANUARY OPENFORENTRY 07JULY NOT AVAILABLE
02 FEBRUARY AVAILABLE O08AUGUST NOT AVAILABLE
03MARCH NOTAVAILABLE 09 SEPTEMBER NOT AVAILABLE
O4APRIL NOTAVAILABLE 100CTOBER NOT AVAILABLE
05MAY  NOTAVAILABLE 11NOVEMBER NOT AVAILABLE
06JUNE NOTAVAILABLE 12 DECEMBER NOT AVAILABLE

F1=CLEAR CURRENT FIELD, F5=RETURN TO MENU, ESC=PROCEED TO JOURNAL ENTRY.

Every joumal starts out with a month/year screen. Upon
entering the two digit year the program will check the status
of that joumal. If there is already work in progress, the
words "OPEN FOR ENTRY" will appear next to the appropriate
month. Inthe example above you must post the January
entries already started before you can enter items for
February. If both January and February were "AVAILABLE",
then either "01" or 02" could be entered for the month.

[ale]
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When the month and year are entered correctly, press the ESC
key to move to the data entry screen.

CASHRECEIPTS DATAENTRY

Screen 64 CASHRECEIPTS ENTRY

ACCOUNTING MONTHDAY/YEAR: 01/01/88
CASH RECEIPT #. 967876

CUSTOMER# JARVIS RECEIVED FROM: Clare_Jarvis

DEBITS | CREDITS

CashonHand 201 12345 Conractsin Transt 205 000

Finance Income 262 Accounts Receivable 220 000

General: Cash Sales 25 12345

Finance Income 807

General:

-1of1-

The header portion of this joumal contains three
fields. The receipt number is up to 6 characterslong. You
must make an entry in this field.

The customer number is optional. Ifyou make an entry
inthis field, it must be a valid customer account number.
The programwill look up the name of the customer for you.
Ifthis is not an AIR entry, you may leave the customer
number field blank, but you mustfill in the customer name
field.
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CASHDISBURSEMENTSOURNAL

CASHDISBURSEMENTENTRY

Screen 65. CASHDISBURSEMENTENTRYPAGE1 OF 3

GM CASH DISBURSEMENTS and PURCHASE JOURNAL
ACCOUNTING MONTHDAY/YEAR: 01/01/92
CHECK#. 243576

VENDOR#JARVIS  PAYEE OR VENDOR: Clare_Jarvis

DEBITS | CREDITS
Inventories: Bank Deposits 210 000
New Cars 231 Checks Drawn:
New Trucks 237 202 60000
Used Cars 240 202A
Used Trucks 241 Accounts Payable 300

Parts & Accessories 242

NP NewVeh, +Dem. 310
GasOiGrease 244 60000

B &P Shop Materials 245 General:
SubletWork 246
FactoryR 262
-10f3- -1of3-
600.00 600.00

The header portion of this joumal contains three
fields. The check numberis upto 6 characterslong. You
must make an entry in this field. The vendor number is
optional. Ifyou make an entry inthis field, it must be a
valid vendor account number. The program wil look up the
name of the vendor for you. Ifthis is notan A/P entry, you
may leave the vendor number field blank and the program wiil
filin"NONE", but you must il in the vendor name field.
If you do not have a vendor, the program will not allow you
to enter amounts in the Accounts Payable account.
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Screen 66. CASHDISBURSEMENTENTRYPAGE2 OF 3

DEBITS | CREDITS

Accounts Payable 300
NP NewVeh.+Dem. 310
Salaries/P 321

Other/P .
Departmental Expenses:

New

Used .

Lease + Rental
Service Mechanical
Service Body

Parts .

General Admin.

20f3-

Screen 6-7: CASHDISBURSEMENTENTRYPAGE3 OF 3

DEBITS | CREDITS

Direct CostsL+R:

NEWVEHICLE PURCHASEIOURNAL

The header portion of this joumnal contains ten fields.
The invoice number is up to six characters long. You must
make an entry in this field.

The vendor number is optional. if you make an entryin
this field, it must be a valid vendor account number. The
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program will look up the name of the vendor for you. Ifthis
is notan A/IP entry, you may leave the vendor number field
blank

Screen 68. NEWVEHICLE PURCHASEIOURNALPAGE1 OF 3

GM NEW VEHICLE PURCHASE JOURNAL
ACCOUNTING MONTH/DAY/YEAR: 01/01/92 INVOICE NUMBER: 435465
VENDOR# JARVIS VENDOR: Clare_Jarvis STOCKNUMBER: 1234567

SERIAL NUMBER: JPO456CK867334444  YEAR:92 MAKE: DODGE_ MODEL:ARIES

KEY NUMBERS - IGNITION: 123F DOORMRUNK: 4567F
DEBITS | CREDITS
Inventories: Bank Deposits 210
New Cars 231 Checks Drawn:
New Trucks 237 202
Used Cars 240 202A
Used Trucks 241 Accounts Payable 300

Parts & Accessories 242

N/P NewVeh.+Dem. 310
Gas Oil Grease 244

B &P Shop Materials 245 General:
Sublet Work 246

FactoryR 262

-10f3- -1of3-

and the programwill il in "NONE", but you mustfil inthe
vendor name field. If you do not have a vendor, the program
will not allow you to enter amounts in the Accounts Payable
account.

The vehicle stock number is seven characters long and
may contain both alphabetic and numeric characters. The VIN
isupto 20 characterslong. Year requires two digits,
whereas make can be 6 characters. Model can be 8 characters.
Key numbers are optional but strongly suggested.

The header portion of the joumal contains ten fields.
The invoice number is up to 6 characters long. You must make
anentry inthisfield.

The vendor number is optional. if you make an entryin
this field, it must be a valid vendor account number. The
program will look up the name of the vendor for you. Ifthis
is notan A/IP entry, you may leave the vendor number field

- L LEaTEaTa'aal Lo wi
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blank and the program wil il in "NONE", but you must fil

in the vendor name field. if you do nat have a vendor, the
program will not allow you to enter amounts in the Accounts
Payable account.

The vehicle stock number is seven characters long and
may contain both alphabetic and numeric characters. The VIN
isupto 20 characterslong. Year requires 2 digits, whereas
make can be 6 characters. Model can be 8 charcters. Key
numbers are optional but strongly suggested.
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Document created by the PCL2PDF evaluation
(C) Copyright 1996-2000 Visual Software
Visual Software http://www.visual.co.uk



http://www.visual.co.uk

-y

Screen 69: NEWVEHICLE PURCHASBEIOURNALPAGEZ OF 3

DEBITS ;

CREDITS

Accounts Payable 300
NP NewVeh.+Dem. 310
Salaries/P 321

Other/P -
Departmental Expenses:

New

Used -

Lease + Rental
Service Mechanical
Service Body
Parts -

General Admin.

20f3-

Screen 610 NEVWEHICLE PURCHASBJOURNALPAGE3 OF 3

DEBITS ;

Direct CostsL+R:

CREDITS

NEWVEHICLE SALES JOURNAL

L LEaTEaTa'aal [aTal
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Screen 6111 NEVWWVEHICLE SALES JOURNALPAGE1 OF 2

GM NEW VEHICLE SALES JOURNAL

ACCOUNTING MONTH/DAY/YEAR: 01/01/92 INVOICE NUMBER: 988776

CUSTOMER# JARVIS SOLD TO: Clare_Jarvis STOCKNUMBER: 1234533
SERIALNUMBER: JP34545CK0987647____ PMT. DATE SPL. VEH. INC. 06/30/92

SALES PERSON: JOE_BACH TRADE IN STOCK NUMBER: _988777
DEBITS: | CREDITS
Contractsin Transit 205

Accounts Receivable 220 Sales Tax R4 000
NotesRecevable 210 License & Fees

Cash Sdles 225

Used Inventories:

Cars 240

Trucks 241

Lease +Rental Units 277

General:

-lof2- -lof2-

The header portion of this joumnal contains ten fields.
The invoice number is up to 6 characters long. You must make
anentry inthisfield.

The customer number is optional. Ifyou make an entry
inthis field, it must be a valid customer account number.
The programwill look up the name of the customer for you.
Ifthis is not an AIR entry, you may leave the customer
number field blank (the program will fillin "CASH"), but you
mustfill in the customer name field.

The vehicle stock number canbe 1 1o 7 characters and is
required. The VIN or serial number is up to 20 characters

long.

The payment date for special vehicle incentives, sales
representative, and trade in stock number are optional.
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Screen 6122 NEVWWEHICLE SALES JOURNALPAGE?2 OF 2

DEBITS | CREDITS
Sales and Cost of Sales:
Finance Income 262 Inventory Cost

231
Insurance Income 264 237
Cost Fnance Income 806
Insurance Income 807

-20f2- -20f2-

USEDVEHICLE SALES JOURNAL
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Screen 6-13: USEDVEHICLE SALES JOURNALPAGE1 OF 3

GM USED VEHICLE SALES JOURNAL

ACCOUNTING MONTH/DAY/YEAR: 01/01/92 INVOICE NUMBER: 243546

CUSTOMER# JARVIS SOLD TO: Clare_Jarvis STOCK NUMBER: 5476980
SERIAL NUMBER: JP123283746987342_

SALES PERSON: JOE_BACH TRADE IN STOCK NUMBER: 3456780

DEBITS: | CREDITS
Contractsin Transit 205

Accounts Receivable 220 Sales Tax 324
Notes Receivable 210 License & Fees

Cash Sales 225
Used Inventories:

Cars 240
Trucks 241

Lease +Rental Units 277

General:

-1of3- -1of3-

The header portion of this joumnal contains si fields.
The invoice number is up to 6 characters long. You must make
anentry inthisfield.

The customer number is optional. Ifyou make an entry
inthis field, it must be a valid customer account number.
The programwill look up the name of the customer for youl.
Ifthis is not an AIR entry, you may leave the customer
number field blank, but you mustfill in the customer name
field.

The vehicle stock number canbe 1 1o 7 characters and is
required. The VIN or serial number is up to 20 characters

long.

The sales representative and trade in stock number are
optional.
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Screen 614 USEDVEHICLE SALES JOURNALPAGEZ2 OF 3
DEBITS: | CREDITS
Cars Retail: Cars Retail:
Cost 646 Sdes 446
Reconditioning Cost 647 Cost 240

Reconditioning Cost 647

Cars Wholesale: Cars Wholesale:

Sdes 448
Cost 648 Cost 240
20f3- 20f3-

Screen 6150 USEDVEHICLE SALES JOURNALPAGE3 OF 3

DEBITS } CREDITS

Trucks Retail: Trucks Retail:

Sdes 450
Cost 650 Cost 241
Reconditioning Cost 651 Reconditioning Cost 241
Trucks Wholesale: Trucks Wholesale

Sdes 452
Cost 652 Cost 241
Auto F&: Auto F&l
Finance Income 262 Finance Income 808
Insurance Income 264 Insurance Income 809
30f3- 30f3-

000

SERVICE AND PARTS JOURNAL-REPAIR ORDERSALES
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Screen 6-16:  SERVICE AND PARTS JOURNAL-REPAIR ORDERSALES PAGE1 OF 2

GM SERVICE AND PARTS JOURNAL-REPAIR ORDER SALES
ACCOUNTING MONTHDAY/YEAR: 01/01/92
REPAIR ORDER#: 124589

CUSTOMER# JARVIS ~ CUSTOMER NAME: Clare_Jarvis

DEBITS ; CREDITS
LABORMECH.CAR 460 24000
AccountsRecevable 220 34567 -  TRUCK 461 000
PARTSMECH.CAR 467 __ 8575
Cash Sdles 225 - TRUCK 468 000
LABORBODY CAR 470 000
TRUCK 471 000
SUBLETREPARS 466 000
GAS,OIL,GREASE 491 1982
PAINT &BODY MATL. 479
SHOPSUPPLES 61D
TIRES 490

-lof2- -lof2- SALESTAX 324
34567 34557

The header portion of this joumal contains three
fields. The invoice number is up to 6 characterslong. You
must make an entry in this field.

The customer number is optional. Ifyou make an entry
inthis field, it must be a valid customer account number.
The programwill look up the name of the customer for you.
Ifthis is not an AIR entry, you may leave the customer
number field blank, but you mustfill in the customer name
field.
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Screen 6-17:  SERVICE AND PARTS JOURNAL-REPAIR ORDERSALES PAGE2 OF 2

DEBITS ; CREDITS
COSTLABORMECH.CAR 660 18000 LABOR 247 18000
TRUCK 661
- PARTSMECH.CAR 667 6000 PARTS 242 6000
- TRUCK 668
- LABORBODY CAR 670 SUBLET 246 000
- TRUCK 671
- PARTSBODY CAR 677 ol 242 1000
- TRUCK 678
- SUBLETREPAR 666 PAINT&BODY SHOP 245000
- GAS,OIL, GREASE 691 1000
- PAINT &BODY MATL. 679 TIRES 243
- TIRES 690 .
-2002- .
59567 50567

PARTS AND ACCESSORIESJOURNAL-COUNTERSALES
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Screen 618 PARTSAND ACCESSORIESIOURNAL- COUNTERSALES

GM PARTS AND ACCESSORIES JOURNAL - COUNTER SALES
ACCOUNTING MONTHDAY/YEAR: 01/01/92
PARTS COUNTER TICKET: 394857

CUSTOMER# JARVIS CUSTOMER NAME: Clare_Jarvis

DEBITS | CREDITS
Accounts Receivable 220 8845 Sdes&UseTax 324 345
Cash Sales 225

Counter Retail: Counter Retail: Sales 482 8500
Cost 682 6000 - Cost 242 6000
Counter Wholesale: Counter Wholesale:Sales 483
Cost 683 - Cost 242
Tires: Tires Sales 490
Cost 243 - Cost 243
Gas Oil Grease: Gas Ol Grease: Sales 491
Cost 243 - Cost 244
-1of1- -1of1-
14845 14845

The header portion of this joumal contains three
fields. The counter ticket number is up to 6 characters
long. You must make an entry in this field.

The customer number is optional. Ifyou make an entry
inthis field, it must be a valid customer account number.
The programwill look up the name of the customer for you.
Ifthis is not an AIR entry, you may leave the customer
number field blank, but you mustfill in the customer name
field.
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INTERNAL SALES JOURNAL

Screen 6-19:  INTERNAL SALES JOURNALPAGE1 OF 2

GM INTERNAL SALES JOURNAL
ACCOUNTING MONTHDAY/YEAR: 01/01/92
REPAIR ORDER#: 253647

VEHICLE STOCK #. 1234567

VEHICLE SERIAL #: JP45553344434444,

DEBITS | CREDITS
POLICY WORK SERVICE 67D LABORMECHANICAL 463
PARTS & ACC. 481
POLICY WORKNEWVEH. 15A LABORBODY SHOP 473
NEW VEHICLE INSPECTION 464
POLICY WORKUSED VEH. 15B SUBLETREPAIRS 466
GAS,0OIL,GREASE 491
USEDCARRECOND. 647 PAINT &BODY MAT. 479
TIRES 490

USED TRUCKRECOND. 651
NEWCARINVENTORY 231
NEWTRUCKINVENTORY 237

-lof2-
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Screen 6-20: INTERNAL SALES JOURNALPAGE2 OF 2

DEBITS | CREDITS

COSTS-LABORMECH. 663 LABOR 247
- PARTS&ACC. 681

LABOR BODY SHOP 673 PARTS &ACC. 242

LABORNVI 664

SUBLETREPAIR 666 SUBLET 246

GAS, OIL, GREASE 691

PAINT & MAT. 679 GAS,OIL,GREASE 244

TIRES 690

PAINT & MAT. 245

TIRES 243

-20f2-

000

WARRANT ¥ FACTORYCLAIMS JOURNAL
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Screen 6210 WARRANT® FACTORYCLAIMS JOURNALPAGE1 OF 2

GM WARRANTY & FACTORY CLAIMS JOURNAL

ACCOUNTING MONTHDAY/YEAR: 01/01/92

REPAIR ORDER#: 293745
VEHICLE STOCK #: 233456
VEHICLE SERIAL #: jp56634448333744
DEBITS | CREDITS
WARRANTY WORK 263 LABOR MECH. 462
PARTS & ACC. 480
LABORBODY SHOP 472
NEW VEHICLE INSPECTION 464
SUBLET REPAIRS 466
GAS,OIL,GREASE 491
PAINT & MAT. 479
TIRES 490
-1lof2- -10F2-
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Screen 6222 WARRANT® FACTORYCLAIMS JOURNALPAGE2 OF 2

DEBITS | CREDITS

COSTS-LABORMECH. 662 LABOR 247
- PARTS&ACC. 680

LABOR BODY SHOP 672 PARTS &ACC. 242

LABORNVI 664

SUBLET REPAIRS 666 SUBLETREPAIRS 246

GAS, OIL, GREAS 691

PAINT & MAT. 679 GAS,OIL,GREASE 244

TIRES 690

PAINT & MAT. 245

_ TIRES 243
_20f2- 20f2- o
000
PAYROLLJOURNAL
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Screen 623. PAYROLLJOURNALPAGE1 OF 2

GM PAYROLL JOURNAL

ACCOUNTING MONTHDAY/YEAR: 01/01/92

CHECK#.394857 EMP#.123 EMPLOYEENAME: CLARE JARVIS
DAY OF THEMONTH: 10 PAY PERIOD ENDED: 10

HOURS:REGULAR 4000 OVERTIME 600 _
EARNINGS: REGULAR _600.00 OVERTIME _13500 GROSS _735.00

DEBITS | CREDITS
GROSS PAYROLL DIST. FICATax 323
WorkinProcess 247 Fed. Inc. Tax 323
State Inc. Tax 323

Vehide L+R Sales People City-County Tax 323
- CompensationNew Other -
- CompensationUsed
- CompensaionL+R NetPay 321
Finance Commissions New 856

Used 858
Insur. Commissions New 857

Used 859
1of2- 1of2-
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Screen 624: PAYROLLJOURNALPAGE?2 OF 2

DEBITS | CREDITS

GROSS PAYROLL DIST.
Salaries-Owners

-20f2- -20f2-

GENERALACCOUNTSOURNAL
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Document created by the PCL2PDF evaluation
(C) Copyright 1996-2000 Visual Software
Visual Software http://www.visual.co.uk



http://www.visual.co.uk

Screen 625. GENERALACCOUNTSOURNALPAGE1 OF 4

GM GENERAL ACCOUNTS JOURNAL
ACCOUNTING MONTHDAY/YEAR: 01/__ /92
DOCUMENT #

COMMENT/NAME :

DEBITS | CREDITS

-10F4- -10F4-

Screen 626 GENERALACCOUNTSOURNALPAGE?2 OF 4

DEBITS | CREDITS

-20F4- -20F4-
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Screen 627: GENERALACCOUNTSOURNALPAGE3 OF 4

DEBITS | CREDITS
PETTY CASH 200 CASHONHAND 201
INTEREST BANKS 202 OTHERINCOME 905
DUE FROM FINANCE CO: FINANCE INCOME
- GMAC 262 - NEW 806
- BANK 262 - USED 808
SALESTAXDISCOUNT 324 OTHERINCOME 905
EMPLOYERSHCA 25 PAYROLLTAXPAYABLE 323
-30F4- -30F4-

Screen 628. GENERALACCOUNTSOURNALPAGE4 OF 4

DEBITS | CREDITS

ADJUSTMENT LABOR MECH. 665 WORKINPROCESSLABOR 247
ADJUSTMENT LABOR BODY SH675 WORKINPROCESS LABOR 247
P&AINTERNALCOST 681 P&AINTERNALSALE 481

- 481
P&ACARMECH. 667 - 481

481

P&ATRUCKMECH. 668 - 481

P&ACARBODY SHOP 677

P &ATRUCKBODY SHOP 678 -40F4-
000

STANDARCENTRIES JOURNAL
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Screen 629. SAMPLESTANDARIENTRIES JOURNAL

GM STANDARD ENTRIES JOURNAL
ACCOUNTING MONTHDAY/YEAR: 01/01/92
DOCUMENT #: 1

COMMENT/NAME : STANDARD_ENTRIES_FOR_JANUARY

DEBITS | CREDITS
USETAX 80 ___ 1881 STATESTAXPAYABLE 324 1881
ALLOWANCE FORACCOUNTS 340 ___150.00
ADJUSTMENT FORACCOUNTS 953 ___ 15000 REAL ESTATE TAXPAYABLE 325 ___ 47500
PREPAIDINSURANCE 271 __ 132616

TAXESONREALESTATE 84 __ 47500
DEPRECIATION:
INSURANCE -BLDG &IMP. 85 __ 40000 - SHOPEQUIPMENT 352 __ 61500

- P&AEQUIPMENT 353 600
INSURANCE-OTHER 88 ___926.16 - FURNITURE & FIXTURES 354 ___ 17500
- COMPANYVEHICLES 355 __ 52500

AMORTIZATION LEASEHOLD 81 __ 20000 - LEASEHOLD 356 40.00

DEPRECIATION EQUIPMENT 91 __1161.00

POSTING

|l
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Screen 7-30:  POSTING

POSTING JOURNALS TO GENERAL LEDGER BY JARVIS COMPUTER SOFTWARE (C) 1989,1992.
ALL RIGHTS RESERVED.
ACCOUNTING YEAR: __

ACCOUNTINGMONTH: . JOURNAL NUMBERS:

STATUS

01 JANUARY
02 FEBRUARY
03 MARCH
O4APRIL

05 MAY

06 JUNE
07JuLY

08 AUGUST

09 SEPTEMBER
100CTOBER
11 NOVEMBER
12 DECEMBER

F1=CLEAR CURRENT FIELD, F5=MENU, ESC=START POSTING

PURPOSE

The posting program makes the data entered into the
joumals permanent. The data is printed in the form of an
audit trail, and then transferred to the permanent joumals.
The totals are posted to the individual general ledger
accounts. If the accounts receivable are posted, the
individual customer accounts are also posted.

USE

Atwodigtyearis entered. Ifthe year has notbeen
activated, a beep will sound. The status of each month wil
be displayed. Only two months can be available for posting.
Other months must be already closed or not yet available.

You may enter a two digit month from the two that are
available. The program will check that month to determine
the joumals that have not been posted. Alistofthe

- L LEaTEaTa'aal |l ad
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unposted joumals wil be displayed.,

Enter the numbers of the joumals that you wish to post.
All unposted joumals do not have to be posted. You may
choose those that you wish to post. When your listis
complete, press the ESC key to start the posting process.

FUNCTIONKEYS

F1 will clear the current field. The use of this
function key is standard throughout all screens and
programs.

F5 indicates that you wish to exit from the pasting

program. A menu bar wil appear. Press'y'to
exit, or press "n'" if you do not want to quit.
Pressing "n’" will result in retuming to the screen
exactly where you left off.

TROUBLESHOOTING
Pasting payables while someone is in the Cut Checks
program of Accounts Payable will cause errors. Enors will

also occur when posting Cash Disbursments while in the Cut
Checks program.

L LEaTEaTa'aal ——
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TRIAL BALANCE

Screen 8311 TRIAL BALANCE

PRINT GENERAL LEDGER TRIAL BALANCE BY JARVIS COMPUTER SOFTWARE.
(C) COPYRIGHT 1994, 1995, ALL RIGHTS RESERVED.
Fiscal Startis November

1. TRIALBALANCE.
2. MONTHLY GENERAL LEDGER.

MODE: _

ACCOUNTING MONTHYEAR:__/__

F1=CLEAR CURRENT FIELD, F5=RETURN TO MENU, F7=HELP, ESC=START TRAIL BALANCE.

PURPOSE

The trial balance program prints the monthly and yearly
balances of all general ledger accounts that have monthly
and/or yearly balances. This information may then be
transferred to other forms. A month does not have to be
closed to printits trial balance. You can use this program
to examine all accounts before you print a financial
statement or manufacturer’s statement.

USE

Enter the two digit month and the two digit year for the
trial balance. Press the ESC key to print the trial balance.

O
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FUNCTIONKEYS

F1 wil clear the curent field. The use of this
function key is standard throughout all screens and
programs.

F5 indicates that you wish to exit from the trial

program. A menu bar wil appear. Press'y'to
exit, or press "n" if you do not want to quit.
Pressing "n’" will result in retuming to the screen
exactly where you left off.

Fr7 display help screen.

L LEaTEaTa'aal ey
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MANUFACTURER'STATEMENT

Screen 9322 MANUFACTURERSTATEMENTMASTERVIENU

MANUFACTURERS STATEMENT MASTERMENU BY JARVIS COMPUTER SOFTWARE.

(©)1992, 1995, ALL RIGHTS RESERVED.

FILE REBUILD
1. GENERATE COUNT
2.ADJUST COUNT 11. COUNT FILE.
3. EDIT MISCELLANEOUS DATA 12. COUNT SETUPFILE.
4.PRINT STATEMENTS 13. MISCELLANEOUS DATAFILE.
5.COUNT SETUP
6. CREATE DIAL DISK
OTHER
21. BACKUP FORMS.
22. RESTORE FORMS.
23. UPDATE FORMS.
PLEASE CHOOSE[_]

F1=CLEAR CURRENT FIELD, F5=EXIT, F7 =HELP.

91 PURPOSEOF MANUFACTURERSTATEMENTMASTERMENU

The purpose of the menu s to allow you to quickly
accomplish the tasks involved in preparing financial
statements. The procedure used varies from manufacturer to
manufacturer, therefore the master menu varies also. Ford
may be different from Chrysler, GM, Honda, efc. Ingeneral
you must do the first four steps listed on the sample screen
above. Step 5, count setup is done for you initially, but if
the counting is less than satisfactory, you can adjust how
the counts are taken.

o0
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USE

If your menu choice has the number ten or above just
press the appropriate digits. Do not press the enter key.
When the choice space is filed the menu automatically goes
to the appropriate choice.

If the menu choice is less than ten, you can enter your
choice intwoways. Firstyou can press the single digit
choice and then press the enter or retum key. The other
method is to press the digit zero and then press a single
digit choice. Using this method you do not need to press the
enter or retum key.

The programs that you can select from the main menu are
described below in numerical order. Find the program that you
need and refer to the documentation on that program to

proceed withits use.
FUNCTIONKEYS

F1 wil clear the curent field. This is a standard
function key through-out all screens and programs.

F5 indicates you wish to exit from the program. A
menu bar wil appear. "y=yes" means that you wish
to exitwhereas "n=no" indicates that you do not
wantto quit. Pressing "n" will result in retum
to the screen exactly where you left off.

Fr7 displays the help screen.

L LEaTEaTa'aal Vo
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92. GENERATECOUNT

Screen 9331 GENERATECOUNT

COUNT BY JARVIS COMPUTER SOFTWARE (C) 1992, 1995 ALL RIGHTS RESERVED.
ACCOUNTING YEAR: 92
ACCOUNTING MONTH: 07

ESC=START COUNT.

F1=CLEAR CURRENT HELD. F3-FKEYS.

F5=EXIT, F7/=HELP.

—Count_all months? Yes No

PURPOSE

This program generates unit counts by counting the
entries in the joumal. It can count vehicles sales,
customer pay RO's or anything else where there is one
transaction for each count.

USE

Enter the accounting month and year to be counted.
Press the ESC key to start the count. If you are counting in
other than the first month of the year, the program will ask
if you want to count all months. Answering yes will generate
counts for all months up to and including the month
indicated.
IMPORTANT
The first time you generate a count in a year you must count

January only. This lets the program know that itis okay to
setup new files.

L LEaTEaTa'aal fala)
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FUNCTIONKEYS

F1 key will clear the curentfield. Thisisa
standard function key through-out all screens and
programs.
F3 allow you to program function keys (F8 to F12).
F5 key indicates you wish to exit from the program. A

menu bar will appear. "y=yes" means that you wish
to exitwhereas "n=no" indicates that you do not
wantto quit. Pressing "n" will result in retum

to the screen exactly where you left off.

L LEaTEaTa'aal fala)
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Fr7 displays the help screen.
93. ADJUST COUNT

Screen 9-34:

MODIFY COUNTS BY JARVIS COMPUTER SOFTWARE  COPYRIGHT 1992, 1995.
YEAR:92 TAGNAME:U3000___ DESCRIPTION SALES CROWN VICTORIA

COUNT ADJUSTMENT  ADJUSTEDCOUNT  YTD COUNT

JANUARY 0 0 0 0
FEBRUARY O 0 0 0
MARCH 0 0 0 0
APRL 0 _0O 0 0
MAY 0 0 0 0
JUINE 0 0 0 0
Uy o0 4 24 24
AUGUST 0 4 1 23
SEPTEMBER 0 0 0 23
OCTOBER 0 0 0 23
NOVEMBER 0 0 0 23
DECEMBER 0 0 0 23

F1=CLEAR CURRENT FIELD, F2=NEXT TAG, F3=FKEYS, FA=PREVIOUS TAG, F5=EXIT.
F7=HELP.

PURPOSE

The purpose of this programis to allow you to correct
counts or iniialize counts before you started using System

A
FUNCTIONKEYS
F1 wil clear the current field. This is a standard

function key through-out all screens and programs.

F5 indicates you wish to exit from the program. A
menu bar wil appear. "y=yes" means that you wish
to exitwhereas "n=no" indicates that you do not
wantto quit. Pressing "n" will result in retum

- L LEaTEaTa'aal oA
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to the screen exactly where you left off.
Fr7 displays the help screen.
SPECIAL FUNCTIONKEYS
F2 Advances the screento the next count. It does not

automatically save an adjusted count prior to
advancing. To save any changes, press ESC before

leaving the current screen.
F3 allows you to program function keys (F8 to F12).
F4 Backiracks the screen to the previous count. It

does not automatically save an adjusted count prior

to backtracking. To save any changes, press ESC
before leaving the current screen.

USE

Use the F2 or F4 to pasition to the count to be changed.
Use the armow keys to move to the appropriate month. To
increase the machine-generated count use paositive numbers.
To decrease the count use negative numbers.
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94. EDIT MISCELLANEOUSATA
PURPOSE

The purpose of these programs is to allow the printing
of data that is not easily produced by the accounting system.
There maybe a different program for each manufacturer. Since
the data required varies, there is no detailed explanation of
each manufacturer's miscellaneous data program. These
programs should be selff-explanatory in their use.

FUNCTIONKEYS

F1 wil clear the curent field. This is a standard
function key through-out all screens and programs.

F5 indicates you wish to exit from the new account
program. A menu bar wil appear. "y=yes"' means
that you wish to exit whereas "n=no" indicates that
you do notwantto quit. Pressing "n" will result
in retum to the screen exactly where you left off.

SPECIAL FUNCTIONKEYS

F2 Advances a screen to the next data entry screen (if
necessary).

F4 Backiracks a screen to the previous data entry
screen (if necessary).

USE

Enter the accounting month and year. [f previous data
were entered, itwil bedlsplayed Fillin all of the first
screen, then press F2 key to move to the next. Whenall
screens have beenfiled in, backtrack to the first screen by
pressing the F4 key. When you are satisfied that the data
are correct, press the ESC key to save the changes.
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95. PRINT STATEMENTS

Screen 935 MANUFACTURERSTATEMENTSAND OTHERREPORTS

REPORT SELECTIONMENU BY JARVIS COMPUTER SOFTWARE (C) 1988, 1989, 1990
CHART#4 1=GM, 2=FORD, 3=CHRYSLER, 4=NISSAN, 5=VOLVO,
Fiscal Year starts in January
ACCOUNTING MONTH YEAR: 01/90
REPORTS: NUMBER OF COPIES/FUNCTION
1. Nissan balance sheet [
2. Nissan expenses 1st page |
3. Nissan expenses 2nd page [] ENTER:

4. Nissan sales L]
5. Department A Report [] O9NUMBEROFCOPIES
6. Department B Report [] EEDITFORMFILE
7. Department C Report 1
8. Departmertt D Report 1
9. Department E Report [] DISPLAYS:
10. Department F Report [] P PRINTINGNOW
11. Department Z Report []  C PRINTING COMPLETE
12.TEST1 L]

MARK REPORTS TO BE PRINTED - PRESS ESC

F1=CLEAR CURRENT FIELD, F2=NEXT, F4=PREVIOUS, F5=EXIT REPORT SYSTEM

PURPOSE

This program provides a simple way to print one or more
copies of reports or manufacturer's statements.

FUNCTIONKEYS

F1 wil clear the curent field. The use of this
function key is standard throughout all screens and
programs.

F5 indlicates that you wish to exit from the report

system. A menu bar will appear. Press'y'to
exit, or press "n" if you do not want to quit.
Pressing "n’" will result in retuming to the screen
exactly where you left off.
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USE

Enter the chart of accounts to use. Ifyou do not
handle multiple manufacturers, then always answer "1". One
selects the default chart of accounts that you are accustomed
to, although your screen will vary from the the screen
printed above, depending on the lines you handle. For
example, your screen will probably show different
manufacturers and fewer entries. Please refer to your
screen.

Enter the two digit month and the two digit year for the
reports. The effective date is the last day of the
accounting month.

Enter the number of copies of each report you want.
Please make sure that the choice of chart of accounts matches

the manufacturers name. By pressing an "E" youindicate

that you want to edit the report form file. 'You may change

the spacing, titles and layout of reports by editing the

report form files (see the chapters "FORM FILES' and "SIMPLE
LITTLE EDITOR).

951  OPERATINGSUGGESTIONS

The manufacturer's statements usually require
information that is not directly available from the general
ledger. Examples might be the number of repair orders
written during the month or vehicles sold per car line. The
information you are looking for is in the joumals. The
generate count program will count the appropriate entries in
the joumals. If you must correct an entry in a joumal, you
should a) use the same document number, or b) use the general

joumal. You may also use program #36 "joumal view'to
search for the information. See program #36s operating
suggestions.

This program has available current month and
yearto-date balances for general ledger accounts. The
Chrysler statement uses information from previous months. At
this time we cannot print the previous month's information.

You will have to save the trial balances from each month to
complete the lower right comer of the dealer financial
statement page 1.
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IMPORTANT

The statements are set up using the manufacturers' standard
account numbers. If your dealership uses some non-standard
accounts (most do), then you must summarize the non-standard
account to a standard account used on the manufacturer's
staterment.

952. TAGS

The statements require the use of form files. These form
fles require the use of tag (variable) names. The variable
names come from a variety of sources in the system. Listed
below are the various sources and tags involved.

CHARTOF ACCOUNTS
The tags from the chart of accounts start with the
letters 'm, ', t, or'y. The second part ofthe tag is
simply the account number.
m200 The month to date account balance of account 200.

n200 The account number of account 200, i.e. "200".
200 The accounttitie or description for account 200.
y200 The year to date account balance of account 200.

COMPANY¥ILE (AR MENU#16)

The following is a list of tags that can be entered using the
company program. Be sure to enter all of those that apply to
you.

fodist The Ford dealer's district.

fdpna The Ford dealer's P & A code.

isdimo The Isuzu dealer number.

isregion The region for the Isuzu dealer.

szdimo The Suzuki dealer number.

szregion The region for the Suziki dealer.

chrdiv The division for the Chrysler dealer.
chrzone The zone for the Chrysler dealer.
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chrgroup  The Chrysler dealer's group number.
chrcode The Chrysler dealer's code.

See menu item #16 in the accounts receivable
documentation.

COUNTSETUP FILE

In the count setup file is afield called "tag" which
indicates the tag name for the item being counted. Use the
same combination of letters in the form file preceeded by a
Yy or'm. TheY isfor yearto-date and the m'is for
month-o-date.

MANUFACTURERSTATEMENTPROGRAM

date The full date of the financial statement such as
December 31, 1993.

dd The day of the month such as 31. Thisis always
the last day of the month.

mm The number of the month such as 12 for December.

shotdate A shortened date using the first three letters of
the month such as Dec 31, 1993.

W The last two digits of the year such as 93 of 1993,
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96. CREATEDIAL DISK
PURPOSE

The purpose of this programis provide Chrysler dealers
with the convenience of transferring financial data to the
DIAL computer using afloppy disk.

IMPORTANT

Before choosing the CREATE DIAL DISK option from the
Manufacturer's Statements Master Menu , you must first choose
the PRINT STATEMENTS option, which is explained in greater
detail above. After choosing PRINT STATEMENTS, you will see
the Report Selection Menu. Here you will enter a "1 for

either the month report or the year report, but not both.

Alter pressing ESC to start the process, you will be prompted

as if you were printing a paper form, even though you are

not Simply play along. When the “printing’” process is
completed, choose F5to exit. The Manufacturer's Statement
Master Menu will retum, and you can choose the CREATE DIAL

DISK option.

Screen 936: CREATEDIAL DISK

DIAL DISK - FINANCIAL INFORMATION - BY JARVIS COMPUTER SOFTWARE (c)1992.
Version 395 DIAL - updated August 5, 1992
DATE MMYY). _ [
DEALERCODE:
FISCAL/CAL: _ Y =YTD DATA M=MONTHDATA
RETRANSMISSION (YN): _

DEALER ORDER STATUS
DATAREQUESTED (YN)._

F1=CLEAR CURRENT HELD, F5=EXIT, ESC=START STATEMENT

FIELDS
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The Dealer Code is your 5-digit Chrysler code.

Entera 'Y' forthe FiscallCalindicator if you wil be
sending Year-To-Date data. You should have previously
printed the report entitied "DIAL Fin. Statement, year” from
the Report Selection Menu, under the PRINT STATEMENTS option

of the Manufacturer's Statement Master Menu. Enter an ™M for

the Fiscal/Cal indicator if you will be sending Monthly data.

You should have previously printed the report entitted "DIAL

Fin. Staterment, month" from the Report Selection Menu, under

the PRINT STATEMENTS option of the Manufacturer's Statement
Master Menu.

Choose YES(Y) in the retransmission field if there was a
failure in transmitting the order to Chrysler. This wil
allow them to handle duplicate staterments.

Choose YES(Y) inthe last field if you want Dealer Order
Status (DOS) information.

USE
When you are satisfied with the entries, press the ESC

key to begin. Make sure there is a disk in drive A that is
formatted for DOSas that is the operating system that is

used by the DIAL computer. Ona UNIX/XENIX  system, there
will be a prompt asking if you want to fomat the disk . This
will format the diisk for DOS If you are unsure whether or

not the disk is DOS formatted, choose YES toformat it. Be

aware of the fact that formatting a disk erases everything

that was previously on it. If the disk is already DOS
formatted, choose NO. After the program has run, press F5

toexit. You are now ready to take the disk to the DIAL

compuiter.

Choose opton 9 fromthe DIAL menu. You wil be gven
three options, DO, (V),or (F).Choose (F) . Youwilbe
prompted to input the name (with path) of the input file.
ADEAL.DAT isthe default. Ifthe diskisin drive A ofthe
DIAL computer, you can simply press ENTER. [f not, you must
input the correct path. For example, B:DEAL.DAT. Upon
successiul transfer of the information, the financial
information will be on the DIAL computer and the file will be
erased from the disk to help avoid duplicate processing.
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FUNCTIONKEYS

F1 wil clear the curent field. The use of this
function key is standard throughout all screens and
programs.

F5 indicates that you wish to exit from the screen. A

menu bar will appear. Press'y"to exit, or press
"n"*if you do notwant to quit. Pressing "n" wil
result in retuming to the screen exactly where you
left off.
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10.

CLOSEACCOUNTINGVIONTH

Screen 10-37: CLOSEACCOUNTINGMONTH

CLOSE ACCOUNTING MONTH

ACCOUNTING YEAR: __

ACCOUNTING MONTH: _

MONTHLY STATUS

01 JANUARY 07JuLY
02 FEBRUARY 08 AUGUST
03MARCH 09 SEPTEMBER
04 APRIL 100CTOBER
05 MAY 11 NOVEMBER
06 JUNE 12 DECEMBER

F1=CLEAR CURRENT FELD, F5=RETURN TO MENU, ESC=CLOSE ACCOUNTING MONTH.

PURPOSE

The close month program permanently freezes a month so
that no further entries can be made to the month. Only two
months can be open at one time, so months must be closed as

the year progresses.
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