Introduction

System S keeps arecord of the service history for each
vehicle. When a customer brings a vehicle in for servicing,
System S can display or print out a report of the past ser-

vice history for the vehicle, along with the recommended
maintenance based on time or mileage since itwas last done.
The vehicle and customer can be found by either the license
plate, serial number, or by the first few letters of the
customer's name. The system then prints a Repair Order for
the servicing.

The repairs are printed on the technician's copy of the
repair order as they are completed. This information is
saved and when the repairs are complete the other copies are
printed. The information is then transferred into the ac-

counting system.

Groups of customers can be selected on the basis of
criteria such as when their vehicles are due for maintenance,
whether they have been in recently or nat, or whether they
are affected by a recall campaign. You can print a list of
these customers, or print a batch of post cards, labels or
form letters for them.

Repairs are recommended by comparing a vehicle's cunrent
mileage or the current date with the last time a particular
repair was made, and comparing the elapsed time or mileage
with a table listing the recommended time between repairs.
Up to ninety-nine of these tables can be set up; the vehicle
record contains the number of the table to use for that
vehicle.

The vehicle history is entered and displayed by listing
the repair categories you have setup. Each repair category
has a code associated with it for each Repair Order. If this
code is blank, the repair has not been done. Ifitisa
number, it refers to the number of the technician who per-
formed the repair. Other special codes indicate things such
as whether a repair is recommended, was recommended but not
done, or was done elsewhere. The actual codes may be cus-
tomized to match whatever notations you may be used to or
that seem logical to you.

This manualis divided into sections, one for each pro-
gram or report you can select from the master menu or report
menu. Itis bestto read the whole manual to get an idea of
the system. If you are not sure what to do, refer to the
section on the master menu, which explains what its selec-
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tions do.

When setting up the systeminitially, you will need to
use programs 12 through 15 to set up the tables of repair
categories, ime & mileage recommendations, technicians'
names, and service advisors' names. These programs are quite
straightforward.

In nomal usage, the service advisors will use program
number 1 to display a customer's repair history on the
screen, adjust the recommended repairs if necessary, and
print the Repair Order. They use Program #3 to print the
final copies of the repair order after the repairs have been
completed. They wil use program number 4 to schedule
repairs. They wil use programs 10 and 11 (add customers and
vehicles) when a new customer comesin.

The office people use the Enter Closed Repair Order
program to enter the completed repair order after the service
advisor has printed the final copies. This programis ac-
cessed from Menu #26 of the accounting system.

The technicians may use program 4 to see what repairs
they have scheduled. They use the Inquiry Programin the
Parts System to withdraw parts and print the information on
the Repair Order. They use Program #2 on the Service
Merchandising menu to record the labor time, cause and cor-
rection of the problem, and the failed part number and fail
code. Ifyou have the Labor Time Guide option, Program #2
goes into this screen and automatically figures the labor
costand price.

The managers use the customer list or productivity
reports to evaluate the efficiency of employees or the ef-
fectiveness of advertising. They may use the customer mailing
label program to print service reminders or other forms of
advertisement.
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SOFTWARBVERVIEW

The following are some conventions used in all programs
of System S as well as in ather Jarvis Computer Software

systems:

The function keys, labeled F1 to F10 or F12, are used in
all System S programs. They usually have the same purpose in
all programs. Their purpose in a particular programis
listed at the bottom of the screen. This manual describes the
function keys' purposes in the sections for each program.
The standard uses for the function keys are described below.

The F1 function key always dears the current field.

The F2 and F4 keysare used to go forward and backward.

In programs that display lists, they go forward and backward
apage. Inprograms that display one record on the screen at
atime, they display the next record or the previous record.

The F3 function key displays a "menu bar" from which you

can choose one or more options specific to the program you
arein. You choose a selection from the menu bar in one of
twoways: you can either type the first letter of the option
you want, or you can move the highlight to the option you
warnt, using the arrow keys, and press the Enter key. A typi-
cal menu bar looks like this:

Print  Fkeys Quit

Most menu bars have "Quit" as the last option; this allows

you to get out of the menu bar without doing anything.
Pressing Escape while on a menu bar is the same as selecting
"Quit". Most F3 menu bars have an option called Fkeys. This
lets you program function keys FO-F12 to any sequence of
characters.

The F5 key exits from the program and retums to the
program you were previously in, usually the master menu.
Often you are presented with a menu bar (as described inthe
preceding paragraph) that says:

Quit Yes No
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Select Yes to quit or No to retum to the program. In data
entry programs, this menu bar is presented if you have
changed something but have not saved it.

The F7 key presents ahelp screen pertaining to the
screen thatis currently displayed. Sometimes it presents a
menu of help screens. If it does this, enter the number of
the screen you wantand press Enter (even fitis two
digits). When the help screenis shown, press F2 to page
forward through the help screens, F4 to page backward, and F5
to retum to the program.

The F8 through F12 keystypeinapre-defined sequence
of characters. They are defined using the F3 Fkeys option.
Each program keeps its own set of function key definitions.
This feature can be used for frequently typed phrases, such
as commonr air descriptions in the Print Repair Order
screen, or nearby towns in the Customer screen. You can set
it up tofil in more than one field, such as city, state and

ZIP code, if you type all the spaces necessary to make the
cursor jump from onefield tot next.

The Escape key is used to activate the program after you
have entered the necessary data. On data entry screens, it
is used to save the daia you have entered. In printing
programs, itis used to begin the printout.

FILES USEDBY SERVICE MERCHANDISING

System S uses several files; some of these are files
used by other Jarvis Computer Software systems so that the
information can be shared. Fles consist of any number of
records. A record contains information abbout a particular
entity, such as a particular vehicle or customer. Records are
referenced by an item of information called the key; when
this key is known the record can be found. Keys are usually
short, unique items such as a vehicle identification number;
often they are arbitrary numbers that you make up, suchasa
technician number. A few files have more than one key item
per record. The files that Service Merchandising uses are
described below.

The Customer file contains the customer's name, address
and telephone number. Itis keyed on customer number, which
consists of a period followed by five digits; itis usually
assigned automatically. This format for the customer number
is used to avoid confiicting with the Accounts Receivable
customer numbers. Most of the time the period and leading
zeros can be omitted when entering these numbers. fyou
have the Accounting System, this file is used only for cus-
tomers that are not in the Accounts Receivable customer file.

This gives the service department the ability to add, change
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and delete customer records in the Service Merchandising

file, yet they are not able to change accounting records; if

the accounting information has been entered, however, the
information is not duplicated. Program #10 on the Service
Merchandising Master Menu is used to add, change, delete and
display the customer records. To rebuild, choose #10 from the
rebuild menu, which is #44 from the Service Merchandising
menu.

The Vehide fie contains descriptions of the vehicles.
When printing or entering repair orders, the vehicle must be
inthis fle or must be added toitfirst. Vehicle records
stored in the F& system's files must be copied to this file
before they can be used by Service Merchandising; this is
done automatically by the Look-up Screen. The vehicle
records are keyed on the last eight digits of the vehicle
identification number, on the customer code, and onthe
license plate. Program #11 on the Service Merchandising
Master Menu is used to add, change, delete, display and print
out the vehicle records. To rebuild, choose #11 from the
rebuild menu, which is #44 from the Service Merchandising
menu.

The Repar Category fie contains alist of repair
types. Some of these repair types should be common main-
tenance items, such as "Oll Change" or "Tune Up'; the system
will recommend these based on the time and mileage since the
last repair order that was printed for a vehicle. The
repairs are keyed on a two-digit code. Program#12 onthe
Service Merchandising Master Menu is used to add, change,
delete, display and print out the repair category records.

To rebuild, choose #12 from the rebuild menu, which is#44
from the Service Merchandising menu.

The Time and Mieage fie contains alist of tables; the
tables list the time and mileage recommended between each
repair category, and the estimated time and price for each
repair. Each of these tables are referenced by a two-digit
key. The different tables correspond to different types of
vehicles; the key for the table that should be used is stored
in the vehicle file. Program #13 on the Service
Merchandising Master Menu is used to add, change, delete,
display and print out the repair category records. To
rebuild, choose #13 from the rebuild menu, which is #44 from
the ervice Merchandising menul.

The Technican  file contains a list of technicians keyed
on atwo-digit code. Program #14 on the Service Merchandising
Master Menu is used to add, change, delete, display and print
out the technician records. To rebuild, choose #14 from the
rebuild me , which is #44 from the Service Merchandising
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menu.

The Advisor file contains a list of service writers
keyed on a three-character code. Program #15 on the Service
Merchandising Master Menu is used to add, change, delete,
display and print out the advisor records. To rebuild, choose
#15 from the rebuild menu, which is #44 from the Service
Merchandising menul.

The History file contains basic information on the
repair orders. It contains a list of which maintenance items
were done or declined, as well as basic header information
such as customer number, repair order number, advisor, and
VIN. ltis keyed on repair order number. Itis also keyed
on a combination of whether it was closed, the last eight
digits of the vehicle identification number, and the date.

The history records can be displayed and modified using pro-
gram#16 on the Service Merchandising Master Menu. (This
program uses other files as well; not all the information in
program #16 comes from this file.) To rebuid, choose #16
from the rebuild menu, which is#44 from the Service
Merchandising menul.

The Required Parts file contains alist of parts
required to perform repairs. ltis keyed on a combination of
three characters from the vehicle identification number (the
second, eighth and tenth, indicating manufacturer, engine and
model year respectively) and the repair category number. It
is used to make parts estimates and wam you of parts that
are out-of-stock. To rebuild, choose #17 from the rebuid
menu, which is #44 from the Service Merchandising me

The Concem Code file contains the table of concem
codes that is maintained by program 19. It translates two-
or three-digit concem codes into descriptions of the
customer's complaint. Usually these codes are defined by the
manufacturer. To rebuild, choose #19 from the rebuild menu,
which is #44 from the Service Merchandising menu.

The Appointment  fileis used only by the Schedule
Appointments program, #4 on the Service Merchandising Master
Menu. ltis keyed on a combination of the appointment date
and time, technician number and duration. To rebuild, choose
#22 from the rebuild menu, which is #44 from the Sexvice
Merchandising menul.

The Repar Order Complaint fie contains the records of
customer complaints and what was done to fix them. Itis
keyed on a comhbination of repair order number and a letter A
through F indicating the line. To rebuild, choose #23 from
the rebuild menu, which is #44 from the Service Merchandising
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menu.

The Open Repar Order Lines fie contains lines that
were printed on the repair order when lines were closed.
This information is created by Program #2 and #3, Close
Repair Order Line and Close Repair Order. Itis used by Close
Repair Order and Enter Repair Order into Accounting.
Information in this file is deleted when the repair orders
are entered into accounting. To rebuild, choose #21 from the
rebuild menu, which is #44 from the Service Merchandising
menu.

The Closed Repar Order Lines fie containsthe same
information as the Open Repair Order Lines file, but the in-
formation is never deleted. This information is created by
program #3 when a repair order is closed. To rebuild, choose
#20 from the rebuild menu, which is #44 from the Service
Merchandising menul.

The Name Index isnotadatafile, but contains keys
that refer to several other files. These keys contain part
of the customer name, telephone number, license plate or
vehicle identification number for both the Service
Merchandising and Accounting customer files and for the F&l
Soldfie. Itis created using selection 50 from the Rebuild
Menu, which is option 44 on the Service Merchandising Master
Menu. ltis used by the Look-up Screen to find customer and
vehicle information quickly.

The Accounts Receivable  Customer fieis partofthe
Accounting System. Itis used by Service Merchandising to
find information, in the Accounting System, on customers that
can pay on credit. The information in this file is used in-
stead of the Service Merchandising Customer file for these
customers. The customer information must be in this file to
charge repair orders to them (on account). To rebuild, choose
#2 from the Accounts Receivable rebuild menu, which is#17
from the Accounts Receivable menul.

The System F& Sold fieis partofthe Finance and
Insurance System. These records contain the vehicle and owner
information of vehicles that were sold. The Sold records are
created by the Recapitulation program, #12 on the System F&l
Master Menu. They are used by the Look-up Screen, which
copies the information into the Service Merchandising vehicle
and customer files; the information is not used directly by
Service Merchandising. To rebuid, choose #27 fromthe F&
menul.

The System F& New Vehide fieis partofthe Finance
and Insurance System. These records contain the information
onvehiclesininventory. They are keyed by stock number.

They can be created, changed, displayed and printed out using
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the New Vehicle Inventory program, #1 on the System F&l
Master Menu. The Accounting System has a similar program on
menu#26, which affects the same file. Thisfileis used by

the Look-up Screen to find vehicles for intemal repair
orders; the information is then copied to the Service
Merchandising vehicle file rather than used directly. To

rebuild, choose #21 from the F& menu.

The System F& Used Vehide fieis partofthe Finance
and Insurance System. These records contain the information
onvehiclesininventory. They are keyed by stock number.

They can be created, changed, displayed and printed out using
the Used Vehicle Inventory program, #2 on the System F&l
Master Menu. The Accounting System has a similar program on
menu #26, which affects the same file. Thisfileis used by

the Look-up Screen to find vehicles for intemal repair
orders; the information is then copied to the Service
Merchandising vehicle file rather than used directly. To

rebuild, choose #22 from the F& menu.

The Parts Sdes fieispartofthe Parts System. When
you withdraw a part, a record is written of that part and
alsoits cost, price, and the repair order number and
concem. The Close Repair Order program (#3) and Enter R.O.
History program (#16) use this file to determine which parts
are onarepair order. Thisfie is also used by the parts
system to indicate which lines are open.

The Pats Inventory  fieis partofthe Part System.
Information on parts that is printed on the repair order
comes from this file. The number of parts ininventory is
checked by the Schedule Technicians program and by the Print
Repair Order program to warm you if there are not enough
parts for a scheduled repair.

The Noninventory — Parts fileis used to associate parts
with a repair order when those parts are notinthe parts
inventory. These records are created by the Non-inventory
Withdrawal program, whichis accessed by choosing F3 1from
the Parts Inquiry program. Like the Salesfile, itis used
by programs #3 and #16 to determine which parts are ona
repair order. To rebuild, choose #24 on the Service
Merchandising rebuild menu, which is #44 from the Service
Merchandising menul.
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REPAIR ORDERLAYOUT

The repair order forms are designed so that the parts
and labor information can be printed on the technician's copy
(hard copy) of the repair order as they are done. So this can
be done easiy, the forms have the parts information and
labor information printed along the sides, where it can be
printed with a receipt printer. As parts are withdrawn, the
part number, quantity, cost, price, and date and time of
withdrawal are printed along the left side of the repair
order. Aslabor is completed, this information is printed
along the right side of the repair order. The information is
stored in the system as itis printed, so that the final
copies of the repair order can be printed to match the
technician's copy.
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SYSTEMS MASTERVIENU

Screen 2-1: MASTERMENU

SYSTEMS  SERVICE MERCHANDISING SYSTEM
BY JARVIS COMPUTER SOFTWARE (C)1991. ALL RIGHTS RESERVED.

GENERAL FUNCTIONS PRINT OR DISPLAY REPORTS
1. PRINT REPAIR ORDER 21. CUSTOMER LISTS & MAILINGS
2. CLOSE REPAIR ORDER LINE 22.REPORTS
3. CLOSE REPAIRORDER 23.SINGLE LABELS
4. SCHEDULE APPOINTMENTS 24. EMAIL CUSTOMER
5.VEHICLE STATUS

ENTER OR CHANGE RECORDS OTHER FUNCTIONS
10. CUSTOMERS 40. PARTS SYSTEM
11. VEHICLES 41. ACCOUNTS RECEIVABLE
12. REPAIR CATEGORIES 42. BACKUP DATA
13 TIME & MILEAGE TABLES 43. PROGRAM UPDATES
14. TECHNICIANS 44, REBUILD FILES
15. ADVISORS 45.REPRINT BROWSER
16.ENTERR.O. HISTORY 46. SHELL
17.PARTSREQUREDFORSERVICE ~ 47.PURGE OLD DATA
18. SHOP SUPPLIES MATRIX 48.0OTHER
19. CONCERN CODES

PLEASE ENTER YOUR CHOICE[_]

F1=CLEAR FIELD, F5=EXIT, F6=SETUP AND MAINTENANCE, F7=HELP.

PURPOSEOF MASTERMENU

The Master Menu allows you to access all of the programs
in the Service Merchandising System easily.

10
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USE OF MASTERMENU

Type the number of the program you want to run. The
programs are summarized below. The program will run as soon
asyoutype the second digit. Torunprogram1,2or 3,
either type a zerofirst, or press the Enter key after the
digit to run the program. You may use the F1 key to clear
the field if there is already a number there. The F5 key
gets you out of System S and may retum you to the operating
systemn prompt or to another menu. The F7 key wil display the
help screen.

When the program you have chosen is finished or you have
exited from it using the F5 key, it retums to the master
menu.

Itis possible to getan "—Access Denied- Pause" mes-
sage when you type the program number. This means that you
are notauthorized to run the selected program. Pressthe
Enter key to retum to the "Please Choose™ field. If you
normally have access to the selected program, check that you
arelogged on as yourseff.

The F6 key presents a menu of configuration files to
edit. These files are described in the last section of this
manual.

The selections are divided into five sections. The
"General Functions®  atthe top left are the programs you will

use regularty. Print Repar Orders (numberl)isusedby
service advisors both to print the repair order and to check
avehicle's repair history. Close Repar Order Line (number

2) is used by the technicians to record the labor and parts
information on their copy of the repair order and in the

computer. Itis used after each repair is finished. Close
Repar Order (number 3)is used by the service advisor to

print the completed customer, warranty and accounting copies

of the repair order. Schedue  Appointments  (number4)is
used by service advisors and technicians to make and check
their appointments.

The "Print  or Display Reports®  sectionisusedto print
or display most of the reports. Customer Lists & Maiings
(number 21) is used to select groups of customers based on
moast any criteria maintained by the system, and print out the
customers in he form of a report, mailing labels, postcards
or any other format you choose. Productivity Reports  (number
22) presents a menu of the ather reports that can be printed.
Singe Labels (number 23)lets you printa mailing label for
aselected customer. Emal Customer (number24) letsyou
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select a customer and then e-mail himvher.

The "Enter or Change Records® section contains the pro-
grams used to enter, display, change and print out files.
These programs are used mainly when setting up the system and
when new customers are added to the system.

The other functions allow you to get to ather Jarvis
Computer Software systems without exiting to the command line

ormenufirst, and to back up your data. The Parts  System
(number 40) allows your service and parts departments to
share aterminal if necessary. The Accounts  Receivable

System  (humber 41) is needed to enter the tax codes, finance
codes, term codes, and group codes needed when entering new
customers. Backup Data saves all the data on the System S
directory on a floppy disk. Depending on how your systemis
setup, it may not save the customer data since that is as-
sociated with Accounts Receivable.

Program Updates (number 43) is used to load updates or
bug fixes that we send to you. These updates wil be labeled
"Use program 43". Simply put the update disk in the drive
and enter 43. Do this while logged in normally as someone in
service; do not try to load updates if you are logged in as
someone who does not normally use Service Merchandising. No
one else should be in the Service Merchandising system when
updates are loaded.

The" Rebuid Fles "menu (humber44) contains the pro-
grams used to fix index fles when the system gives errors or
behaves strangely. This may be necessary if the power goes
off while the system is running. The files numbered 10-19 on
the rebuild menu corespond to the files used in the data
entry programs with the same numbers. Number 20is the open
repair order file; this contains information pertaining to
open repair orders, such as labor, sublet and failed part
information. Num r 21 is the closed repair order file; it
contains the same information for closed repair orders.

Number 22 is the appointment file. Number 23 contains the
complaint descriptions and fixes for both open and closed
repair orders. Number 24 contains sales information for
parts notininventory. Number 50 rebuilds the file that the
Lookup Screen uses to find names, telephone numbers and
license plate numbers quickly. [t never hurts to rebuid

fles, so if you have a problem, try rebuilding.

The Reprint  Browser allows you to reprint reports that
dont come out on the printer, or that the printer mangles.
It lists all data files on the temporary directory (the
directory called Amp), which is where the reports are stored
asthey are being printed. These files are not removed until
the system is shut down and brought back up, so the Reprint
Browser can reprint anything printed for the current day.
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Press D and U to page down and up through the list of files.
Press S to select the one to print.

The Shell  option brings you to the system prompt, typr

cally a directory name such as "fu/service” or a percent

sign. From here you can type Xenix commands. You should
normally not need this option; its main use is to make it
easier to track down problems with the system.

To retum to the menu when the system promptis
displayed, type the word exitand press the Enter key.
Another way to get out of shellis to type Cir-D (hold down
the Cirl key while typing a D).

The Puge Old Data programremoves vehicles and cus-

tomers that have not beenin for a given amount of ime.
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LOOK-UP

Screen 320 LOOK-UP SCREEN

LOOKUP VEHICLE BY JARVIS COMPUTER SOFTWARE (C) COPYRIGHT 1995, 1998

NAME: [ENTER ANY ONE OF THE FIELDS TO |
LICENSE PLATE # |SEARCH FOR VEHICLE THAT MATCH |
TELEPHONE#___ - [WHAT YOU ENTERED. [
CUSTOMER CODE: | |
VIN: | |
PREVIOUSR.O.# | |
STOCK #: | |

Enter search string: | |
SELECT (99=NEW).__ OF TOTAL PAGE OF

F1=CLEAR CURRENT FIELD, F2=NEXT, F3=OPTIONS (FKEYS/CHANGE CUSTOMER/ADDRESS),
FA=PREVIOUS, F5=EXIT, F7=HELP, ESC=PRINT REPAIR ORDER
FILECUST# CUSTOMER N  VIN YEARMAKEMODEL WAR

PURPOSEOF LOOK-UP

The look-up screen is presented in several programs, but
itis most often used through Print Repair Order (Menu#1).
It allows you to find customer and vehicle information
quickly and easily, by specifying one of several criteria:
customer name, license plate, serial number, te
number, customer account number, the number of a Repair Order
that was previously entered, or the vehidle's stock number.

If there is no matching vehicle record in the Service
Merchandising system, the look-up program wil find the
vehicle in the F&l system and copy the information to the
Service Merchandising system. Ifthere is no vehicle record
but there is a customer record in the accounting system, the
look-up program can be used to find this information so you
do notduplicate it. if no matching vehicle or customer
records are found, you are transfered to the vehicle and
customer programs so that you can enter them.

« Wad
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FIELDS ON THE LOOK-UP SCREEN

The fields on the look-up screen are used to enter an
item to search for in the customer and vehicle files.
Hiling in any one of these fields except the "Select " field
displays any matching records.

For the customer name, you only need to enter the first
few characters of the name (at least two). Firstand last
names maitch, except names in the F&l sold file which match on
lastname. (This is because the customer file does not have
separate fields for first and last name.)

The License Plate # s the plate number as stored in the
vehicle file. You must type the complete number.

The telephone number must be entered completely.

The customer code is the six-character code used to
reference the customer in the customer file. For non-
accounting customers, the period and leading zeros may be
omitted. (Depending on your set-up, you may be required to
type the period, but the leading zeros can always be left
out: forexample, you can enter .123 to find customer number
"00123")

For the VIN, you only need to enter the last few digits
of the serial number.

Previous R O. #1inds the vehicle associated with a
Repair Order number that was printed or entered through
Service Merchandising.

Stock number is used to look up vehicles in the F&I
system's new and used inventory files. Ifyou do nothave
the F&l system, this field is not enterable. Thisisthe
only field that can be used to look up vehicles ininventory.
Vehicles already transferred to the Service Merchandising
records are found only if the customer number is .99999. The
system will not find vehides in the F&! sold file by stock
number.

The Enter Search String field shows up only ifthere is
more than one screen of matching records. You can enter
something in the Search field to narrow down the list. Each
line is checked to see if it contains the string you entered.

If nat, itis removed from the display. You cantry to match

on anything that is displayed in the list of matching

vehicles, such as make, model, year or name. You caneven
search by looking at two adjacent fields; for instance, you
could type in 95 CHEV to show only the 95 Chewys, because
there is a single space between year and make on each ine
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that it displays.

If you just hit Enter on the Search String field, leav-
ing it blank, all of the matching vehicles are displayed;
exceptif there are more than 98, only the first 98 are
shown.

The Selectfield is used after you have entered a search
field and the matching records are displayed. To selectone
of the records that is displayed, enter its number. You may
also enter "99" if there is no matching record already inthe
systerm and youwantto add it.

USE OF THE LOOK-UP VEHICLE SCREEN

Enter whichever one of the fields you want to use for
the search. Ifno vehicles have been found that match what
you have typed in, the computer beeps, otherwise it displays
alist of matching vehicles and positions the cursor at the
Select field. The list of matching vehicles shows the fo-

lowing information:

HLE is a one-etter code for the file that the record
was found in; these files are described in the
next section.

CUST# is the customer code from either the Accounts
Receivable or Cash Customer files. VVehiclesin
inventory always display .99999. For vehicles
fromthe F & | sold file, it is left blank.

CUSTOMER s the customer name. Vehicles in inventory dis-
play the stock number followed by INTERNAL SALES.

N This column is only used for vehicles inthe ser-
vice system (ones that have R under File). It
shows N, U or L for new, used or leased.

VIN isthe vehicle's serial number. Ifit says
"(Vehicle unknown)"itis displaying a customer
record rather than a vehicle record—if you select
it you will then have to enter the vehicle.

YEAR is the last two digits of the model year.
MAKE isthe vehicle's make.

MODEL is the vehicle's model.

WAR isa"*"toindlicate that the vehidle is under

warranty. For vehicles in the service system
(File type R) it means that the warranty informa-
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tion has been filed in on the vehicle screen.

(it does not check whether its expired.) For
vehicles from the F & | sold file, it indicates

that the F & | deal included a charge for "Service
Contract".

If there are more matching vehicles than fit on the
screen, you can use the F2 and F4 keys to go forward and
backwardinthe list. You can also move the cursor back up
into one of the search fields using the amrow keys and enter
adifferent criterion for the search.

If the customer's vehicle is not recorded in the system,
enter 99 in the Select field to indicate this. Thiswil
cause the Look-Up Customer screen to be displayed, since the
customer may already be in the system even though the vehicle
isnot. The Look-Up Customer screen is described in the next
section.

If the vehicle is found but is shown as being owned by a
different custormer, press F3 and select C. Then, selectthe
vehicle. Instead of going to the print repair order screen,
the system wil first allow you to select a new custormer for
the vehicle.

If the vehicle comes from the Service Merchandising file

or the F&l inventory file, it already has a customer and wil
not nomally bring up the Look-Up Customer screen. [fyou
warnt to choose a different customer than the one currently
associated with the vehicle, you can use the F3

_customer option to select a new customer from the
Look-Up Customer screen, and assign the selected customer to
the vehicle. This can be used if a vehicle has been sold.
To do this, you must press F3 and select C before you enter
the number of the vehicle in the select box, otherwise the
look-up program exits and assumes the customer information is
correct

If the vehicle comes from the Sold File inthe F&I
systemn, or if you typed 99 to enter a new vehicle, or if you
chose the F3 Change_customer option, the Look-Up Customer
screenis displayed.

USE OF THE LOOK-UP CUSTOMERSCREEN

The Look-Up Customer screen allows you to find customers
to associate with a vehicle you have selected or with a
vehicle you are adding. The customer can come from either the
Accounts Receivable customer file or from the Service
Merchandising customer file. Charge customers must be stored
in the Accounts Receivable file. Selecting customers
separately from vehicles allows you to have customers with
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more than one vehicle without retyping customer information,
and makes it easier to change owners when a vehicle changes
hands.

The customer can be looked up by either name, telephone
number or customer code. Ifyou selected a vehicle fromthe
sold file, the telephone number will be filled in
automatically. 'You canfillin any one of the fields to look
up on that information.

When the customer you want to use is displayed, enter
the number in the Selectfield. This will associate the
customer with the vehicle you previously selected, or that
wil be added.

If the customer is nat currently stored in the system,
enter 9 in the Selectfield. This will cause the Service
Merchandising Customers screen to be presented. You cannot
add Accounts Receivable customers through the Service
Merchandising systern; if you know ahead of ime that a cus-
tomer wants to charge repairs, he should be added through the
Accounts Recelvable system; then he can be looked up by name
on this screen.

If you choose to add a customer and the vehicle you
selected was from the F&I sold file, the customer information
is copied from the F&l file. The buyer's name is used unless
you did the look-up by name and the cobuyer's name matched;
then the cobuyer's name is copied to the customer fle. The
Customers screen s still presented, but with the sold file
information already entered, so that you can add or change
information.

LOOKINGUP VEHICLES IN INVENTORY

You can look up vehicles in inventory by entering the
stock number. The VIN and license plate fields do not work
for finding vehicles in inventory.

Vehicles in inventory are assigned a customer code of
"99999". You can get a list of vehicles in inventory by
entering .99999 in the customer code, but the listis limited
to 99 vehicles.

If you select a vehicle in inventory, itis copied to
the Service Merchandising vehicle file. You have the option
of changing the customer code by pressing F3 C before you
select the number of the vehicle; if you do this you can look
up or add a customer and assign it to the vehicle in place of
customer .99999. This allows you to transfer recently-sold
vehicles to the Service system evenifthey have not yet been
transferred to the sold file through the recap program (F&
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program#12).
DISPLAYING ADDRESSEWND TELEPHONENUMBERS

Press F3 and select Address to display addresses and
telephone numbers. When you are in this mode, the system
displays the address and telephone numbers of the owner or
customer you select, instead of going on to the next screen.
To get out of this mode, press F3 A again. Look atthe ESC=
on the function key descriptions in the middle of the screen
if you need to determine whether you are in the address
look-up mode.

FILES SEARCHEIBY LOOK-UP

Since the Service Merchandising system was added after
the Accounting and F& Systems, it had to be integrated by
using the existing Accounting and F&l files. The customer
information stored in the Accounting System was not
previously integrated with the F&I information. The look-up
screen handles this by looking in both places and transfering
information where necessary. There are six different files
that are searched for customer and vehicle information, in-
cluding the Service Merchandising system's own records. They

are:
A - Accounts Receivable customer file (A/R menu #10)

C - Service Merchandising customer file (Service menu #10)
N - F&l New Vehicle Inventory (F& menu#1)

R - Service Merchandising vehicle file (Service menu #11)

S - F&l Sold File (Vehicles must be transfered in recap)

U - F&I Used Vehicle Inventory (F& menu #2)

When selecting a vehicle from the Sold file by choosing
aline beginning with “S", you must next select a customer,
because even though the customer name is known, there is no
linkage between the name in the F& system and the name in
the Service Merchandising or Accounting systems. If the cus-
tomer has another vehicle or is already in the accounting
systemn, you should select the existing customer name rather
than letting the system make another copy of the customer
record. Otherwise, the system will copy the customer infor-
mation from the F&l system into a new customer record. After
the system transfers the information, it presents the vehicle
screen to allow you to add information that is not in the F&I
record. Ifyou have transfered the information to a new
customer record (rather than selecting an existing one) the
customer record is also presented to allow you to add or
change information. Press Escape to get out of the vehicle
and customer screens, even if you don't change anything.

When selecting a vehicle from New or Used Inventory, a
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customer number of ".99999" is automatically assigned. This
number is reserved for vehicles ininventory.

The Accounts Receivable file is in the same format as
the Service Merchandising customer file and is used directly
by the Service Merchandising system; information is not
transfered when selecting from this file. Customers that
plan to charge service work should be added to this file
using the Accounts Receivable system rather than selecting 99
in the Look-Up or 10 on the service menu. (This applies only
if you have the accounting system.)
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PRINT REPAIR ORDERMENU #1)

Screen 4-3: PRINT REPARR ORDER SECONDSCREEN MENU#1

PRINT REPAIR ORDER BY JARVIS COMPUTER SOFTWARE (C) 1991,1995.
CUSTOMER: Karla Camichael PLATEISTCAR  TABLEOL

YEAR'90 MAKEPLYM MODELSUNDANCE VIN 1P38535K8T2223423

RO.# ADVISOR: GROUP CREDLIM

RO.TYPE_ MILES: WORKPHONE: - x_ DELIVERYO01-01-90

WARRANTY 01-01-90
TECH# 01

TYPE CONCERN DESCRIPTION ESTLABOROTHER
A

B

C

D

E

F

CODE DESC MIES  TIME LABOROTHER 48000 41221 0

DATE 01-07-92 03MAY91 01JANG1 01JANGO

0LLUBROL&FILTER * 2 1000 M 2

02 ROTATE TIRES o

03SERVICEAUTO.TRANS,

04COOLING SYS.SERVICE __

O5TUNEUP(MINOR) %}

06INSPECTBELTS (oY)

Fr=HELP.
F1=CLEAR FIELD, F2/FA=NEXT/PRIOR, F3=OPTIONS, F5=EXIT, F6=REQUEST, ESC=PRINT.

PURPOSEOF PRINT REPAIR ORDER

Thisis the program used to print the repair orders when
the customer comesin. It automatically prints the vehicle
and customer information if it has been entered into the
system. It can also print the vehicle history and recom-
mended repairs. The actual repairs made are printed along
the sides of the repair order using Program #2.

The printed repair order is recorded in the system as
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having been printed but not yet processed; Programs #2 and #3
must be run to close out repair orders that were printed with
this program.

To print repair orders for customers that had an
appointment, use Program #4 to select the appointment rather
than choosing #1 from the Master Menu. When you have selected
the appointment, the system will transfer to this program
automatically.

You can also use this program to reprint repair orders
that were previously printed with this program.

FIELDS OF PRINT REPAIR ORDER

This section describes the fields on the second screen
of Print Repair Orders, shown above. The first screen (the
look-up screen) is described in the previous chapter.

The RO. # isthe number ofthe repair order you are
going to print. This field may default to the number after
the one you last printed (this depends on how your systemis
setup). This number must be unique—you cannot have two
repair orders in the system with the same number. You may
enter a number that has already been printed if it was not
closed yet; in this case the system will ask if you want to
reprint it

The Advisor  isthe code for the service wiiter, as set
upin Program #15. You can press the F3 key and select"A"
while on this field to display a list of advisor codes and
selectone.

The Plate isthelicense plate. You canadd or change
it here and it will be updated in the vehicle record.
Depending on the set-up, it may be required.

The Work Phone isthe customer's work phone number.

The Type and Concem Description fields list the con-
cems or symptoms that are to be fixed. The Type field must
be filed in with a code indiicating the type of concem.
These codes can be listed by pressing the F3 key and select-
ing"C". Ifyou leave the Type field blank, the cursor wil
move to the date field so you dont have to enter through all
the concem lines. You can use the abbreviation CS as the
firstword in the concem description, and it will be ex-
panded to "CUSTOMER SAYS'"when you move off the field. You
can use the F3 F option to define some other common phrases.

The Mies fieldisthe curentmieage. Whenthis field
is changed, the recommendations are changed based on the new
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mileage.

The date isthe cumrentdate. You canchangeittolist
recommendations as of a given date, but you should normally
leave it set to today's date.

The rest of the fields contain one line for each type of

The Recommended field contains a two-character code for
each maintenance item, describing whether or notan item s
recommended and for what reason. These codes are listed in
the last section of this chapter. You can listand select
one of these codes by pressing the F3 key and selecting"R"
while you are on the recommendation field. The code"RQ"
indicates that the item is requested by the customer; the
maintenance procedure will be printed on the repair order if
"RQ"isfiled in. You can quickly filin the "RQ" code by
pressing the F6 key while onthe field. Iifa.codeisfiled
in here but the service is not done, the code will be stored
in the vehicle's history.

The Estmated Time field containsthe estimated ime a
maintenance procedure will take, if it is recommended. This
amount defaults from the amount entered in the time & mileage
table in Program #13. You can change itif necessary. This
amount can be printed on the repair order.

The Estmated Labor field contains the estimated labor
price of a maintenance procedure, if itis recommended. This
amount defauls from the amount entered in the time & mileage
table in Program #13. You can change itif necessary. This
amount can be printed on the repair order, and will be the
default estimate when closing the line in Program #2.

The Esimated Parts field contains the estimated parts
price of a maintenance procedure, if itis recommended. This
amount is calculated from the table of parts required for
each maintenance item (Program #17); the prices of the
required parts are then looked up in the parts inventory
fle. Ifthere is no table of parts for the vehicle's iden-
tification number, the field remains blank. You can change
this field. This amount can be printed on the repair order.

Totheright ofthe Estmated Price ,the service history
is listed for each line. One column is shown for each of the
last four repair orders printed for the vehicle. The top of
each column shows the mileage and date of the repair order;
each line shows either the number of the technician that did
the work, or the recommendation code that explains why the
work was notdone. Ifthis code is blank, the repair was not
done nor recommended.
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USE OF PRINT REPAIR ORDERS

To print repair orders for customers that do not have
appointments scheduled in the system, choose #1 from the
Service Master Menu. The first screen is the look-up screen
as described in the previous chapter (page 16). Selectthe
vehicle and customer from this screen.

To print repair orders for customers that have an ap-
pointment scheduled in the system, choose #4 from the Service
Master Menu. This displays the appointments for the day.
Press F3 R and select the number of the appointment.

The main screen of the Print Repair Order program is now
displayed. Ifyou amved here from Schedule Appointments,
the complaint description and requested repairs may already
befiledin.

If the customer is in the Accounts Receivable system,
and the customer owes more than the credit imit, the system
will beep and display the message "Credit Limit Exceeded”.
The credit imit is determined by a code in the customer file
(AR program #10), which references the table of credit
limits defined in A/R program #11. This message is only for
your information; it will not prevent you from printing the
repair order or entering it as a charge sale. Also, you are
notwamed if the estimated amount of the repair order ex-
ceeds the creditlimit. The credit check depends onthe
Accounts Recelvable invoice file being sharable. If someone
in accounting is posting or running finance charges, the
credit check wil be skipped.

Enter your advisor number, the repair order number, and
the vehicle's current mileage. The repair order number
defauits to the next number after the last repair order
printed.

You may reprint a repair order by changing the repair
order number to the number of the one you want to reprint.
This number must be for the selected customer, and must not
have been closed yet. The system asks if you want to reprint
the repair order; answer Y. This displays the information
from the original repair order; you may change it before you
reprint it

The systemwill display the vehicle's history, recom-
mended maintenance, and estimated or standard times and
prices of the recommendations. (These recommendations,
times, and prices are made using the time and mileage tables,
program#13.) The recommendations and history are displayed
using the codes described in the next section. You can
change the date or cunrent mileage to see what effect that
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has on the recommendation. You may also change the recom-
mendation codes, times and prices; these changes will show
up onthe repair order.

You can display or print the history and recommendations
before you print the repair order by pressing F3 and select-
ing "Display” or "Print". F3 Display displays the customer
and vehicle information, recommendations, and the list of
service done inthe past. This list might be more than one
screen long; the F2 and F4 (or Page Up and Page Down) keys
can be used to page through this list. F5 relums to the
Print R.O. screen. F7 key displays the help screen. F6 key
inserts"RQ" (request) into the recommendation field. The
information displayed on this screen and its layout can be
configured specially for your dealership. The chapter "Edit
Repair Order Form Fie" tells how to do this. The F3 Print
option prints similar information and can also be configured.

Enter the concems (norHmaintenance repairs) to be done
in the Type and Concem Description fields. The Typeisa
two or three character code indicating the type of complaint.
They can be set up to use the codes assigned by the
manufacturer. The Concem Description is the customer's
description of the complaint.

Go through the list of recommended repairs and enter the
appropriate codes as described in the next section. Any
service work to be done should be indicated by pressing the
F6 function key, which displays "RQ" (for request) in the
field.

Recommended repairs are indicated by ™*". This code
should be changed to "RQ" to indlicate that the work is to be
done, or to a code showing the reason the work is declined.
"XX"indicates the customer declined the recommendation. You
may also change the code to "NA" (hot applicable), "NN'" (not
needed), "CS" (customer serviced), "SE" (serviced elsewhere),
or blanks (no explanation, but it will be recommended next
time a repair order is printed for this vehicle). The RQ code
can befilled in quickly by pressing the F6 key. The two-
letter codes your dealership uses can be changed; the s_imcf
fle defines them.

To print the repair order, press the Escape key. This
may display the print menu, which is described in the next
paragraph. If you have continuous forms, or if you have a
laser printer, or if your printer loads forms consistently
enough, this menu may have been disabled, and the repair
order will print as soon as you hit Escape. Ifso, you can
skip the following paragraph.

When the repair order is fed into the printer, alignment
may not be perfect on the firstline. Pressing "L will move
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Screen 44 FORM-PRINTING MENU

Printing Repair Order
Printing field "1988 CHEV"

Alignformin printer.

Press"L"toload form.
Press"U"to move form up
press "D'"to move form down
Press"S'for single line printing.
Press "P" for printing continuous.

the paper 2.25 inches upward or about 1 revolution of a
standard platen. Pressing "U'" will advance the paper upward
one line (one line is determined by the line spacing of the
repair order and may be from 1/48th of an inch to about 1/6th
ofaninch). Pressing "D will move the paper downward one
line. Notall printers support backward movement. Ifyour
printer does not support backward movement, then pressing "D
will have no effect. You can press "S* for single step. The
system will pause after each line of printing to allow you to
adjust the repair order. If you want to abandon the repair
order, you can press "Ctr-C" (while holding the control key
down, press ") and printing will cease. If you do notwant

to abandon printing, then press "P* for printing and the
remainder of the form will be printed.

If you abandoned the printing of the repair order with
Ct-C, you are prompted with this menu bar:

Okay Reprint  Quit without saving

Press the first letter of the selection you want. Selecting

Okay records the repair order in the system as if it were

printed successfully. Selecting Reprint allows you to putin
anew repair order form and reprintit. Selecting

Quit without_saving retums you to the System S Master Menu
and does not record the repair order. (If you quit but you

had entered a new customer or vehicle before you got to the
main Print Repair Order screen, the customer and vehicle in-
formation is saved.)

On most systems, you will be asked for information while
the repair order is printing. This shows up on the bottom
line of your screen. This information will be printed on the
repair order, but itis not saved in the computer. Typein
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the information that the system asks for then press Enter.
You canleave it blank by pressing Enter without typing any-
thing first. These questions are referred to as "prompts”.

When the repair order has been printed, the system
retums to the System S main menu. The repair order is
recorded in the system as being open; it will show up on the
outstanding repair order report (#22, then #4). It remains
open unti the final copies are printed using Program #3.

REPAIR ORDERHISTORY CODES

The system keeps track of vehicle's repair histories
broken down by maintenance category. Each R.O. containsa
two-character code for each category. This code is displayed
by the system when making recommendations. This code is
either the number of the technician who did the work, which
is entered in Program #2; a code that indicates that a
scheduled maintenance itemis due, which the computer dis-
plays based on time and mileage; or a code that indicates
reasons for recommendations, which you enter when you print
the repair order in this program. These codes are left blank
if a repair was not recommended and will not be done.

These codes used can be customized. The"S_imcf File"
section of this manual describes how these are setup and
shows the default codes. The descriptions below describe the
meaning of the codes and the names used inthe s_imcffile;
you canwrite in the codes that you are using before the
names so you can refer to them.

___ recommended The system recommended this repair.
This is displayed automatically in
this program (Print Repair Orders,
#1). (Defaultis ™)

___ requested The customer requested this repair.
(Defaultis"RQ".) Thismustbe
entered to make the item show up on
the repair order in the list of
repairs to be done. Itcanbe
entered quickly in this Print Repair
Order program by pressing the F6 key
while on the appropriate field.

__ Oediined The repair was recommended butthe
customer refused it. ttwill be
recommended again until itis either
done or entered as "Not Applicable.”
(Defaultis "XX")
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__ not_applicable

___ technician_recommended

___ done_elsewhere

___dd it themselves

___not_needed

Labh .40 DONA

A systemecommended repair does not
apply, such as if "Recharge Arr
Conditioner" were recommended for a
vehicle that does not have air
conditioning. Once thisis entered
the system will no longer recommend
it. (Defaultis "NA")

Atechnician found a problem
but did not fix it. (Defavittis
Il'l-Rlll)

A recommended repair was done
elsewhere. (Defaultis"SE")

A recommended repair was done by the
customer. (Defaultis"CS")

A service advisor or technician in-
dicated that a computer-+ecommended
repair was not needed (Default is
"NN).
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CLOSEREPAIR ORDERLINE (MENU#2)

Screen 55. CLOSEREPAIR ORDERLINE - MENU#2

CLOSE REPAIR ORDER COMPLAINT  BY JARVIS COMPUTER SOFTWARE (C) 1992, 1995.
RO.#1258 LINE:A SALETYPE:W WARRANTY TYPE:_ WARRANTY MARKUP:_____
REPAIR CODE: A02 Poor AMReception  MECH/BS.:_ LABOR ESTIMATE:
CONCERN: CUSTOMER SAYS RADIO DOES NOT WORK ON AM

CAUSE:

CORRECT:

TC.___FC.__ FALEDPART#
T# LTG OLHCLOCK CTIME RATE COST PRICE LABOR OP.&DESCRIPTION

8888

SUBLETP.O.# ——=PART NUMBER=——= DESCRIPTION LN QTY CL
CLDESCRIPTION COST PRICE

Freight
F1=CLEAR, F2IFA=FWD/BKWD, F3=ADDL, F5=EXIT, F6=TIMES, F7=HELP, ESC=SAVE/PRINT.

PURPOSEOF CLOSEREPAIR ORDERLINE

This program is used to print repair information for a
single repair on the hard copy of the repair order, and
record that information. The description of the cause and
coirection, the cost and price of the repair, the failed
part, trouble code and fail code, a description of the
repair, and the technicians performing it are all printed and
recorded in the system. Ifthe Labor Time Guide program is
used, that information is autormatically printed on the repair

A
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order.

This program is also used to make corrections to part
numbers that were withdrawn for the wrong line or that have
the wrong dlass (such as Part, Body Materials or Tires).

FUNCTIONKEYSIN CLOSER.O. LINE

F1 dearsthe curentfield.

F2  displaysthe next page of technician and/or partlines.
If there are more than four technician ines, F2 dis-
plays the next four lines. If there are more than six
partlines, F2 displays the next six. If there are more
lines of both technicians and parts, F2 displays the
next set of ines for both technicians and parts.

F3  displaysthislist of options:
Concem codes  Delete line Technicans  Fkeys Vehides Work phone Quit

F3 Concem_codes displays a list of concem codes and al-
lows you to select one, if the cursor is
onthe repair code field. Thisis only
allowed if you are adding a non-
maintenance repair that was not printed on
the repair order, and you are onthe
repair code field. This option is similar
to the "Category _number” described below;
if you add a line with a letter between
"A"and"F", the repair code field con-
tains the concem code as defined in
screen#19, and this F3 C option is called
Concem_codes to describe what code it
will look up.

F3 Category number  displays a list of maintenance category
numbers and allows you to select one, if
the cursor is on the repair code field.
Thisis only allowed if you are adding a
maintenance item that was not printed on
the repair order, and you are onthe
repair code field. This option is similar
to the "Concem_codes" previously
described:; if you add a line with a letter
of"G" or above, the repair code field
contains the maintenance category numbers
asdefinedin screen#12, andthis F3C

option is called Category _number to
describe what code it will look up.
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F3 Delete line deletes a technician line, if the cursor
isonthatline. Ifthe cursoris noton
alabor line, it does nothing.

F3 Technicans displays a list of technicians, ifthe
cursor is on a technician number field.
You may then select a technician from this
list Ifthe cursor is notonatech-
nician number field, it does nothing.

F3 Fkeys allows you to define a sequence of letters
that will automatically be typed when you
press F8-F12. Thisis useful for
commonly-used phrases in repair

descriptions.

F3 Vehicles transfers to the vehicle entry screen and
brings up the vehicle for this repair
order. When you press Escape or F5 from
the vehicle program, you retum to the
Close Line screen.

F3 Work phone displays the customer's work telephone
number and allows you to change it.

F3 Quit allows you to retum from the F3 menu bar
without doing anything.

F4  displaysthe previous page of technician and/or part
lines.

F5  leavesthe program and goes to the System S master menu.

F6  allowsyouto enter a starting and ending time, and
calculates the duration of time between them. This can
be used to calculate the actual time to enter inthe
Clockfield. Ifyour imeclock is in hours and minutes,
use adecimal pointinstead of a colon to separate hours
fromminutes. After you have entered the starting and
ending times, the difference is displayed to the right,
and the cursor retums to the field that it was on when
you hit F6. (If you accidentally hit F6, hit enter to
get past both fields; this is the only way to get out.)

F7  displaysthe help screen.
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FIELDS IN CLOSEREPAIR ORDERLINE

Repar Order Number mustbe for a repair order that was
printed in Program #1 of the Service Merchandising system.

Line isthe letter of the concem or repair category, as
printed on the repair order. Concems are lettered A through
F. Scheduled maintenance items are lettered G through Z.
Any letter may be entered; if a letter was entered and no
coiresponding concem was entered when the repair order was
printed, you are allowed to enter the concem or maintenance
category here. Ifyou enter a line letter that was already
closed, the program asks whether you want to add additional
repairs. Answering No lets you reenter this field; answering
Yes displays the information that was there before and allows
you to change it or enter additional information.

Sale typeiseither C, W or | for Customer pay, Warranty
or Intemal. It defauits to the type of the repair order that
was entered when itwas initially printed. For maintenance
itemns (ines G and above), the sale type must be either
Customer or Intemal.

Warranty  type allows you to specify which type of war-
ranty to use for a repair; different warranty types may use
separate account numbers for the cost and sale amounts. This
is an optional feature that is only set up if you need it; if
you do not use it this field will never be enterable. If you
use this feature, this field will be enterable for warranty
repair orders. Press enter to select the default warranty
type. To see the warranty types you have to select from,
enter an invalid warranty type (such as a punctuation mark)
and the possible values will be displayed on amenu bar at
the bottom of the screen. The possible values depend on how
your dealershipis set up.

Waranty Markup isthe percentage that warranty parts
are marked up. A default value is intially filed in for
warranty repairs. This value can be changed to handle cer-
tain parts that are treated specially by the manufacturer or
service contract company. This field is usually enterable
only for warranty repairs. Itis possible to setup the
system to allow markups to be used for intemal or customer
pay; if your system is set up this way, list price will be
used on parts unless something is entered in this field.

MechB.S. standsfor Mechanical (sometimes called
Service) or Body Shop. Ifyou press Enter an M will be
entered automatically. This field may affect which account
numbers are used for cost and sale information, depending on
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how your system is configured.

The Labor Estmate fieldisrequired butnot used by
this version of the program exceypt to default the Labor Price
field further down on the screen. It defawits to the labor
estimate that was shown when the repair order was printed.

The Repar Code is eitherthe repair category for
scheduled maintenance lines (as entered in Program #12) or
the complaint types (as entered in Program #19). Complaint
codes are used for lines A+, repair category numbers are
used for lines G and above. If the repair is one that was
printed on the original repair order, this field is filed in
automatically and cannot be changed. If you are adding a new
repair that was not printed on the original repair order, you
must enter this field. The codes can be listed by pressing
F3and Cwhen onthisfield. Forlines A-F, any valid repair
code can be entered. Forlines G and above, a category num-
ber can be added aslong as itis a real category setupin
Program #12 and the category was not already used on another
line on the same repair order. The repair or complaint
description is listed after the code when you enter it.

The Concem isthe customer's complaint. Itis entered
and printed when the repair order is initially printed in
Program #1. It is filled in automatically here and cannot be
changed, unless you are adding a line that was not printed on
the original repair order.

The Cause and Correction fields describe what was done
about the complaint. They are always enterable.

The TC and FC fields are the trouble code and fail code
(Fod deaers shoud place the condiion code in the FC

field) . They comrespond to the failed part number. They
should be entered when applicable.

The Faled Pat Number fieldisthe failed or causal
part. Itcanbe left blank; ifitis filed in and if there
are any part numbers displayed at the bottom that
to the line letter you are entering, the failed part number
must match one of the listed part numbers.

The next lines of fields describe the repairs that are
made. These fields are enterable and required. Although four
lines of these fields are shown, you can use the F2 and F4
keys to page through a longer list. The fields on each of
these lines are described in the following paragraphs.

The Technican  field (labeled T#) is the technician
number as entered in Program #15. Only valid technician
numbers set up in that screen are accepted. Whenitis
entered, the rate field will be filed in from the
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technician's information.

_ The LTG fieldisthe Labor Time Guide's time for the
repair.

The OLH field is the Other Labor Hours. Thisis ime
that is notincluded in the Labor Time Guide's time.

The Clock Time isthe actualtime. You can usethe F6
key to calculate this from the starting and ending times (see
Function Keys section above).

The Cost Time isthe amount of ime for which the tech-
nician will be paid. When itis entered, itis multiplied by
the technician’s rate to determine the cost. Depending on
how your dealership pays technicians, this may be the same as
clocktime orasLTG plus OLH.

The Rate comespondstothe rate assignedtothe
technician. Itisfiled in automatically with the
technician's rate as entered in Program #14. You may change
itif necessary. Your system might be set up so that this
field is always blank; this can be done to prevent the tech-
nicians from finding out each other's rates.

The Cost isnotenterable. tis computed automatically
from the Cost Time and Rate. twill be blank if the system
is set up so the technician rates are blank; as described in
the prececing paragraph.

The Price isthe price you will charge for labor for the
repair. It defauls to a price based on the time entered in
the LTG and OLH fields, with the rate determined by the sale
type. Ifyou change the LTG or OLH fields, it wil recalcu-
late the price as long as you have not changed the defauit
price it had calculated.

The Description is a description of the repair. Itis
printed on the repair order with the labor lines. The labor
operation code should be the first thing on this line. Itis
sentto the DIAL system if you are transmitting Chrysler
warranty claims. The system will usually allow you to leave
this line blank, but if you leave blank the first description
line of a maintenance item, it wilfill it in with the
maintenance description when you print it

The Part Number lines display part numbers that have
been withdrawn through Program #1. of the Parts System and
that comespond to the repair order and line being entered.

Parts whose line was not entered are also displayed so that
you can enter the comrect letter. Although up to six lines

of these fields are shown, you can use the F2 and F4 keys to
page through a longer list. The fields on each of these lines
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is described in the following paragraphs.

The Part Number isthe number of the partthat was
withdrawn. Itis not enterable.

The Part Number Description is the description of the
part, and is not enterable. This description comes from the
Part Fle and is entered or changed in Program #5 of the
Parts System and read in when doing price updates.

The Line isthe line letter the part comesponds to.
Nomally they are all set to the current ine, but you may
change this in case the wrong line was entered when the part
was withdrawn. The line letter might also be blank if no
line was specified when the part was withdrawn, in which case
you should filin the correct line letter.

The Quantty  isthe number of the particular part
withdrawn. It cannot be changed.

The Class isthetype of part P for regular parts, M
for body materials, G for gas, O for ol and grease, T for
tires, U for shop supplies, and A for accessories. This code
comes from the Part Fle and is originally set up in Program
#5 of the Parts System. Changing it here will change the
class of the part in the Part File so all repair orders that
have the same part number will have the class changed. The
class determines how the part will print on the repair order
and how the accounting will be done for its cost and price.

The Sublet fields lista dass, description, costand
price for sublet. You have up to four ines to list sublet
items. The dlass s either P, L or O for Parts, Labor or
Other. The dass may affect the tax in some states (e.g.
llinois). Depending on your set-up, it may also affect the
accounting. The description may be any 11 characters. The
costand price are the dealer's cost and the sale price.

Below the Sublet fields is a line for cost and price of
Freight . ifyouwantto bil the shipping cost of a part on
the repair order, enter it here.

USE OF CLOSEREPAIR ORDERLINE

To enter a completed repair, enter the repair order
number and line letter.

You can add a repair that was not on the original repair
order by entering a new line letter. For non-maintenance
repairs, use the first letter starting with A" that was not
already used, providing it is not above "F". For maintenance
itemns, use the first letter above "G that is not already in

Labh .40 DONA Lo wi

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



http://www.visual.co.uk

You can change the information on an already-closed line
by entering its letter. You will be prompted whether you
want to add new lines; answer "Y". The information you change
ovenwites the existing information, and the printout wil
indlicate what was changed, added and deleted.

Atthis point the cursor should be on the Sale Type
field. This defauits to the repair order type that was
entered when the repair order was printed, but it can be
changed if you have more than one type per repair order. The
next field, warranty type, is enterable only if you selected
W for Sale Type. The types of warranty that you enter here
will depend on your dealership's set-up. The estimate field
defaults to the estimate entered when the repair order was
printed, if you do not have the Labor Time Guide. Ifyou do,
the estimate is filed in with the total price from the Labor
Time Guide.

If you are adding a repair that was not on the original
repair order, enter the repair category number or concem
code and the concem description.

Enter the cause and correction.

Enter the trouble code, fail code and failed (cauisal)
part number if there is one.

The labor information must be entered if the labor
operation codes were not selected from the Labor Time Guide.
If they were selected from the labor time guide, they cannot
be entered. (See the "Helds" section above for the meaning
of these fields.)

To enter towing, enter the time, rate and price in one
of the labor lines, then press F3 and choase O. Thiswill
put the word "TOWING" in the description. (If you change the
description to something else, it will no longer indicate
towing). You should enter the time and cost even if they
dont show up on the repair order, so that the accounting
information and reports #3-10 will be correct.

The partlines display the parts that were withdrawn for

this repair. They only need to be changed if they are wrong.
You can change only the line or class.

When all fields have been filed in, put the Repair
Order inthe printer so that the labor side is in the printer
and so the information will be printed at the next blank spot
fromthe top. Press the Escape key to print the information.

The information is printed on the repair order in the
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Sample Repot 56: REPAIR LINE PRINTOUT

B
HEATER DOES NOT WORK
FAN DOES NOT WORK; RESISTOR
OVERHEATED AND BLOWN
REPLACE RESISTOR
12 336403
D1000 RESISTOR, BLOWER MOTOR _REP
01 0.30 0.20 0.50 0.50 900 1500
9,00 1500
B

following format:

The Line letter matches the repair description that
follows with the lettered concem originally printed in the
center of the repair order.

For norHmaintenance repairs, the nextlines are the
concem, cause and correction. The concem description is
printed only if the repair line was added; normally it should
have been printed in the center of the hard copy so itis not
printed again. This information is not entered or printed for
scheduled maintenance items.

The nextline is the trouble code, fail code and failed
part number, if there is one.

The next lines come in pairs; each pair goes with one
labor operation code. Thefirst line of the pair is the
labor operation code and its description. (This line will not
printif you left it blank and it is not for a maintenance
item.) The second line of the pair is the technician number,
labor ime guide hours, other labor hours, clock hours, cost
hours, cast and price. (Costwill be missing if the systemis
setup notto display them.) These numbers have the same
format and meaning as the labor fields displayed in the cen-
ter of the screen; see the description under "Felds' above.

The last two lines printed are the labor cost and price
for the line, and the line letter again.
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CLOSEREPAIR ORDERMENU #3)

Screen 6-7: CLOSEREPAIR ORDER

SYSTEMS  CLOSEREPAIRORDER BY JARVIS COMPUTER SOFTWARE (C) 1992, 1995
REPAIR ORDER # TAX (YN):_
COMMENTS:  OTHERTAX (YN):_ LINE TYPEPARTS LABOR OTHER TOTAL

RENTAL:

DISPOSAL FEE:

DEALER PARTICIPATION:
WARRANTY DEDUCTIBLE:
TAXB/A? _ DISCOUNT:
SUPPLIES:

MLESIN: OUT.___

1) DISPLAY PRICES BY LINE

2) PARTS&OTHER

3)LABOR

4) CUSTOMER SALE AMOUNTS

5) ACCOUNTING FIGURES

6) COMPLETED RO. ON BIG PRINTER

CHOOSE OPTIONNUMBER( ]

F1=CLEAR FIELD, F3=EDIT PARTS, F5=EXIT, F7=HELP.

PURPOSEOF CLOSEREPAIR ORDER

This program prints the soft copies of the repair
orders, saves the amounts to be transferred to the Accounting
System, and records the repair order as being closed. Itis
run after all the repair ines have been printed on the hard
copy in Program #2. It must be run before the repair order
is entered into the accounting system.

AD
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FUNCTIONKEYS USEDIN CLOSEREPAIR ORDER

F1 dearsthe curentfield.

F2  scorols the display of information to be printed down a
page. On the first screen, it scrolls the list of open
repair orders. On the main screen, it scrolls the list
of parts or labor lines, ifthey are displayed and there
is more than one screenful of them.

F3  presentsanoption. On the first screen, the only op-
tion is to delete the repair order from the system. On
the second screen, there are three options. P transfers
to the parts editing screen, which lets you view or

information on the part numbers used with the

repair order. Debug and Tags are used for setting up the
repair order form files; these options are not needed in
normal use. On both screens, the option is first dis-
played on a menu bar, and you can either choose it or
choose Quit.

F4  scorols the display of information to be printed back a
page, when you have used F2 to go forward. On the first
screen, it scrolis the list of open repair orders. On
the main screen, it scrolis the list of parts or labor
ines.

F5  exitsthe program and saves the repair order
information. After printing a repair order, press F5 1o
retum to the opening screen. If you have printed only
part of the information on the repair order, you must
select whether you want to retum to the program, record
the repair order as closed, or quit without recording
the repair order as closed. From the opening screen, you
can press F5 to retum to the service master menu.

F7  displaysthe help screen.
FIELDS ONHFRST SCREENOF CLOSEREPAIR ORDER

The only field on the first screen is the Repair Order
Number. The Repair Order number must be for one that was
printed using Program #1, and every repair ine must have
been printed and closed using Program #2. The repair order
must not have been closed already in this program. When this
field is correctly entered, the line-by-line prices are nor-
mally displayed on the right side of the screen. Ifthe
Repair Order has parts withdrawn whose line numbers are
invalid, however, the system will display the parts screen as
soon as you enter this field.
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FIELDS ON MAIN SCREENOF CLOSEREPAIR ORDER

The fields on this screen are the Comments, Rental,
Disposal Fee, Dealer Participation, Warranty  Deductible,
Discount,  Suppies, Mies In and Out, and Choose Option
Number fields .

There are three comment lines. Theselines canbe
printed on the repair order if the formis set up to do this.
These comments show up onthe Enter R.O. History screen if
you look up a closed repair order.

i Fee field can be entered only if your sys-
temlsconﬁguredtocalwlateadlsposalfee fitis, the
disposal fee is calculated using the matrix set up in Program
#18, and this value is displayed inthe field. You may
changeitorclearit. Ifyoursystemis notconfigured to
allow a disposal fee, this field cannot be entered. it may
not be legal to charge a disposal fee in some states.

The Dealer Participation field is enterable only for
repair orders with warranty repairs. Enter the amount that
the dealer pays for the warranty work.

The Warranty Deductible  fieldis enterable only for
repair orders with warranty repairs. Enter the amount that
the customer must pay for the warranty work.

The Rental field contains the price of the rental. If
you enter an amount here, you can then enter two characters
to the left of this field to indicate the sale type and war-

ranty type of the rental.

The Tax B/A appliestothe discountfield onthe same
line. It stands for "Before or After”. If you answer B, the
sales tax is calculated before subtracting the discount. If
you answer A, the tax is calculated on the discounted amount.

The Discount field can be used only on customer-paid
repair orders. It can be filed with an amount that will be
deducted from the final price, to take care of any specials
you might have. The effect of this field is to print out the
price that the customer pays with the discount taken out, and
to break down the accounting total for customer payment
amount into discount and total. The accounting breakdown
must still be done manually when the information is entered
into accounting. Entering an amountin this field may
decrease the sales tax, depending on the "Tax B/A" field
described above.

The Supplies field can be entered only if your systemis
configured to calculate a supplies charge as a portion of

Labh .40 DONA AD

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



http://www.visual.co.uk

labor or parts. [fitis, the supplies fee is calculated

using the matrix set up in Program #18, and this value is
displayed inthefield. Youmay changeitorclearit. If
your systemn is not configured to allow a supplies fee, this
field cannot be entered.

The Choose Option Number field indicates the section of
the repair order to print. VWhen you enter an option number
to print on the slip printer, the information to be printed
isimmediately displayed on the right half of the screen; you
must press the scape key to print it. If you enter 6to
print the whole repair order on a wide-carriage printer,
nothing is displayed but you must still press Escape.

Selection 1 displaysthe line totals as they are dis-
played when the repair order number is first entered; this
cannot be printed.

Selecion 2 printsthe left side of the repair order on
the Slip printer, consisting of the list of parts and the
"Other Charges' section. This is printed from bottom to top.

Selection 3 prints the labor information on the night
side of the repair order on the slip printer, including the
descriptions of causes and corrections, the labor operations
from the Labor Time guide, and failed parts.

Selection 4 printsthe customer sale amounts for the
customer copy on the slip printer. It lists prices of parts,
labor, other charges, tax and total amount due.

Selecion 5 prints the accounting totals for the ac-
counting copy on the slip printer. It lists the account
numbers and amounts for all the accounts that will be af-
fected by the repair order. The account for the payment
amount is a temporary account that is to be changed when the
repair order is entered into the accounting system.

Selecion 6 printsthe parts, labor, other charges and

payment amounts on the fulk-size printer. It takes the place

of selections 2, 3 and 4 if you have access to the printer

used to print the repair order onginally. You can still use

options 2, 3 and 4 to view the information on the screen

before you enter 6 and press Escape to printit. Fling in

the "6" does nat display anything on the right side of the
screen-whatever was previously displayed is left alone—but

the function key line indicates that Escape will "Print the
Completed RO."

Selection 7 isonly displayed if there are more parts
than fit on one side of the repair order. In this case,
selection 7 prints a continuation of the part ines on the
back of the repair order or on continuation slips using the
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slip prirter.

Selection 8 isonly displayed if there are more labor
lines than fit on one side of the repair order. Inthis
case, selection 8 prints a continuation of the labor lines on
the back of the repair order or on continuation slips using
the Slip printer.

USE OF CLOSEREPAIR ORDER

Enter the number of the repair order to be closed onthe
first screen. Ifitis a number of a repair order that has
allits concem lines and maintenance lines closed, and that
has valid parts information, then the main Close R.O. screen
is displayed.

If there is invalid part information, however, you are
first transferred to the parts screen, described in the next
section. The system beeps and moves the cursor to the ob-
ject field. Correctthe partinformation and press
Escape. This will display the main Close Repair Order screen.

Onthe main Close R.O. screen, the cursor may start out
at the Choose Option Number field or at the Taxable field,

depending on your configuration.

You may print the sections of the repair order inany
order you want. To print the parts of the repair order on the
Slip printer, enter the number of the section to print. This
displays the information that will be printed. You canuse
the F2 and F4 keys to go forward and backward a screenin
order to display the whole page of information, if there is
more than fits on a screen.

If the information displayed is correct, put the repair
order in the printer and press the Escape key.

Selection 1 is used if you want to see the list of
prices that is displayed when the repair order number is
originally entered; this list cannot be printed.

Selections 2 and 3 are printed on all three soft copies
of the repair order.

Selection 4 is printed on the customer copies; it prints
the amount due in the lower left comer of the repair order
but does not show cost amounts.

Selection 5 is printed on the accounting copy; it prints
the accounting information.
Selection 6 prints all three soft copies on a fulksize
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wide-carriage printer. If you use this selection, you wil
not need to use selections 2, 3 or 4 to print on the slip
printer.

Selections 7 and 8 print continuations of part and labor
information on the slip printer. You can print this on the
back of all three soft copies of the repair order, or on
separate three-part slips that are attached to the soft
copies of the repair order. If your systemis setupto
print continuation forms when you use selection 6, you wil
not need these options.

When you have printed each section of the repair order,
press the F5 key toexit. If you want to quit before print-
ing all sections of the repair order, pressing F5 allows you
to choose whether to record the repair order as having been
closed.

6.1. REPRINTING CLOSEDREPAIR ORDERS

To reprint a repair order that has already been closed,
type its number in the "Repair Order Number” field on the
opening screen. The system will respond with the message:
"“Already closed. re-Open re-Print Quit”,

If you just need to reprint it as it was, without changing
anything, press P. This will display the main Close Repair
Order screen (shown at the top of this section) with the in-
formation for the previously-closed repair order, but the
fields will not be enterable. The repair order remains

If you need to change something and then reprint the new
version, press O. This will, after further confirmation,
display the main Close Repair Order screen with the informa-
tion for the previously-closed repair order. The repair
order is now open, and if you do not reprint it, it will stay
open.

If you want to look at the information on a closed
repair order but do not need to reprint it, you can also use
program #16, "Enter R.O. History'". This program can show
parts and labor information that you cannot see on the Close
Repair Order screen.

if you nommally print the final copy of the repair order
by overprinting the repair order originally printed in pro-
gram#1, and want to reprint on a blank repair order, you
wil either have to handwrite the customer and vehicle in-
formation that was printed on the first pass, or else reprint
the first pass of the repair order using the following
procedure:

Reopen the repair order in this program, and exit
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without reprinting it. This willleave it open.

Reprint the first pass by going into program #1 and
entering the existing repair order number. AnswerY to the
Reprint question.

Retum to program #3 and print the final pass of the
repair order. You do not have to use program#2 atallin
reprinting a repair order, since the lines are already
closed. There is noway of reprinting slip printer informa-
tion on the hard copy.

There is no way to renumber the reopened repair

If you reopen a repair order that has already been
transferred to the accounting system, make sure that the
reprinted repair order does not get doubly-entered. The ac-
counting person will have to delete the repair order from the
list of repair orders that the system thinks have not been
entered yet. Thisis done in accounting from the "Enter
Repair Orders into Accounting’* program by pressing F3 and
selecting D. This must be done for every repair type on the
repair order; for example, if itis a mixed customer-pay and
warranty-claim repair order, it must be deleted from both

"Enter R.O. into Customer-Pay Repair Orders" and "Enter R.O.

into Warranty Claim Joumal".

When you reopen the repair order, the comment fields are

retrieved, but if you leave the program after reopening and
before reprinting, as in the above procedure to print the

original copy, the comments will be gone when you come back

to close itand you will have to re-enter them. The amounts
that you enter do stay there, however, even if you leave the

Close Repair Order program after reopening the R.O. and then

go backin.

if you have withdrawn parts on the repair order number
since itwas closed, these parts will be included on the re-
opened repair order.

PURPOSEOF PARTS SCREEN

The parts screenlists all the parts that have been
withdrawn using the part system for the selected repair order
number. This allows you to correct information on the parts
before you print the final information on the repair order.

You can correct the concem line letter, the dlass (such as
Part, Accessory or Gas-OilGrease), the cost and the price.
You cannot correct any other information using this screen.
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Screen 68. PARTS SCREENOF CLOSEREPAIR ORDER

PART NUMBERS WITHDRAWN ON REPAIR ORDER
=——PART NUMBER=—=DESCRIPTION LINE QTY CLASS COSTEACH PRICEEACH

F1=CLEAR CURRENT FIELD, F2=NEXT PAGE, F4=PREVIOUS PAGE, F7=HELP
F5=EXIT WITHOUT SAVING, ESC=SAVE CHANGES AND RETURN TO CLOSE RO. SCREEN.

USE OF PARTS SCREEN

There are two ways of getting to this screen. One way
isto press F3 and select P while on the Close Repair Order
screen. Note this only works if there are already parts on
the RO. The R.O. must not have been printed yet, or F3P

wil not do anything.

The other way is when there is an error in the parts
information, such as a missing line number, then this screen
is displayed automatically when the repair order number is
entered, and the cursor goes to the bad field.

FIELDS ON PARTS SCREEN

The parts screen displays a line for each part that was
withdrawn for the selected repair order number. The repair
order is entered when the partis withdrawn in the parts
systern; this is done in the Inquiry program (Program #1.in
the Parts System) by entering the part number and pressing
the F2 key. If parts intended for this repair order were
withdrawn without entering the coirect repair order number,
they will not show up here; if parts were withdrawn for
ancther repair order but the number was accidentally entered
for this one, they will show up. This cannot be changed on
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this screen, but see the next section on how to fix this.

The Part Number isthe firstiter displayed on the line.
This cannot be entered or changed.

The Description isthe nextitem; it comes from the
parts inventory file. it cannot be entered or changed.

The Line isthe concem or maintenance letter that was
entered when the part was withdrawn. ' You can change this
field in case the wrong letter (or no letter) was entered.

Quantity  isentered when the partis withdrawn, and
cannot be changed on this screen.

Class iseither Parts, Accessories, Materials, Gas,
Oilgrease, Sublet, Supplies, or Tires. Thisis indicated by
the first letter, or U for "sUpplies” (since Sis Sublet).
Sublet entered on screen #2 does not show up here, but you
can enter itas a class on parts screen #5. This information
comes from the parts inventory file. You can changeiton
this screen; if you do, itis changed in the parts inventory
fle and the new class will apply to that part number
everywhere inthe system.

Cost Each isthe costofthe part. This comes fromthe
parts inventory file, but if you change it here it will not
affect the parts inventory fle—the cost you enter only ap-
plies to the part on the current repair order.

Price  Each isthe price ofthe part. For
repair ines, this comes from the "Sale Price (Each)" field
when they withdraw the part. Its defauit value comes from the
parts inventory file. it can be changed either when the part
iswithdrawn in the parts system, or on this screen; in
either case, the change only affects the particular partand
does not change the price information in the inventory file.
Forwarranty repairs, the price is figured as a fixed markup
of the cost and cannot be changed.

CORRECTINGOTHERPARTS ERRORS

The Parts Screen of the Close Repair Order program al-
lows you to correct the concem line letter, the class (such
as Part, Accessory or Gas), the cost and the price. To cor-
rect other problems with parts information, you cannot use
this screen; instead, follow these procedures:

If the wrong repair order was entered when the partwas
withdrawn in the parts system, you must retum the part using
the Inquiry Screen of the Parts System. Enter the part num-
ber and press F2 towithdraw it. Enter a minus number of the
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number that were withdrawn for the quantity. Enter the

repair order number that was entered wrong for the repair
order number. Press Escape to save this negative withdrawal.
Then, enter the part number again and this time withdraw it
as usual, entering the correct information.

If a part was withdrawn that should not have been, fol
low the above procedure to retum it to inventory, but do not
withdraw it again.

If the wrong quantity was withdrawn, use the Inquiry
Screen to make another withdrawal. The quantity will be the
difference between what was withdrawn and what should have
been. If too many were withdrawn, make it negative.

If the description is wrong, double-check the part num-
berfirst. The description normally comes from the
manufacturer’s price update and should be correct. Ifit
needs to be changed or is missing, it can be entered in the
New Parts or Update program in the Parts System (Program #5
onthe Parts Menu).

If the cost or price is to be changed in the parts in-
ventory file (rather than for just one part), this can be
done using the New Parts or Update programin the Parts
System (Program #5 on the Parts Menu).

INFORMATIONPRINTED ON CLOSEDREPAIR ORDERS

There are five sections of information printed on the

repair order when closing it parts  information, labor
information, other charges, payment amounts, and accountng
information.

The parts  information is stored in the system when parts
are withdrawn using the Inquiry screen of the Parts System.
When the partis withdrawn, this information is printed on
the hard copy of the repair order. Itis also stored inthe
Sales File of the Parts System. The Close Repair Order pro-
gram reads the Sales File to find all parts withdrawn for the
given repair order number. It prints the part number,
description, quantity and price. The description is stored in
the Parts File. The quantity is entered when the partis
withdrawn in the Parts System. The price isfigured asa
fixed markup on the cost if the part belongs to awarranty
repair, otherwise it uses the list price. The list price is
stored in the Parts File but can be changed when the partis
withdrawn. The costis stored in the Parts Inventory file.

The labor  information consists of the lines that were
printed using the Close Repair Order Line program. These
lines are the line letter, the concem description (if not
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printed on the original repair order), the cause and correc-
tion of the problem, the labor operation code and
description, and the price. The amounts by technician and
the cost are not printed.

The other charges are printed belowthe parts
information. This section consists of the prices of parts
that have a dlass other than P. The dassiis stored inthe
Parts File; besides P for Partit can be M for paint & body
Material, A for Accessory, U for Supplies, T for Tiresor G
for Gas ol and grease. This section also contains the
Sublet and Freight amounts that were entered in Program #2
(Close Repair Order Line). The sublet amounts are broken
downinto labor, parts and other for each line for customer
pay items; for warranty and intemal they are combined. This
separation of customer pay sublet is to give the customer
greater detall and to separate the amounts that sales tax is
calculated on in states where sublet parts are taxed by the
dealer.

The payment amounts are printed below the labor
information. Thisis the total amount due from the customer
or from the warranty claim or from intemal sales accounts.
The amountis broken down to show parts, labor, other and
salestax.

The accountng  information shows the accounts and

amounts as they will be stored in the accounting system. The
account set-up file contains the set-up that tells which ac-
count numbers to use for which purposes; this will not
usually change once itis set up. These records canbe
entered in the account and tax set-up program, accessed by
pressing F6 at the main menu and selecting #21. Thereisa
sales, cost and inventory account for each part class and for
labor, sublet and freight. There may be separate account
numbers depending on payment type. The cost of these items
is debited to the cost account and credited to the inventory
account. The sale price of these items is credited to the

sales account. The total of the sale prices plus the taxis
debited to the payment account, which is a temporary account
number that will be changed when the accounting department
enters the repair order. This payment account number is

separate for customer pay, warranty pay, and intermal repair
orders.

The costand price that are used for the accounting in-
formation comes from one of three places depending onthe
type of account. If the account is for any type of part
(including items such as "Gas oil & grease”), the cost nor-
mally comes from the Parts Fil; it is recorded in the Sales
File when the partis withdrawn, so the cost is the cost at
the time of withdrawal. This cost can be changed onthe
Parts Screen of this program. The price is a fixed markup of
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the costif the part comesponds to awarranty repair. Ifit

is for a customer-pay or intemal repair, the part price

comes from the Parts File and is recorded in the Sales File
when the part is withdrawn. The part manager can change it
at the time of withdrawal; it can also be changed on the
Parts Screen of this program. Ifthe partis notin

inventory, the cost and price are entered when the partis
withdrawn using the F3 | option from Inquiry.

For labor accounts, the cost and price come from the
technician lines of the Close Repair Order Line screen
(Program#2). These lines are copied from the Labor Time
Guide screenifitis used. The price equals the total of
the prices for each line that are listed in the labor
section.

For sublet and freight accounts, the cost and price are

entered in the lower left comer of the Close Repair Order
Line screen.
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SCHEDULEAPPOINTMENTSMENU #4)

Screen 79:  SCHEDULEAPPOINTMENTSDISPLAY OF SHOPHOURS)

SYSTEMS  SCHEDULE APPOINTMENTS BY JARVIS COMPUTER SOFTWARE (C) 1991.

STARTING DATE: 100401 DAY:__ TECH#__ TIME_:

CUSTOMER# (F6 TO LOOK-UP):

ALL RIGHTS RESERVED.

NAME:

TABLE#__ MILES:
REPARS:
CONCERNS:

DURATION

1PER

LINE

Shop hours by date beginning 10/04/91
HousO 4 8 12 16 20 24
1004 Fi
10-05 Sat **
1006 Sun
10-07 Mon
1008 Tue
10-09Wed
10-10Thu
1011 Fi
1012 Sat
10-13Sun
10-14 Mon
10-15Tue

28 32

F1=CLEAR FIELD, F2=NEXT, F3=OPTIONS, FA=PREVIOUS, F5=EXIT, F6=LOOK-UP, F7/=HELP.

PURPOSEOF SCHEDULEAPPOINTMENTS

The Schedule Appointments
schedules for your technicians. It hel

program maintains daily
ps you schedule ap-

pointments efficienty by graphically d

isplaying the daily

workioad of the whole shop as well as the work load of in-
dividual technicians, by printing out schedules for the
technicians, and by estimating the amount of time repairs
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will take. It can also display recommended repairs to help
you sell these services at the time the customer makes the
appointment.

This program is also used when you want to print repair
orders for customers for which you have previously scheduled
appointments. You display the list of appointments for the
day and select the one for the repair order.

This program is not essential to the operation of the
rest of the Service Merchandising system, although you wil
probably find it useful.

FIELDS ON SCHEDULEAPPOINTMENTSSCREEN

The Stating  Date fieldsindicate the date from which
the shop schedule is displayed. The shop schedule, starting
with this date, is displayed whenever this date is changed.

The Day field selects a date from one of the dates shown
on the shop schedule. This allows you to select a date for
the appointment without retyping the month and year. The
entry will be rejected if the day you entered is not dis-
played on the screen.

The Technican  Number isthe number of the technician.
This field will be rejected if the technician number cannot
be found in the file set up by Program #14.

The Time fields select the time of the appointment.
Thisis entered as a twelve-hour ime with A or P to indlicate
AMor PM. You can also use N and M for Noon and Midnight.
Thisfield is checked to be sure that it is during the
technician's working hours, according to screen#14. If nat,
the system beeps to wam you, but allows entry. The time
must also not overlap with existing appointments, but this is
only checked when you hit Escape, notwhen you enter the
field.

The Customer Number fieldisfiled in with the customer
code. Ifthe customer information is in the accounting sys-
tern and you know the number, you may enter itin this field
to bring up the customer name automatically. This field is
optional; just leave it blank if you are scheduling a cus-
tomerwho is nat in the system. You may also look up a cus-
tomer by pressing F6, which transfers you to the Look-Up
screen as described inthe section on Print R.O.'s. fthe
vehicle is already in the system, itis bestto use F6 to
look it up instead of filing in the customer number. The
customer number, name and table number are all filed in
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automatically if you do this.

The Customer Name field isfiled inautomatically if
the customer number is entered or the vehicle is looked up;
otherwise you mustfil itin.

The Table Number isthe number of the Time and Mieage
table to use when making estimates. If you look up the
vehicle the systemfills in this field automatically. This
field is optional; if you leave it blank, the systerm will not
estimate the time.

The Mies field is used only for making recommendations
after you have looked up a vehicle. You are locked out of
this field until you do a look-up.

The Repair fields are for either the numbers of the
repair categories or the concem codes for the repairs being
scheduled. The categories and their numbers are displayed
when you move to these fields. If a Time & Mileage table
number has been entere the total ime for the repairs will be
displayed in the duration field as you enter the repair
numbers. You may enter up to fifteen repair numbers. These
fields wil be rejected if the number does not exist either
in the list of repair categories (as en red in Program #13)
orinthe list of concem codes. You may not blank the field
unlessiitis the rightmost field that you have entered.

The Duration  field indicates the amount of time the
repair wil take, entered as a decimal number of hours. If
it beeps when you hit Enter, but lets you go on, tmeans the
appointment is outside of the technician’s working hours.

The Concems fields are for a description of the
problem. These are not used for regular maintenance, just
for problems. The first concem description corresponds to
the first concem code you entered after "Repairs.”, not
counting any numeric maintenance repair codes you might have
entered. The second description goes with the second concem
code, and the third description with the third concem code.
You may enter more than three concerm codes but you cannot
enter a description for them. The concem codes and their
coresponding descriptions will show up in the first three
concem lines of the Print Repair Order program when the
repair order is printed.
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Screen 7-10:  SCHEDULEAPPOINTMENTSTECHNICIAN HOURS)

SYSTEMS  SCHEDULEAPPOINTMENTS  BY JARVIS COMPUTER SOFTWARE (C) 1991.

ALL RIGHTS RESERVED.
STARTING DATE: 100401 DAY:04 TECH#__ TIME: :
CUSTOMER # (F6 TO LOOK-UP). NAVE:
TABLE#__ MILES: DURATION
REPARS:
CONCERNS:
1PER
LINE

Technician hours for Fi 10/04/91

Hus 0 1 2 3 4 5 6 7
01 JACK COOPER
02 KEVIN CHANDLER
03 SHERRY MONROE
04 KARL SCHMIDT
05 CALLIE MCDOUGAL

F1=CLEAR FIELD, F2=NEXT, F3=OPTIONS, FA=PREVIOUS, F5=EXIT, F6=LOOK-UP, F7/=HELP.

HOWTO SCHEDULEAN APPOINTMENT

The first thing displayed by this program is the current
date and a bar graph of the number of hours scheduled each
day beginning with the current date. You may change the dates
displayed either by entering a new starting date or by
pressing F2 to go forward one screen.

When the day you want to schedule is shown, enter the
day of the month in the Day field. This displays the
technician's hours for that day as a bar graph. ifyou have
more than one page of technicians, press F2 and F4 to display
the other pages.

Select atechnician to schedule by filing in the
Technicianfield. This displays the technician’s schedule
for the selected day. As usual, the F2 and F4 keys canbe
used to go through the list if there is more than one screen.
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Screen 7-11:  SCHEDULEAPPOINTMENTSDAILY SCHEDULE)

SYSTEMS  SCHEDULEAPPOINTMENTS  BY JARVIS COMPUTER SOFTWARE (C) 1991.

ALL RIGHTS RESERVED.
STARTING DATE: 100401 DAY:04 TECH#0L TME_ :
CUSTOMER # (F6 TO LOOK-UP). NAVE:
TABLE#__ MILES: DURATION
REPARS:
CONCERNS:
1PER
LINE

Schedule for Fi 10/04/91 for technician 01 JACK COOPER
Tme 8 91011 12 1 2 3 4
Fokkkk Jokkkkkkkokokkkk
Time Customer YearMake Phone# Duration Repairs
1. 9:00A Caria Wright 93CADL507454-2575 10 0102

2.12.00P Polly Johannsen ~ 95PONT507452-2938 05 04

3.1230PAugustSchmied ~ 89PONT5074542950 15 12

F1=CLEAR FIELD, F2=NEXT, F3=OPTIONS, FA=PREVIOUS, F5=EXIT, F6=LOOK-UP, F7/=HELP.

You may leave the technician number blank if you want to show
the schedule for all of the technicians. You will have to go
back and fill it in before you can save the appointment,

though.

Next enter the time of day at which you want to make the
appointment. The system will beep to wam you if the time you
entered is not during the technician's working hours.

You now have the option of looking up the vehicle and
customer using the same look-up screen that is used many
other places in the system; you do this by pressing the F6
key. Doing the look-up will automatically fill in the cus-
tomer code, customer and table number, and it wil display
the service recommended for the vehicle. itwill also save
you the work of using the look-up screen later when you print
the repair order.

You may decide not to do the look-up to save time,
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Screen 7-122  SCHEDULEAPPOINTMENTSREPAIR TYPES)

SYSTEMS  SCHEDULEAPPOINTMENTS  BY JARVIS COMPUTER SOFTWARE (C) 1991.

ALL RIGHTS RESERVED.
STARTING DATE: 1000401 DAY:04 TECH#01 TIME:0600P
CUSTOMER # (F6 TO LOOK-UP): 00097 NAME: Howard_Campbell
TABLE#01 MILES: DURATION
REPARS:
CONCERNS:
1PER
LINE

Repair categories

Number Description  Est. Time Price
01LUBROIL&FILTER 75 26
02 ROTATETIRES 15 A4
03 CHECK TRANSMISSION FLD

04 CHECK BRAKES 25 5
05 ENGINE BELTS INSPECT

06 CHECK ANTIFREEZE

07 TUNE UP ENGINE

08 SPARK PLUG WIRING

09 REPLACE PCV VALVE
10EGRINSPECTION

11 WAX EXTERIOR VEHICLE

12 ALIGN FRONT END

F1=CLEAR FIELD, F2=NEXT, F3=OPTIONS, F4=PREVIOUS, F5=EXIT, F6=LOOK-UP, F7=HELP.

especially if you know the vehicle is notin the system.
Just continue to enter the fields. The customer number is
optional; if you enter it the customer name will be filed in
automatically. The table number is also optional, but fil-
ing it inwill allow the system to add up the estimated times
using that table.

When you are in the repair number field, a list of the
repair categories is displayed. Depending on whether you
have looked up the vehicle or entered the time and mileage
table number, the estimated prices and times and recommenda-
tions may also be displayed. Enter the numbers of the repair
types you want to schedule.

Finally, fill in the duration field if necessary. If
you have specified a time and mileage table and that table
has times listed for the repairs you entered, the duration
field should be filled in with the estimated time; you may
change itif youwant. This estimated time is based on the

Labh .40 DONA | i A

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 7-13: SCHEDULEAPPOINTMENTSRECOMMENDATIONS)

SYSTEMS  SCHEDULE APPOINTMENTS  BY JARVIS COMPUTER SOFTWARE (C) 1991.
ALL RIGHTS RESERVED.
STARTING DATE: 10/04/01 DAY :04 TECH#01 TIME:06:00P
CUSTOMER # (F6 TO LOOK-UP): .00097 NAME: Howard_Campbel
TABLE#:01 MILES:_99000 DURATION
REPAIRS:1_040608__
Repair categories
Number Description  Est. Time Price Rec. Number
01LUBROIL&FILTER 75 26 = 01
02 ROTATETIRES 15 34 * 02
03 CHECK TRANSMISSION FLD 03
04 CHECK BRAKES 25 5* 4
05 ENGINE BELTS INSPECT 05
06 CHECK ANTIFREEZE 06
07 TUNE UP ENGINE 07
08 SPARK PLUG WIRING
09 REPLACE PCV VALVE
10EGRINSPECTION 10
12 WAX EXTERIOR VEHICLE 12
13 ALIGN FRONT END 13
14BALANCE TIRES 14
F1=CLEAR FIELD, F2=NEXT, F3=OPTIONS, FA=PREVIOUS, F5=EXIT, F6=LOOK-UP, F7=HELP.

08
09

total ime of the repairs you have indicated multiplied by

the time correction factor from the Technician List (Program
14) for the selected technician. If a repair does not have

its ime filed in i the time and mileage table, the es-
timated time will notinclude the time for that repair.

You may at any point move back to fields that you have
already entered to change the information inthem. Whenyou
move from field to field, the different lists will be dis-
played depending on the field you are on.

Press Escape to save the appointment. The system wil
beep and not save the appointment if required fields are
missing (the cursor will be pasitioned on the required field)
or if the time and duration you selected would overlap an
existing appointment (the cursor will be pasitioned onthe
Time field).
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HOWTO PRINT SCHEDULEOREPAIR ORDERS

To print repair orders for customers with an
appointment, press the Enter key on the date fields so that
today's date is filed in. Fillin the technician number that
was entered when the appointment was made, if you know it.
This displays the technician’s appointments for today. If
you do not know the technician number, press Enter and all
appointments for today are displayed. You may needto use
the F2 and F4 keys to go forward and backward one page ata
time until you find the right appointment.

Press the F3 key to display the options menu, then
select R (repair order). Enter the number of the appointment;
this is the first number displayed on the appointment line.

Depending on whether you looked up the vehicle when you
made the appointment, you are either transferred to the main
Print Repair Order screen or to the Lookup Screen. Follow
the normal procedures for looking up customers and printing
repair orders as described in Chapters 3 & 4.

HOWTO DELETE AN APPOINTMENT

To delete an appointment, follow the same procedure as
you do to make an appointment, up to the point where the
technician's appointments are displayed. Then, press the F3
key and select Delete. Enter the number of the appointment
youwant to delete, press Enter, and answer Y to the
verification.

HOWTO DISPLAY AND PRINT OUT APPOINTMENTS

This program has five different lists of information
that it displays below the data entry fields when scheduling
appointments. You can printout any of these lists. They
are:

Bar graph of shop hours scheduled

Bar graph of technician hours scheduled

List of appointments for one technician and one day

List of appointments for all technicians for one day

List of repairs, optionally with imes, prices and recommendations

To print or look at these lists, follow the same procedure as
you do to make an appointment until the list you want is
displayed. You can use the F2 and F4 keys to page through
these lists, and the F3 Print function to print out the list

thatis displayed. When printing, the entire listis

printed, not just the part that fits on the screen.
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VEHICLE STATUS (MENU #5)

Screen 814: VEHICLE STATUS- HRST SCREEN

VEHICLE STATUS BY JARVIS COMPUTER SOFTWARE COPYRIGHT (C) 1993

REPAIR ORDER NUMBER:
ESC=SHOWSTATUS.
F1=CLEAR FIELD, F2/[FA=PAGE FORWARDBACKWARD, F3=OPTIONS, F5=EXIT, F7=HELP.

RO.#MAKE MODELYEAR CUSTOMER STATUS
A10281 CHEV CAPRICE91  Spiegel, Joshua Open
A10285 CHEV CAPRICE92  Thomson, Mary Open
A10282 CHEV SPRINT 91  Heisenberg, Brenda P.O.
A10283GEO METRO 92  Rogers, Bamey Closed

PURPOSEOF VEHICLE STATUS

The Vehicle Staius screen quickly shows the status of a

vehicle currently being serviced, allowing you to respond
promptly to customer inquiries. The screen shows which
repairs are completed (that is, they have been entered into
the Close Line program), and the estimated or actual costs of
the repairs.

FUNCTIONKEYS USEDBY VEHICLE STATUS (FIRST SCREEN)

F1
F2
F3

F3

clears the Repair Order number field.
shows the next page of vehicles.

Presents this menu bar:
Name Fkeys Change status Print Quit

N Prompts foraname. The system wil then display only
the repair orders with that name, instead of the com-

o0
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Screen 815. VEHICLE STATUS- SECONDOSTATUS) SCREEN

A10281 CHEV CAPRICE 91  Spiegel, Joshua VEHICLE STATUS
ADVISOR: VCZ VERA ZAPPA (©) 1993 JARVIS COMPUTER SOFTWARE
COMPLETED LABOR OTHER DAY/TIME

WINDSHIELD WIPERS DONT WORK ON INTERMITTENT 999 999211320
LUBE, OIL, FILTER 300 795211033

999 999

NOT COMPLETED LABOR OTHER

ENGINE OVERHEATS IN SLOW TRAFFIC 999 999
CHECK ANTIFREEZE 300 795

999 999

F5=EXIT, F6=VIEW CAUSE & FIX.

Screen 816: VEHICLE STATUS- THIRD (CONCERN)SCREEN

AO2 WINDSHIELD WIPERS DONT WORK ON INTERMITTENT
BAD DIODE INTIMER
REPLACED DIODE

B Pl ENGINE OVERHEATS IN SLOW TRAFFIC

F5=EXIT, F6=SHOW LINES & PRICES

plete list. You need to type only the first few letters
ofthe name. Ifyouwantto display the whole list
again, press F3 and just hit Enter when it asks for the
name.

F3 F Allows you to define function keys F8-F10.

F3 C Changesthe status of an open repair order. PressF3C
first, then you will be prompted for a repair order
number, and its new status. The status can be either
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Open, Parts-on-order, or Inactive. Ifyou print route
sheets, only Open repair orders show up. Thereisno
difference between Parts-on-order and Inactive except
what it displays under STATUS on this screen. The
status affects only this screen and its printout.

F3 P Prints arouting sheet, listing all open repair orders
except those whose status has been changed to Inactive
or Parts-on-order.
F3 Q Does nathing.
F4  showsthe previous page of vehicles.
F5  exitsthe program and retums to the main menu.
Fr7  display help screen.
FUNCTIONKEYS USEDBY STATUS AND CONCERNSCREENS
F3  Changethe status of an open repair order. SameasF3C
on the first screen, except it affects the repair order

that is displayed instead of prompting for it. Has no
effect if the repair order is closed.

F5 Retumstothefirstscreen (the listof RO.s).

F6  switches between the complaint screen and the status
screen.

Fr7  display help screen.
USE OF VEHICLE STATUS

The first screen lists all repair orders that are either
open or have been closed within the last two weekdays. They
are listed in the order of the vehicle make and model. Enter
the number of the repair order you want to display.

The status screen is then displayed. This showsthe
vehicle and customer, the advisor who printed the repair
order, and the list of repairs requested, divided into com-
pleted and uncompleted repairs. A repair is considered com-
pleted only if it has been entered in program #2, Close
Repair Order Line. The description of the repair is either
the concem entered on the original repair order, or the
description of the maintenance category. The prices shown
are the actual prices for the completed repairs, and the es-
timated prices for the uncompleted repairs. The completed
repairs show the day of the month and the time when they were
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closed.

To show the concem, cause and coirection descriptions,
press the F6 function key from the statuis screen. This shows
the line letter, concem code and description of what was
wrong and what was done for completed repairs. It shows only
the line letter and concem code and description for uncom-
pleted repairs. Press F6 again to retum to the status
screen.

Press F5 to retum to the first screen, where you may
either enter another repair order number, or press F5 again
to retum to the main menu.
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ENTER CUSTOMERSVENU #10)

Screen 910. CUSTOMER

SYSTEMS CUSTOMERS BY JARVIS COMPUTER SOFTWARE. (C) 1995

CUSTOMER CODE:.
NAME:
ADDRESS:

CITY: STATE.__ ZIPCODE: -

SHIPPING ADDRESS
NAME:
ADDRESS:

CITY: STATE:__ ZPCODE.___ -
PHONE: (_)__ -
WORKPHONE: (_ ) - x

CONTACT:

SALESTAXCODE: __ GROUPCODE: _

F1=CLEAR CURRENT FIELD, F3=OPTIONS, F5=RETURN TO MENU, ESC=SAVE DATA.

F7=HELP.

PURPOSE

The purpose of the customer program is to enter the in-
formation for a customer, including the address and shipping
address. This program should NOT be used for customers that
plan to pay on creditif you are using the accounting system.
These customers must be entered through the Accounts
Recevable system (Menu #10) so that their account numbers
exist Customers in the Accounts Receivable file do notneed
to be stored in the Service Merchandising customer file.

oA
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FUNCTIONKEYS

F1 dearsthe curentfield.

F3
Same Delete  Autocaps Lookup Notes Fkeys Quit

F3 S copies the shipping address information from the cus-
tomer address.

F3 D deletesthe customer information. This does not delete
vehicle or history information associated with the
customer. (The vehicle screen, however, does letyou
delete vehicle, history and customer information all at
once; if you want to delete cash customers along with
their vehicles, its better to select F3 R from the
vehicle screen.)

F3 A presents ancther menu bar:
—-Autocaps? Yes No
If you select Yes, then when you enter a name, address
or city field, the first letter of each word is
capitalized; this is the default mode. To tum off

Autocaps, select No.
F3 N transfers you to the Notes screen.

F3 L lookup acustomer code from name.
F3 F allows you to program function keys F8to F12.

F5  exitsthe program and retums to the System S Master
Menu.

F7  displaysthe help screen.
FIELDS ON CUSTOMERSCREEN

The first field is the code assigned the customer. |f
the information for that customer has been entered itis
displayed, or else the rest of the fields are cleared. When
the Look-up Screen brings up the customer screento assigna
new customer, a new customer number is automatically
assigned; just press Enter to move to the next field if you
want to add this new number. You may type over it ifyou
want. These customer codes are numeric and startwith a
period to distinguish them from Accounts Receivable customer
codes.

The next six fields are for the customer name and
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address. The following six fields are the shipping name and
address; if you leave them blank they are copied from the
customer name and address. Pressing F3 S is another way to
copy these fields. Many accounts receivable installations

use the shipping address name for the first-name-first ver-

sion of the customer name; they enter the biling name last-
name-first so the reports alphabetize by last name. Ifthis

is true of your accounts receivable set-up, you should enter
service customers the same way.

The customer's phone numbers and contact information are
next. You may use the contact field for anything you want.

The sales tax code indicates whether the customeris
taxed. The possible codes are set up in the Accounts
Recevable system; they usually consist of the two-etter
state abbreviation followed by a O if the customer is tax-
exempt, or 1 if the customer is taxed.

The group code is a two-character code used to group
customers. ltis passible to set up the system so that the
group code indicates customers who automatically geta
discount.

USE

Enter the five digits of the customer code. [fthe
customer code is already entered into the systemn, data wil
fil the fields. If this is a new customer code, a beep wil
sound and the remaining fields wil clear.

Once the new information has been supplied, press the
ESC key to save the data.

To delete a customer record, enter the customer number
in the first field. The record that is displayed should be
the one that you want to delete. Press F3 Dto deleteit.

If you just want to look up a customer's information, an
easier way to do so is to go into the look-up screen by
selecting Print Repair Order from the service menu, then
pressing F3 A. This allows you to look up the customer by
name, license plate or other criteria, and displays the
customer's address and phone numbers.
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10.

ENTERVEHICLES (MENU #11)

Screen 10-11: ENTERVEHICLE RECORDSMASTER MENU#11)

VEHICLEDATAENTRY  BY JARVIS COMPUTER SOFTWARE (C) COPYRIGHT 1991, 1995

ALL RIGHTS RESERVED.
VIN: CUSTOMER#:
STOCK#

SALEDATE: / /[ TABLE
MAKE: MODEL: BODY: YEAR__ COLOR:
TYPE(ATMBO)._ CYLINDERS:__ UPC: NEW, USED, LEASED: _
PLATE: WARRANTY DATE: - -

SALESREP:
COMMENTS:

NUMBER COMPANY 1000 MILES MONTHS DEDUCTIBLE
WARRANTY:
EXTENDED WARRANTY:

F1=CLEAR CURRENT FIELD, F5=EXIT, ESC=SAVE DATA.
F2=NEXT, F4=PREVIOUS. F3=ADDITIONAL FUNCTIONS, F7=HELP.

PURPOSEOF VEHICLE DATAENTRY

The main use of the Vehicdle Data Entry program is to
enter vehicle information into the system when a new customer
is added to the system. You also use this program to look at,
print out or change the information in the vehicle file.
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FUNCTIONKEYS USEDIN VEHICLE DATAENTRY

F1 dearsthe curentfield.

F2  displaysthe nextvehice record. The records are
usually ordered by the VIN read backward.

F4  displaysthe previous vehicle record.

F5  exitsfrom this program and reiums to the System S
master menu. A menu bar is displayed to make sure you
really want to quit.

Fr7  display help screen.
F3  presentsthis menu bar.

Lookup Print Display Cash cust Al _cust Fkeys
Remove Tables Vin change  Quit

F3 L Lookup is used to find a vehicle by entering some-
thing other than the VIN. It presents the same lookup
screen thatis used when printing R.O.'sand in
several other programs (see Chapter 3, page 16).

F3 P Print prints a report listing all the vehicles in the
Service Merchandising System. It shows the year,
make, model, color, number of cylinders, VIN, and
owner. You must select the starting and ending pages
of this report; the default values of 1 and 999 are
filed in if you just hit Enter on these fields.
Thisis sothat if the printer mangles part of the
listing, you can reprint just the part you need.

F3 D Display produces the same report as Print, but dis-
plays it on the screen one screen at a ime instead
of prining it. VWhen the system requests you to hit
Enter for the next screen, you may also press Esc or
Ct-C (hold down the Cirl key while you press C) to
get back to the main screen without displaying the
rest of the list.

F3 C  Cash _custletsyouselect, add orchange acash
customer. (These are customers that are notinthe
Accounts Recevable system.) Use F3 Ato select AR
customers.

F3 A Al custletsyou select, add or change an Accounts
Recewvable customer. (These are customers that are in
the Accounts Receivable system.) Use F3 Cto select
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