Introduction

System S keeps a record 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 it was last done.
The vehicle and customer can be found by either the Ticense
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 not, or whether they
are affected by a recall campaign. You can print a list of
these customers, or print a patch of post cards, labels or
form letters for them.

Repairs are recommended by comparing a vehicle's current
mileage or the current date with the Tast time a particular
repair was made, and comparing the elapsed time or mileage
with a table Tisting the recommended time between repairs.

Up to ninety-nine of these tables can be set up; the vehicle
reﬁqr? contains the number of the table to use for that
vehicle.

The vehicle history is entered and disﬁlayed by Tisting
the repair categories you have set up. Each repair category
has a code associated with it for each Repair Order. If this
code is blank, the repair has not been done. If it is a
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 manual is divided into sections, one for each pro-
gram or report you can select from the master menu or report
menu. It is best to 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-



tions do.

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

In normal 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 will use program number 4 to schedule
repairs. They will use programs 10 and 11 (add customers and
venicles) when a new customer comes in.

The office people use the Enter Closed Repair Order
program to enter the completed repair order after the service
advisor has ﬁrinted the final copies. This program is 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 Program in 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. If you have the Labor Time Guide option, Program 2
goes into this screen and automatically figures the Tlabor
cost and price.

The managers use the customer Tist 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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SOFTWARE OVERVIEW

The following are some conventions used in all programs
of %ystem S as well as in other 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 program is
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 clears the current field.

The F2 and F4 keys are used to go forward and backward.
In programs that display Tists, they go forward and backward
a page. In programs that display one record on the screen at
a time, 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 o?tions specific to the program you
are in. You choose a selection from the menu bar in one of
two ways: you can either t%pe the first letter of the option
you want, or %ou can move the highlight to the oEtion you
want, using the arrow keys, and press the Enter key. A typi-
cal menu bar Tooks 1ike 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 EscaEe 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 F9-F12 to any sequence of
characters.

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

-Quit Yes No



Select Yes to quit or No to return 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 a help screen pertaining to the
screen that is currently displayed. Sometimes it presents a
menu of help screens. If it does this, enter the number of
the screen %ou want and press Enter (even if it is two
digits). When the helg screen is shown, press F2 to page
forward through the help screens, F4 to page backward, and Fb
to return to the program.

The F8 through F12 keys type in a pre-defined sequence
of characters. They are defined using the F3 Fkeys option.
Fach program keeps its own set of function key definitions.
This feature can be used for frequently tyBed phrases, such
as common r air descriptions in the Print Repair Order
screen, or nearby towns in the Customer screen. You can set
it up to fill in more than one field, such as city, state and
/1P code, if you type all the spaces necessary to make the
cursor jump from one field to t 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 data you have entered. In printing
programs, it is used to begin the printout.

FILES USED BY 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. Files consist of any number of
records. A record contains information about 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, such as a
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. It is keyed on customer number, which
consists of a period followed by five digits; it is usually
assigned automatically. This format for the customer number
is used to avoid conflicting with the Accounts Receivable
customer numbers. Most of the time the period and leading
zeros can be omitted when entering these numbers. If you
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 Vehicle file contains descriptions of the vehicles.
When printing or entering repair orders, the vehicle must be
in this file or must be added to it first. Vehicle records
stored in the F&I 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 on the
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 Repair Category file contains a 1ist of repair
types. Some of these repair types should be common main-
tenance items, such as "0il 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 on the
Service Merchandising Master Menu is used to add, change,
delete, display and §r1nt out the repair category records.
To rebuild, choose #12 from the rebuild menu, which is {44
from the Service Merchandising menu.

The Time and Mileage file contains a list of tables; the
tables Tist 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 corresgond to different types of
vehicles; the key for the table that should be used is stored
in the vehicle file. Program #f13 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 menu.

The Technician file contains a 1ist of technicians keyed
on a two-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 1ist 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
7,15 from the rebuild menu, which is ¥4 from the Service
Merchandising menu.

The History file contains basic information on the
repair orders. It contains a 1ist of which maintenance items
were done or declined, as well as basic header information
such as customer number, repair order number, advisor, and
VIN. It is keyed on repair order number. It is 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 7/16 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 rebuild, choose #16
from the rebuild menu, which is #44 from the Service
Merchandising menu.

The Required Parts file contains a list of parts
required to perform repairs. It is 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 warn you of parts that
are out-of-stock. To rebuild, choose #17 from the rebuild
menu, which is {44 from the Service Merchandising me

The Concern Code file contains the table of concern
codes that is maintained by program 19. It translates two-
or three-digit concern 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 file is used only by the Schedule
Appointments program, #4 on the Service Merchandising Master
Menu. It is 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 Service
Merchandising menu.

The Repair Order Complaint file contains the records of
customer complaints and what was done to fix them. It is
keyed on a combination of repair order number and a letter A
through F indicating the Tine. To rebuild, choose #23 from
the rebuild menu, which is #¥4 from the Service Merchandising
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menu.

The Open Repair Order Lines file contains lines that
were printed on the repair order when Tines were closed.
This information is created by Program #2 and #£3, Close
Repair Order Line and Close Repair Order. It is 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 Repair Order Lines file contains the 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
720 from the rebuild menu, which is #44 from the Service
Merchandising menu.

The Name Index is not a data file, but contains keys
that refer to several other files. These keys contain part
of the customer name, telephone number, license plate or
vehicle identification numper for both the Service
Merchandising and Accounting customer files and for the F&I
Sold file. It is created using selection 50 from the Rebuild
Menu, which is option 44 on the Service Merchandising Master
Menu. It is used by the Look-up Screen to find customer and
vehicle information quickly.

The Accounts Receivable Customer file is part of the
Accounting System. It is 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 #f17
from the Accounts Receivable menu.

The System F&I Sold file is part of the 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&I
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 rebuild, choose ##27 from the F&I
menu.

The System F&I New Vehicle file is part of the Finance
and Insurance System. These records contain the information
on vehicles in inventory. 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, #f1 on the System F&I
Master Menu. The Accounting System has a similar program on
menu ##26, which affects the same file. This file is used by
the Look-up Screen to find vehicles for internal repair
orders; the information is then copied to the Service
Merchandising vehicle file rather than used directly. To
rebuild, choose #21 from the F&I menu.

The System F&I Used Vehicle file is part of the Finance
and Insurance System. These records contain the information
on vehicles in inventory. 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&I
Master Menu. The Accounting System has a similar program on
menu 726, which affects the same file. This file is used by
the Look-up Screen to find vehicles for internal repair
orders; the information is then copied to the Service
Merchandising vehicle file rather than used directly. To
rebuild, choose #22 from the F&I menu.

The Parts Sales file is part of the Parts System. When
you withdraw a part, a record is written of that part and
also its cost, ?rice, and the repair order number and
concern. The Close Repair Order ?rogram (#/3) and Enter R.O.
History program (#16) use this file to determine which parts
are on a repair order. This file is also used by the parts
system to indicate which lines are open.

The Parts Inventory file is part of the Part System.
Information on parts that is printed on the repair order
comes from this file. The number of parts in inventory is
checked by the Schedule Technicians program and by the Print
Repair Order program to warn you if there are not enough
parts for a scheduled repair.

The Noninventory Parts file is used to associate parts
with a repair order when those parts are not in the parts
inventory. These records are created by the Non-Inventory
Withdrawal program, which is accessed by choosing F3 I from
the Parts Inquiry program. Like the Sales file, it is used
by programs ﬁS and #f16 to determine which parts are on a
repair order. To rebuild, choose #24 on the Service
Merchandising rebuild menu, which is #44 from the Service
Merchandising menu.
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REPAIR ORDER LAYOUT

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 easily, the forms have the parts information and
Tabor 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 Teft side of the repair
order. As labor is completed, this information is printed
along the right side of the repair order. The information is
stored in the system as it is printed, so that the final
copies of the repair order can be printed to match the
technician's copy.
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SYSTEM S MASTER MENU

Screen 2-1: MASTER MENU

SYSTEM S 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 REPAIR ORDER 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. ENTER R.O. HISTORY 46. SHELL

17. PARTS REQUIRED FOR SERVICE 47. PURGE OLD DATA

18. SHOP SUPPLIES MATRIX 48. OTHER

19. CONCERN CODES
PLEASE ENTER YOUR CHOICE [__]

FI1=CLEAR FIELD, F5=EXIT, F6=SETUP AND MAINTENANCE, F7=HELP.

PURPOSE OF MASTER MENU

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

Type the number of the program you want to run. The
programs are summarized below. The program will run as soon
as you type the second digit. To run program 1, 2 or 3,
either type a zero first, 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 return you to the operating
system prompt or to another menu. The F/ key will display the
help screen.

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

It is possible to get an "--Access_Denied-- Pause" mes-
sage when you type the program number. This means that you
are not authorized to run the selected program. Press the
Enter key to return to the "Please Choose" field. If you
normally have access to the selected program, check that you
are logged on as yourself.

The F6 key presents a menu of configuration files to
edit.1 These files are described in the last section of this
manual.

The selections are divided into five sections. The
"General Functions” at the top left are the programs you will
use regularly. Print Repair Orders (number 1) is used by
service advisors both to print the repair order and to check
a vehicle's repair history. Close Repair Order Line (number
2) s used by the technicians to record the labor and parts
information on their copy of the repair order and in the
computer. It is used after each repair is finished. Close
Repair Order (number 3) is used by the service advisor to
print the completed customer, warranty and accounting copies
of the repair order. Schedule Aﬁpointments (number 4) 1s
used by service advisors and tecnnicians to make and check
their appointments.

The "Print or Display Reports" section is used to print
or display most of the reports. Customer Lists & Mailings
(number 21) is used to select groups of customers based on
most 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 other reports that can be Brinted.
Single Labels (number 23) lets you print a mailing lapel for
a selected customer. Email Customer (number 24) lets you
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select a customer and then e-mail him/her.

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 other Jarvis
Computer Software systems without exiting to the command line
or menu first, and to back up your data. The Parts System
(number 40) allows your service and parts departments to
share a terminal if necessary. The Accounts Receivable
System (number 41) is needed to enter the tax codes, finance
codes, term codes, and group codes needed when entering new
customers. Backu? Data saves all the data on the System S
directory on a floppy disk. Depending on how your system is
set up, 1t 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 will be labeled
"Use program 43". Simpl ?ut 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 "Rebuild Files" menu (number 44) contains the pro-
grams used to fix index files when the system gives errors or
behaves strangely. This may be necessary if the power goes
off while the system is rumning. The files numbered 10-19 on
the rebuild menu correspond to the files used in the data
entry programs with the same numbers. Number 20 is 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 descriﬁtions and fixes for both open and closed
repair orders. Number 24 contains sales information for
Earts not in inventory. Number 50 rebuilds the file that the

ookup Screen uses to find names, telephone numbers and
1icense plate numbers quickly. It never hurts to rebuild
files, so if you have a problem, try rebuilding.

The Reprint Browser allows you to reprint reports that
don't come out on the printer, or that the printer mangles.
It Tists all data files on the temﬁorary directory (the
directory called /tmp), which is wnhere the reports are stored
as they are being printed. These files are not removed until
the system is shut down and brought back Uﬁ, 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 Tist of files.
Press S to select the one to print.

The Shell option brings you to the system prompt, typi-
cally a directory name such as "/u/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 return to the menu when the system prompt is
displayed, type the word exit and press the Enter key.
Another way to get out of shell is to type Ctrl-D (hold down
the Ctrl key while typing a D).

The Purge 01d Data program removes vehicles and cus-
tomers that have not been in for a given amount of time.
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LOOK-UP

Screen 3-2: LOOK-UP SCREEN

LOOK UP 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: |
PREVIOUS R.O. {f:
STOCK ##: I
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

FILE CUSTH# CUSTOMER N VIN YEAR MAKE MODEL WAR

PURPOSE OF LOOK-UP

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

If there is no matching vehicle record in the Service
Merchandising system, the Took-up program will find the
vehicle in the F&I system and copy the information to the
Service Merchandising system. If there is no vehicle record
but there is a customer record in the accounting system, the
Took-up program can be used to find this information so you
do not duplicate 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.
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USE OF LOOK-UP SCREEN

Move the cursor to the field you want to use for the
search, and enter the thing to search for. You only need to
enter a few characters, not necessarily the whole name. The
fields are described in more detail below.

If there are no records found, the system beeps and
leaves the cursor on the same field so you can try again.
Otherwise the matching records are displayed. If the Tist of
records is longer than what fits on the screen, you can use
the F2 and F4 keys to page through the Tist.

If there are more than 99 matching records, the cursor
is moved to the Search field so you can enter another
criterion to narrow down the Tist. Otherwise, the cursor
moves to the Select field.

If the vehicle you want to use shows the wrong customer
information at this point, press F3 C to guarantee that the
system will give you the opportunity to change it.

Enter the number of the vehicle you want into the Select
field. Depending on whether there is already customer in-
formation in the record you selected, and whether you typed
F3 C, the system will either go on to the screen for which
you selected the vehicle (such as Print R.0.), or it will
take you to another Took-up screen to Took up the customer.

To Took uE the customer, follow the same procedure as
you did to look up a vehicle: enter any one of the fields.

I you entered vehicles using a Palm Pilot, they are
displayed as soon as you go into the Took-up screen. In this
case you can select one of them without having to type a
Took-up field. If you want to find a different vehicle, just
use the Home key or the arrow keys to move to the field you
want, and enter something to search for.

Vehicles are added to the Tist whenever you transfer
data from the Palm Pilot. They are deleted as you select
them from this program.

If you entered another search criterion and want to re-

display the Palm Pilot Tist, press F5 to quit the program and
go back into it.

May 13, 2010 page 17



FIELDS ON THE LOOK-UP SCREEN

The fields on the Took-up screen are used to enter an
item to search for in the customer and vehicle files.
Filling 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 Teast two). First and Tast
names match, except names in the F&I sold file which match on
last name. (This is because the customer file does not have
separate fields for first and last name.)

The License Plate # is 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 Teading zeros can always be left
ngélzggr)examp1e, you can enter .123 to find customer number

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

Previous R.0. # finds the vehicle associated with a
Repair Order number that was printed or entered through
Service Merchandising.

Stock number s used to Took up vehicles in the F&I
s%stem's new and used inventory files. If you do not have
the F&I system, this field is not enterable. This is the
only field that can be used to look up vehicles in inventory.
Vehicles already transferred to the Service Merchandising
records are found only if the customer number is .99999. The
sysgem will not find vehicles in the F&I sold file by stock
number.

The Enter Search String field shows up only if there is
more than one screen of matching records. You can enter
something in the Search field to narrow down the Tist. Each
1ine is checked to see if it contains the string you entered.
If not, it is removed from the disﬁlay. You can try to match
on anything that is displayed in the list of matching
vehicles, such as make, model, year or name. You can even
search by looking at two adjacent fields; for instance, you
could type in 95 CHEV to show only the 95 Chevys, because
there is a single space between year and make on each Tine
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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 dingayed;
eﬁcept if there are more than 98, only the first 93 are
shown.

The Select field is used after you have entered a search
field and the matching records are displayed. To select one
of the records that is displayed, enter its number. You ma
also enter "99" if there is no matching record already in the
system and you want to add it.

USE OF THE LOOK-UP VEHICLE SCREEN

Enter whichever one of the fields you want to use for
the search. If no vehicles have been found that match what
you have typed in, the computer beeps, otherwise it displays
a list of matching vehicles and positions the cursor at the
Select field. The 1ist of matching vehicles shows the fol-
Towing information:

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

CUSTH# is the customer code from either the Accounts
Receivable or Cash Customer files. Vehicles in
inventory always display .99999. For vehicles
from the F & I sold file, it is Teft 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 in the ser-
vice system (ones that have R under File). It
shows N, U or L for new, used or leased.

VIN is the vehicle's serial number. If it says
"(Vehicle unknown)" it is 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 is the vehicle's make.

MODEL is the vehicle's model.

WAR is a "*" to indicate that the vehicle 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 filled in on the vehicle screen.

(It does not check whether it's expired.) For
vehicles from the F & I sold file, it indicates
that the F & I 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
backward in the 1list. You can also move the cursor back up
into one of the search fields using the arrow keys and enter
a different criterion for the search.

If the customer's vehicle is not recorded in the system,
enter 99 in the Select field to indicate this. This will
cause the Look-Up Customer screen to be displayed, since the
customer may already be in the system even though the vehicle
is got. 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 customer, press F3 and select C. Then, select the
vehicle. Instead of going to the print repair order screen,
Eﬂe syﬁteT will first allow you to select a new customer for

e vehicle.

If the vehicle comes from the Service Merchandising file
or the F&I inventory file, it already has a customer and will
not normally bring up the Look-Up Customer screen. If you
want to choose a different customer than the one currently
associated with the vehicle, you can use the F3
Change_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
1ook-u% program exits and assumes the customer information is
correct.

If the vehicle comes from the Sold File in the F&I
s%stem, or if you typed 99 to enter a new vehicle, or if you
chose the F3 Change_customer option, the Look-Up Customer
screen is displayed.

USE OF THE LOOK-UP CUSTOMER SCREEN

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,
ﬁnddmakes it easier to change owners when a vehicle changes
ands.

The customer can be Tooked up by either name, telephone
number or customer code. If you selected a vehicle from the
sold file, the telephone number will be filled in
automatically. You can fill in 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 Select field. This will associate the
customer with the vehicle you previously selected, or that
will be added.

It the customer is not currently stored in the system,
enter 99 in the Select field. This will cause the Service
Merchandising Customers screen to be presented. You cannot
add Accounts Receivable customers through the Service
Merchandising system; if you know ahead of time that a cus-
tomer wants to charge repairs, he should be added through the
Accounts Receivable system; then he can be Tooked 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&I file. The buyer's name is used unless
you did the Took-up by name and the cobuyer's name matched;
then the cobuyer's name is copied to the customer file. The
Customers screen is still presented, but with the sold file
information already entered, so that you can add or change
information.

LOOKING UP VEHICLES IN INVENTORY

You can Took u? 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 Tist is Timited
to 99 vehicles.

If you select a vehicle in inventory, it is 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 even if they have not yet been
transferred to the sold file through the recap program (F&I
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program #12).
DISPLAYING ADDRESSES AND TELEPHONE NUMBERS

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 at the ESC=
on the function key descriptions in the middle of the screen
if you need to determine wnether you are in the address
Took-up mode.

FILES SEARCHED BY LOOK-UP

Since the Service Merchandising system was added after
the Accounting and F&I Systems, it had to be integrated by
using the existing Accounting and F&I files. The customer
information stored in the Accounting System was not
previously integrated with the F&I information. The Took-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, plus
the one that is displayed initially. They are:

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

C - Service Merchandising customer file (Service menu £10)
F&I New Vehicle Inventory (F&I menu #f1)

Vehicles entered via a Palm Pilot

Service Merchandising vehicle file (Service menu #f11)
F&I Sold File (Vehicles must be transfered in recap)
F&I Used Vehicle Inventory (F&I menu #£2)

CInxo o=

When selecting a vehicle from the Sold file by choosing
a 1ine beginning with "S", you must next select a customer,
because even though the customer name is known, there is no
1inkage between the name in the F&I system and the name in
the Service Merchandising or Accounting systems. If the cus-
tomer has another vehicle or is already in the accounting
s%stem, 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&I 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. If you 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 in inventory.

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-Uﬁ or 10 on the service menu. (This applies only
if you have the accounting system.)
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PRINT REPAIR ORDER (MENU #1)

Screen 4-3: PRINT REPAIR ORDER - SECOND SCREEN MENU #1

PRINT REPAIR ORDER BY JARVIS COMPUTER SOFTWARE (C) 1991,1995.
CUSTOMER: Karla Carmichael PLATE 1ST CAR TABLE 01
YEAR: 90 MAKE PLYM  MODEL SUNDANCE VIN 1P38535K8T2223423
R.0. #: ADVISOR: ___ GROUP CRED LIM
R.0. TYPE: _ MILES: WORK PHONE: _ -~ x_ DELIVERY 01-01-90
WARRANTY 01-01-90
TECH #: 01
TYPE CONCERN DESCRIPTION EST LABOR OTHER
A_
B
C
D
E
F
CODE  DESC MILES TIME LABOR OTHER 48000 41221 0
DATE  01-07-92 03MAY91 01JAN91 O01JAN9O
01 LUBR,OIL & FILTER ** .2 _10.00 04 02

02 ROTATE TIRES

03 SERVICE AUTO. TRANS.

04 COOLING SYS. SERVICE — __

05 TUNE UP (MINOR) _ 04
06 INSPECT BELTS 04

F7=HELP.
FI1=CLEAR FIELD, F2/F4=NEXT/PRIOR, F3=OPTIONS, F5=EXIT, F6=REQUEST, ESC=PRINT.

PURPOSE OF PRINT REPAIR ORDER

This is the program used to print the repair orders when
the customer comes in. 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 .

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
aﬁpointment, use Program 7# to select the appointment rather
than choosing #f1 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
Took-up screen) 1is described in the previous chapter.

The R.0. # is the number of the 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 system is
set up). This number must be unigue--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 is the code for the service writer, as set
UE in Program #15. You can press the F3 key and select "A"
Wi }1eton this field to display a Tist of advisor codes and
select one.

The Plate is the Ticense plate. You can add 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 is the customer's work phone number.

The Type and Concern Description fields 1ist the con-
cerns or symptoms that are to be fixed. The Type field must
be filled in with a code indicating the tyEe of concern.
These codes can be Tisted by pressing the F3 key and select-
ing "C". If you leave the Type field blank, the cursor will
move to the date field so you don't have to enter through all
the concern Tines. You can use the abbreviation CS as the
first word in the concern 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 Miles field is the current mileage. When this field
is changed, the recommendations are changed based on the new

May 13, 2010 page 25



mileage.

The date is the current date. You can change it to Tist
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
maintenance item.

The Recommended field contains a two-character code for
each maintenance item, describing whether or not an item is
recommended and for what reason. These codes are listed in
the last section of this chapter. You can Tist and 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" is filled in. You can quickly fill in the "RQ" code by
pressing the F6 key while on the field. If a code is filled
in here but the service is not done, the code will be stored
in the vehicle's history.

The Estimated Time field contains the estimated time a
maintenance ?rocedure will take, if it is recommended. This
amount defaults from the amount entered in the time & mileage
table in Program #f13. You can change it if necessary. This
amount can be printed on the repair order.

The Estimated Labor field contains the estimated Tabor
price of a maintenance procedure, if it is recommended. This
amount defaults from the amount entered in the time & mileage
table in Program #/13. You can change it if necessary. This
amount can be printed on the repair order, and will be the
default estimate when closing the 1ine in Program #f2.

The Estimated Parts field contains the estimated parts
price of a maintenance procedure, if it is recommended. This
amount defaults to the total of Estimated Parts and Estimated
Other from the time & mileage table. If those amounts are
blank, it is calculated from the table of parts required for
each maintenance item (Program #17); the prices of the
required parts are then Tooked up in the parts inventory
file. If there is neither a time & mileage table amount or a
table of parts for the vehicle's identification number, the
field remains blank. You can change this field. This amount
can be printed on the repair order. If the time & mileage
table has the Force Disc. field set to Y, the estimated
amount is the amount you actually intend to charge.

To the right of the Estimated Price, the service history
is 1isted for each Tine. 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;
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each Tine shows either the number of the technician that did
the work, or the recommendation code that explains why the
work was not done. If this code is blank, the repair was not
done nor recommended.

USE OF PRINT REPAIR ORDERS

To print repair orders for customers that do not have
appointments scheduled in the system, choose #f1 from the
Service Master Menu. The first screen is the look-up screen
as described in the previous chapter (page 16). Select the
vehicle and customer from this screen.

To print re?air orders for customers that have an ap-
ointment scheduled in the system, choose ##4 from the Service
aster 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. If you arrived here from Schedule Appointments,
Ehefg?Tpéajnt description and requested repairs may already

e filled in.

If the customer is in the Accounts Receivable system,
and the customer owes more than the credit Timit, the system
will beep and display the message "Credit Limit Exceeded".
The credit Timit is determined by a code in the customer file
(A/R program #10), which references the table of credit
1imits 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
not warned if the estimated amount of the repair order ex-
ceeds the credit limit. The credit check depends on the
Accounts Receivable invoice file being sharable. If someone
in accounting is posting or running finance charges, the
credit check will be skipped.

Enter your advisor number, the repair order number, and
the vehicle's current mileage. The repair order number
defa%155 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 reﬁair order; answer Y. This displays the information
from the original repair order; you may change it before you
reprint it.

The system will display the vehicle's history, recom-
mended maintenance, and estimated or standard times and
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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 current mileage to see what effect that
has on the recommendation. You may also change the recom-
mendation codes, times and prices; these changes will show
up on the 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 in the past. This 1list 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 returns to the
Print R.O. screen. F7 key displays the help screen. F6 key
inserts "RQ" (request) into tnhe recommendation field. The
information displayed on this screen and its layout can be
configured specially for your dealership. The chapter "Edit
Repair Order Form File" tells how to do this. The F3 Print
option prints similar information and can also be configured.

Enter the concerns (non-maintenance repairs) to be done
in the T%pe and Concern Description fields. The Type is a
two or three character code indicating the type of complaint.
They can be set up to use the codes assigned by the
manufacturer. The Concern Description is the customer's
description of the complaint.

Go through the Tist 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
E@ Tgnction key, which displays "RQ" (for request) in the

jeld.

Recommended repairs are indicated by "**". This code
should be changed to "RQ" to indicate 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" (not 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 be filled in quickly by pressing the F6 key. The two-
letter codes your dealership uses can be changed; the s_imcf
file defines them.

To print the repair order, ﬁress the Escape key. This
may display the print menu, which is described in the next
$aragraph. If you have continuous forms, or if you have a
aser printer, or if your printer loads forms consistently
enough, this menu may have been disabled, and the repair
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Screen 4-4: FORM-PRINTING MENU

Printing Repair Order
Printing field "1988 CHEV"

Align form in printer.

to Toad form.

to move form up

press to move form down

Press for single Tine printing.
Press "P" for printing continuous.
Press Ctr1-C to stop........

Press
Press

Ve

order will ?rint as soon as you hit Escape. If so, you can
skip the following paragraph.

When the repair order is fed into the printer, alignment
may not be perfect on the first Tine. Pressing "L" will move
the paper 2.25 inches upward or about 1 revolution of a
standard platen. Pressing "U" will advance the paper upward
one 1ine (one 1ine is determined by the Tine spacing of the
repair order and may be from 1/48th of an inch to about 1/6th
of an inch). Pressing "D" will move the paper downward one
Iine. Not all printers support backward movement. If your
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 "Ctrl-C" (while holding the control key
down, press "c") and printing will cease. If you do not want
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
Ctrl1-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 put in
a new reﬁair order form and reprint it. Selecting
Quit_without_saving returns 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-
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formation is saved.)

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

When the repair order has been ﬁrinted, the system
returns 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 (322, then #4). It remains
open until the final copies are printed using Program #£3.

REPAIR ORDER HISTORY CODES

The system keeps track of vehicle's repair histories
broken down by maintenance category. Each R.0. contains a
two-character code for each category. This code is displayed
by the system when making recommendations. This code 1is
either the number of the technician who did the work, which
is entered in Program #f2; a code that indicates that a
scheduled maintenance item is 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 set up and
shows the default codes. The descriptions below show the
default codes, the names used in the s_imcf file, and what
they mean.

** recommended The system recommended this repair.
This is displayed automatically in this
program (Print Repair Orders, if1).

RQ requested The customer requested this repair.
This must be entered to make the item
show up on the repair order in the list
of repairs to be done. It can be
entered quick1% in this Print Repair
Order program Dy pressing the F6 key
while on the appropriate field.

XX declined The repair was recommended but the

customer refused it. It will be
recommended again until it is either
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NA not_applicable

done or entered as "Not Applicable."

A system-recommended repair does not
apply, such as if "Recharge Air
Conditioner" were recommended for a
vehicle that does not have air
conditioning. Once this is entered the
system will no lTonger recommend it.

TR technician_recommended A technician found a problem

SE done_elsewhere
CS did_it_themselves

NN not_needed

May 13, 2010

but did not fix it.

A recommended repair was done
elsewhere.

A recommended repair was done by the
customer.

A service advisor or technician indi-
cated that a computer-recommended
repair was not needed.
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CLOSE REPAIR ORDER LINE (MENU #2)

Screen 5-5: CLOSE REPAIR ORDER LINE - MENU #2

CLOSE REPAIR ORDER COMPLAINT BY JARVIS COMPUTER SOFTWARE (C) 1992, 1995.
R.0. #: 1258  LINE: A SALE TYPE: W WARRANTY TYPE: WARRANTY MARKUP:

REPAIR CODE: AQ2 Poor AM Reception MECH./B.S.: _ LABOR ESTIMATE:
CONCERN: CUSTOMER SAYS RADIO DOES NOT WORK ON AM
CAUSE :
CORRECT:
TC: __ FC: ___ FAILED PART #: ADV:

T# LTG  OLH CLOCK CTIME RATE ~ COST  PRICE LABOR OP. & DESCRIPTION
00
00
00
00

SUBLET P.0. #: ====PART NUMBER==== DESCRIPTION LN QTY CL
CL DESCRIPTION  COST  PRICE

Freight
F1=CLEAR, F2/F4=FWD/BKWD, F3=ADD'L, F5=EXIT, F6=TIMES, F7=HELP, ESC=SAVE/PRINT.

PURPOSE OF CLOSE REPAIR ORDER LINE

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
correction, 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. If the Labor Time Guide program is
used, that information is automatically printed on the repair
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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 class (such as Part, Body Materials or Tires).

FUNCTION KEYS IN CLOSE R.O. LINE

F1 clears the current field.

F2  displays the next page of technician and/or part lines.
[f there are more than four technician lines, F2 dis-
plays the next four lines. If there are more than six
$art Iines, F2 displays the next six. If there are more

ines of both technicians and ﬁarts, F2 displays the
next set of lines for both technicians and parts.

F3 displays this 1list of options:
Concern_codes Delete_line Technicians Fkeys Vehicles Work phone Quit

F3 Concern_codes displays a 1ist of concern codes and al-
lows you to select one, if the cursor is
on the repair code field. This is only
allowed if you are adding a non-
maintenance repair that was not printed on
the repair order, and you are on the
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 concern code as defined in
screen 719, and this F3 C option is called
Concern_codes to describe wnat code it
will Took up.

F3 Category_number disB1ays a 1ist of maintenance category
numbers and allows you to select one, if
the cursor is on the repair code field.
This is only allowed if you are adding a
maintenance item that was not printed on
the repair order, and you are on the
repair code field. This option is similar
to the "Concern_codes" previousl
described; if you add a Tine with a Tetter
of "G" or above, the repair code field
contains the maintenance category numbers
as defined in screen #12, and this F3 C
option is called Category_number to
describe what code it will Took up.
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F3 Delete Tline deletes a technician line, if the cursor

is on that 1line. If the cursor is not on
a labor Tine, it does nothing.

F3 Technicians displays a list of technicians, if the

cursor is on a technician number field.
You may then select a technician from this
1ist. If the cursor is not on a tech-
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. This is useful for
commonly-used phrases in repair
descriptions.

F3 Vehicles transfers to the vehicle entry screen and

brings Uﬁ the vehicle for this repair
order. When you press Escape or F5 from
the vehicle program, you return to the
Close Line screen.

F3 Work phone disB1ays the customer's work telephone

number and allows you to change it.

F3 Quit allows you to return from the F3 menu bar

F4

F5
F6

F7
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without doing anything.

?jsp1ays the previous page of technician and/or part
ines.

leaves the program and goes to the System S master menu.

allows you to 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 in the
Clock field. If your timeclock is in hours and minutes,
use a decimal point instead of a colon to separate hours
from minutes. After you have entered the starting and
ending times, the difference is displayed to the right,
and the cursor returns 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.)

displays the help screen.
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FIELDS IN CLOSE REPAIR ORDER LINE

~ Repair Order Number must be for a repair order that was
printed in Program #1 of the Service Merchandising system.

Line is the letter of the concern or repair category, as

Erinted on the repair order. Concerns are lettered A through

. Scheduled maintenance items are lettered G through 7.
Any letter may be entered; if a letter was entered and no
corresponding concern was entered when the repair order was
printed, you are allowed to enter the concern or maintenance
category here. If you enter a Tine 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 type is either C, W or I for Customer pay, Warranty
or Internal. It defaults to the type of the repair order that
was entered when it was initially printed. For maintenance
items (lines G and above), the sale type must be either
Customer or Internal.

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 a menu bar at
the bottom of the screen. The possible values depend on how
your dealership is set up.

Warranty Markup is the percentage that warranty parts
are marked up. A default value is initially filled 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. It is possible to set up the
system to allow markups to be used for internal 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.

Mech/B.S. stands for Mechanical (sometimes called
Service) or Body Shop. If you 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 Estimate field is required but not used by
this version of the program except to default the Labor Price
field further down on the screen. It defaults to the Tabor
estimate that was shown when the repair order was printed.

The Repair Code is either the repair category for
scheduled maintenance lines (as entered in Pro%ram i#12) or
the complaint types (as entered in Program #19). Complaint
codes are used for Tines A-F; reﬁair 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 filled 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 Tisted by ?ressing
F3 and C when on this field. For lines A-F, any valid repair
code can be entered. For Tines G and above, a category num-
ber can be added as long as it is a real category set up in
Program #f12 and the category was not already used on another
1ine on the same repair order. The repair or complaint
description is Tisted after the code when you enter it.

The Concern is the customer's complaint. It is entered
and printed when the repair order is initially printed in
Program #f1. 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
(Ford dealers should place the condition code in the FC
field). They correspond to the failed part number. They
should be entered when applicable.

The Failed Part Number field is the failed or causal
part. It can be left blank; if it is filled in and if there
are any part numbers displayed at the bottom that corresgond
to the Tine letter %ou are entering, the failed part numper
must match one of the Tisted part numbers.

The Adv field is the service advisor's code. It is
optional. The Service Advisor Productivity Report (menu #22,
1) can make use of this information; if you don't use that
and don't need to be able to find out who closed Tines, you
will probably want to ignore this field always.

The next Tines of fields describe the repairs that are
made. These fields are enterable and required. Although four
1ines of these fields are shown, you can use the F2 and F4
keys to page through a longer 1ist. The fields on each of
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these Tines are described in the following paragraphs.

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

The LTG field is the Labor Time Guide's time for the
repair.

The OLH field is the Other Labor Hours. This is time
that is not included in the Labor Time Guide's time.

The Clock Time is the actual time. You can use the F6
key to calculate this from the starting and ending times (see
Function Keys section above).

The Cost Time is the amount of time for which the tech-
nician will be paid. When it is entered, it is multiplied by
the technician's rate to determine the cost. Depending on
how your dealership pays technicians, this may be the same as
clock time or as LTG plus OLH.

The Rate corresponds to the rate assigned to the
technician. It is filled in automatically with the
technician's rate as entered in Program #f14. You may change
it if 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 is not enterable. It is com?uted automatically
from the Cost Time and Rate. It will be blank if the system

is set up so the technician rates are blank, as described in

the preceding paragraph.

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

The Description is a description of the repair. It is
printed on the repair order with the labor lines. The labor
operation code should be the first thing on this line. It is
sent to the DIAL system if you are transmitting Chrysler
warranty claims. The system will usually allow you to leave
this Tine blank, but if you leave blank the first description
1ine of a maintenance item, it will fill it in with the
maintenance description when you print it.

The Part Number Tines display part numbers that have
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been withdrawn through Program #1 of the Parts System and
that correspond to the repair order and Tine being entered.
Parts whose Tine was not entered are also displayed so that
you can enter the correct 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
is described in the following paragraphs.

The Part Number is the number of the part that was
withdrawn. It is not enterable.

The Part Number Description is the description of the
art, and is not enterable. This description comes from the
art File and is entered or changed in Program #/5 of the

Parts System and read in when doing price updates.

The Line is the Tine letter the part corresponds to.
Normally they are all set to the current line, but you may
change this in case the wrong line was entered when the part
was withdrawn. The Tine letter might also be blank if no
1ine was specified when the part was withdrawn, in which case
you should fill in the correct Tine letter.

The Quantity is the number of the particular part
withdrawn. It cannot be changed.

The Class is the type of part: P for regular parts, M
for body materials, G for gas, O for oil and grease, T for
tires, U for shop suEplies, and A for accessories. This code
comes from the Part File 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 ?art will print on the repair order
and how the accounting will be done for its cost and price.

The Sublet fields 1ist a class, description, cost and
price for sublet. You have up to four lines to list sublet
items. The class is either P, L or O for Parts, Labor or
Other. The class may affect the tax in some states (e.q.
IT1inois). Deﬁending on your set-up, it may also affect the
accounting. The description may be any 11 characters. The
cost and price are the dealer's cost and the sale price.

Below the Sublet fields is a line for cost and price of

Freight. If you want to bill the shipping cost of a part on
the repair order, enter it here.
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USE OF CLOSE REPAIR ORDER LINE

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 Tetter starting with "A" that was not
already used, providing it is not above "F". For maintenance
items, use the first letter above "G" that is not already in
use.

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

At this point the cursor should be on the Sale Type
field. This defaults to the repair order tyBe 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. If you do,
%he eétjgate is filled in with the total price from the Labor

ime Guide.

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

Enter the cause and correction.

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

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

To enter towing, enter the time, rate and price in one
of the Tlabor lines, then press F3 and choose 0. This will
put the word "TOWING" 1in 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
don't show up on the repair order, so that the accounting
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information and reports #83-10 will be correct.

The part Tines display the parts that were withdrawn for
this repair. They only need to be changed if they are wrong.
You can change only the Tine or class.

Sample Report 5-6: REPAIR LINE PRINTOUT

B

HEATER DOES NOT WORK

FAN DOES NOT WORK; RESISTOR

OVERHEATED AND BLOWN

REPLACE RESISTOR

1 2 336403

DI000 RESISTOR, BLOWER MOTOR _ REP

0l 0.30 0.20 0.50 0.50 9.00 15.00
9.00 15.00

B

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

The information is printed on the repair order in the
following format:

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

For non-maintenance repairs, the next lines are the
concern, cause and correction. The concern description is
Erinted only if the repair line was added; normally it should

ave been printed in the center of the hard copy so it is not
printed again. This information is not entered or printed for
scheduled maintenance items.

The next 1line is the trouble code, fail code and failed
part number, if there is one.

The next Tines come in pairs; each pair goes with one
labor operation code. The first Tine of the pair is the
labor operation code and its description. (This Tine will not
print if %ou left it blank and it is not for a maintenance
item.) The second line of the pair is the technician number,
labor time guide hours, other Tabor hours, clock hours, cost
hours, cost and price. (Cost will be missing if the system is
set up not to display them.) These numbers have the same
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format and meaning as the labor fields displayed in the cen-
ter of the screen; see the description under "Fields" above.

The Tast two Tines printed are the labor cost and price
for the Tine, and the line Tetter again.
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CLOSE REPAIR ORDER (MENU #3)

Screen 6-7: CLOSE REPAIR ORDER

SYSTEM S CLOSE REPAIR ORDER BY JARVIS COMPUTER SOFTWARE (C) 1992, 1995

REPAIR ORDER # TAX (Y/N): _

COMMENTS: OTHER TAX (Y/N): _ LINE TYPE PARTS ~LABOR OTHER  TOTAL
RENTAL:

DISPOSAL FEE:
DEALER PARTICIPATION:
WARRANTY DEDUCTIBLE:
TAX B/A? _ DISCOUNT:
SUPPLIES:
MILES IN: ouT:
1) DISPLAY PRICES BY LINE
2) PARTS & OTHER
3) LABOR
4) CUSTOMER SALE AMOUNTS
5) ACCOUNTING FIGURES
6) COMPLETED R.O. ON BIG PRINTER

CHOOSE OPTION NUMBER [_J

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

PURPOSE OF CLOSE REPAIR 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. It is
run after all the repair Tines have been printed on the hard
copy in Program #2. It must be run before the repair order
is entered into the accounting system.
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FUNCTION KEYS USED IN CLOSE REPAIR ORDER

F1  clears the current field.

F2 scrolls 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 Iist
of parts or labor lines, if they are displayed and there
is more than one screenful of them.

F3  presents an option. 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
change 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 scrolls the display of information to be printed back a
page, when you have used F2 to go forward. On the first
screen, it scrolls the Tlist of o?en repair orders. On
%he main screen, it scrolls the list of parts or labor

ines.

F5 exits the program and saves the repair order
information. After printing a repair order, press F5 to
return to the opening screen. If you have printed only
part of the information on the repair order, you must
select whether you want to return 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 return to the service master menu.

F7 displays the help screen.
FIELDS ON FIRST SCREEN OF CLOSE REPAIR ORDER

The only field on the first screen is the Repair Order
Number. The Repair Order number must be for one that was
Brinted using Program #1, and every repair line must have

een 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-1ine prices are nor-
mally displayed on the right side of the screen. If the
Repair Order has parts withdrawn whose Tine 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 SCREEN OF CLOSE REPAIR ORDER

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

There are three comment lines. These Tines can be
grinted on the repair order if the form is set up to do this.
hese comments show up on the Enter R.O. History screen if

you look up a closed repair order.

The Disposal Fee field can be entered only if your sys-
tem is configured to calculate a disposal fee. If it is, the
disposal fee is calculated using the matrix set up in Program
718, and this value is displayed in the field. You may
change it or clear it. If your system is not configured 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 field is 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 applies to the discount field on the 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 filled with an amount that will be
deducted from the final ﬁrice, to take care of any specials
you might have. If you have the Force Disc. column in your
time & mileage tables set to Y for a line on this repair
order, the discount will default to the amount needed to
bring the actual parts in line with the estimate. Entering
an amount in this field may decrease the sales tax, depending
on the "Tax B/A" field described above.

The P Discnt and L Discnt fields ma% take the place of
the single discount field, depending on how your system is
set up. (They are not shown on the sample screen; most sys-
tems are set up with a single discount.) You may enter
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separate parts and labor discounts into these fields.

The Supplies field can be entered only if your system is
configured to calculate a SUﬁplies charge as a portion of
labor or parts. If it is, the supplies fee is calculated
using the matrix set up in Program #18, and this value is
displayed in the field. You may change it or clear it. If
your system 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. When you enter an option number
to print on the slip printer, the information to be printed
is immediately disp aied on the right half of the screen; you
must press the scape key to print it. If you enter 6 to
print the whole repair order on a wide-carriage or laser

rinter, nothing is displayed but you must still press
scape.

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

Selection 2 prints the left side of the repair order on
the slip printer, consisting of the Tist of parts and the
"Other Charges" section. This is printed from bottom to top.

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

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

Selection 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.

Selection 6 prints the parts, labor, other charges and
payment amounts on the full-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 originally. You can still use
options 2, 3 and 4 to view the information on the screen
before you enter 6 and press Escape to print it. Filling in
the "6" does not display anything on the right side of the
screen--whatever was previously displayed is left alone--but
the function key Tine indicates that Escape will "Print the
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Completed R.0."

Selection 7 is only 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 lines on the
back of the repair order or on continuation slips using the
slip printer.

Selection 8 is only displayed if there are more labor
Iines than fit on one side of the repair order. In this
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 CLOSE REPAIR ORDER

Enter the number of the repair order to be closed on the
first screen. If it is a number of a repair order that has
all its concern lines and maintenance lines closed, and that
has valid parts information, then the main Close R.0. screen
is displayed.

[f 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-
jectionable field. Correct the part information and press
Escape. This will display the main Close Repair Order screen.

On the main Close R.0. 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 in any
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 can use
the F2 and F4 keys to go forward and backward a screen in
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 1ist of
prices that is displayed when the repair order number is
originally entered; this 1list cannot be printed.

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

Selection 4 1is printed on the customer copies; it prints
the amount due in the Tower left corner of the repair order
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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 wide-
carriage or laser printer. If you use this selection, you
will not need to use selections 2, 3 or 4 to print on the
slip printer.

Selections 7 and 8 print continuations of part and Tabor
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 system is set up to
print continuation forms when you use selection 6, you will
not need these options.

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

6.1. REPRINTING CLOSED REPAIR 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
f1$1dsdw111 not be enterable. The repair order remains
"closed".

If you need to change something and then reprint the new
version, ﬁress.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.0. History". This program can show
Barts and Tabor information that you cannot see on the Close

epair Order screen.

If you normally 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
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will either have to hand-write the customer and vehicle in-
formation that was ﬁrinted 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
without reprinting it. This will Teave it open.

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

Return to program #3 and print the final pass of the
repair order. You do not have to use program #2 at all in
reprinting a repair order, since the lines are already
closed. There is no way of reprinting slip printer informa-
tion on the hard copy.

There is no way to renumber the reopened repair order.

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
1ist of repair orders that the system thinks have not been
entered yet. This is done in accounting from the "Enter
Regair 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 it is a mixed customer-gay and
warranty-claim repair order, it must be deleted from both
"Enter R.0. into Customer-Pay Repair Orders" and "Enter R.O.
into Warranty Claim Journal".

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 it and you will have to re-enter them. The amounts
that you enter do stay there, however, even if you leave the
C1oge Eepair Order program after reopening the R.0. and then
go back in.

If you have withdrawn parts on the repair order number

since it was closed, these parts will be included on the re-
opened repair order.
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Screen 6-8: PARTS SCREEN OF CLOSE REPAIR ORDER

PART NUMBERS WITHDRAWN ON REPAIR ORDER
=——PART NUMBER=—= DESCRIPTION LINE QTY CLASS COST EACH PRICE EACH

FI1=CLEAR CURRENT FIELD, F2=NEXT PAGE, F4=PREVIOUS PAGE, F7=HELP
F5=EXIT WITHOUT SAVING, ESC=SAVE CHANGES AND RETURN TO CLOSE R.0. SCREEN.

PURPOSE OF PARTS SCREEN

The parts screen lists 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 concern Tine letter, the class (such as
Part, Accessory or Gas-0il-Grease), the cost and the price.
You cannot correct any other information using this screen.

USE OF PARTS SCREEN

There are two ways of getting to this screen. One way
is to press F3 and select P while on the Close Repair Order
screen. Note this only works if there are already parts on
the R.0. The R.0. must not have been printed yet, or F3 P
will 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.
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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 part is withdrawn in the parts
s%stem; 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 correct repair order number,
they will not show up here; if parts were withdrawn for
another repair order but the number was accidentally entered
for this one, they will show up. This cannot be changed on
this screen, but see the next section on how to fix this.

The Part Number is the first item displayed on the Tine.
This cannot be entered or changed.

The Description is the next item; it comes from the
parts inventory file. It cannot be entered or changed.

The Line is the concern 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 is entered when the part is withdrawn, and
cannot be changed on this screen.

Class is either Parts, Accessories, Materials, Gas,
Qil-grease, Sublet, Supplies, or Tires. This is indicated by
the first letter, or U for "sUpplies" (since S is Sublet).
Sublet entered on screen #2 does not show up here, but you
can enter it as a class on parts screen #5. This information
comes from the parts inventory file. You can change it on
this screen; if you do, it is changed in the parts inventory
file and the new class will apply to that part number
everywhere in the system.

Cost Each is the cost of the part. This comes from the
parts inventory file, but if you change it here it will not
affect the parts inventory file--the cost you enter only ap-
plies to the part on the current repair order.

Price Each is the price of the part. For non-warranty
repair lines, this comes from the "Sale Price (Each)" field
when they withdraw the part. Its default value comes from the
parts inventory file. It can be changed either when the part
is withdrawn in the parts system, or on this screen; in
either case, the change only affects the particular part and
does not change the price information in the inventory file.
For warranty repairs, the ﬁrice is figured as a fixed markup
of the cost; depending on how your system is set up and how
you are logged in, you may or may not be allowed to change
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warranty prices.

CORRECTING OTHER PARTS ERRORS

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

If the wrong repair order was entered when the part was
withdrawn in the parts system, you must return the part using
the Inauiry Screen of the Parts System. Enter the part num-
ber and press FZ2 to withdraw it. Enter a minus number of the
number that were withdrawn for the auantity. Enter the
repair order number that was entered wrong for the repair
order number. Press Escage to save this negative withdrawal.
Then, enter the part number again and this time withdraw it
as usual, entering the correct information.

[f a part was withdrawn that should not have been, fol-
Tow the above procedure to return it to inventory, but do not
withdraw it again.

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

[f the description is wrong, double-check the part num-
ber first. The description normally comes from the
manufacturer's price update and should be correct. If it
needs to be changed or is missing, it can be entered in the
New Parts or Update program in the Parts System (Program if5
on the Parts Menu).

[f 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 program in the Parts
System (Program #5 on the Parts Menu).

INFORMATION PRINTED ON CLOSED REPAIR ORDERS

There are five sections of information printed on the
repair order when closing it: parts information, Tabor
information, other charges, payment amounts, and accounting
information.

The parts information is stored in the system when parts

are withdrawn using the Inquiry screen of the Parts System.
When the part is withdrawn, this information is printed on
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the hard copy of the repair order. It is also stored in the
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 part is
withdrawn in the Parts System. The price is figured as a
fixed markup on the cost if the part belongs to a warranty
repair, otherwise it uses the Tist price. The Tist price is
stored in the Parts File but can be changed when the part is
withdrawn. The cost is stored in the Parts Inventory file.

The Tabor information consists of the Tines that were
$r1nted using the Close Repair Order Line program. These
ines are the Tine letter, the concern description (if not
printed on the original repair order), the cause and correc-
tion of the problem, the Tlabor operation code and
description, and the price. The amounts by technician and
the cost are not printed.

The other charges are printed below the parts
information. This section consists of the prices of parts
that have a class other than P. The class is stored in the
Parts File; besides P for Part it can be M for paint & body
Material, A for Accessory, U for Supplies, T for Tires or G
for Gas o1l and grease. This section also contains the
Sublet and Freight amounts that were entered in Program 7f2
(Close Repair Order Line). The sublet amounts are broken
down into Tabor, parts and other for each Tine for customer
pay items; for warranty and internal they are combined. This
separation of customer pay sublet is to give the customer
greater detail and to separate the amounts that sales tax is
8a1%u1ated on in states where sublet parts are taxed by the

ealer.

The payment amounts are printed below the Tabor
information. This is the total amount due from the customer
or from the warranty claim or from internal sales accounts.
Th$ am%unt is broken down to show parts, Tabor, other and
sales tax.

The accounting 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 it is set up. These records can be
entered in the account and tax set-up program, accessed by
pressing F6 at the main menu and selecting ##71. There is a
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
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sales account. The total of the sale prices plus the tax is
debited to the ?agment account, which is a temporary account
number that will be changed when the accounting deBartment
enters the repair order. This payment account numper is
segarate for customer pay, warranty pay, and internal repair
orders.

The cost and price that are used for the accounting in-
formation comes from one of three places depending on the
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 File; it 1s recorded in the Sales
File when the part is withdrawn, so the cost is the cost at
the time of withdrawal. This cost can be changed on the
Parts Screen of this program. The price is a fixed markup of
the cost if the part corresponds to a warranty repair. If it
is for a customer-pay or internal 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. If the part is not in
inventory, the cost and price are entered when the part is
withdrawn using the F3 T option from Inquiry.

For Tabor accounts, the cost and price come from the
technician Tines of the Close Repair Order Line screen
(Program #2). These lines are copied from the Labor Time
Guide screen if it is used. The price equals the total of
thetprices for each line that are Tisted in the Tlabor
section.

For sublet and freight accounts, the cost and price are

entered in the lower left corner of the Close Repair Order
Line screen.
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SCHEDULE APPOINTMENTS (MENU #H4)

Screen 7-9: SCHEDULE APPOINTMENTS (DISPLAY OF SHOP HOURS)

SYSTEM S SCHEDULE APPOINTMENTS BY JARVIS COMPUTER SOFTWARE (C) 1991.
ALL RIGHTS RESERVED.

STARTING DATE: 10/04/91 DAY : __ TECH#: __  TIME: _: _

CUSTOMER # (F6 TO LOOK-UP): NAME :
TABLE #: __  MILES: DURATION
REPAIRS: ___ -
CONCERNS:

1 PER

LINE

Shop hours by date beginning 10/04/91
Hours 0 4 8 12 16 20 24 28 32
10-04 Fri Atxkddktbrkddrkdtrs
10-05 Sat  ***
10-06 Sun
10-07 Mon
10-08 Tue
10-09 Wed
10-10 Thu
10-11 Fri
10-12 Sat
10-13 Sun
10-14 Mon
10-15 Tue
F1=CLEAR FIELD, F2=NEXT, F3=0PTIONS, F4=PREVIOUS, F5=EXIT, F6=LOOK-UP, F7=HELP.

PURPOSE OF SCHEDULE APPOINTMENTS

The Schedule Appointments program maintains daily
schedules for your technicians. It helps you schedule a?-
pointments efficiently by graphically displaying the daily

workload of the whole shop as well as the work Toad 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 will
probably find it useful.

FIELDS ON SCHEDULE APPOINTMENTS SCREEN

The Starting Date fields indicate 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 ret%ping the month and year. The
entry will be rejected if the day you entered is not dis-
played on the screen.

The Technician Number is the 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.
This is entered as a twelve-hour time with A or P to indicate
AM or PM. You can also use N and M for Noon and Midnight.
This field is checked to be sure that it is during the
technician's working hours, according to screen #f14. If not,
the system beeps to warn %ou, but allows entry. The time
must also not overlap with existing appointments, but this is
?n1¥dchecked when you hit Escape, not when you enter the

ield.

The Customer Number field is filled in with the customer
code. If the customer information is in the accounting sys-
tem and you know the number, you may enter it in this field
to bring up the customer name automatically. This field is
optional; just leave it blank if you are scheduling a cus-
tomer who 1s not in the system. You may also Took up a cus-
tomer by pressing F6, which transfers you to the Look-Up
screen as described in the section on Print R.0.'s. If the
vehicle is already in the system, it is best to use F6 to
Took it up instead of filling in the customer number. The
customer number, name and table number are all filled in
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automatically if you do this.

The Customer Name field is filled in automatically if
the customer number is entered or the vehicle is looked up;
otherwise you must fill it in.

The Table Number is the number of the Time and Mileage
table to use when making estimates. If you look u? the
vehicle the system fills in this field automatically. This
field is optional; if you leave it blank, the system will not
estimate the time.

The Miles 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 Took-up.

The Repair fields are for either the numbers of the
reﬁair categories or the concern 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 time for the repairs will be
displayed in the duration field as you enter the repair
numpers. You may enter up to fifteen repair numbers. These
fields will be rejected if the number does not exist either
in the 1ist of repair categories (as en red in Program #13)
or in the 1ist of concern codes. You may not blank the field
unless it is the rightmost field that you have entered.

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

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

SYSTEM S SCHEDULE APPOINTMENTS BY JARVIS COMPUTER SOFTWARE (C) 1991.
ALL RIGHTS RESERVED.

STARTING DATE: 10/04/91  DAY: 04  TECH #: __  TIME:

CUSTOMER # (F6 TO LOOK-UP): NAME :
TABLE #: __  MILES: DURATION
REPAIRS: __ -
CONCERNS:

1 PER

LINE

Technician hours for Fri 10/04/91

Hours 0 1 2 3 4 5 6 7
01 JACK COOPER ~  okbbbbbbordoobicsnooooios i onooooioodooaonooooo oo
02 KEVIN CHANDLER ~ kkkkkkkkkkkrriis
03 SHERRY MONROE =~ Folbtnoooiosotinnioooiooixo
04 KARL SCHMIDT
05 CALLIE MCDOUGAL — FRFFIRAARRRAAAAAAAAAAAA

FI=CLEAR FIELD, F2=NEXT, F3=0OPTIONS, FA4=PREVIOUS, F5=EXIT, F6=LOOK-UP, F7=HELP.

HOW TO SCHEDULE AN 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. If you have
more than one page of technicians, press F2 and F4 to display
the other pages.

Select a technician to schedule by filling in the
Technician field. This displays the technician's schedule
for the selected day. As usual, the F2 and F4 keys can be
used to go through the 1ist if there is more than one screen.
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Screen 7-11: SCHEDULE APPOINTMENTS (DAILY SCHEDULE)

SYSTEM S SCHEDULE APPOINTMENTS BY JARVIS COMPUTER SOFTWARE (C) 1991.
ALL RIGHTS RESERVED.

STARTING DATE: 10/04/91  DAY: 04  TECH #: 01  TIME: _: _
CUSTOMER # (F6 TO LOOK-UP): NAME :
TABLE #: __  MILES: DURATION
REPAIRS: __
CONCERNS:

1 PER

LINE

Schedule for Fri 10/04/91 for technician 01 JACK COOPER
Time 8 9 10 11 12 1 2 3 4

*)kkk *kkhkkkkhkkkkhkhkikk
Time Customer Year Make Phone # Duration Repairs
1. 9:00A Carla Wright 93 CADL 507 454-2575 1.0 01 02
2. 12:00P Polly Johannsen 95 PONT 507 452-2938 0.5 04
3. 12:30P August Schmied 89 PONT 507 454 2950 1.5 12

FI=CLEAR FIELD, F2=NEXT, F3=0OPTIONS, FA4=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

Eﬁck ﬁnd fill it in before you can save the appointment,
ough.

Next enter the time of day at which you want to make the
appointment. The system will beep to warn iou 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 Took-up will automatically fill in the cus-
tomer code, customer and table number, and it will display
the service recommended for the vehicle. It will also save
you the work of using the Took-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 7-12: SCHEDULE APPOINTMENTS (REPAIR TYPES)

STARTING DATE: 10/04/91 DAY: 04 TECH #: 01 TIME: 06:00 P
CUSTOMER # (F6 TO LOOK-UP): .00097  NAME: Howard_Campbell
TABLE #: 01 MILES: DURATION
REPAIRS: __
CONCERNS :

1 PER

LINE

Repair categories

Number Description Est. Time Price
01 LUBR,OIL & FILTER .75 26
02 ROTATE TIRES 1.5 34
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

10 EGR INSPECTION

11 WAX EXTERIOR VEHICLE

12 ALIGN FRONT END

FI=CLEAR FIELD, F2=NEXT, F3=0OPTIONS, FA4=PREVIOUS, F5=EXIT, F6=LOOK-UP, F7=HELP.

especially if you know the vehicle is not in the system.

Just continue to enter the fields. The customer number is
optional; if you enter it the customer name will be filled in
automatically. The table number is also optional, but fill-
ing it in will allow the system to add up the estimated times
using that table.

When you are in the repair number field, a Tist of the
repair categories is displayed. Depending on whether you
have Tooked 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
ou have s?ecified a time and mileage table and that table
as times listed for the repairs you entered, the duration

field should be filled in with the estimated time; you ma
change it if you want. This estimated time is based on the
total time of the repairs you have indicated multiplied by
the time correction factor from the Technician List (Program
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Screen 7-13: SCHEDULE APPOINTMENTS (RECOMMENDATIONS)

STARTING DATE: 10/04/91 DAY : 04  TECH #: 01  TIME: 06:00 P

CUSTOMER # (F6 TO LOOK-UP): .00097  NAME: Howard_Campbell

TABLE #: 01 MILES: _99000 DURATION
REPAIRS: 1_04 06 08 __
Repair categories

Number Description Est. Time Price Rec. Number
01 LUBR,OIL & FILTER .75 26 01
02 ROTATE TIRES 1.5 34w 02
03 CHECK TRANSMISSION FLD 03
04 CHECK BRAKES .25 h oo 04
05 ENGINE BELTS INSPECT 05
06 CHECK ANTIFREEZE 06
07 TUNE UP ENGINE 07
08 SPARK PLUG WIRING 08
09 REPLACE PCV VALVE 09
10 EGR INSPECTION 10
12 WAX EXTERIOR VEHICLE 12
13 ALIGN FRONT END 13
14 BALANCE TIRES 14

FI=CLEAR FIELD, F2=NEXT, F3=0OPTIONS, FA4=PREVIOUS, F5=EXIT, F6=LOOK-UP, F7=HELP.

14) for the selected technician. If a repair does not have
its time filled in in the time and mileage table, the es-
timated time will not include the time for that repair.

You may at any ﬁoint move back to fields that you have
already entered to change the information in them. When you
move from field to field, the different 1lists will be dis-
played depending on the field you are on.

Press Escape to save the appointment. The system will
beep and not save the a?pointment if required fields are
missing (the cursor will be positioned on the required field)
or if the time and duration you selected would overlap an
$xist}ng]a§pointment (the cursor will be positioned on the

ime field).
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HOW TO PRINT SCHEDULED REPAIR ORDERS

To print repair orders for customers with an
appointment, press the Enter key on the date fields so that
today's date is filled in. Fill in 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, eress Enter and all
aﬁpointments for today are displayed. You may need to use
the F2 and F4 keys to go forward and backward one page at a
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 Tine.

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 Tooking up customers and printing
repair orders as described in Chapters 3 & 4.

HOW TO 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 apBointments are displayed. Then, press the F3
key and select Delete. Enter the number of the apﬁointment
you want to delete, press Enter, and answer Y to the
verification.

HOW TO DISPLAY AND PRINT OUT APPOINTMENTS

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

Bar graph of ShOﬁ 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 times, prices and recommendations

To print or Took at these lists, follow the same procedure as
you do to make an appointment until the 1ist 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
that is displayed. When printing, the entire Tist is
printed, not just the part that fits on the screen.
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VEHICLE STATUS (MENU #5)

Screen 8-14: VEHICLE STATUS - FIRST SCREEN

VEHICLE STATUS BY JARVIS COMPUTER SOFTWARE ~COPYRIGHT (C) 1993

REPAIR ORDER NUMBER:
ESC=SHOW STATUS.
F1=CLEAR FIELD, F2/F4=PAGE FORWARD/BACKWARD, F3=0PTIONS, F5=EXIT, F7=HELP.

R.0. #f MAKE MODEL YEAR CUSTOMER STATUS
A10281 CHEV CAPRICE 91 Spiegel, Joshua Open
A10285 CHEV CAPRICE 92 Thomson, Mary Open
A10282 CHEV SPRINT 91 Heisenberg, Brenda P.0.
A10283 GEO METRO 92 Rogers, Barney Closed

PURPOSE OF VEHICLE STATUS

The Vehicle Status screen auick1y shows the status of a
vehicle currently being serviced, allowing you to re5ﬁond
promptly to customer inquiries. The screen shows whic
repairs are completed (that is, they have been entered into
the Close Line program), and the estimated or actual costs of
the repairs.

FUNCTION KEYS USED BY VEHICLE STATUS (FIRST SCREEN)

F1  clears the Repair Order number field.
F2  shows the next page of vehicles.

F3  Presents this menu bar:
Name Fkeys Change status Print Quit

F3 N Prompts for a name. The system will then display only
the repair orders with that name, instead of the com-
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Screen 8-15: VEHICLE STATUS - SECOND (STATUS) SCREEN

AL0281 CHEV CAPRICE 91  Spiegel, Joshua VEHICLE STATUS
ADVISOR: VICZ VERA ZAPPA (C) 1993 JARVIS COMPUTER SOFTWARE
---------------------- COMPLETED -------------=--=--  LABOR  OTHER DAY/TIME
WINDSHIELD WIPERS DON'T WORK ON INTERMITTENT 9.9 9.9 21 13:20
LUBE, OIL, FILTER 3.00  7.95 21 10:33
9.9 9.9
------------------------ NOT COMPLETED -------------  LABOR  OTHER
ENGINE OVERHEATS IN SLOW TRAFFIC 9.9 9.9
CHECK ANTIFREEZE 3.00 7.9
9.9 9.9

Fo=EXIT, F6=VIEW CAUSE & FIX, F3=CHANGE STATUS, F7=HELP.

Screen 8-16: VEHICLE STATUS - THIRD (CONCERN) SCREEN

A 02 WINDSHIELD WIPERS DON'T WORK ON INTERMITTENT
BAD DIODE IN TIMER
REPLACED DIODE

B PI ENGINE OVERHEATS IN SLOW TRAFFIC

Fo5=EXIT, F6=SHOW LINES & PRICES

plete Tist. You need to type only the first few letters
of the name. If you want to display the whole 1ist
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 Changes the status of an open repair order. Press F3 C

first, then you will be prompted for a repair order
number, and 1ts new status. The status can be either
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Open, Parts-on-order, or Inactive. If you print route
sheets, only Open repair orders show u?. There is no
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 a routing sheet, listing all open repair orders
except those whose status has been changed to Inactive
or Parts-on-order.

F3 Q Does nothing.

F4  shows the previous page of vehicles.

F5 exits the program and returns to the main menu.
F7 display help screen.

FUNCTION KEYS USED BY STATUS AND CONCERN SCREENS

F3  Change the status of an open repair order. Same as F3 C
on the first screen, except it affects the repair order
that is disﬁ1ayed instead of prompting for it. Has no
effect if the repair order is closed.

F5 Returns to the first screen (the Tist of R.0.'s).

F6  switches between the complaint screen and the status
screen.

F7 display help screen.
USE OF VEHICLE STATUS

The first screen 1ists 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 shows the
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-
B1eted only if it has been entered in program #2, Close

epair Order Line. The description of the repair is either
the concern 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 concern, cause and correction descriptions,
press the F6 function key from the status screen. This shows
the Tine letter, concern code and description of what was
wrong and what was done for completed repairs. It shows only
the Tine letter and concern code and description for uncom-
pleted repairs. Press F6 again to return to the status
screen.

Press F5 to return to the first screen, where you may

either enter another repair order number, or press Fb again
to return to the main menu.
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ENTER CUSTOMERS (MENU #10)

Screen 9-10: CUSTOMER

SYSTEM S CUSTOMERS ~ BY JARVIS COMPUTER SOFTWARE. (C) 1995

CUSTOMER CODE: .
NAME :
ADDRESS:

CITY: STATE: __ ZIPCODE: -

SHIPPING ADDRESS
NAME :
ADDRESS:

CITY: STATE: __ ZIPCODE: -
PHONE: () ___
WORK PHONE: () __ - X

CONTACT:

SALES TAX CODE: GROUP CODE: __

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
$1an to pay on credit if you are using the accounting system.

hese customers must be entered through the Accounts
Receivable system (Menu #10) so that their account numbers
exist. Customers in the Accounts Receivable file do not need
to be stored in the Service Merchandising customer file.
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FUNCTION KEYS

F1  clears the current field.

F3
Same Delete Autocaps Lookup Notes Fkeys Quit

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

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

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

F3 N transfers you to the Notes screen.
F3 L Tookup a customer code from name.
F3 F allows you to program function keys F8 to F12.

F5 ﬁxits the program and returns to the System S Master
enu.

F7 displays the help screen.
FIELDS ON CUSTOMER SCREEN

The first field is the code assigned the customer. If
the information for that customer has been entered it is
displayed, or else the rest of the fields are cleared. When
the Look-up Screen brings up the customer screen to assign a
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 if you
want. These customer codes are numeric and start with a
pegiod 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 billing name Tast-
name-first so the reports alphabetize by last name. If this
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 customer is
taxed. The possible codes are set up in the Accounts
Receivable system; they usually consist of the two-letter
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 grou
customers. It is possible to set up the system so that the
group cgde indicates customers who automatically get a

iscount.

USE

Enter the five digits of the customer code. If the
customer code is already entered into the system, data will
fill the fields. If this is a new customer code, a beep will
sound and the remaining fields will 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 disBlayed should be
the one that you want to delete. Press F3 D to delete it.

If you just want to Took 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.

ENTER VEHICLES (MENU #11)

Screen 10-11: ENTER VEHICLE RECORDS (MASTER MENU #11)

VEHICLE DATA ENTRY BY JARVIS COMPUTER SOFTWARE (C) COPYRIGHT 1991, 1995
ALL RIGHTS RESERVED.

VIN: CUSTOMER ##:
STOCK #F:

SALE DATE: _/ / TABLE: IN USE BY DLR: _
MAKE : MODEL: BODY: YEAR: COLOR:
ODOMETER TYPE (M,K): _
TYPE (A,T,M,B,0): _ CYLINDERS: __  UPC: NEW, USED, LEASED: _
PLATE: WARRANTY DATE: _ - -

SALES REP.:
COMMENTS::

NUMBER  COMPANY 1000 MILES MONTHS DEDUCTIBLE
WARRANTY :
EXTENDED WARRANTY:
POWER TRAIN WARRANTY:

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

PURPOSE OF VEHICLE DATA ENTRY

The main use of the Vehicle 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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FUNCTION KEYS USED IN VEHICLE DATA ENTRY

F1
F2

F4
F5

F7

F3

F3 L

F3 P

F3 D

F3 C

F3 A

May 13, 2010

clears the current field.

displays the next vehicle record. The records are
usually ordered by the VIN read backward.

displays the previous vehicle record.

exits from this program and returns to the System S
master menu. A menu bar is displayed to make sure you
really want to quit.

display help screen.
presents this menu bar:

Lookup Print Display Cash_cust. A/r_cust. Fkeys
Remove Tables Vin_change Quit

Lookup is used to find a vehicle by entering some-
thing other than the VIN. It presents the same Tookup
screen that is used when printing R.0.'s and in
several other programs (see Chapter 3, page 16).

Print prints a report 1isting all the vehicles in the
Service Merchandising S%stem. 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
filled in if you just hit Enter on these fields.

This is so that if the printer mangles part of the
1isting, you can reprint just the part you need.

Display produces the same report as Print, but dis-
plays 1t on the screen one screen at a time instead
of printing it. When the system requests you to hit
Enter for the next screen, iou may also press Esc or
Ctr1-C (hold down the Ctrl key while you press C) to
get back to the main screen without displaying the
rest of the Tist.

Cash_cust lets you select, add or change a cash
customer. (These are customers that are not in the
Accounts Receivable system.) Use F3 A to select A/R
customers.

A/r_cust lets you select, add or change an Accounts
Receivable customer. (These are customers that are in
the Accounts Receivable system.) Use F3 C to select
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cash customers.

F3 F Fkeys lets you define one of the function keys F8-
F12, so that when you press it a predefined sequence
of keys is typed. You can use this feature to define
things you commonly type in repeatedly, such as the
names of makes and models. Each program remembers
its own set of function key definitions.

F3 R Remove deletes the vehicle record that is displayed.
You must answer Y to confirm it. The system will
wa;n ¥ou if there is any repair order history for the
vehicle.

If the vehicle you deleted was owned by a cash cus-
tomer who does not own any other vehicles, the system
will ask you whether or not to delete the customer
information. If you answer Y, the customer is
deleted as if you deleted him in program #10. If you
answer N, the customer information will remain
available and can be looked up and added to another
vehicle later.

F3 T Tables displays a Tist of time and mileage tables,
and allows you to select one. This only works when
the cursor is on the table field.

F3 V Vin_change prompts you for a new vehicle identifica-
tion number and changes it on the record that is
currently displayed. This change takes effect
whether or not you press Escape to save the record.
This oRtion is needed because if you try to change
the VIN field, the system will assume you want to
enter a new vehicle with that VIN. When you change
the VIN with this option, any history records for the
vehicle are changed also, so that they will still be
associated with that vehicle. It will not update
F & I or accounting files, however.

FIELDS IN VEHICLE DATA ENTRY SCREEN

The VIN 1is the vehicle identification number. It is the
"key" for the file, meaning you normally enter it to bring up
the data for the vehicle. (You can however use F3 L, if you
don't know the VIN of an existing vehicle.) If you type in a
VIN that has not been entered into the system already, the
system assumes it is a new car, beeps and clears the other
fields. To change the VIN, you must use the F3 Vin_change
option described above. If you leave the VIN field blank, the
system either beeps and forces you to reenter it, or fills in
an imaginary VIN that you must change later, depending on how
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your system is configured.

When you enter the VIN field, the system displays one of
these messages:

BAD CHARACTER IN VIN The VIN contains something
other than the allowed letters
and numbers, such as a punctua-
tion mark or one of the letters
that they don't use in VINs.

BAD CHECK DIGIT IN VIN The checksum is wrong. This 1is
S?ﬁCked only on 17-character
S.

NOT 17 CHARACTERS IN VIN The VIN is not 10, 11, 12, 13,
14 or 17 characters long.

10-14 DIGIT VINS ASSUMED OKAY This message is always
displayed if the VIN is between
10 and 14 characters Tong--no
other checking is done on these.

VIN AND CHECK DIGIT OKAY The VIN is 17-characters, and
the checksum is correct.

The messages are warnings only--you can save the vehicle
information no matter which of these messages you get.

The customer field contains the customer code of the
owner of the car. This code should have been entered using
either program #10 on the master menu, or program #10 on the
Accounts Receivable menu. If it has not, press F3 C or F3 A,
and select N to enter the customer information. When an ex-
isting customer code is entered, the name of the customer
(obtained from the customer file) is displayed after it. A
nonexistent customer code can be entered here, but it is
usually not a good idea.

The stock # is the stock number of unsold vehicles. It
can normally be left blank. It is filled in automaticall
gﬂen you transfer vehicles in inventory to do service work on

em.

The sale date is the date the customer bought the
vehicle. It is assumed to be the date of last service when
making recommendations if there is no history. It is not
required to be filled in.

The table is the number of the time and mileage table

used to make recommendations. You can have up to 99 of these
tables; program #13 is used to enter them. When you have
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entered a table number, the description of the table is dis-
played next to it. You can press F3 T on this field to look
up the tables.

The In Use by D1r field should normally be answered N.
Answer Y if the vehicle is owned by the dealer and for the
dealer's own use, such as a loaner or wrecker. This field
@ﬁy afﬁec% the taxability of internal repair orders done on

e vehicle.

Make, model, body, year, color, odometer tyBe and
cylinders describe the vehicle. Make should be abbreviated by
the first four letters; the system knows how to spell it out
on repair orders. (Exception: abbreviate Mercedes Benz as
MERB to distinguish it from Mercury.) The year and the make
will default to values determined from the VIN.

The ty?e is a letter indicating whether the vehicle is
an automobile, truck, motorcycle, boat or other.

The UPC field contains codes that describe the options
the vehicle has. This field can be printed on the repair
order, but is not otherwise used; so you can use it for some
other purpose.

New, Used, or Lease is entered with either N, U, or L.

Plate is the license plate. This item can be used later
to Took up the car. It can also be entered on the Print
Repair Order screen.

Warranty date is the start date of any warranties.

Sales rep is the initials of the person who sold them
the vehicle. This field can be left blank. Leave it blank
if they did not buy the vehicle at your dealership.

The two comment Tines can contain any other information
about the vehicle that you want the computer to store. These
can be printed on the repair order. They show up on the
Print Repair Order screen and can be changed there.

The Tlast twelve fields contain warranty information.
This information can be printed on the repair order. The
Customer List & Mailings program can use this information to
decide whose information to print. The Look Up Screen indi-
cates with an "*" in the last column whether this warranty
information has been entered.
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USE OF VEHICLE DATA ENTRY

To Took up an existing vehicle or to enter a new
vehicle, enter its VIN. For an existing vehicle, you only
need to enter the last eight characters of the VIN. If it is
new the computer will beep; if it exists the information will
be displayed. If it is new and you are going to enter it,
enter the full VIN before you go on, not just the last eight
characters.

If, when you enter the VIN, the computer beeps but does
not move the cursor off the VIN field, you have entered a VIN
that is not unique in the last eight characters with some-
thing already in the system. To fix this, enter only the
last eight characters of the VIN; this will bring up a
vehicle. You may then correct the VIN using F3 V, delete the
th1c1e using F3 R, or leave it alone if it is correct as
shown.

Enter or change the information and press Escape to save
it. If the manufacturer, engine and year characters in the
VIN are not found in the Required Parts table, the system
will transfer you to the Required Parts grogram (#:17) to
enter this information. You may press F5 immediately if you
do not have the part numbers available to enter, else enter
this information. The information is not required to print
repair orders, but is needed to calculate parts estimates and
to check that parts are available. After you have entered the
required parts information, press F5 to return to the vehicle
screen.

To display or print a list of the vehicles recorded in
the vehicle file, press F3 D or F3 P.
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11.

ENTER REPAIR CATEGORIES (MENU #12)

REPAIR CATEGORIES

NUMBER ~ OLD #
1 01
02 02
03 03
04 04
05 05
06 06
07 07
08 08
09 09
10 10
11 11
12 12
13 13
14 14
15 15
16 16
17 17
18 18
19 19
20 20

Screen 11-12: REPAIR CATEGORIES

ALL RIGHTS RESERVED.
DESCRIPTION

RADIATOR
REPLACE BELTS
REPLACE HOSES
LUBRICATE
OIL CHANGE
POINTS AND/OR PLUGS
OIL FILTER
GAS FILTER
AIR FILTER
PCV VALVE
EGR VALVE
WIPER BLADES
RUN COMPUTER CHECK
TRANSMISSION FLUID
ALIGN WHEELS
ROTATE TIRES
SNOW TIRES
WASH & WAX
EMISSION CHECK
SAFETY INSPECTION

NUMBER
21
22
23

OLD #
21
22
23

BY JARVIS COMPUTER SOFTWARE (C) 1992, 1993, 1995.

DESCRIPTION
CHECK FLUID LEVELS
RUSTPROOFING
RECHARGE BATTERY

FI=CLEAR, F2=NEXT, F3=OPTIONS, F4=PREV, F5=EXIT, F6=SWITCH, F7=HELP, ESC=SAVE.

PURPOSE OF REPAIR CATEGORIES

This program is used to set u
and maintenance procedures initial

necessary.
service
for reports.
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the categories of repairs
, and to change them if

. These categories of repairs are used to maintain
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USE OF REPAIR CATEGORIES

To enter new repair categories, or enter them for the
first time, move the cursor to the first blank field and
start typing in the information. You can move back to change
anything you may have typed wrong. You may enter the infor-
mation 1in an% order, since the system will automatically put
it in order by the number. If you want to enter more than
twenty repair categories, press F6 to go to the other half of
the screen, F2 to go to the next page, and F4 to go back to
the previous page. When you have entered everything, press
ESC to save it.

To rearrange existing category numbers, type each
category's new number on top of the old one. You can then
add a new category at the end and assign it the old number,
or change another category to the old number. When you press
ESC to save the changes, the data in the history file and in
the time-and-mileage file will be changed from using the old
numbers to using the new numbers, so that R.0.s entered
begore the change will still show the repair types that were
made.

To change the wording or spelling of a repair, put the
cursor on its number and press F3 C. This allows you to
reenter its description field. Be careful that you only use
this to correct misspellings or while setting up the system
prior to actually using it. If you have history records and
you change the description of a repair this way, the history
records already in the system will show the new repair
description instead of what was actually done. To replace a
repair type without destroying existing history information,
renumber the old repair (if you do not want to use the
category anymore, give it a high number), then enter the new
repair on a blank Tine.
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12.

ENTER TIME AND MILEAGE TABLES (MENU #13)

Screen 12-13: TIME AND MILEAGE TABLES

TIME AND MILEAGE TABLES BY JARVIS COMPUTER SOFTWARE COPYRIGHT (C) 1991, 2001.

TABLE #: 01 GAS ENGINE LT VEHICLE
MILES ~ LABOR LABOR PARTS OTHER FORCE NON-

## DESCRIPTION MONTHS (1000) TIME PRICE PRICE PRICE DISC. APPL.
01 OIL & FILTER 02 02 _0.50 _8.00 _4.50 _6.00 Y N
02 TIRE ROTATION 2 2 ___10.00 N N
03 REPLACE SPARK PLUGS 14 1z _6.00 _3.00 Y N
04 PCV VALVE REPLACE _ N N
05 DIESEL OIL CHANGE _ _ N Y
06 BALANCE WHEELS 06 06 N N
07 FLUSH COOLING SYSTEM  _7 _7 N N
08 BRAKE INSPECTION 8 8 N N
09 A/C RECHARGE 10 10 N N
10 CHECK BATTERY 9 9 N N
11 INTERIOR DETAILING _ N N
12 WASH & WAX _ _ N N
13 AIM HEADLIGHTS _ N N
14 ANTENNAE SERVICE _ _ N N
15 WINDSHIELD PATCH _ _ N N
16 MULTIPOINT INPSECTION __ N N

F1=CLEAR CURRENT FIELD, FZ2=NEXT PAGE, F3=OPTIONS (PRINT or COPY),
F7=HELP, FA=PREVIOUS PAGE, F5=EXIT, ESC=SAVE CHANGES.

PURPOSE OF TIME AND MILEAGE TABLE ENTRY

The Time and Mileage tables describe the recommended
time or mileage between maintenance repairs. The system uses
these tables to recommend repairs when printing repair orders
or showing a vehicle's history.

This program is used to enter these tables initially, to

change them if necessary, and to add new tables. You can
have up to 99 different tables, so that the system can use
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the closest table to the actual recommendations based upon
the model and size of the car.

USE OF TIME AND MILEAGE TABLE ENTRY

First enter the number of the table. If it is a new
table, the screen will be cleared, else the table is
dis?1ayed. FolTowing the number is a description of the
table; this can be anything you want, such as the model the
table is intended for. You can have up to 99 tables; the
number of the table to use for a particular vehicle is stored
in the vehicle file. Table number one is the default table;
this means that "01" is displayed in the table number field
when entering new cars or scheduling new customers.

The rest of the screen consists of ten columns. The
first two columns are filled in automatically with the number
and name of the repair categories, as entered in Program #12.
The next two columns are for the number of months between
repairs, and the number of miles (in thousands) between
repairs. If you leave both of these fields blank on a par-
ticular Tine, that repair will never be recommended for
vehicles that use the table. If you fill in one or the other
of the fields, that repair will be recommended when the
specified amount of time or mileage has elapsed. If you fill
in both, the recommendation will be made as soon as either
the time or mileage has elapsed.

The last five columns are for the standard time and
prices. If you have standard prices for maintenance
categories, put the technician's time, labor price, parts and
other prices in these columns. If the repair does not have a
standard price, leave these columns blank. These prices will
come up in the estimate fields when the repair order is
printed; you will be able to change them at that time.

The 'FORCE DISCOUNT' column indicates whether the Close
Repair Order program should force the parts and other es-
timates to be used. It does this by putting the difference
in the discount amount, if the actual parts and other charges
are more than the estimate. If you answer N to Force Disc.,
the Close Repair Order program will show the actual parts and
other charges.

The 'NON-APPLICABLE' column is used by the Print Repair
Order program to inhibit display of this repair order
c$tegoryNwhen this type of vehicle is being serviced. Answer
| | or\ | I.

There are usually several pages of repairs; pressing the

F2 or F4 function keys moves you forward or backward a page,
respectively. You will also move forward or backward a page
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when you try to move off the bottom or top of the screen.

If you are entering a new table and have already set up
a similar table, you can save time by copying the table and
just changing the repairs that are different. Do this by
pressing F3 and then C for copy. This displays your existing
tables; press S for Select, then enter the number of the
table %ou want to copy. You can ﬁress Q for Quit if you want
to go back to the main screen without co?ying an%thing. The
Up and Down selections are used to scroll through the Tist of
tables if there are more of them than fit on the screen.

When you have entered or changed the table, press the
Escape key to save it. If you do not want to save your
changes, either enter a new table number or press F5 to exit
the program.

The F7 key will display the help screen.

You may Erint the table that is currently displayed by
pressing the F3 key and then P for print.

TROUBLESHOOTING

If you cannot get to the last three fields, your system
is not set up for parts menu pricing. If you want to use it,
contact us to resize the tm file to 2822 bytes.
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13.

ENTER TECHNICIANS (MENU #14)

Screen 13-14: TECHNICIANS (MASTER MENU #14)

ENTER TECHNICIAN DATA BY JARVIS COMPUTER SOFTWARE (C) 1992
TECHNICIAN NUMBER: __ EMPLOYEE #: __ NAME:
TIME CORRECTION FACTOR: RATE: SOCIAL SEC. #: - -

Mon
Tue
Wed
Thu
Fri
Sat
Sun

TYPE SUBTYPE RATE

-=-= WORKING HOURS -----------

IN ouT IN ouT

ENTER HOURS IN MILITARY
TIME--FOR INSTANCE 4:30 PM
IS 1630. THEY ARE ROUNDED
TO QUARTER HOURS.

F1=CLEAR CURRENT FIELD, F2=NEXT, F3=0PTIONS, F4=PREVIOQUS, F5=EXIT, ESC=SAVE.

F7=HELP.

PURPOSE OF TECHNICIAN PROGRAM

The Technicians program is used to enter, maintain,
display and print the technicians file. This file contains
the names of your mechanics or technicians and assigns them
each a two-digit number. This code is stored in the vehicle
history record to indicate which technician worked on the

vehicle.

It is printed or displayed on the vehicle history

report and on the repair order.
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FUNCTION KEYS IN TECHNICIAN PROGRAM

F1  clears the current field

F2 displays the next technician's information (in order by
technician number)

F4 displays the previous technician's information (in order
by technician number)

F3 lets you select an option on this menu:
Print Copy_hours Delete Fkeys Quit

F3 P Prints a 1ist of the technicians, one per line, showing
each one's number, name, correction factor, and rate.
There is no option to print out the other information.

F3 C Copies the working hours from the previous 1ine, when
you are entering the working hours section. There is no
shortcut way of copﬁing another technician's hours or
copying anything other than the previous day.

F3 D Deletes the current technician record. Do not delete
technicians when they quit, because the information
should still be kept in the service history.

F3 F Allows you to define function keys F8-F12.
F3 Q Lets you quit from the menu bar without doing anything.
FIELDS IN TECHNICIAN PROGRAM

The technician number is a number assigned to each
technician. This number is used when entering Tabor so you
do not have to type the full name. If you have the payroll
system, you may want to use the Tast two digits of the
e$p1oyee number so that you have fewer numbers to keep track
of.

The employee number is the three-digit code assigned in
payroll. If you do not have the payroll system, you cannot
enter this field. If you do, enter the technician's employee
number here. Entering this number will copy the employee's
name and social security number from the payroll system so
you do not have to re-enter it. The main purpose of the
employee number is to save you typing information already in
the payroll system. It could be printed on repair orders or
used to schedule the labor-in-process account.

The name is the technician's name. You can configure
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the system to print the first five letters on the Tabor Tines
of repair orders. Besides that, the name is used only on the
technician report and in this program.

The Correction Factor is an adjustment to be made to the
technician's times when scheduling appointments for that
technician. This number is multiplied by the time given in
the time and mileage table to estimate the time for the
repair. Factors Tess than one would indicate that a tech-
nician works faster than usual, while factors greater than
one indicate the technician works slower than usual. This
field is optional; if it's blank the scheduling assumes a
factor of one; that is, the times in the time and mileage
table are used without adjustment to estimate repair times.
The correction factor is not used anywhere except for
scheduling (program ).

The Rate is the rate at which the technician is paid.
It is used to calculate cost of labor in Program #2, Close
Repair Order Line. You can enter a number followed by a per-
cent sign if you want the cost calculated as that percent of
the price. Otherwise, the rate is the hourly rate based on
the Cost Time fields on the Close R.0. Line screen.

The Tlast four digits of the Social Security Number can
be printed on the repair order and used for warranty claims.
The first five digits are not used anywhere. You normally
need to enter only the last four digits but you have to hit
enter and up-arrow to do that. De?ending on your set-up, the
social security number might display as all stars--then you
need to use F3 S to change it.

Working hours are rounded to quarter-hours and are used
for scheduling appointments, and by the pay-time report to
calculate efficiency. The hours the technician comes in and
goes out should be entered for each day of the week. Some
fields can be left blank if a technician doesn't work on a
particular day of the week or doesn't have a lunch break.

The Tong field after the working hours in not currently
used for anything; you can enter comments there.

The Type, SubtyBe and Rate fields allow you to use a
different cost-of-labor rate for different types of repair
orders. Enter the tyﬁe and subtype with the rate you want to
use; any R.O. types that aren't listed use whatever is in the
Rate field at the top.
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USE OF TECHNICIAN PROGRAM

Enter the code in the first field. If the code is for a
technician whose information has already been entered, the
information will be displayed. If you are entering a new
technician, the fields should all be blank. Do not reuse a
technician number by t%ping over the old technician's
information, or else the service history will be inaccurate
for repairs done by the old technician.

If you are entering a new technician and you have the
accounting system, enter the employee number. This number is
assigned to employees when the payroll information is
entered. It is a good idea to use the last two digits of the
employee number for the technician number. When this number
is entered, the technician's name and social security number
are copied from the payroll system.

Enter the rest of the fields as described above in the
"Fields" section.

If you have added or changed some data and want to save
your changes, press Escape. If you made some changes that
you do not want to save, either press F5 to exit the program
or enter another technician number to bring up the new record
without saving the old one.

The F7 key will display the help screen.
To print out a Tist of the technicians, press function

key F3. (The printout will not reflect changes that you have
not yet saved.)
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14.

ENTER ADVISORS (MENU #15)

Screen 14-15: ADVISORS

ADVISORS BY JARVIS COMPUTER SOFTWARE
(C) COPYRIGHT 1991, 1995. ALL RIGHTS RESERVED.
CODE  NAME SSN CODE  DPC CODE
DBT  DONNA_THOMPSON _ 138 -
EDV EDWARD DEVERE 2589 _
CGT  CARLA_THOMPSON 1591

AVJ  ART_JENSEN _ 3981

F7=HELP.
FI=CLEAR FIELD, F2=NEXT PAGE, F3=OPTIONS, F4=PREVIOUS PAGE, F5=EXIT, ESC=SAVE.

PURPOSE OF ADVISOR PROGRAM

The advisor program is used to set up and add service ad-
visors to the system. You must assign a code of up to three
characters to each advisor. This program maintains a list of
these codes and the names that they correspond to.

Typically, the codes are either initials or numbers.

The codes are entered when printing repair orders to

identify the writer. This information is stored with the
vehicle history. The advisor code or the full name may be
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printed on the repair order.
FIELDS OF ADVISOR PROGRAM
There are three columns of fields.

The Code is the code you want to assign the advisor. It
must be unique for each advisor.

~ The Name is the advisor's name. If you are printing the
advisor's name on the repair order, enter it exactly as you
want 1t to appear.

The SSN code is a code assigned to each advisor that can
be printed on the repair order. It is normally the last four
digits of the advisor's social security number. This field
is optional.

Depending on your set-up, the SSN may be four
characters, or it may the the full SSN divided into three
fields. You may also have a DPC Code column, which is a
four-character code used to interface with DCS systems.
(Technical note: the existence of these optional fields
depends on the advisor data record length.)

USE OF ADVISOR PROGRAM

Simply type over any information you want to change, or add
new names at the end. You should not erase or reassign
codes, since the old codes are keﬁt in the vehicle history
and you do not want to cause the history records to refer to
the wrong people. You may press the FZ2 key to go forward a
page, or F4 to go back a page. If you have changed anything
and want to save it press Escape.

To print out a Tist of the advisors and their codes,
press F3 and select P. If you have changed anything and not
saved it, the changes will not be shown on the printout.

This program exits to the main menu when you hit ESC or
F5. ESC saves the changes, whereas F5 exits without saving.
If you press F5 and you have changed anything, you will be
asked to press Y or N to indicate if you really want to quit.

Press F7 to display the help screen.
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15.

ENTER REPAIR ORDER HISTORY (MENU #16)

Screen 15-16: ENTER R.0. HISTORY - SECOND SCREEN MENU #16

INITIALIZE REPAIR ORDER HISTORY BY JARVIS COMPUTER SOFTWARE (C) 1991.
RO 4 1002 CUSTOMER  Philander Prescott PLATE 583-E0Q
WRITE DATE: 4_-10-91 YEAR 89 MAKE CHRY MODEL NY VIN 83298374829374123
CLOSE DATE ADVISOR VEHICLE TYPE: A
MAINTENANCE DESCRIPTION TECH R.0. TYPE: _ MILEAGE:
_ CODES USED IN "TECH" COLUMN
** = RECOMMENDED
RQ = REQUESTED
XX = DECLINED
NA = NOT APPLICABLE
TR = TECH. RECOMMENDED
DE = DONE ELSEWHERE
CS = CUSTOMER SERVICED
NN = NOT NEEDED
SU = SUBLET

NUMBER = TECHNICIAN NUMBER
COMMENTS

F1=CLEAR CURRENT FIELD, FZ2=NEXT R.O./INSERT,
F3=0PTIONS, F4=PREVIOUS REPAIR ORDER, Fb=EXIT,
F6=CONCERNS/CORRECTIONS, F7=HELP, ESC=SAVE DATA.

PURPOSE OF ENTER HISTORY

This program is used to view history information on
closed repair orders. It can also be used to add history in-
formation for service work done before System S was used, or
for work done somewhere else.
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FUNCTION KEYS USED IN ENTER HISTORY

The function keys are described in the Tower right

corner of the second screen.

F1
F2

F3

F3 P

F3 L

F3 0
F3 R

F3 V
F3 C

F3 A

F3 T

F3 D

May 13, 2010

clears the field that the cursor is on.

has two uses. If the cursor is positioned on one of the
header fields, it displays the next repair order in the

customer's history, in order by repair order number, or

beeps if there are no more. If the cursor is positioned
on the Repair or Tech fields, it inserts a line into the
1ist of repairs.

displays this menu of options:

Parts Labor printOut Repair_sel Vehicle Customer Advisor
Technician Delete Fkeys Quit

displays the parts withdrawn for the repair order.
The Earts screen is the same as the one displayed
by the Close Repair Order program (#£3) when you
press F3 P, except this screen does not allow you
to make changes.

displays a list of labor operations and technician
times.

prints a copy of the repair order to the printer.

displays a list of maintenance categories and al-
Tows you to select one. This option only works when
the cursor is on one of the fields in the main-
tenance column.

transfers to the vehicle program, the same as
selecting 11 on the main service menu.

transfers to the customer program, the same as
selecting 10 on the main service menu.

displays the Tist of service advisors and allows
you to select one to put in the advisor field for
this repair order.

displays a list of technicians and allows you to
select one. This option only works when the cursor
is on one of the fields in the technician column.

deletes the repair order that is displayed. This
does not delete the parts sales history and tech-
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nician labor time records for the repair order, nor
does it delete the customer and vehicle records or
any history except the repair order that is shown.

F3 F allows you to define function keys F8-F12.

F3 Q allows you to return from the F3 menu bar without
doing anything.

F4  works only when the cursor is positioned on one of the
header fields. It displays the previous Repair Order in
the customer's history, in order by repair order number,
or beeps if there are no more.

F5 exits this program and brings up the main menu. If you
have changed information but did not press Escape to
save it, these changes will be Tost.

F6  transfers to the complaint description, cause, and cor-
rection screen and back.

F7 display help screen.
USE OF ENTER REPAIR ORDER HISTORY

The first screen of this program is the Tookup screen;
it is described in chapter 3 of this manual (page 16).

After selecting the vehicle from the lookup screen, the
main screen for this program is displayed and the cursor is
on the repair order number field.

To look at the existing service history for a vehicle,
either enter the repair order number for a specific repair
order you want to see, or press F2 to display the closed
repair order with the Towest number. You may continue to
Bress F2 to display each closed repair order in sequence of

.0. number. This will display the Tist of maintenance items
that were either done by your dealership, done elsewhere, or
recommended but not done. The repairs done by your dealer-
ship are indicated by a number in the TECH column-- this is
the number of the technician who performed the repair. Any
other code indicates either recommendations or repairs done
elsewhere; these codes are listed to the right of the list of
repairs.

To see the descriptions of non-maintenance items, press
the F6 key. To see the Tlist of ?arts on the repair order,
press F3 P. To see the list of labor operations and times,
press F3 L.

To change or add maintenance items to a repair order
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that is already in the system, bring up the repair order
either by entering its number or pressing F2 until it is
displayed, then make the changes. You can add new repairs to
the end of the 1ist. You can change or add non-maintenance
information by pressing F6 and adding or changing the
descriptions that are displayed. Press Escape to save your
E?angeé. When the changes are saved the screen will be
anked.

To add a repair order to the history, enter its number.
The system will beep to indicate the number does not cur-

rently exist. Enter its information then press Escape to
save 1t.

If you do not wish to enter another repair order, press
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F5 to return to the master menu.

Screen 15-17: LABOR OPERATION SCREEN

LN SALE MECH/ TRBL FAIL CONCERN
TYPE BODY ~ FAILED PART # CODE CODE CATEGORY ~ CONCERN
A WE M 38182912 18 41 NM ENGINE MISFIRES WHEN IDLING
03 0.70  0.70  55.00 HO230 ADJUST TIMING
G C M 01 LUBE-OIL-FILTER
02 0.40 0.40 55.00 LUBE-OIL-FILTER

TECH  LTG  OLH COST  PRICE LABOR LABOR DESCRIPTION
i TIME 0P

15.1. LABOR OPERATION SCREEN

To display the Tabor operations and times associated
with a repair order, press F3 L while the repair order is
displayed. If there is more than one screen of information,
press F2 to look at the next screen, and F4 to go back to the
previous screen. Press F5 to return to the main screen. You
cannot change any of the labor Tines on this screen.

The Tabor screen displays a header line for each repair
Iine. Each header Tine is followed by all the Tabor opera-
tions for the repair line. The header line contains the
regair Tine letter (A-F for fixes; G and up for maintenance),
sale type (C for customer-pa%, [ for internal, or W for
warranty; W may be followed by another Tetter indicating
warranty type), M or B for Mechanical or Body Shop, failed
part number, trouble code, fail code, concern category or
maintenance category number, and concern description.

The Tabor operation Tines consist of the technician
number, Tabor time guide hours, other Tabor hours, cost time,
price, and labor operation/description.

The Tayout of the header Tines is displayed in high-
Iighted or enhanced letters at the top of the screen; the
headings at the bottom of the screen describe the Tayout of
the Tabor operation Tines.
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16.

ENTER PARTS REQUIRED (MENU #17)

SYSTEM S

Screen 16-18: PARTS REQUIRED (MASTER MENU #17)

PARTS REQUIRED

MANUFACTURER: L

REPAIR  REPAIR DESCRIPTION

1
01
01
01
03
05
07
08
09
11
18

F1=CLEAR FIELD, F2=NEXT, F3=OPTIONS, F4=PREVIOUS, F5=EXIT, F7=HELP,

LUBR,OIL & FILTER
LUBR,OIL & FILTER
LUBR,OIL & FILTER
LUBR,OIL & FILTER
SERVICE AUTO. TRANS.
ENGINE BELTS INSPECT
TUNE UP ENGINE
SPARK PLUG WIRING
REPLACE PCV VALVE
REPLACE BATTERY
WIPER BLADES

ENGINE: N

BY JARVIS COMPUTER SOFTWARE (C) 1991.

MODEL YEAR: G

PART NUMBER
25010792
8

6437462
25010908
6437820
1782909
01559492
12043792
38293

4

111

ALL RIGHTS RESERVED.

DESCRIPTION QUANTITY

FILTER

AIR CLEANER
ELEM OIL
OIL FLTR

WIRE SET-

BATTERY
WIPER BLADE

1

1
1
1
1
1
_6
_6
1
1
2

ESC=SAVE.

PURPOSE OF REQUIRED PARTS PROGRAM

The Required Parts program maintains information on the
garts required for the service items set up in program 12.

his information is used at the time repairs are scheduled or

Repair Orders are printed to make sure there are enough parts

on hand to perform the service work.

It can also be used to

estimate the price of parts when printing the Repair Order.
The table to use for a particular vehicle is determined by
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certain digits in the vehicle's serial number.

This program can only be used if you have the System 1
Parts Inventory package. It is not essential to the opera-
tion of the Service Merchandising System.

FIELDS IN REQUIRED PARTS PROGRAM

The Required Parts program has three fields in the
header. These are used to determine which table to use for a
particular vehicle. The Manufacturer field corresponds to
the second digit in the VIN. The Engine field corresponds
to the eighth digit in the VIN. The Model Year field cor-
responds to the tenth digit in the VIN.

When these first three fields have been entered, the
program allows the table information to be entered. There
are three columns of enterable fields in this part of the
report. There are two other columns which display descrip-
tions of numbers you have entered.

The Repair fields contain the number assigned to a type
of repair or maintenance; these numbers are assigned in
Program ##12. The repair number you enter must exist. When
you have entered it, the description of the repair is dis-
played next to it. If you want to see a list of the repair
codes, press F3 and select R. You may then type D to display
the next page of the Tist, U to display the previous page of
the Tist, S to select a number, or Q to return to the main
screen without selecting a number.

The Part Number field contains the part number required
for the repair. If more than one part is required, enter a
Iine for each part, using the same repair number on each
line. See the System 1 manual for details on the format of
part numbers; especially Ford numbers, which must be entered
with periods separating the prefix, base and suffix. When a
part number has been entered, the description of the part is
displayed. It is possible to enter a part number that is not
éq tEe part file; if you do the description will be left

ank.

The quantity is the quantity of the part required.

If you have changed some data and want to save your
changes, press Escape.

You may move the cursor back to the fields at the top if

you want to switch to another table. If you have changed
anything, remember to save it first (the system will warn you
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if you don't).
To print out a 1ist of the currently displayed table,

press function key F3. (The printout will not reflect changes
that you have not yet saved.)
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17.

SHOP SUPPLIES MATRIX (MENU #18)

Screen 17-19: SHOP SUPPLIES MATRIX

SHOP SUPPLIES MATRIX BY JARVIS COMPUTER SOFTWARE (C) 1993
ALL RIGHTS RESERVED.

MODE (S/E): S S=SHOP SUPPLIES, E=ENVIRONMENT DISPOSAL FEE

GAS,0IL

INCLUDE LABOR PARTS OTHER GREASE
CUSTOMER [XJ L] L] (]
INTERNAL L] L] L] (]
WARRANTY L] L] L] (]

LOW HIGH  FACTOR $MAXIMUM  $ADDON $MINIMUM

0.01 1.00 .06 0.00 0.00 0.04
1.01 5.00 .05 0.00 0.00 0.00
5.01 ___25.00 .04 0.00 0.00 0.00
25.01 999999.99 .03 6.00 0.00 0.00

999999.99 999999.99

F1 = CLEAR CURRENT FIELD, F3 = FKEYS, F5 = EXIT, F7 = HELP, ESC = SAVE DATA.

PURPOSE OF SHOP SUPPLIES MATRIX

The pur?ose of the shop supplies matrix program is to
create a table that the close repair order program can use to
automatically compute a shop supplies or disposal fee charge.
Some states do not allow a shop su?plies charge without
itemization, or a disposal fee. Please do not use this
matrix if you are operating in one of these states.
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FUNCTION KEYS USED IN SHOP SUPPLIES MATRIX

F1 clears the current field. This function is con-
sistent in all Jarvis programs.

F5 exits this program and returns you to the service
main menu.

F7 display help screen.

ESC saves the data to the #fsupplies division of the
s_imcf file.

FIELDS IN SHOP SUPPLIES MATRIX

The first field must be either S to enter the Supplies
matrix or E to enter disposal fee. You can use either or
both of these matrices; this field just indicates which one
you want to look at.

The next twelve fields specify which amounts to use in
calculating the amount. Put an X in each box you want to
include in the amount the calculations will be based on. The
amount is based on the sale prices. This amount is used in
the Close Repair Order program (#3) to calculate a charge for
supplies or disposal.

The boxes in the Labor column indicate that the system
will add up Tabor prices on lines of the corresponding sale
tyBe, and add this amount into the figure used by the matrix.
Labor amounts include towing only if they print in the Labor
section of the repair order.

The boxes in the Parts column indicate that the system
will add up parts prices, in the same way as described for
labor. Parts prices come from parts that have class P.

The boxes in the Other column indicate that the system
will add up "Other Charges", in the same way as labor and
parts. "Other Charges" are parts that have a class other
than P (including 0 and G); plus sublet entered on screen f2;
$ndz if it prints under "Other Charges" on the repair order,

owing.

The boxes in the Gas 0il Grease column indicate that the
s%stem will add up parts with a class of G and 0. If you
check this, do not check "Other Charges" unless you want Gas
and 011 amounts doubled.

The supplies or disposal charge on screen #3 is
enterable, so that you can set up this matrix even if you
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plan to make exceptions. If you want the service writers to
enter Su?p11es or Disposal Fee, rather than having the com-
puter calculate an amount, you can set up a matrix that al-
ways calculates a result of zero. This will cause the
Supplies and Disposal Fee fields on screen #£3 to be
enterable, whereas if you do not set up the matrices, they
will not be enterable.

‘There are ten rows and six colums of fields in the
matrix.

The first column represents the threshold of the charge
(i.e. the total of the cnecked charges, as described above
that triggers the shop supply charge.

The second column indicates the Uﬁp@P 1imit of the
charge that triggers the shop supply charge.

The third column is the factor used in multiplying to
calculate the shop supply charge.

The fourth column is the maximum shop supﬁTy charge. If
this is zero then there is no upper Timit to the charge.

The fifth column is a fixed dollar charge. This column
is used only if you are using stepped matrix.

The sixth column is the minimum charge, in dollars-and-
cents.

USE OF SHOP SUPPLIES MATRIX

Fill in either S or E in the first field.
Enter an X or space in each of the nine boxes.

Fill in the row, column by column. Once the high or Tow
Eig$re 15 999999.99 then you need not finish the rest of the
able.

Press the ESC key to save the data.

If you want the supplies or disposal fee to be enterable
but not calculated automatically, put an X in all three boxes
for each type of repair order that should allow the amount to
be entered. Then fill in one Tine of the matrix for 0.01 to
999999.99, with 0 for everything else. This will cause the
Close Repair Order program to calculate a charge of zero, but
it will make the field enterable.
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18.

CONCERN CODES (MENU #£19)

Screen 18-20: CONCERN CODES

ENTER OR UPDATE CONCERN CODES BY JARVIS COMPUTER SOFTWARE.
(C) COPYRIGHT 1994, 1995 ALL RIGHTS RESERVED.

CONCERN CODE: ___

DESCRIPTION:

FI1=CLEAR CURRENT FIELD, F3=OPTIONS, F2=NEXT, F4=PREVIQUS, F5=EXIT, F7=HELP.

ESC=SAVE DATA.

PURPOSE OF CONCERN CODES PROGRAM

The concern codes program is used to set up and add concern
codes to the system. You must assign a code of two or three
characters to each concern code. This program maintains a
1ist of these codes and the descriptions that they correspond
to. These codes are set up by the manufacturer and should be
printed on the repair orders.

The codes are entered when ﬁrinting repair orders next
to the complaint description. Tne description may then be
automatically copied to the descriEtion field (the system can
optionally be set u? to do this). The concern code may also
be entered in the Close Repair Order Line ?rogram when adding
a line that was not entered on the original repair order.

The concern codes are stored with the vehicle history.

Concern codes on past repair orders can be looked up any time
in program #16, Enter R.0. History.
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FIELDS OF CONCERN CODES PROGRAM

There are two fields: the concern code and the description
that corresponds with it.

The code is the concern code. You cannot have two 1ines
with the same concern code. If the concern code is three
characters (like Ford uses), it must consist of a letter
followed by two digits. Two-character concern codes may be
any combination of letters and digits. If you are a GM or
Chrysler dealer, your system is probably set up to acce?t
only two-character codes when entering repair orders. If so,
use only two-character codes here, even though this screen
accepts three.

The description is the description that corresponds to
the concern code. It may not be blank, but is not cnecked in
any other way.

USE OF CONCERN CODES PROGRAM

Normally, the concern code file is set up with the
manufacturer's concern codes when we install the system. You
may use this program to display or print the Tist of the
concern codes, or to add or modify them.

To add or modify concern codes, simply type in the code,
and type over the description if it already exists.

To delete a code, enter the code you want to delete, in
order to bring up its description, and press F3 D. Do this
only to delete codes that you have never used on a real
Eepiir order, since the old codes are kept in the vehicle

istory.

You may press the F2 key to go forward a code, or F4 to
go back a code. If you have changed anything and want to
save it press Escape.

To print out a 1ist of the concern codes, press F3 and
select P. If you have changed anything and not saved it, the
change will not be shown on the printout.

This program exits to the main menu when you hit F5 Y.

Press F7 to display the help screen.

May 13, 2010 page 98



19.

PRINT CUSTOMER LIST or MAILINGS (MENU ff21)

Screen 19-21: PRINT CUSTOMER LIST or MAILINGS (MENU ff21)

SYSTEM S CUSTOMER SELECTION BY JARVIS COMPUTER SOFTWARE (C) 1991,1993.

REPORT CHOICE: [__1] PRIORITY
1. LIST TO SCREEN START END  1-9,P,B
2. LIST ON PRINTER CUSTOMER NUMBER: _

3. MAILING LABELS ZIP CODE:  __ _ _
4. Postcard VEHICLE PURCHASE DATE: _ _ o
5. Customer Tist LAST SERVICE DATE: ___ _
6. Customer Date FIRST SERVICE DATE: o _
7. Sales Follow-up WARRANTY EXP. DATE: ___ _
8. Follow-up Letter NUMBER OF TIMES SERVICED: . . _

VEHICLE MODEL YEAR:
## REPAIRS DONE ELSEWHERE:
## DO-IT-YOURSELF REPAIRS:
RECOMMENDED SERVICE DATE:
FOR CATEGORIES:
MAKE:
MODEL :
BODY:
CYLINDERS:
SERVICE ADVISOR:
SALES REPRESENTATIVE:
VEHICLE TYPE: _
F1=CLEAR CURRENT FIELD, F3=FKEYS, F5=EXIT, F7=HELP, ESC=PRINT.

PURPOSE OF CUSTOMER LIST & MAILINGS

This program selects a group of customers based upon
just about any criterion that the system keeps track of.
With the Customer List option, you can print out a report
1isting these customers and their vehicles to help you make
decisions, such as what model parts you want to keep on hand
or where to concentrate your marketing efforts. With the
Print Labels and Print Postcards options, you can send mail-
ings to a selected group of customers, such as those due for
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maintenance, under warranty, or owning a specific model. Some
of these files can be edited through Setup and Maintenance,
which is F6 on the Main Menu.

Both the Service Merchandising vehicle file and the F&I
System's Sold File are searched, so the service department
can follow up on sales.

FIELDS IN CUSTOMER LIST & MAILINGS

The fields in this program all indicate criteria that
determine which customers to print. All the fields should be
left blank except for the ones you want to use.

The top group of fields contains three fields per Tine.
The Start and End fields indicate a range. If you fill in at
least one of these two fields, the program will print only
those customers whose criterion is within this range
(including the starting and ending value), and who meet the
other criteria on the screen.

If you want to select customers by one value rather than
a range of values, enter that value into both the Start field
and the End field.

If you want to start searching from the beginning for an
item other than a date, leave the starting field blank; you
must fill in the ending field so the system knows you want it
to use that criterion.

To search from the beginmning of a range of dates, fill
in an early date in the start field (1/1/50 is the earliest
date allowed). The system does not allow you to Teave one of
the dates blank.

The Priority fields to the right of the Start and End
fields indicate that the report (or labels or postcards) will
be in order by that value. If the report is to be printed in
order by a date field, the customers are printed in the order
of earliest to most recent with respect to the selected date
field; numbers go from smallest to largest; alphabetic and
alphanumeric fields go alphabetically with numbers preceding
letters. To put the report in order by a certain field, enter
a digit into its priority field. The report will be printed
in order by the criterion that has priority one, then if
there are ties, the priority two criterion is used for cus-
tomers with the same priority one value, and so on. If you do
not want a criterion used for sorting, leave it blank; this
will probably make the program run faster.

The Priority field also acceﬁts the letters P and B. P
is the topmost priority of all, then B, then the numbers 1-9.
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If you specify P, the printout will start a new page whenever
the item changes. If you specify B, the printout will print
a blank Tine whenever the item changes.

The fields from the Recommended Service Date through the
Sales Representative are used to select only customers that
fit that qualification. You can print the report in order by
these fields by entering a digit in the corresponding
priority field.

The 'FOR CATEGORIES' fields allow restricting the 1ist
of customers to those needing service on only those main-
tenance categories. This feature only works if the recom-
mended service date is present.

The customer number line refers to the customer code
assigned to the customer either throu%h the Service
Merchandising customer screen (menu #10) or through the
Accounts Receivable system customer screen (Accounts
Receivable menu #/10). Since all Servi Merchandising customer
codes consist of a period followed by five digits, and all
F&I customer codes are blank, you can restrict the printout
to customers from certain files. The order that the computer
uses finds blanks before anything else, then periods (along
yi%@ some other punctuation marks), then numbers, then

etters.

To search just the Service Merchandising customers (not
including Accounts Receivable customers) and excluding
vehicles in inventory, enter ".00000" for the starting number
and ".99998" for the ending number. (".99999" refers to
vehicles in inventory that have been transferred to the
Service Merchandising file. This ?ro ram will not find
vehicles from the F&I inventory file.) To search just the
F&I Sold file, Teave the starting number blank and enter
".00000" for the ending number. (The ending number is
required otherwise the program does not know that you want to
restrict the printout to certain customer numbers. As stated
above, periods are the next character after blanks and since
there can be no customer 0, this will include only spaces.)

To find only Accounts Receivable customers that have
vehicles in the service system, enter 000000 to 7/7777.

To find only vehicles in inventory that have been
transferred to the service system, enter .99999 in both the
beginning and ending customer codes.

To find a vehicle belonging to a specific customer,
enter the customer's code in both the beginning and ending
customer codes.

Leave both the starting and ending customer numbers
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blank to find all customers (Tocal, A/R and Sold Vehicles).
The ZIP code field is the customer's "bill-to" ZIP code.

The Vehicle Purchase Date is the sale date of the
vehicle, if there is one. The earliest year allowed is 1950.
Years numbered Tess than 50 are assumed to be in the 2000's.

The Last Service Date is the date when the vehicle's
most recent repair order was written. If a vehicle has no
repair orders, it WILL match any range of Last Service Dates.
This may be what you want, if you are using this criterion to
find vehicles that have not been in for repair recently. In
other cases it may not be what you want; the solution is to
fill in a range for "Number of Times Serviced", with a mini-
mum of at Tleast 1.

The First Service Date is the date when the earliest
repair order for each vehicle was written. If a vehicle has
no repair orders, it will not show up if First Service Date
fields are filled in.

The Warranty EXEiration Date will match if any of the
warranties in the vehicle file fall within the specified
range.

The Report Choice is entered with a digit indicating
what you want to print or display, as shown in the Tist above
the field. (See the section on the s_imcf file if you want
to change or add to the Tist of what can be printed.)

USE

Except for the report choice box, all ranges, and fields
serve to restrict the scope of the output. You may want to
try just filling in the recommended service date to generate
monthly reminders. Some dealerships will also fill in the
category fields with the numbers for Tube, oil, filter, tire
rotation, and other very regular maintenance items.

When you have entered the qualifications and output
mode, press Escape to start the printing. The report, labels,
or postcards (depending on what number you entered for
"Report Choice") will be printed out or displayed.
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20.

PRINT REPORTS

Screen 20-22: PRINT REPORTS (MENU #f22)

SYSTEM S REPORTS BY JARVIS COMPUTER SOFTWARE
SERVICE ADVISOR PRODUCTIVITY REPORT ~ COPYRIGHT (C) 1991, 1995.
TECHNICIAN PRODUCTIVITY REPORT
PROCESSED REPAIR ORDERS BY DATE CLOSED
OUTSTANDING REPAIR ORDERS
REPAIR CATEGORIES
UNINVOICED PARTS
PROCESSED REPAIR ORDERS BY DATE WRITTEN
PAY TIME REPORT
OPEN REPAIR ORDER REPORT
. CLOSED REPAIR ORDER REPORT
. CLOSED REPAIR ORDERS NOT ENTERED INTO ACCOUNTING
. TAX REPORT
. CLOSED REPAIR ORDER DATA EXPORT
. BAD VEHICLE IDENTIFICATION NUMBER REPORT
. CLOSED LINED DATA EXPORT
. SERVICE FOLLOW-UP FORM
. LIST OF ALL CUSTOMERS
PLEASE ENTER YOUR CHOICE: [__]

O N Oy O WM

= b b b e e
~N OO B~ wWw N e OO

FI=CLEAR FIELD, F5=MAIN MENU, F7=HELP.

PURPOSE OF PRINT REPORTS

The Productivity Reports menu shows a Tist of the
reports that System S can ﬁrint out. The six types of
reports are described in the following chapters. Here is a
quick summary:

1, Service Advisor Productivity Report displays the
number and amounts of the Repair Orders for each month in the
past year. These amounts are shown for each service advisor.

2, Technician Report Tists the number and amount of
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R.0.s processed by each technician within a designated period
of time.

K3 & 47, Processed Repair Orders 1ists all the repair
orders that have been processed within a designated period of
time, showing the R.0. number, customer's name, vehicle
description, and parts and Tabor charges. There are two
versions of this report. Report Menu selection #3 (Date
Closed) prints the repair orders that were closed (by Service
Menu program #3) between the dates you will enter. Report
Menu selection #7 prints the repair orders that were written
(b{ Service Menu program #1) between the dates you will
enter.

¥, Outstanding Repair Orders shows repair orders that
have been printed but not yet closed by Service Menu program
3. It shows the R.0. number, customer's name, vehicle
des%ripgion, and the letters of lines that are closed and
unclosed.

15, Repair Categories 1ists the number of repairs made
in each of the repair categories that the system keeps track
of, within a designated period of time. It also lists the
number of recommendations made, so that you can determine how
well you are selling the customer on accepting the
recommendations. This report can optionally be broken down
by advisors.

##6, Uninvoiced Parts Tists Barts that have been
withdrawn whose repair order numbers do not correspond with
either counter ticket numbers or repair orders that have been
printed in the Service Merchandising system. It is only used
if you have the Parts System.

##7, Processed Repair Orders by Date Written, 1lists
closed repair orders written within a range of dates. It is
described above in the ?aragraph on report #3, Processed
Repair Orders by Date Closed.

83, Pay Time Report, Tists labor lines as they were
entered in Service Menu program #2 (Close Repair Order Line),
for Tines closed within a range of dates, in separate sec-
tions for each technician. Each Tine shows the factory time,
other Tabor hours, pay time, cost and price. The report shows
the totals by sale type for each technician and for the
dealership. This report Tists any lines that were closed
within the date range specified, even if the repair order
itself is still open.

719, Open Repair Order Report, is similar to the Pay Time
report but Tists closed Tabor Tines on repair orders that
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have not been closed as of the specified date.

7110, Closed Repair Order Report, is similar to the Pay
Time report but Tists Tabor Tines on repair orders that were
closed during the specified range of dates. Lines on open
repair orders do not show up on this report.

#i11, Closed Repair Orders Not Entered Into Accounting,
shows all repair orders that have been closed in the service
s%stem but have not been entered into the accounting system.
These repair orders should be entered into accounting using
the Enter Repair Order programs on menu #26 in the accounting
program. The Enter Repair Order programs have an F3 Delete
option that can be used to take repair orders off this report
if they are not to be entered into accounting.

i12, Tax Report, Tists taxable repair orders and the
amount of sales tax on each one, divided between cash and
accounts receivable payments.

7113, Closed Repair Order Data Export, generates a report
of closed repair orders within the given range of dates and
puts it into a file.

114, Bad Vehicle Identification Number Report, Tists
vehicles with bad vin numbers.

7115, Closed Line Data Export, is not actually a report,
but lets you EXﬁOPt pay time information to a file that could
be used with other programs.

116, Service Follow-Up Form, ﬁrints a report showing
repair orders that were closed within a specified time. The
report uses a form file that can be custom-designed and
modified. (Form files are described in Chapter 33). #17, List
of All Customers, prints a list of both local and Accounts
Receivable customers together, alphabetized by name. This
can be used to find duplicate records, such as a local cus-
tomerdrecord in service who also has an Accounts Receivable
record.

In addition to the reports that this menu lets you
print, you can print a listing of any of the files that you
can enter or change with Service Menu programs #10-15 and 19,
by going into the program and pressing F3 P.
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USE OF PRINT REPORTS

Enter the number of the report you wish to print or
display, and press Enter. On most reports, you are then
prompted for the starting and ending dates of the report, the
starting and ending pages, and whether to print to the
screen. The starting date will default to some value
depending on the report. The ending date will default to the
current date. The starting and ending pages allow you to
print a long report in sections or to reprint the end of a
report that the printer mangled part way through. The
default for these fields is 1 and 999, so it will normally
print the whole report. The Print to Screen field is filled
inas 'Y'" if you want to display the report on the screen or
'N' if you want to print it on the printer. It defaults to
'Y'. Press Escape to print the report.
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21.

ADVISOR REPORT (REPORT MENU 1)

Sample Report 21-1: SAMPLE ADVISOR REPORT

ADVISOR REPORT FOR DONNA THOMPSON 10-19-1990
CUSTOMER CUSTOMER  CUSTOMER
WARRANTY ~ PAY INTERNAL ~ LABOR NON-LABOR
FEB 1990
AMOUNT $ 1083 $ 6323 ¢ 3532 $ 3681 $ 2642
# R.0.s 17 31 8
AVG $/RO $ 63 % 204% 442
MAINTENANCE LINES/RO 2.8 3.4 1.6
HOURS 20.4  121.3 87.4
AVG HOURS/RO 1.2 3.9 10.9

PURPOSE OF ADVISOR REPORT

The advisor re?ort displays statistics on each advisor,
as well as the total for everybody, on a month-by-month
basis. This allows you to rate the effectiveness of your
advisors' and service department's performance by comparing
the current month with previous months.

FIELDS OF ADVISOR REPORT

Starting Date and Ending Date specify the range of dates
that will be shown on the report. Tney default to show the
last 12 months. In order to determine whether a repair order
is included in the report, the program can use either the
"date written" (i.e. the date it was originally printed in
program #1) or the "date closed" (i.e. the date the final
copy was printed in program #3). The date written is used if
you answer N to Use Close Dates & Adv (the default); the date
closed is used if you answer Y.

Starting Advisor and Ending Advisor specify the advisors
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Screen 21-2: ADVISOR REPORT SCREEN

##1 ADVISOR REPORT
STARTING DATE: _/_/__
ENDING DATE: _/_/__
STARTING ADVISOR: __
ENDING ADVISOR: ___
USE CLOSE DATES & ADV?

STARTING PAGE:

ENDING PAGE:

PRINT TO SCREEN? (Y/N) _

that will be shown. Leave them blank to show all advisors.

Use Close Dates & Adv defaults to N; this means that the
date written is used to determine whether a repair order
shows up and in what month on the report it shows up. It
also means that it uses the advisor that was entered when the
repair order was originally printed in program #1. If you
answer Y to this field, both the dates and the advisor come
from program ##3 (Close Repair Order). The advisor field in
program ﬁS is usually optional; therefore you should answer N
to Close Dates & Adv unless the advisors are always filling
in their initials when closing R.0.'s.

Starting page and ending page can be used to reprint
part of a report. They default to 1 and 999 to print the
whole report.

Print to screen should be answered Y (yes) to show the
report on the screen, or N (no) to print it on the printer.
It defaults to Y.

USE OF ADVISOR REPORT

Select 1 from the Reports Menu, then fill in the fields.
You may simply hit Enter on an% of these fields and it will
be filled in automatically with a default value.

The advisor report does not figure amounts of Repair
Orders entered through program #16, "Enter R.0. History",
although it does count the number of repair orders, so this
report will not be correct for months before the Service
Merchandising system was used.
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INFORMATION ON ADVISOR REPORT

The report is broken down by advisor, month and sale
type. The sale type for "number of R.0.'s" depends on what
was entered in program #1 when the repair order was printed.
T?e sa%e1type for amounts and hours depends on the sale type
of each Tine.

The date used for the monthly breakdown depends on what
you answer for the "Use Close Dates & Adv." field. If N, it
uses the date the repair order was originally written. IfY,
it uses the date the repair order was closed. (If the repair
order was closed and reopened, it still shows as closed and
uses the original close date.)

The Tines in each section show the following:

"Amount" is the total amount of parts and labor. Items
other than parts and labor are not included, such as sublet,
freight, tax, supplies, etc.; but anything withdrawn from the
part system (accessory, material, etc.) is included.

"## R.0.s" is the number of repair orders of each type.

"Avg $/R0" is the average sale amount per repair order;
that is, the first Tine divided by the second.

"Maintenance Lines/RO" is the average number of main-
tenance items (Lines G and above) on each repair order.

"Hours" is the total of the cost times entered on screen

1.

"Avg Hours/RO" is the average of the cost times; that
is, the previous Tine divided by the number of repair orders.

TROUBLESHOOTING

The information on this report comes from the history
file and the closed repair order file. These are #16 and 720
on the rebuild menu.
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22.

TECHNICIAN PRODUCTIVITY REPORT (REPORT MENU #2)

Sample Report 22-3: TECHNICIAN REPORT

TECHNICIAN REPORT FROM 01-01-91 TO 01-31-91

GROSS LTG OLH  CosT
TECH #  NAME # R.0.s SALES PROFIT TIME  TIME  TIME
01  JACK COOPER 69 12803.93 38091.14 194.15 5.17 171.18
02 KEVIN CHANDLER 55 10885.31  32515.90 180.01 17.99 169.12
03 SHERRY MONROE 49 11800.88  36966.22 172.31  4.05 174.75
04 KARL SCHMIDT 71 14584.86  40090.83 184.74  5.00 164.50
05  CALLIE MCDOUGAL 68 14614.05 39727.71 190.73 11.25 172.25

PURPOSE OF TECHNICIAN REPORT

The technician report shows the productivity of the
technicians, using the information put into the computer when
the completed repair orders are entered.

USE OF TECHNICIAN REPORT

Enter the beginning and ending dates for the report. If
you do not enter a date, a default value is filled in for
you. The starting date defaults to the beginning of the
month. The ending date defaults to the current date.
Consequently, if you skip both fields the report will print
the month-to-date information.

Starting page and ending page allow you to print a por-
tion of the whole report. They default to 1 and 999, so that
the whole report will be printed. Use the default values,
since the report should only be a page long anyway.

Print to screen lets you display the report on the
screen instead of printing it out, by entering "Y". If you
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want to print it out, enter "N".

Press the Escape key to print the report, or F5 to back
out to where you can choose the report type.
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23.

LIST PROCESSED REPAIR ORDERS (REPORT MENU #3 & #7)

Sample Report 23-4: PROCESSED REPAIR ORDERS (REPORT MENU #3 & #7)

3 PROCESSED REPAIR ORDERS FOR DATE OF 01/31/91 PAGE 1
R.0. # CUSTOMER YEAR MAKE  MODEL DATE PARTS LABOR
001  Dorothy Hare 89 DAIH CHARADE  01/31/91 14.55 17.80

003 Gordon Comstock 90 CHEV SPRINT 01/31/91 5.50 6.00
004 Gordon Comstock 90 CHEV SPRINT 01/31/91 42.00 8.00
005 Bernard Marx 88 DODG OMNI 01/31/91 5.90 6.00

67.95 37.80
Press the Enter key to continue

PURPOSE OF LIST PROCESSED REPAIR ORDERS

Processed Repair Orders 1ists all the repair orders that have
been processed within a designated period of time, showing
the R.0. number, customer's name, vehicle description, date
closed or written, and prices of parts and labor. The totals
of parts and labor are displayed for the selected range of
repair orders.

USE OF LIST PROCESSED REPAIR ORDERS

Enter the starting and ending dates. For program #£3,
the report Tists all repair orders closed between and on
these dates. For program #/, the report lists all closed
repair orders that were originally written on or between
these dates. The date defaults to the current date for both
starting and ending fields. If you use the default values the
report will show the repair orders closed today.

The starting and ending pages default to 1 and 999.
Skip past these fields, unless you want to print just a part
of the report, for instance if the printer mangled part of
the report and you want to re&rint just those pages. For the
Print to Screen field, enter Y to display the report on the
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screen or N to print it on the printer. Press Escape to
print or display the report.
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24.

LIST OUTSTANDING REPAIR ORDERS (REPORT MENU {4)

Sample Report 24-5: OUTSTANDING REPAIR ORDERS

/4 OUTSTANDING REPAIR ORDERS 01/01/92 THROUGH 03/01/93 PAGE 1
R.0. # CUSTOMER YEAR MAKE  MODEL DATE  ADV OPEN CLOSED
025  John Smith 92 CHEV LUMINA  02/17/93 FF BH AG

026 Bob Carter 89 GEO PRIZM 02/24/93 BR AGHIJ

Press the Enter key to continue

PURPOSE OF LIST OUTSTANDING REPAIR ORDERS

Qutstanding Repair Orders is similar to Processed Repair
Orders except that it shows repair orders that have been
printed but not yet closed. It displays the repair order
number, customer name, vehicle year, make and model, date
wyittgn, advisor's code, and which lines are opened and
closed.

USE OF LIST OUTSTANDING REPAIR ORDERS

Enter the starting and ending dates. The starting date
defaults to 1/1/1990 and the ending date defaults to the
current date, so if you use the default dates the report will
show all outstanding repair orders. The starting and ending
pages default to 1 and 999. Skip past these fields, unless
you want to print just a part of the report, for instance if
the printer mangled part of the reBort and you want to
reprint just those pages. For the Print to Screen field,
enter Y to display the report on the screen or N to print it
on the printer. Press Escape to print or display the report.
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25.

REPAIR CATEGORIES REPORT (REPORT MENU #5)

Sample Report 25-6: REPAIR CATEGORY REPORT

REPAIR CATEGORY REPORT FOR ALL ADVISORS 01/01/91 TO 02/01/91 PAGE 1
i REPAIR TYPE ## DONE  ff DECLINED ~ PERCENT
07 OIL FILTER 14 6 70
09 AIR FILTER 12 4 75
03 TRANSMISSION FLUID 9 0 100
10 VALVES 3 0 100
14 STRAIGHTEN ANTENNA 2 12 14
12 SET RADIO BUTTONS 1 12 9
15 ALIGN WHEELS 1 0 100
18 BODY WORK 1 0 100
06 SHOCK ABSORBERS 1 0 100
24 UPHOLSTERY 1 0 100

TOTAL 45 34 56

PURPOSE OF REPAIR CATEGORY REPORT

The Repair Category report Tists the repair categories
in the order of how many were done, and shows the number
done, the number recommended but declined, and the percentage
of repairs done compared to the total of repairs done and
declined. It can be broken down by advisor or printed for the
whole department.

USE OF REPAIR CATEGORY REPORT

Enter the starting and ending dates and pages. The
starting date defaults to the day after the ending date of
the Tast time the report was done. The ending date defaults
to the current date. Starting and ending pages default to 1
and 999. Enter Y in the Print to Screen field to display the
report on the screen, or N to Erint it on the printer. It
defaults to Y. Enter Y in the List by Service Advisor field
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to print a report for each advisor as well as the total, or N
to_pEjnt just the total. Press Escape to begin displaying or
printing.

May 13, 2010 page 116



26.

UNINVOICED PARTS REPORT (REPORT MENU #6)

Screen 26-7: UNINVOICED PARTS REPORT

SYSTEM S BY JARVIS COMPUTER SOFTWARE (C) 1992
UNINVOICED PARTS EXCEPTION REPORT ALL RIGHTS RESERVED.
STARTING DATE:  _/_/__
ENDING DATE:  _/_/__
STARTING PAGE: ___
ENDING PAGE: ___
PRINT TO SCREEN? _

F1 = CLEAR CURRENT SCREEN, F5 = EXIT.

ESC = START REPORT.

PURPOSE OF UNINVOICED PARTS

The Uninvoiced Parts report shows parts that have been
withdrawn through the part system but have not been invoiced
through parts invoicing or service merchandising. This can
be used when the wrong repair order number was entered when a
gart was withdrawn, and you don't know what number was used.

nis reﬁort allows you to find the part so you can return it
under the bad number (using the inquiry ﬁrogram and
withdrawing a negative quantity) and withdraw it under the
correct number. The report also can be used to make sure
garts are not being withdrawn that end up never being charged
or.
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Sample Report 26-8: UNINVOICED PARTS REPORT

03-04-1993 UNINVOICED PARTS REPORT PAGE 1
FROM 01-01-92 TO 02-27-93
PART NUMBER DESCRIPTION GROUP  DATE TIME QTY R.O. #
3119 BLADES 02-18-93 1563 1 22
3119 BLADES 02-18-93 1564 1
3119 BLADES 02-22-93 1530 2
PSW30 OIL NON-INV. 02-22-93 1534 1 123
4105409 01-16-92 O 1 5
4105409 01-16-92 O -1 5
25010792 FILTER 01.836 01-17-92 O 1 1235
25010792 FILTER 01.836 01-17-92 O -1 1235
25010792 FILTER 01.836 09-30-92 1485 1 100
25010792 FILTER 01.836 10-01-92 2150 1
25010792 FILTER 01.836 11-12-92 1384 1
25010792 FILTER 01.836 12-18-92 1457 1 111
25010792 FILTER 01.836 01-05-93 1158 1

INFORMATION ON UNINVOICED PARTS REPORT

One Tine 1is printed for each withdrawal that has never
been invoiced and for which there is no corresponding open
repair order.

Each Tine shows the part number, description, group (or
"NON-INV." to indicate parts withdrawn through the non-
inventory screen), date that the part was withdrawn, time the
Eart was withdrawn (in military time with hundredths of

ours: 1475 means 2:45 p.m.), quantity and repair order or
counter ticket number.

USE OF UNINVOICED PARTS REPORT
Enter or skip the starting and ending dates; the default
dates are for the previous week.

The starting and ending pages can normally be skipped,
unless you want to reprint just a section of the report.

Print to screen should be answered Y to display the
report on the screen, or N to print it.

Press ESC to print or display the report.
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27.

PAY TIME REPORT (REPORT MENU #8)

Screen 27-9: PAY TIME REPORT (REPORT MENU #8)

#f8. PAY TIME REPORT
STARTING DATE: _/_ /19
ENDING DATE: _/_ /19
PRINT SALE AMOUNTS?:
TECHNICIAN RANGE:
STARTING PAGE:
ENDING PAGE:
PRINT TO SCREEN? (Y/N): _
F1=CLEAR CURRENT FIELD, F5=EXIT, F7=HELP, ESC=PRINT REPORT.

N

PURPOSE OF PAY TIME REPORT

The Pay Time Report Tists the repair order Tines closed
within a specified time period. It shows the amounts and
times for each line, and the totals. The totals can be used
to calculate the technicians' pay or to determine their
productivity.

USE OF PAY TIME REPORT

Fill in the starting and ending date. If you do not
enter the starting date, it defaults to the first day of the
current month. If you do not enter the ending date, it
defaults to today.

Answer Y or N to "Print Sale Amounts". Y is the
default; it causes the cost and sale amounts to show up on
the report. N causes them to be excluded.

If you want to print the report for only one technician,
enter his number in poth "Technician Range" fields. To print
a range of technicians, enter the starting and ending tech-
nician numbers. To print the report for all technicians,
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Sample Report 27-10: PAY TIME REPORT (TECHNICIAN SECTION)

8 PAY TIME REPORT LINES CLOSED 05/01/93 THROUGH 05/31/93 PAGE 1
TECHNICIAN 01

DATE LINE LINE FACTORY CLOCK PAY DATE R.0.  DATE
CLOSED R.0. # TYPE PRICE TIME  OLH TIME TIME  COST  CLOSED  WRITTEN
05-04-93 1245 H C 2.00 0.00 0.10 0.20 0.10  0.80 05-05-93 03-30-93
05-13-93 1248 A C  9.00 0.00 0.00 0.50 0.50  4.00 05-13-93 04-08-93
05-13-93 1248 B C 12.00 0.00 0.00  0.90 1.00  8.00 05-13-93 04-08-93
05-18-93 1254 F C 12.00 0.00 4.00  3.70 4.00 32.00 04-13-93
05-14-93 1261 B W 25.00 0.00 1.20 1.30 1.20  9.60 05-21-93 04-19-93
05-14-93 1261 G C 12.00 0.00 0.70  0.70 0.70  5.60 05-21-93 04-19-93
J C

05-14-93 1261 6.00 0.00 0.20 0.30 0.20 1.60 05-21-93 04-19-93

TECHNICIAN O1 TOTAL: 78.00 0.00 6.20 7.60 7.70  6l.60

AVAILABLE HOURS 168.00
o %
RO LN SALE % COST GROSS GROSS  HRS/RO
CUSTOMER PAY 3 6 53.00 67.9 52.00 1.00 1.9 0.46
WARRANTY 1 1 25.00 32.1 9.60 15.40 61.6 0.66
INTERNAL 0 0 0.00 0.0 0.00 0.00 0.0 N/A

TOTAL: 4 7 78.00 100.0 61.60 16.40 21.0 0.51

enter through these fields.

Enter through the starting and ending pages fields, un-
less you want to print only a part of the report.

Fill in Y in the Print to Screen field to display the
report on the screen, or N to print the report.

Press Esca?e to print or display the report. The system
may take several seconds to sort through the information
before it displays the report. It displays a turning wheel
1ike this (/) while it does this.

While the report is ﬁrinting, the system will prompt for
each technician's actual hours. A default value will be
shown; it is based on the technician's work schedule from the
technician record (program #f14).
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Sample Report 27-11: PAY TIME REPORT (GRAND TOTALS SECTION)

8 PAY TIME REPORT LINES CLOSED 05/01/93 THROUGH 05/31/93 PAGE 6

GRAND TOTALS

FACTORY BILLED PAY
TYPE SALE TIME OLH  TIME TIME COST
CUSTOMER PAY 223.90 0.00 12.10 12.10  13.60 138.20
WARRANTY 135.51  0.00 6.10 6.10 5.60 33.48
INTERNAL 41.50  0.00 2.80 2.80 2.70 25.20

GRAND TOTAL: 400.91  0.00 21.00 21.00  21.90 196.88

1 # %

RO LN SALE % COST GROSS GROSS  HRS/RO
CUSTOMER PAY 4 19  223.90 55.8  138.20 85.70 38.3 1.47
4
2

==

WARRANTY 6 135.51 33.8 33.48  102.03 75.3 0.89
INTERNAL 5 41.50 10.4 25.20 16.30 39.3 0.5

TOTAL: 10 30  400.91 100.0  196.88  204.03 50.9 1.06
AVG. CLOCK HOURS/R.O.:

AVAILABLE HOURS 346.50
LINES PER R.O.: 3.00
EFFECTIVE RATE: $  19.09
EFFICIENCY: 0.9 %
WORKING DAYS THIS PERIOD: 21

INFORMATION ON PAY TIME REPORT

The Pay Time Report shows a Tist of repair order Tines
for each technician, including totals at the end of each
technician's Tist. Grand totals are displayed at the end.

REPAIR LINES

Each technician's section of this report begins with a
1ist of repair Tines. These are Tines that have been entered
in screen #f2 during the time selected. Each 1line contains the
following items:

DATE LINE CLOSED is the date that the technician line

was entered in screen #2. This date is the
criterion used to determine which Tines show
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R.0. #
LINE

TYPE

PRICE

FACTORY TIME

OLH

CLOCK TIME
PAY TIME

COST

up on this report. If a line was reopened in
screen ##2 and new labor lines added, only the
1ines that were originally entered within the
specified date range show up on the report.

is the repair order number.

is the Tetter of the repair, A through F for
non-maintenance repairs; G and above for
maintenance items.

is the sale type, either C for customer, W
for warranty, or I for internal. If it is C,
it is followed by another letter indicating
the vehicle type: A for automobile, T for
truck, or O for other (anything else).

is the price billed for the repair, as entered
on screen #2. This column shows up only if
you answered Y to "Print Sale Amounts".

is the LTG (Tabor time guide) field as entered
on screen 2.

stands for "Other Labor Hours". This is
entered on screen ##2. It is time that is
billed but not included under LTG.

is the actual time, as entered on screen 2.

is the time used in determining the cost of
sale amount that is entered into the account-
ing system. It is entered in screen {f2.
Depending on how your accounting is done, this
may normally be the same as either clock time
or the total of 1tg and olh, or it may be a
separate amount entered for each repair.

is the cost of sale amount that is entered
into the accounting system. It is calculated
from the PAY TIME. This column shows up only
it you answered Y to "Print Sale Amounts".

DATE R.0. CLOSED is the date the repair order was

DATE WRITTEN
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closed in screen #£3. It is blank if the
repair order has not yet been closed.

is the date the repair order was created in
screen {f1.
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TECHNICIAN SUMMARY

Below the repair lines for each technician is a section
containing totals for that technician, broken down by sale

type.
{## RO

## LN

SALE

%

COST

GROSS
GROSS %SALE

HRS/RO

is the total number of repair orders that a
technician worked on during the specified time
period. Each repair order counts only once
even if a technician worked on more than one
repair line.

is the total number of repair Tines. This is
the number of Tines that are printed for each
technician.

is the total of the PRICE amounts on the in-
dividual Tines, broken down by sale type.
This column and the next four show up only if
you answered Y to "Print Sale Amounts".

is the percent of the total sale amount that a
particular sale type makes up.

is the total of the COST amounts on the in-
dividual Tines, broken down by sale type.

is the SALE amount minus the COST amount.

is the percentage of the SALE amount for one
1ine that the GROSS amount makes up.

is the average amount of time billed for each
repair order. For time billed, the system
does not use the actual time from any of the
time fields--it uses the SALE amount divided
by the labor rate.

AVG. CLOCK HOURS/RO is the average CLOCK TIME per repair

order.

AVAILABLE HOURS is the time the technician worked for
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the period of the report. This figure must be
entered for each technician when you print
this report. The default is calculated from
the starting and ending dates you entered for
the report, and the technician's work chedule
from the technician information (?rogram H4) .
The system does not know about holidays; the
technician's regular working hours will be
used for every day in the given time period.
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TECHNICIAN TOTALS

Below the 1ist of lines for each technician, the totals
are shown. Below the total pay time, the report shows the
total available hours for the technician for the period of
the report. This is calculated from the starting and ending
dates you entered for the report, and the technician's work
schedule from the technician information (program #14). The
system does not know about holidays; the technician's regular
working hours will be used for every da% in the given time
period. The system will prompt for each technician's time,
allowing you to change the default that it calculates.

Below the totals of the Tines, the report shows the
number, cost and sale amounts of the repair orders broken
down by sale type. This shows the number of repair orders,
number of lines, sale amount, percent, cost, gross profit,
and gross percent.

The number of re?air orders is the number of repair or-
ders of the Tisted sale type that the technician worked on.

The number of Tines is the number of lines the tech-
nician worked on; this will usually be higher than the number
of repair orders because the technician may have worked on
more than one line per repair order.

The sale amount is the total of the Price column in the
technician's Tist of repair order lines, for just the Tines
of the particular sale type.

The percent is the ?ercent of the sale amount compared
to the total sales of all sale types.

The cost is the total of the Cost column for the
technician's Tines of the particular sale type.

The gross is the sale minus the cost.

The percent gross is the gross as a percent of sales.
GRAND TOTALS

The Grand Totals page shows the technician Tine totals
broken down by repair order types. The total available hours
is the total of all the technicians' available hours.

Below this is the number, cost and sale amounts, also
broken down by repair order types. This is the same as the

corres?onding section under the technician totals. The cost
and sale amounts only show up if you answered Y to "Print
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Sale Amounts".

Lines Per R.0. is the average number of repair lines on
a repair order. It is found by dividing number of lines by
number of repair orders. Only lines closed during the time
period of the report are counted.

Effective Rate is the total sale price divided by the
total billed time (factory time plus other Tabor hours).

Efficiency is the billed time (factory time plus other
Tabor hours) divided by the pay time (this is entered in
either program #2 or the Electronic Labor Time Guide, and
assumed to be actual clock time). It is shown as a
percentage.
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28.

SINGLE LABELS (MENU {f23)

Screen 28-12: PRINT SINGLE LABELS

SINGLE LABELS (C) 1994, 1995, ALL RIGHTS RESERVED.

CUSTOMER CODE: POSTAL BARCODE (Y/N): _
NAME :

ADDRESS:
CITY: STATE: ZIP:
PHONE: ()

MODE (B/S): B (B=BILLING ADDRESS, S=SHIPPING ADDRESS)

CUSTOM LABEL R EGSLCRTOTTETEERTEEPPERREES +
F3

F1= CLEAR CURRENT FIELD, F5= EXIT, ESC= PRINT CURRENT LABEL,
F2= NEXT, F4= PREVIOUS, F3= OPTIONS, F/= HELP.

PURPOSE

This program allows you to print labels for individual
customers, and to type in special labels.

126



FUNCTION

F1
F2

F3

F3 C

F3 U

F3 A

F3 L

F3 F

May 13, 2010

clears the current field.

displays the Accounts Receivable customer with the
next highest customer code alphabetically than the
one currently shown. Displays the first customer
code if a cash customer is shown or there is no cus-
tomer shown. If you assign A/R customer codes using
the first letters of the customer's name, this can
help you find them if you don't know the code.

presents you with a menu bar. There are two ways to
select an option. You can use the right and left
arrow keys to move the highlighted box to the selec-
tion you want and press RETURN. The second way to
choose an oBtion is to press the capital Tetter that
the option begins with. The options are:

Custom Update Autocaps Lookup Fkeys Quit

Moves the cursor to the empty box on the bottom half
of the screen. You can then type in whatever you

want, and press Escape to print it. If you want to
Erint more than one copy of the label, you must press
3 C Escape repeatedly.

does nothing.

Asks Yes No. Select Y if you want the system to
capitalize the first letter of every word when you
press Enter or move off a field. Select N if you
want the system to leave things alone when %ou enter
them. Normally Autocaps is on, but you might want to
turn it off if you find that it capitalizes things it
should not.

prompts for a name, and displays a list of matching
customers from the Accounts Receivable customer file.
Does not find cash customers.

lets you define a sequence of keys that will be
entered when you press the F8-F12 function keys.
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FIELDS

The customer number is the first field. When this num-
ber is entered, the remaining fields are filled in automati-
cally with the information for the customer. You can enter
eigher a cash customer or an Accounts Receivable customer
code.

The Postal Barcode field should be entered Y if you want
the ZIP code to be bar-coded above the name and address, or N
if you do not want it to. If the system is not set up to do
bar codes, this field does nothing.

The name, address, city, state and ZIP code fields show
what will be printed. You can change them before printing
the label if you need to. The changes will not be saved
anywhere.

The Phone is displayed for your reference. It is not
printed on the label.

The mode field determines whether the billing name and
address or the shipping name and address are ?rinted on the
label. The mode can be 'S"' for shipping label or 'B' for
billing Tabel. No other values are accepted.

If F3 and then "C" 1is pressed, five more fields are
displayed in which to type the information you want printed.

USE

Enter the customer number (either cash or Accounts
Receivable). If that customer number exists, the information
is displayed in the remaining fields. You may change any of
the fields so that the information is displayed as you want
}tbpyinted. When you are ready, press ESC to print the

abel.

Pressing F3 "C" allows you to create a custom label.
You do not need to enter a customer number to use this
optign. Fill out the custom label fields and press ESC to
print.

When %ou have printed the Tabel, you may press ESC to
Erint another one, you may change some information and press
SC to print a different label, or you may press F5 "Y" to
exit the Brogram. If you want to make another copy of a
custom lapel you must press F3 "C" before you press ESC.

The F7 key displays the help screen.
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FILES

This program uses the file Tab_imcf on the service data
directory. This file sets the configuration for the label.
This is a standard imcf. You may edit it with any text
editor. The division used for this program is #1. The other
divisions are meaningless.
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29.

PROGRAM UPDATES (MENU #43)

Screen 29-13: PROGRAM UPDATES (MENU #43)

Getting program updates
Make sure no one else is in System S.

Put disk in drive.

Yes No Quit

PURPOSE

This program allows you to Toad program updates that we
send ygu without having to deal with operating system
commands.

USE

First, have everyone get out of the Service
Merchandising system. This is because the operating system
will not allow the program files to be overwritten with the
updates if anyone is running the program.

Next, log in as "service" or as someone who normally
uses Service Merchandising. Often updates are loaded by
people in the office rather than the service department, and
it could cause problems with ﬁermissions if they Toad updates
while they are logged in as themselves or as accounting.

From the service menu, simply select 43 and the warnings

shown on the sample screen above are displayed. Put the disk
in and press Y to lToad the update. Pressing N, Q or ESC will
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return you to the main menu without doing the update.

While the updates are loading, the system displays the
name of the files being updated, but it does not pause. Many
updates only take a few seconds so you may not notice the
names. When the update is complete, the system returns to
the Master Menu.

If the update is unsuccessful, it displays an error
message.

ERROR MESSAGES

The following messages can be displayed.

Update disk is unreadable The disk could not be read. Try
running the update again. If you
get the same message several
times, call us and have us send
you another update disk.

mv: 775 mode? Be sure you are logged in as ser-
vice and that no one else is in
the Service system. If this is
not the problem, it is probably
caused by permissions having been
set wrong. Type y and hit Enter
after this message. You may have
to do this for several files.

Error code 1000 Could not get current directory.
Error code 1001 Could not create "/tmp/mmstmp".
Error code 1011 Could not get file from the CD.
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30.

REPRINT BROWSER (MENU 445)

Screen 30-14: REPRINT BROWSER

REPRINT BROWSER by JARVIS COMPUTER SOFTWARE (C) 1992

1 sheri Nov 24 08:17 708 /tmp/0487.51448
11/24/1992 UNSUCCESSFUL INQUIRES BY PART NUMBER PAGE 1
2 sheri Nov 24 08:17 33162 /tmp/0445.51460
11-24-1992 DETAIL FOR ACCOUNT #102 PAGE 1
3 sheri Nov 24 08:16 883 /tmp/0445.51370
JOURNAL LISTING NEW VEHICLE PURCHASE JOURNAL PAGE 1
4 sheri Nov 24 08:16 1327 /tmp/0445.51396
JOURNAL LISTING CASH DISBURSEMENTS JOURNAL PAGE 1
5 root Nov 24 07:07 26 /tmp/x
usage: rm [-firl file ...
6 dave Nov 24 08:28 5183 /tmp/0616.52126
11-24-1992 AGEING OF ACCOUNTS PAYABLE REPORT PAGE 1
7 dave Nov 24 08:25 144 /tmp/incenrep.tmp
|
8 dave Nov 24 08:23 255 /tmp/0555.51806
11-24-1992 PARTS TRANSACTION REGISTER PAGE 1
9 clare Nov 24 08:49 1719 /tmp/0780.53374
11-24-1992 SCHEDULE 263 SUM.WARRANTY CLAIMS PAGE 1

Up Down Select Quit

PURPOSE

The Reprint Browser provides a convenient way for Xenix
users to reprint documents that were either lost or damaged
while printing. In Jarvis Computer Systems most documents,
such as reBorts, audit trails, and listings, are put in the
Temporary Directory (/tmp) as well as sent to the printer.
The Reprint Browser searches the Temporary Directory for
documents that it may be possible to reprint.
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USE

There are two 1ines on the screen for each document the
Browser finds. The first line is highlighted, and it con-
tains the following information: document number, user id
(Togin name under which the document was first printed), date
and time of initial printing, the size of the file, and the
filename. The second 1ine, found directly underneath the
first and slightly indented, contains the first Tine of the
document. This information should help you find the document
you are looking for.

You may scroll through the Tlist of documents by pressing
U (for Up) and D (for Down). You may select a document to
reprint by pressing S (for Select). You may exit this program
without selecting a document by pressing Q (for Quit).

When a document number is Selected, that document will
be reprinted on the system printer.

TROUBLESHOOTING

Keep in mind that the documents in the temporary direc-
tory are removed when the system is rebooted. If the screen
is empty, there were no reprintable files found.
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Screen 30-15: PURGE OLD DATA - MENU #47

PURGE VEHICLE RECORDS AND HISTORY BY JARVIS COMPUTER SOFTWARE
(C) 1993, 1995 ALL RIGHTS RESERVED.

PURGE ALL VEHICLES WITH LAST R.O. DATE BEFORE:

PROMPT WHETHER TO DELETE EACH RECORD? _

F1=CLEAR CURRENT FIELD, F3=FKEYS, F5=EXIT, F7=HELP, ESC=START PURGE.

PURPOSE OF PURGE OLD DATA

The purge program removes vehicle, customer and history
records for customers that have been serviced in the past but
have not been in since a specified date. This prevents old
or transient customers from accumulating in the system,
taking up disk space, and showing up on the Took-up screen.

The purge program does not remove customers from the
Accounts Receivable customer file. It also does not remove
vehicles from the F&I sold file.

USE OF PURGE PROGRAM

Enter the date. The system will remove any vehicle with
a repair order printed prior to this date but none that have
repair orders printed since then. It will also remove the
repair orders themselves. If the vehicle's owner is a cash
customer who does not own any other vehicles, that customer
will be deleted.

If you answer N to "Prompt whether to delete each
record", the records are deleted with no questions or feed-
back saying what was deleted. If you answer Y, it will dis-
play information to identify the record that is about to be
deleted. You can then choose whether to delete it. Your
choices are:

Y = Yes, delete it
N = No, do not delete it
A = All; delete all records of this type without prompting
S = Skip (do not delete) any more records of this type
Q = Quit the program; do not delete any more records of any type
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31.

WITHDRAWING PARTS FOR SERVICE

Parts used for service work must be withdrawn through
the parts inventory system. The Inquiry program (parts menu
1) is used to do this.

WITHDRAWING PARTS IN INVENTORY

If the ﬁart is carried in inventory, the normal proce-
dure for withdrawing parts is used. That is, you enter the
part number on the inquiry screen, the system displays the
information on that part, and you press the F2 key to
withdraw the part. The withdrawal fields are then displayed.

Screen 31-16: WITHDRAWAL

PARTNUMBER: 25010792 QTY SOLD: 1 ROff: __654 COMPLAINT: A
FSD _ INCENTIVE: __ SALE PRICE (EACH): __6.75

These fields are filled out as described in the parts
manual; the only difference is that the complaint field
should be entered. The complaint indicates the letter of the
repair for which the part is being withdrawn. The document
number is the repair order number; enter this number from the
hard copy of the repair order, rather than using F3 as for
counter tickets.

If you get a "Line Not Open" message when you enter the
complaint letter, it means either that the repair order num-
ber was not printed, that the line letter is not something
that was ?rinted on the repair order, or that the line was
already closed. This is just a warning. You can withdraw
parts after a line is closed, or for a line that was added to
the repair order. These parts will still show up on the
repair order. If a part is withdrawn for a Tine that does
not exist on the repair order, it will still be associated
with that repair order, but the service writer will be forced
to correct tne letter before being allowed to print the final

135



repair order.

The Sale Price that you can change here is the price
charged to the customer. If it is for a warranty repair
order, however, this amount is ignored by the service system.
It will still be printed on the 511? printer, because at this
point the system does not necessarily know what the sale type
is.

Put the hard copy of the repair order in the slip
printer and line it up so the part will print in the next
available position from the top of the parts column. You
will need to put the repair order in the printer upside-down
in order to make it print along the Teft side. The printer
will print upside-down so that it comes out correctly. When
you press Escape, the part information is printed.

Sample Report 31-17: SAMPLE PART INFORMATION

10285A 1 FILTER 12.00 19
5520 25010792 1000

The first item on the Tine is the repair order number
and the comﬁlaint Iine letter. The next number is the
quantity. Tne next item is the description. This is followed
by the price for all the parts. The last number on the first
Iine is the date.

The second Tine contains the cost, in thousandths of
dollars; the part number, and the time of day, in hundredths
of hours using a 24-hour clock.

It is best not to withdraw parts for repair orders with
the withdrawal program (Parts menu #2, or Inquiry option F4).
It does not print the hard copy, and it forces the service
department to assign the Tine letters when they close the
repair order.

WITHDRAWING PARTS NOT IN INVENTORY

To withdraw parts not in inventory, you must also be in
the inquiry program (program #1 on parts menu). Press F3 and
select T to go to the non-inventory parts withdrawal screen.
Enter the information on the part, put the hard copy of the
repair order in the slip printer, and press Escape to print
it. You may then enter another non-inventory part or press
F5 to return to the inquiry screen. The non-inventory parts
screen is also described in section 3.33 of the parts manual.
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Screen 31-18: NON-INVENTORY PART SALES
RECORD NON-INVENTORY PART SALE BY JARVIS COMPUTER SOFTWARE (C) 1993.
ALL RIGHTS RESERVED.
RO #: LINE: CLASS (P,G,0,A,T,S,M,U):

PART NUMBER (OPTIONAL):

SALE QUANTITY: __ FILLED SAME DAY (Y/N): _
DESCRIPTION:
SALE PRICE (EACH):
COST OF GOOD SOLD (EACH):

NON-OEM PART [XJ : [_]

VENDOR 4 (OPTIONAL):
VENDOR INVOICE #f (OPTIONAL):

FI1=CLEAR CURRENT FIELD, F5=EXIT, ESC=SAVE DATA.

32.

ENTER REPAIR ORDER INTO ACCOUNTING

PURPOSE OF ENTER CLOSED REPAIR ORDER

After the reﬁairs have been made and the soft copies of
the Repair Order nave been printed, the office people enter
the accounting information from the repair order into the
accounting system using this program, which records the in-
formation in the appropriate journal.

This program is accessed through the accounting system

by using Menu #26, Other Menu, and selecting the appropriate
journal. If a repair order contains a mixture of repair
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Screen 32-19: ENTER CLOSED REPAIR ORDERS INTO ACCOUNTING

ENTER REPAIR ORDER INTO ACCOUNTING SYSTEM BY JARVIS COMPUTER SOFTWARE
COPYRIGHT (C) 1992.
REPAIR ORDER #: 000238
DATE: _/_/__ JOURNAL  CARS
CUSTOMER -

DESCRIPTION ACCT ~ AMOUNT TOTAL PAYMENT TO
CASH SALE 225 BE DISTRIBUTED 54.69
ACCOUNTS REC. 220

|

- | Labor 660 247 32.40 460 40.00
- | Parts 667 242 2.50 467  6.00
- | Misc. --- --- 3.74 61D 7.99
- | TAX 324 0.70

|
|
|
|
| TOTC  226C 54.69
I
I
I

F1=CLEAR CURRENT FIELD, F3=OPTIONS, F5=EXIT, ESC=SAVE THIS REPAIR ORDER.

types, it must be entered into each journal for which it has
a repair.

After recording the repair order information in this
program, the information will be in the journal, and it will
need to be posted. Before you post it, you can go into the
journal data entry program, where you can print a proof or
bring up a repair order to look at or change. Post the
journal using Program /21, as with any other journal.

FIELDS OF ENTER CLOSED REPAIR ORDER

The Repair Order number must be the number of a Repair
Order that was printed in the Service Merchandising system,
and was not already transferred to the accounting system.

The Customer Number is the number of the customer being
billed. It is filled in automatically if the vehicle's owner
is already in the accounting system. You can change it if
you need to bill someone other than the owner, or if the
owner does not have an Accounts Receivable account. This
field is optional, but if you leave it blank you cannot enter
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an amount into the Accounts Receivable account.

Some of the Account fields are predefined. Below the
predefined accounts, you may enter any other account numbers
you might need to break down the payment amount.

The Amount fields are used to break down the payment
amount. They must add up to the amount due. These payments
are broken down depending upon the repair order type.
Customer-Bay repair orders are broken down into Cash and
Accounts Receivable. Warranty regair orders have only a
Warranty Claims account. Internal repair orders have a
breakdown that will depend UﬁOﬂ your franchise and the type
of vehicle being entered. The Accounts Receivable amount in
customer-Bay repair orders can only be entered if you have an
Accounts Receivable customer number.

FUNCTION KEYS ON ENTER CLOSED REPAIR ORDER

F1 clears the current field.

F3 presents this 1list of options:
Customer Delete List_repair_orders Quit

F3 C lets you Took up and select a customer code.

F3 D deletes the repair order that is displayed from the
1ist of repair orders not entered into accounting.
The repair order remains in the service system but
it cannot be entered into accounting through this
program.

F3 L 1ists the repair orders to be entered into the
journal, and lets you select one.

F3 Q allows you to get out of the menu bar if you ac-
cidentally hit F3.

F5 allows you to exit the program.

USE OF ENTER CLOSED REPAIR ORDER

Enter the Repair Order number you want to close. If the
Repair Order has more than one payment type (Customer pay,
Warranty Claim or Internal), you will have to enter the
Repair Order in each of the journals. If the Repair Order has
been closed in service by printing the soft copies, and has
not already been transferred to the journals, the accounts
and amounts that were printed on the Repair Order are dis-
B1ayed in the window on the right side of the screen. If the

epair Order has mixed payment types, only the amounts ap-
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plicable to the journal you are using are displayed.
Otherwise, the amounts should match what is printed on the
repair order.

The amounts shown for the cost, sales, inventory and tax
accounts will be written to these accounts. Normally you
should not change these amounts. It is possible, to change
them by entering the account number in the payment accounts,
putting an adjusting amount in the amount field (it can be a
negative amount), and entering the account and amount of ad-
Jjustment for another account.

The amount shown for the payment corresponds to a tem-
porary account. This account number is never written to the
journal; the amount is distributed to the proper accounts
that you enter on this screen.

Enter the amounts for each of the payment accounts, and
the customer number if necessary, then press Escape to save
the information. The amounts must add up to the payment
amount, or the computer will beeg and you must fix the
amounts. If the amounts are in balance, the screen will
c%ear and prompt you for the next Repair Order number to
close.

If you want to back out, you can press F5 and nothing
will be saved on the Repair Order you were entering.

I you have accounting and you have affected a scheduled
account that is not set up to be scheduled automatically, the
schedule screen will be presented after you press Escape.

You must schedule the account and press Escape to save it.
(You cannot back out without saving at this point).

32.1. HOW ENTERING REPAIR ORDERS AFFECTS ACCOUNTING

Entering and saving the amount screen saves the repair
order as a journal entry in the accounting system. You
select which journal is used from Menu 726 in the Accounting
System, when you select this program. The name of the journal
is displayed at the top right of this screen to remind you
which journal you are in. When you have finished entering
the regair orders in this program, you will need to post the
journal, using Program #21 in the Accounting System. Before
you post, you can go into the Journal Entry and do a proof.

The account numbers used are determined by the set-up in
the s_imcf file. Each Tine for parts or labor affects three
accounts: the sales, cost and inventory accounts. These ac-
count numbers are printed on the repair order and shown on
the right side of the screen; the account numbers and amounts
cannot be changed. The payment accounts and amounts are put
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in the journal as you enter them.

Scheduled accounts are usually handled automatically if
no more information is needed than what you have entered, and
the schedule only affects one reference number. If the set-up
does not indicate that an account is to be scheduled
automatically, but %ou use that account number and it is in-
dicated as being scheduled in the chart of accounts, you are
presented with the schedule screen when you press Escape to
save the amounts.

32.2. CORRECTING COST, SALES & INVENTORY AMOUNTS

Normally, you only need to enter the payment amounts.
The cost, sale and inventory accounts should be filled in
correctly. If you need to change them, however, you can do
so by entering the corrections in the payment lines.

Screen 32-20: EXAMPLE OF CHANGING COST & SALE ACCOUNTS

ENTER REPAIR ORDER INTO ACCOUNTING SYSTEM BY JARVIS COMPUTER SOFTWARE
COPYRIGHT (C) 1992.

REPAIR ORDER 4f: 000238 JOURNAL ~ CARS
CUSTOMER #f:
DESCRIPTION ACCT AMOUNT TOTAL PAYMENT TO
CASH SALE 225 __ 55.19 BE DISTRIBUTED 54.69
ACCOUNTS REC. 220
COST OF SALES P&A CUSTOME 667_ __ -2.50
COST OF SALES PARTS GOV'T 667A __ 2.50 #----------mmmmmmmmmmmmmmimm oo o +
SALES P&A CUSTOMER 467_ ___ 6.00 | Labor 660 247 32.40 460 40.00 |
SALES P&A GOV'T SALES 467A ___ -6.00 | Parts 667 242 2.50 467 6.00 |
DISPOSAL EXPENSE 69D ___ -0.50 | Misc. --- --- 3.74 61D 7.99 |
. | TAX 324 0.70 |
. | TOT C 226C  54.69
I I
I I
I I
B e s +

F1=CLEAR CURRENT FIELD, F3=OPTIONS, F5=EXIT, ESC=SAVE THIS REPAIR ORDER.

For the cost amounts, first zero out the amount that is
currently shown. Do this by entering the account number and
the negative of the amount account. Then enter the correct
account number and amount.

For the sale and inventory amounts, zero out the amount
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by entering the amount shown, as a positive amount. (They
will cancel out since the payments are debits and the sale or
inventory amount is a credit.) Then, enter the corrected ac-
count number and amount as a negative amount.

If you change the cost amount, you should also change
the inventory amount. If you change the sale amount, you
must also adjust the payment.

To add new cost, sales and inventory lines, enter the
account numbers and amounts as described above for adding the
corrected account numbers and amounts; that is, enter debits
(cost) as positive numbers and credits (sales and inventory)
as negative numbers. If you add a sale amount you must in-
crease the payment by the same amount.

The example shows a correction being made to change ac-
count numbers from 667 and 467 to 66/A and 467A.
Furthermore, a 50 cent sale to account 69D is being added.
The four entries below the cost of sales are for changing the
account numbers. These were blank Tines with account numbers
typed in. If you wanted to change the amounts as well as the
accounts, the new amounts would be put on the 667A and 467A
1ines. The new account number and amount are added next;
this makes it necessary for the amount on the CASH SALE Tine
to be increased by 50 cents from the amount shown.

32.3. TROUBLESHOOTING

An "Entered already” message is a warning that the
regair order number you typed has already been entered or
deleted through this program. The system assumes it has been
entered if it cannot find the repair order in the Open Repair
Order Lines file. Try rebuilding this file (#21 on Service
Menu #44) if you think the warning is incorrect.

An "R.0. not closed” message is a warning that the
repair order number you typed was not closed using Service
program #3. For a repair order to be closed, it must be
printed out in program #3, including the accounting
information, then program #3 must be exited by pressing F5.
If a printed repair order is Tisted as unclosed, reprint it
in Service program 3.

An "R.0. # is already in the journal; accounting data
will not be rewritten” message means that there is already a
journal entry for the repair order, which has not yet been
posted in accounting program #21. This could have come from
reentering a repair order that was reopened and closed in
service, or from entering the number directly in the repair
order journal from the main accounting menu. When you get
this message, the repair order is removed from the 1list of
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repair orders not yet entered into accounting, but the in-
formation in the journal entry is not changed. If you need
to make changes, go into the journal through the main ac-
counting menu.

A "Wrong type for this journal” message is a warning
that the repair order number you typed either had no repairs
of the sale t%pe (Customer, Warranty or Internal) for tnis
journal, or the repair order was already entered into this
Journal but needs to be entered into other journals.

A "Journal in use" error message usually means someone
else is using either this program with the same journal,
entering the corresponding journal directly having selected
it from the Teft half of the accounting main menu, or posting
the journal. If you are sure that no one else is using the
%ﬁurqﬂlz select F3 R from the main accounting menu to remove

e lock.

A "Bad accounting data were read in" error message means
that the accounting information transferred from the Close
Repair Order program is not in balance. First, exit the
program and rebuild the Open Repair Order Lines file: go to
the Service Merchandising Main Menu, select 44 for Rebuild,
the 21 for Open Repair Order Lines. This will solve the
problem if some accounting lines were in the file but the
program could not find them. If this does not work, enter the
repair order in spite of the error message, making any cor-
rections to the accounting information shown on the screen.
Alternatively, you can bring up the repair order, select F3 D
to delete it from the Tist of repair orders not entered into
accounting, and enter it manually in the appropriate journal.

An "Error in s_imcf" indicates a setup problem. See the
chapter "Inter-Module Communication File" for details.

For troubleshooting file and index errors, see the last
chapter in this manual, "Error Codes Displayed by System S".
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33.

EDIT REPAIR ORDER FORM FILE

CHANGING THE REPAIR ORDER OR HISTORY REPORT LAYOUT

The Tayouts of the regair order and the reports printed
or displayed by the Print R.0. program are controlled by the
files frm/ro.frm, frm/history.frm, frm/histdisp.frm,
frm/conthistory.frm, and frm/conthistdisp.frm. (The "ro.frm"
might have a different name, and there might be more than
one. This is specified in the s_imcf file.) You can change
these files by pressing F6 from the Master Menu, then
selecting the type of repair order you want to edit. The
format of these files is described below.

The contents of forms files and the order of contents is
critical to the correct operation of your ?rinter and the
characters output. In the descriptions below items enclosed
with [] are optional, items enclosed by #Hf are numbers,
items enclosed by < are a single word and cannot contain any
spaces or tabs. Literals must be enclosed in double quotes
"".  Repetition 1is allowed when you see .... Between each
item there must be one or more spaces or tabs. This is
the form file format:

rint fkncpiik ecpiif kecpiif LHEvrpiif]
vertical ffcontrol strin
form {Flengtrk widthif
[1inefeed ffcontrol stringf]
leftmargin ffoffsetif
[topmargin ffoffsetit]
[down ffcontrol stringt]
body flengthif LiFvIpiiF]
bodyfields [ fieldname ... fieldname ]
[tag control character {frowf fcoldt Hfield widthif ]

["7iteral" control character trowft fcoldt #field width
["™prompt" control character Hrowlt fcolft fifield widthit ]
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[(math) control character trowit coTit #field widthlf

[(?(math) math) control character {frowlf otk fHield widtht ]

print

fncpift

ffecpift

feepift

[fvrpifi]

vertical

flcontrol stringft

form

jHFengthif
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identifies that the print pitch follows.

is normal characters per inch and is
usually 10 or 12.

is enlarged characters per inch and is
usually 5 or 6. If you do not use a dot
matrix printer then use the same figure
as mcpisf.

is compressed characters per inch and is
usually 17. If you do not use a dot
matrix printer then use the same figure
as mcpisf.

is the optional vertical rows per inch.
The default is six rows per inch. If you
use spacing in any of your forms other
than six rows per inch then you must in-
clude this in every form.

identifies that the vertical spacing
$r1nter control string follows. This

ine is optional only if it is omitted
from every form.

is one or more hexadecimal numbers that
represent individual characters sent to
the printer. The control string must end
with the hexadecimal number 0. Each
hexadecimal number in the control string
must be separated by one or more spaces
or tabs. The control string for a car-
glags return plus Tinefeed is usually 0D

indicates the form dimensions follow.

is either form length or body length and
is measured in inches. Eleven and one-
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fhwidthif

1inefeed

leftmargin

floffsetst

down

body

bodyfields

<tag>
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half is 11.5.

is either measured in inches. Eight and
one-half is 8.5.

indicates that a control string other
than OA 00 is to be used to advance the
form one line.

indicates that the offset from the normal
left margin follows.

is measured in inches. Two-tenths is
indicated as 0.2 and will move all
printing to the right by 0.2 inches.

indicates that a control string that will
cause the printer to reverse linefeed
follows.

indicates that the length of the body
follows. The length of a body longer
than 0 indicates that there can be mul-
tiple repeating fields in the form.

There can be a second number on the Tine,
whiﬁh indicates the number of Tines per
inch.

indicates that zero or more repeating
fields will be defined. The re?eating
fields are given in the 1ist below with
jHF after the name. One way of printing
these fields is by replacing the JHF in
the 1ist with a two-digit number; for
instance, rep0l is the tag for the first
repair category, rep02 is the tag for the
second one, and so on. The bodyfields
feature provides a shortcut to listing
every line this way; you can simply 1ist
the tag name (without the two digits) on
the bodyfields 1line; then use the tag
without the digits when defining the form
fields to define the position of the
first field. You can define at most ten
bodyfield tags this way.

is the name of a pre-defined form field.
The tag name will print a names such as
Jarvis, Clare H. Please see the list
below for allowed tags and their
meanings.
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<control character> is an "n", "e" or "c" and indicates to

firow"

ffcold

fHfield widthi

<literal>

*<prompt>

(<math>)

(?(<math>) <math>)
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use normal, enlarged or compressed print
respectively.

is the inches from the top of the form.

is the inches from the left edge of the
form.

is the maximum space allowed on the form
for the data. For example, if the form
only calls for the middle initial then
setting a field width of 0.1 will allow
Qn1% one character at ten characters per
inch.

is a quoted string to be placed in the
form and is used primarily for dealership
information such as address, phone
number, dealer number, etc.

is a quoted string that begins with an
asterisk, "*". Unlike literals the
quoted string is printed to the screen
instead of the printer. The program
ﬁauses and waits for user input.
hatever the user enters on the input
1ine will then be printed in the form.

is a mathematical expression surrounded
by parentheses. The expression can con-
tain operators such as +, -, *, /, #, and
* (plus, minus, times, divided by, round
by, and to the power). The expression
can contain operands such as tags, vari-
ables or numbers. Only numeric tags
should be used. Any operand that is un-
recognized is assumed to have a value of
zero. You may create a variable by using
it on the Teft of an equation, for ex-
ample (x=actual+addon). Once a variable
has been created, it can be used in other
math expressions.

is a special form of the math expression.
The expression inside the parentneses
after the question mark is evaluated. If
that expression evaluates to zero then
the string "N/A" is printed. If the test
expression is non-zero then the expres-
sion that follows is evaluated and the
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result is printed.

[?(<math) <tag>]  1is similar to the expression above, but
you may print a tag, literal, or prompt
as well as a math expression.

A special note: tags and literals may be intermixed and
in any order. The programs sort things out. Any tag that is
misspelled will not print. To omit an item from a form
either delete the line with the appropriate tag or insert
some character such as '@ into the tag.

TAGS USED IN ORIGINAL REPAIR ORDER

The following tags can be used in the repair order form
file, the history re?ort form file, and the history display
form file. These files are all used by program #1, Print
Repair Order. They can be edited by pressing F6 from the
main service menu, and selecting 2-6. The s%mboT HE in the
tag names refers to a two-digit number which may either be
specified or used with the bodyfields feature of the form

file.

addressl First Tine of customer's address

address2 Second Tine of customer's address

advisor Service advisor's name

advnum Service advisor's number

areacode Area code of customer

auto X if the vehicle is an automobile; if
used in a formula, 1 if the vehicle is an
automobile, else 0.

auto_ the word AUTO if it is an automobile

boat X if the vehicle is a boat; if used in a
gormu1a, 1 if the vehicle is a boat, else

boat_ the word BOAT if it is a boat

car X if the vehicle is an automobile; if

used in a formula, 1 if the vehicle is an
automobile, else 0.
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car_
city
citystatezip
color
commentl
comment?

complaintih

complaintaikt

cphonenumber
custnum

customer_

cylinders
date
dateyear
day

ewar
ewarmiles
ewarmon

fphonenumber
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the word CAR if it is an automobile
customer's city

customer's city, state, and ZIP code
color of the vehicle

first line of vehicle comment

second line of vehicle comment
descriptions of the symptoms of a
vehicle's problem; replace fHf with 01 -
06 to indicate the line number; for ex-
ample "complaintOl" prints the first
camplaint entered on the Print R.O.
screen.

same as complaintift above except lines
are wrapped according to the width
specified in the #Com$1a1ntw1dth division
of the s_imcf file. The continuation
Tines are complaintbyff, complaintciff,
etc. Note that the letter does not refer
to the complaint Tine but rather the
number of the continuation line. The
number refers to the complaint letter.
customer cell phone number.

customer code

the word CUSTOMER if the Repair Order
type is "C"

number of cylinders

today's date, in the form mm-dd-yy
this year (two digits)

the day of the month

extended warranty, months and/or miles
extended warranty miles

extended warranty months

customer fax phone number.
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histafHt
histbiHt
histciHt
histdikt
histefHt

histccciH

histmemoiHt
histtechikf
histtechnamedH
histrepiHt
histrepnofkt
histadvii
histrofHt
histadvnamefHf
histdatefHt
internal_

leased

May 13, 2010

most recent history; tech 4 or special
code for repair JHF

second most recent history code for
repair 1ht

third most recent history code for repair
fourth most recent history code for
repair 1ht

fifth most recent history code for repair
concern, cause and correction, with word
wrap. For maintenance items, the repair
category.

first line of correction field for list
of repairs (blank for maintenance)

tech # or special code for repairs listed
most recent 1st

technician name for repairs listed most
recent 1st

name of repair done, listed starting with
most recent

number of repair done, listed starting
with most recent

advisor, on first line of each repair
order in Tist

R.0. number, on first line of each repair
order in Tist

advisor name, on_first 1ine of each
repair order in 1ist

service date, on_first 1ine of each
repair order in 1ist

the word INTERNAL if the Repair Order
type is "I"

X if vehicle is leased; if used in a
formula, 1 if the vehicle is Teased, else
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leased

TistiHt

Tistletteriht

make
miles
mode]

motorcycle

motorcycle_

mwar

mwarmiles
mwarmon
name

namestocknum

new

new__

other

May 13, 2010

0.
the word LEASED if vehicle is leased

the Tist of complaints and requested
maintenance repairs. This is normally
used with the bodyfields feature; put
1ist on the bodyfield line and use 1ist
for the tag. The complaints are listed
first, wrapping at the width specified in
the complaintwidth division of the s_imcf
file. The descriptions of the requested
repair categories are listed next.

the Tine letter corres?onding to the
first 1ine of the complaint or repair
category in the 1ist described above.
make of vehicle, spelled out if possible
miles when purchased

name of the model

X if the vehicle is a motorcycle; if used
in a formula, 1 if the vehicle is a
motorcycle, else 0.

the word MOTORCYCLE if it is a motorcycle

manufacturer's warranty, months and/or
miles

manufacturer's warranty miles
manufacturer's warranty months

customer name

customer's name if not internal; "INTERNAL
SALES jkstocknum>" if internal

X if the vehicle was purchased new; if
used in a formula, 1 if the vehicle was
purchased new, else 0.

the word NEW if the vehicle was purchased
new

X if vehicle is not a car, truck, motor-
cycle or boat; else blank; if used in a
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odtype

other_

phonel
phone2

phonenumber

plate
pwar
pwarmiles
pwarmon

reciH
reccodesHt
repairfHt
repcodesHt

ronum
state
time

truck

truck_

used

used_
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formula, 1 if it is an X, else 0.

Blank if odomter is in miles or K if
odometer is in kilometers.

the word OTHER if not a car, truck,
motorcycle or boat

telephone number exchange prefix
telephone number suffix

ggg gete telephone number (e.g. 507 454-

Iicense plate number

power train warranty, months and/or miles
power train warranty miles

power train warranty months

recommendations; only recommended repairs
are listed

code indicating why repair fHf is needed;
1ike repcode except it only prints codes
if the repair is recommended.

name of repair category H

code indicating whether repair Hf is
needed

repair order number

customer's state

time of the day

X if the vehicle is a truck; else blank;
in gormu1as, X is taken to be one, blank
is 0.

the word TRUCK if vehicle is a truck

X if the vehicle was purchased used; else
blank; in formulas, X is taken to be one,
blank is 0.

the word USED if the vehicle was pur-
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chased used

vin vehicle identification number

warranty_ the word WARRANTY if the Repair Order
type is "W"

wphext customer's work telephone extension
number.

wphonel customer's work telephone number exchange
prefix

wphone2 customer's work telephone number suffix

wphonenumber customer's complete work telephone number
(e.g. 507 454-2575)

year two-digit model year of vehicle

zip customer's ZIP code

TAGS USED IN FINAL REPAIR ORDER

The following tags can be used in the final repair order
form file, which is used by program #3, Close Repair Order.
The form files can be edited by gressing F6 from the main
service menu, then selecting 7, 8 or 9.

The following tags are used for the final copy of the
repair order printed by program #3. These form files can be
edited by pressing F6 from the main service menu, then
selecting the files Tabeled "FINAL R.O." or "CONTINUATION
R.0.". These may be broken down by Sale type and/or Copy
number. Sale t%pe (customer, warranty or internal) 1is
determined by the Tletter you enter in the Sale Type field
when you originally write up the repair order. Copy allows
you to print separate copies for Accounting, Customer,
Warranty Claim, etc. If you do not have separate forms
1isted for 