Chapter 3

Writing a Customer Invoice

In this chapter, you will learn how to write a customer invoice, starting with adding anew
customer and vehicle, then moving on to adding labor operations and parts, and finally
receiving payment and closing the invoice. This exercise is meant to get you started
writing invoices. Complete definitions of all fieldsand buttonsin the Active Invoice screen
will follow in subsequent chapters.

Everything you learn about writing an invoice works equally well for writing an estimate.
The main difference between an invoice and an estimate is when inventory “quantity in
stock” levels are adjusted. Stock levels adjust immediately when parts are added to an
invoice. When stocked parts are added to an estimate the stock levels are adjusted after
the estimate is upgraded to an invoice.

&z For acomprehensive definition of estimates and invoices, single-left-click the Help
button on the Main Screen and choose Estimate from the Search list.

The path you will follow in this exerciseis one of four ways to write a customer invoice.
Asyou learn GO, you will find there is almost always more than one way to achieve your
godl.

& To learn about other ways to start an invoice, go to Help on the Main Screen, then

choose Active Invoices from the Help Main Menu.

3.1 Adding a New Customer and a
New Venhicle

At this point, you have either had data from your previous system converted to GO
(existing customers, vehicles, inventory, etc.), or you are starting fresh with no prel oaded
data. Regardless of which way you are starting, this exercise will lead you through
entering a new customer and a new vehicle.

&z Asyou follow this exercise, please single-left-click the yellow Help question mark, or
press the <F1> key, each time the screen changes to view the context-sensitive help for

each screen.

If thisisthefirst timeyou’ ve entered anew customer and vehicle, you might want to print
ablank worksheet to help organize the facts and figures you' re about to enter. To do this,
first single-left-click M anagement in the Menubar:

idGamge Operstar - Slie Licengaed (o Hansville Fegain, Inc.
File Miwipry Acivelwoloss [weiCssstar Schedsber [imeclock Purchasing Hanagomenm Daialables Sysem
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Then single-left-click #4: “Print Forms”

Management

1: Daily Summary
: Company Information
: Options & Forms Setup
: Print Eorms
ﬁ_afet}-' Compliance
: Password
: Direct Marketing 3
: Accounts Receivable »
: Accounts Payable »
10: Management Reports »
11: Banking [ 3
12. Accounting

S0 el T LN e L P

A scrolling list of formswill appear next. Single-left-click on Blank Worksheet (the first
choiceinthelist) to highlight it, then single-left-click the OK button.

GilPlease Select the Form to Print

Blank Worksheet
Brake Inspection
Catalytic Converter Waiver
Comprehensive Inspection
Daily Organizer

Daily Summary
Equipment Inventory
Estimate Documentation
Inventory Data Entry
Special Orders Log

x|

+

Then type in the number of Blank Worksheets to print, then single-left-click the OK

button.

G0 Prompt

Please enter the quantity to print

x|

Cancel

The Blank Worksheet is used to fill in information about the customer, the vehicle and the
customer’s concerns about the vehicle. It can also be used as an authorization form if the
customer signs at the bottom. (The disclaimer on thisform can be modified in Manage-
ment / Options & Forms, and the copy can be modified in Data Tables / Forms.) Once the
customer and vehicle have been entered into the data base, the History procedure (Chap-
ter 4) will print aworksheet with the information already filled-in.
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An example of a blank worksheet is displayed below.
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3.2

Once the Blank Worksheet isfilled in, single-left-click Activel nvoicein the Menubar.

e s T - Sate Lioemeed b baimeils Bepak, [ . =100 =l
Eibe Hisory Actheelnveices OverCoustar Scheduler Timockeck Purchasing Managomon [FataTaebles Systam
L]

If there are current active invoices, you will see the Active Invoice Selection screen.
Single-left-click the New I nvoice button at the bottom. (If there are no current active
invoices, single-left-click the New I nvoice button in the Invoice/Estimate dialog.)

IDctve Irvnices and F stimetes — Snrted Hyw lmvnicr Hpmbrr
L ¥ Make Anvpice Svnppels
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The next screen you' |l seeisthe Customer/Vehicle Dialog. Thistutorial will add anew
customer and a new vehicle, so single-left-click the Add Both button.

t0 Customerf¥ehicle Dialog x|

Tlease enter 2 LICENSE#, 2 FLEET#, or | Add Customer |
patt of the CUSTOMER'S NAME in the | Add Vehicle I
space belowr if this is a repeat customer, or

select one of the options at right. | Add Both I
Il | Browse I
Cancel I Find 1

Customer Master Record

The next screen is actually two screens. one layered on top of the other. The first asks
you to decide what type of customer thisis. Individual will, for most GO users, bethe
most common category. (Type categories are discussed on page 20.) Asyou single-left-
click your choice, the category screen disappears, leaving only the Customer Master
Record screen.
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G0Customer Master Record %]
004768 |6 ]  wype ndvidual  [[] Diseount |
IMame |Fhar|es Boxensroote SHOP
Salutation |Char|es File Underlm
Address |239’| Folmer Road Zip |gga4g
City |Hansvi|le State IWD
Home Phone I(HED) |53El—1 120
Wotk Phone |1200) [532-1823 |extension 342
Dther Phone |ce||: (Z083555-1810

B-ail |cbo><en@estuar}r.net

Misc. Info. |re: Pam Mosher MNote ITE}(T I
Special Tax Rate or Pricing? % E OF to charge to account? % x
Sales: I 347.55 I B45.67 I 2281.22 IDE;"EQ;’EODZ
this year last year total last date
||‘| 4/» ILlI | Sort | Filter ‘ |Cancel ‘ OK

It contains 26 fields, and a pop-up screen:

Customer Number: Thisfield is assigned automatically and cannot be changed. The
customer number links the customer with his or her vehicle, invoice, and other records.
You never have to remember a customer by a number in GO. Whenever the customer
number is needed, you can always type in part of the customer's name, or select the
customer from a pop-up list. In general, the lower the customer's number, the longer the
customer has been in the database. However, a customer number will be re-used if the
customer it's been assigned to it is deleted from the database, and there are no other
records linked to the number.

i0How would you rate this customer?

(o] (=0 (20 (3 (= (<1 20 (2] (] (=]

Rating: Thisisa0 through 9 numerical rating, with 0 being "Avoid, Avoid, Avoid" and 9
being "Truly Magnificent." Therating ismostly used by Target Mailing - for example, if
you want to send an offer to your best customers, you would choose those with arating of
7 or better. But is also useful as ahidden means of communication to others within the
business. It appears on the History screen, and as the last digit of the "Customer ID" on
Technician copies of invoices and estimates. When appending a new customer records,
the "Rating" menu pops up automatically after you've entered the customer's name. The
default rating is6 ("Good"). Press the <Enter> key to accept thisrating, or single-left-click
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another rating. You may change the rating afterwards by single-left-clicking the "down
arrow" button to the right of the rating field.

t0Category B3

i Individual

Business
MNon Profit

Government

Employee

gl

Type: The seven choices are shown above. The Customer Type is used as one means of
selecting, reporting, and sorting customers. The choice of Customer Type a so determines
whether or not the cursor will visit the Discount field in the Customer Master Record
screen, and whether or not the cursor will visit the Fleet Number field in the Vehicle
Master Record screen. "Individual" is the only Type that does not allow an entry in the
Discount field (although individual customers may always be given a discount on an each
time basis from within an active invoice); "Fleet" isthe only Type that does allow an entry
in the Fleet Number field in the VVehicle records associated with this customer. Type also
affects the suggested values for the Salutation and File Under fields.

Discount: Filling in thisfield setsthe size and type of automatic discount given to this
customer in Active Invoices and Over Counter Sales. The Discount can be set only for
customers whose Typeisn't set to “Individual”.

Note: For a complete description of discount possibilities, single-left-click
the blue “ size and type of discount” hyperlink in the Customer help screen,
or see “customer discount” in the search section of Help.

Name: Thisissimply the customer's name, first name first and last name last. Include
honorifics such asMs., Mr., Mrs, Dr., Rev. inthisfield, if you wish. Coupleswith different
last names can be entered together (e.g. Jan Smith & Morgan Foster). The way you enter
the Name determines the suggested values for the Salutation and File Under fields, but
has no effect upon how the customer is looked up in the database. All database queries
based on Customer Name are any value finds. The Customer Name is copied automati-
cally to the invoice or estimate header when a new invoice or estimate is created, and the
Bill To or Ship To fields when an Over Counter invoiceis created. Thisis a 30-character
fied.

©2002 Garage Operator, Inc.  All Rights Reserved



When you enter a new customer's name, or change the name of a customer who's
already onfile, theiSHOP customer name dialog will pop up:

iSHOP FlLr.|uirr.rJ FL.:lfunL

’Lﬁ‘f‘“

ISHUP

INTEGRATED SHOP STANDARDS
First Mame |SEETR

Last Mame |Bm:en sroob e

Company |

These fields are used primarily when GO sharesinformation with other iSHOP compliant
programs. Suggested values for First Name, Last Name, and Company will be displayed
based upon the Type and Name entered in the previous two steps. Press the <Enter> key
four times to accept the suggested values, or change them as you wish.

First Name will befilled in with the first word of the Name entered in the previous step if
TypeisiIndividual, AAA, or Employee. No suggested valuewill begiven for thisfield if
Typeis Business, Non Profit, Government, or Fleet. In this case, you may typein the first
name of a contact person.

Last Name will befilled in with the last word of Nameif TypeisIndividual, AAA, or
Employee. If TypeisBusiness, Non Profit, Government, or Fleet, you may typein the last
name of a contact person.

Company should beleft blank if TypeisIndividual, AAA, or Employee. Thisfield will be
filled in with the Name entered in the previous step if Typeis Business, Non Profit,
Government, or Fleet.

GO used the values you type into these three fields to fill in suggested valuesfor the
Salutation and File By fields once control returns to the Customer Master Record screen.
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The iSHOP standard uses these thee fields to identify the customer's Full Name accord-
ing to thefollowing guidelines:

FirstMame | LastName | Company FullName

Bill Smith Fresh Food Smith, Bill
Deliveries

Bill Fresh Food B3ill

Deliveries

Smith Fresh Food Smith
Deliveries
Fresh Food Fresh Food
[Deliveries Deliveries

If the First Name and Last Name are both non-blank, the Full Name is formed by
concatenating the First Name to the Last Name with a comma and space separator
between the first and last names.

If the First Name is non-blank but the Last Name is blank, the First Name is also
returned as the Full Name.

If the Last Name is non-blank but the First Name is blank, the Last Name is returned
as the Full Name.

If the First Name and Last Name are both blank, the Company is returned as the Full
Name.

Address: Enter the customer’s street address, then the Zip Code. Once a zip code has
been entered and associated with a city, GO remembers the information for future use.
The next time the same zip code is entered for a new customer, the city, state, and area
codefor the home phonewill automatically fill in.

Salutation is used as a customer greeting when mailings are generated by the Service
Reminders and Target Mailing procedures. The Salutation is always preceded by the word
"Dear" on all mailings by these procedures. A suggested value for the Salutation (including
honorifics) is given automatically when you enter or change the Customer Name field.
The suggested value is simply the business name if the Customer Typeis set to "Busi-
ness." You may change the suggested value at will. Thisis a 25-character field.

File Under determines the alphabetical order of the customer record when the record is
sorted by Namein the Active Invoices Selection screen, or when using the " Sort" button in
Data Tables screens, or when including the customer in areport. Thisis a 5-character
fied.
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Address, City, State, and Zip comprise the mailing address of this customer. These
fields are used by the Service Reminders and Target Mailing procedures. If the customer
has another address that is not the mailing address, include that information in the Miscel-
laneous Information or Notes fields. Asyou build the zip code list, the City, State, and
Home Phone Area Code fields arefilled in automatically based upon the Zip entry.

Home Phone consists of the area code and phone number. These fields are displayed in
the Active Invoice Header, and in the customer phone book.

Work Phone consists of the area code, phone number, and an extension. The 13-charac-
ter extension field may also be used to add a second work phone number. These fields are
displayed in the Active Invoice Header, and in the customer phone book.

Other Phoneisasingle 20-character long field. Thisfield is displayed in the customer
phone book.

E-Mail is, at present, included for information purposes only. Future versions of GO will
incorporate e-mail asamailing option in the Service Reminders and Target Mailing
procedures. Thisis a 30-character field.

Miscellaneous I nfor mation is a 30-character field. You may enter anything you wish in
thisfield, or leaveit blank. It appears on the History screen, the History Worksheet, and
the Technician Copy of an invoice or estimate.

Noteisamemo field. It appears on the History screen. Use it to keep track of informa:
tion about the customer that doesn't fit anywhere else.

Special Tax Rate or Pricing? Single-left-click the "Yes" radio button to pop up the Tax
Rate and Pricing screen.

OK to ChargetoAccount?: Single-left-click the "Yes' radio button to alow the
"Charge To Account" button to be selected in the Invoice Paid screen, and to have Over
Counter salesto customer default to "Charge."

This Year Sales, Last Year Sales, Total Sales, Last Sales Date: These fields are
maintained automatically by GO. You may change them if you wish. A single-right-click
on the Last Sales Date field pops up a calendar
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3.3

Vehicle Master Record

When you single-left-click the OK button to leave the Customer Master Record, you will
automatically proceed to the Vehicle Master Record screen. The customer number, name,
address, and phone numberswill already befilled in.

Gi'¥ehicle Master Record x|

License E C t#IDD-’il?Q? I
o UYSH Fleet# I
Year I I Euiltl I Linda Stutzman

hialce I u 9090 Point-INo-FPoint Boad
Model I u Hanswille, WA 93340
Color I u H(360)638-1531 W(360)638-1141 ext. 41
VIN | Fuel | u
Engine I u Transtnission I u
Erakes I u Emissions I u

Tires I u
Drive I | I Mileage at last service I

Prarr Strg? I I Diate of last service I -

Purr Brlese I—I:I Requested service interval I days

Air Cond? I—I:I Mezxt scheduled service I Iy

MMisc Info. I Tote Itext I
RIERLALd | | | |Cancel | QK

License: Thisfirst field on the Vehicle Master Record screen is “required,” meaning you
can't leaveit blank. If you are starting an estimate for a new vehicle, and you don’t yet
know the license number — because, for example, the appointment was made over the
phone— fill in thefield with atemporary license number, such as“Smith BMW”. The
real license number can be filled in later. When you change the license number in the
Master Vehicle Record, it will change the license number “globally,” meaning on al
records. If you change the license number on an invoice, it will change it only for that
specificinvoice.

Cust#: Thisisthe customer number. Thisfield isaready filled in for you if you've clicked
the"Add Both" button in the Customer/Vehicle dialog used in the Active Invoices, History,
and Scheduler procedures.
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Fleet#: Thisis an optional-use 10-character long field used for customers whose Typeis
set to "Fleet" in the Customer Master Record screen. The cursor automatically skipsthis
fieldif the customer Typeisnot set to "Fleet."

VIN: Thisisthe vehicleidentification number. Thisfield isvisited after the Customer#
and Fleet# fields, and before the Year field, to give the Stronghold VIN decoder a chance
toautomatically fill inthe Year, Make, Model, Engine, Fuel System, Transmission, and
Drive Typefields. The Stronghold database contains over 200,000 VIN codes covering
model years from 1981 to the present.

Year: The cursor will automatically move to ayear screen. Highlight the correct year and
single-left-click the OK button.

Built Date: Fill in the month and year of build. All month entries must be 2 digits (e.g.
“02" for February).

Make: Navigatethelist either by scrolling it with the mouse, or by typing in the beginning
of the name (such as“su” for Subaru). The list will register as you type the name. If you
make a mistake, use the Backspace key to correct it, then continue typing. You may also
register the list with the “up” and “down” arrow keys on the keyboard once you’ ve typed
inthefirst letter. Single-left-click the OK button, or pressthe <Enter> key to finish
making your selection. If the selection you want isnot inthelist, single-left-click the
Cancel button, then type in the Make of your choice.

Model: Once you have chosen the Make, the Model list specific to the Make pops up.
Highlight your choice and single-left-click OK..

Color: Choose from the color list or writein acolor. The color field list is empty when
you start using GO as an empty data base. New colors become part of the list as you add
them. Thelist of colors (aswell as other cumulative lists) can be modified using the
Uniform procedure in the System menu.

Fuel, Engine, Transmission: Once Make and Model are filled in, these fields are
automaticaly filled inif thereisonly one possibility for that Make/Model. If thereismore
than one possibility, highlight your choice and single-left-click the OK button. Note: you
may also select from thelist in one step with asingle-right click.

Brakes, Emissions, Tires: These fields work like the Color field. Either choose from
thelist, or add your own choice. Once you add a choice, it will be added to thelist for
future use.

Drive: Thisfieldisoften filled in automatically once the Make/Maodel are chosen. If not,
select from the pop-up list.

Power Brakes, Power Steering, Air Conditioning: Each one of these fieldsisa“Y”
(Yes) or “N” (No) answer.

Mileage at Last Service and Date of Last Service: These two fields are automati-
cally updated each time an invoicefor thisvehicleis closed.
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Requested service interval: This field sets up an automatic reminder program for oil
changes. For example, if you typein “90,” then areminder letter will be generated with a
due date 90 days from the current date. (You will have the opportunity to modify this date
in a screen that pops up as you exit thisfield, and you can modify the date el sewhere.)
Thereafter, each invoice on which an oil change was preformed will renew the reminder.
The reminder letter will be addressed to the vehicle owner, and the specific vehicle will be
referenced. It is up to you and your customer to decide the best interval for each vehicle,
depending on type of usage and average miles driven in a specific time range. See the
“service reminders’ selection in the search section of Help for a more complete descrip-
tion of how reminders work.

Next Scheduled Service: Once the “Requested service interval” has been filled in, and
an oil change service preformed, thisfield will fill in automatically. For instance, if an oil
change service was completed on January 17, 2002, and the requested interval was 90
days, then the datein thisfield would be April 17, 2002. Thisfield will updateitself after
every oil change.

Misc. Info.: Thisfield allowsfor abrief note, such as“gray market”. Thisfield prints out
on History worksheets and technician copies of invoices.

Note: Thismemo field allows for extended information to be written about the vehicle. It
will not show up on any printed invoices or tech work copies. Single-right click theword
“text” to open the memo field for editing. Once you have written something in thisfield,
“text” will show as“TEXT” to let you know a message is written there. Note: To fully
understand how to use the text memo field, single-left-click the “Help” button once you
areinthememofield.

Now single-left-click the OK button. The next screen you see will be the Active Invoice
screen. You will work from this screen aslong asthisinvoiceis“active” (meaning not
closed as paid, charged to account, etc.). Asyou will see, the customer and vehicle
information have loaded into the Header section of the active invoice screen. You may
return to the Customer Master Record screen with a single-right-click on the customer’s
name, and to the Vehicle Master Record screen with a single-right-click on the make or
model name.
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3.4 Adding Labor to an Invoice

If you have been following the tutorial, you have started and invoice with a new customer
and anew vehicle. It isnow timeto add alabor description.

#_ Labor Description Frice

WTH AHH SUTH -

From the Active Invoice screen put the cursor on the Add button in the Labor section,
then single-left-click.

The Standard Labor Library list will appear.

GDEnter Beginning Letters x|
[BLANK) i
b-GAS TEST -

AC DIAGNOSIS

AC PERFORM TUNEUP
AC RETRO - B-134A
AAAWINTER CHECK
ALIGN CHECK
ALTERNATOR, R&R
BELTS. REPLACE

BK FLUSH

+
| Helpl | Can-::ell
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You can either write an entirely unique labor description — in which case you would
choose “Blank” (thefirst choice in the list) — or you can choose a* canned” labor
operation from thelibrary list. You can scroll through thislist by either scrolling it with the
mouse, or by typing in the beginning letters of alabor operation code the way you typed in
the beginning letters of the vehicle model in the Vehicle screen described earlier.

The next screen to appear allows you to either accept the labor operation as written, or to
modify the description, or the hours, or both. If you want to accept the labor operation as
is, just single-left-click the OK button.

G0Block 01 - Estimate #EST045 - LOF

|ESTEJ45 01 [LOF
".,."E: e | Tent: el Tarm Thir _":.-" OOIAT CoUrTesy Inspection o venlcle I"."'
Emp |TechHours |Billed Hours | Efficiency Sched. 03| o Number

0.7000 0.7000 100.00 0270774 | @ Name
000 0 0.2000- 0 02/07/7 Add

+
«| 1 -
Cancel OK

To modify thelabor description, single-right-click the description, or single-left-click the
“down arrow” button next to the description after first making sure the labor description
ishighlighted. The entire labor operation description will then appear in amemo text field.
You can modify it any way you choose. When the labor description reads as you want it
to, press the <Esc> key, or single-left-click the “ close” button at the right top corner of
the memo field. Note: To fully understand how to modify atext memo field, single-left-
click the* Help” button once you are in the memo field.
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3.5

P e I -

Wehicle Aszessmant: Perficrm thirty point courtesy inspection of
wehiche, See recommendalicns Delow,

|+ 1%

Luoe, ol & filker change, check all fud levels, check exhaust and
drivelines, check tire pressures and tread wear, check fan belts
and hozes, check coolant corrosion and anti-freeze protection.

*| LI I

You will then be asked if you wish to Save your modifications. Press the <Enter> key, or
single-left-click the Save button to save your changes.

GHD Check To Save/Close

Save changes to "STD_LBR"?

|Dun't Cluse” Help... || Discardl | Save !

Modifying Labor Hours

To modify the hours (either Tech or Billed) simply highlight the field with asingle-left-click
as you swipe over the existing number, then type in what you want. Note: For acomplete
definition of these hour fields, single-left-click the yellow Help button. The context sensi-
tive Help screenswill open at the Labor Hours definition. A more compl ete descriptionis
also included in Chapter 7 of thismanual: Active Invoice - Labor — Definitions.

When the hours and labor description are adjusted to your satisfaction, single-left-click the
OK button.

You will then be returned to the Standard Labor Library list to pick another Labor opera-
tion. If you are done adding labor, single-left-click the Cancel button (or pressthe <Esc>
key); you will be returned to the Active Invoice screen. Thefirst line of the labor opera-
tionwill show inthe scrolling labor screen.
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If youwish to return to the Labor description for further modifications, highlight the labor
block you wish to change with asingle-left-click, then single-left-click the“ down ar row”
button. If you wish to change the hours, single-right-click thelabor description, or highlight
the labor block, then single-left-click the Hour s button.

3.6 Adding Parts to an Invoice

There are three ways to add parts to an invoice: from inventory, as a special order, or by
forcing on a part with no backup data (this last choice is not recommended, but sometimes

unavoidable).
1 [Dulew |
|
! ! ! ! | - IE
) 5

3.6.1 Adding Parts From Inventory

To add a part from inventory, put the cursor on the Add button in the Parts Details
section, then single-left-click.

The cursor will now be flashing in the Quantity field. Typein the quantity, then press the
<Enter> key.

The cursor will now move to the Part Number field. Typein the part number, then press
the <Enter> key. As soon as the part number is recognized, the rest of the fields will be
filledin. Only six of the fields show automatically in the Parts details. To see the rest, put
the cursor on the right-pointing scroller arrow at the bottom of the Parts section, then
single-left-click.
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If GO does not recognize the part number when you type in, this screen appears:

iiMessage ]

2-567 not found. Enter part of the description to
Browse, or re-enter the Part#f to force it onto the
Invaoice.

Press the <Enter> key, or single-left-click the OK button, to remove this message and
return to the Part Number field. The number you’ ve entered will till be in the Part
Number field.

If you've made a“typo,” use the <Delete> key to erase the mis-typed part number, and
re-enter the correct one.

If you believe you either have the part in stock, or have bought, sold, or quoted it before,
you may replace the Part Number with a portion of the part’s description. If, for example,
you're looking for afilter, type the word FILTER into the Part Number field. Note: First
use the <Delete> key to remove the unfound part number.

When you press the <Enter> key, alist of al parts stocked, purchased, sold, or quoted
with theword FILTER somewherein their description will pop up:

0 4%0 905 021 Fuel Filter i
00289-3 oil filter wrench -
o0289-3 oil filter wrench

0183 Filter 5 micron

1-4558 Filter Kit

1-4%58 Filter Kit

1-4731 Filter Kit

1-4888 Filter Kit

1-6036 Filter Kit

1-65036 Filter Kit T

You may make a selection from thislist using any of the following methods:

1) Typethebeginning of the part number to register the list, then use the “up” or
“down” arrow keysto highlight your choice, then press the <Enter> key.

2.)  Scroll thelist withthe mouse, then single-left click your choice, then single-left click
the OK button.

3.)  Scrall thelist with the mouse, then single-right click your choice.
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The part will now be added to your partslist as seen below:

Part Mumber Brandname | Unit | Descriplien Price
.00 1518 FIL azch ol hlter B.r4

JEX |

Ml

+]

3.6.2 Adding Special Order Parts

A special order part is added to an invoice by receiving it from a vendor. The Receive
button in the Parts section of the Active Invoice screen is a shortcut to this process.

Single-left-click the Receive button. The Vendor Dialog screen will appear:

Gi'¥endor Dialog |
Please enter the VENDOR# or part of
the VENDOR'S NAME in the space |__AddVendor |
beloww, or select one of the options at | Browse I
right.
I III Cancel I | O .
s

If the vendor has already been added to the data base, type in the vendor’s number or
part of the vendor’s name, then press the <Enter> key, or single-left-click the OK button.
Alternatively, single-left-click the“ down arrow” button, then select the vendor from the
pop-up list.

If the vendor is not in the data base yet, single-left-click the Add button. The Vendor
Master Record screen will appear. You will automatically be sent to the next step after
filling inthe Vendor information.

The Purchase Header screen appears next. Most of the fields in this screen are filled in
automatically from the Master Vendor Record.

ElPurchase Header B

Vendor Mumber IDBEIEI I

Vendor MNatme |Center|ine Alfa Products

Invoice Mumber I?BBB4

Charged to Acct? |Tes

Inwvoice Date |O4ﬂ /2002
Use Accounting# IEU] 0,00 Purchases for Resale
Use Pricing Matriz# IUE Joe's Dealer 50%

| Cancel|| OK |
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I nvoice Number: Enter the vendor's invoice number.

Charged toAcct?: Iseither "Y" for yes, or "N" for no. Enter "Y" if you have an account
with the vendor, or "N" if thisisa COD purchase. Note: Thisfield will default to "N" if
the "Our Account Number” field in the Vendor Master Record screen is blank, and to "Y™"
if it'snon-blank.

Invoice Date: Enter the date shown on the vendor's invoice. Type in the date, or single-
right-click the field to select the date from a pop-up calendar.

Use Accounting#: Enter the account to debit when this purchase record is posted to the
general ledger. Thisfield defaultsto the value set in the "Purch Accounting#" field in the
Vendor Master Record screen. If that field isblank, thisfield will default to 6010.00
(purchases for resale). You may single-right-click the field to select a new account.

Use Pricing Matrix#: Enter the matrix used to calculate the Sell Price as the Cost of
each part is entered in the Receive Parts screen. This field defaults to the value set in the
"Use Pricing Matrix#" field in the Vendor Master Record screen. You may |leave the field
blank (or blank it out) to turn off matrix pricing, or single-right-click thefield to select a
matrix from a pop-up list. Note: The value entered in this field affects not only the markup
and margin of each part received, it also affects the order in which the Sell Price and Cost
fields are visited in the Receive Parts screen. If the field is blank, Sell isvisited before
Cost. If thefield isnon-blank, Cost isvisited first, the Sell Priceis calculated according to
the matrix, the value isloaded, and the Sell Price isthen visited for verification/override.

The Receive Parts screen is next.

iifearher Pars - Ceninfine My Products - beepicn BTORAY
Windel Vendar M ems Ieidcel Dhake BT grialy Chirg? I.-Iln-c Hew levmairr, Tame Vemdar
- (02395 Cepferkne Alfa Products |7OEEH 044192002 0 fex [OG Hemi
Chumgs lwvsics Huader
= Dele i Eadlis Laivishin
! L
=17 [= [hnlrm Irvnics lmm =
er bl (JobMame ~~ Hmnd  Unll  Description ' SeflPyice Cost
T u a8
|
=] | IEH

Akl T et || A4 To Vomdurr || Fiomd Mushp || Sl Paes ||

Clusgs el || Clsage Vamdlas || Poa Dimma Coar | | Pl |

The quantity field is highlighted. Typein the quantity and press the <Enter> key.

The cursor is now on the part number field. When you fill in thisnumber and it is not
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recognized as a stocked part, you will be asked to give it a Job Name.

Eelect the [ob Mame, then click OK, or
click " Add" for a ntw_] ol M aime
Imvenice# ok Mame ?
core depogil =
[returned B
|shop supply
shop =quipment
stocked_part
t=l 333 Alwarez Preude
| AP Motr home
[Breeze dpstick
(26261 Davis Bonawenture va
Dregsler Walyd 245
ETS T-Eird
|Ford Radius Bush e
ESTI36 | Giffn Dakota
026274 |Good Probe 3]
(B -
| Cance| | OK |

Since you are working from within a specific active invoice, GO will look at the Header
information, and assign a Job Name. The Job Name will consist of the customer’s last
name and the vehicle model. If you wish to use a different Job Name, such as a Purchase
Order number, just type over the assigned Job Name and then single-left-click the OK
button.

Once you OK the Job Name, the Job Name field will be filled in on the Header. 1t will
also be added to the Job Name List so that future special order parts the you buy for this
customer invoice will be associated with it. When the activeinvoiceis closed, the Job
Name will be dropped from thelist.

Also, when you OK the Job Name, the special order part is added to the Receive Parts
screen. Even though thisis aspecial order part, if the part has been previously entered on
another invoice, GO will find the last purchase date record of the part and automatically
fill in the Brand, Unit, Description, Sell Price, and Cost fieldsaswell. (Note: Thesefields
can be overwritten if they do not match your current paper work.) If you have never sold
the part before, then you will havetofill in every field thisfirst time.

When you have finished entering all of the parts you are going to receive, single left click
the Update button in the lower right hand corner of the screen. YOU MUST CLICK
THE UPDATE BUTTON OR THE PARTSWILL NOT BE RECEIVED. You will
then be returned to the Active Invoice screen. The parts you received will now belisted in
the Parts section.
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3.7

3.8

3.6.3 Forcing a Part onto an Active Invoice

If you try to add a part number to and active invoice and it is neither a stocked part,
specia order part, or apart GO remembers from history, this screen will pop up:

iiMessage ]

2-567 not found. Enter part of the description to
Browse, or re-enter the Part#f to force it onto the
Invaoice.

Single-left-click the OK button to make the screen go away, then press the <Enter> key,
and the part number will be accepted. This is sometimes necessary when, for instance,
you are writing an estimate and have not yet received the parts.

Displaying an Active Invoice

At any point while you are working on an active invoice you can display it by single-left-
clicking the Display button in the Header section. The “Shop Copy” of the invoice will be
displayed. The “Shop Copy” shows costs, gross profits, and vendor numbers. It also
shows which technician worked on each labor operation and how much time it took to
complete the work. The “ Shop Copy” is and internal management tool.

Printing an Active Invoice

When an invoiceisActive, there are two waysto print it, depending upon the situation.
First, if you have prewritten the invoice in advance of the customer coming in, then you
can print a“Tech Copy” by single-left-clicking the Tech button in the Header section.
The“Tech Copy” shows the parts you expect to use on the job, the labor operations you
expect to perform, and how much time you expect the technician to take completing the
labor operations. The “ Tech Copy” aso shows the repair history of the vehicle being
repaired if the “ Show History” option is selected in Management / Options & Forms
Setup.

The second way to print an active invoiceisto single-left-click the Print button in the
Header section of the active invoice screen. Thiswill print a“ Customer Copy”. A “Cus-
tomer Copy” shows all parts and labor associated with the active invoice, but it shows
only the selling price of the parts, and the amount charged per labor operation.
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3.9

Closing an Active Invoice

Once the work has been completed on the vehicle, the active invoiceis up to date, and the
customer has paid for the service, it istimeto “Close” theinvoice. To do this, click the
Paid button in the Header section. The first screen you will seeisthelist of possibilities
for how theinvoiceisto be closed:

GiHow Paid x|

| PaidinFur |
| PaidlnPart |
| Batance Due Paid |

| Charge To Accuuntl

| Warranty Eepair I
| Business ¥ehicle I
|

Employee Sale I

Cancel I

Let’s assume the customer “Paid in Full”. Put the pointer on the Paid in Full button and
single-left-click. If the “ Track Cash” option has been selected in Management / Options
& Forms Setup, the next screen will ask how the customer paid:

G0Choose Payment Type B

American Express kd
Bonus Bucks

Cash

Check

Direct Deposit
Discowver
Internal Transfer
MasterCard
NAPA card

VISA

+

Select the payment type with asingle-right click.
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Next, a cash tracking screen appears. This screen verifies the choice you made for
payment type and the total dollar amount to be paid.

G0 Cash Tracking: Rob & Renee Myers x|
Payment Type Amount %
Theck y|618.72 N
n
flel | *
Total: | 5618.72
| Cancel| | OK |

Single-left-click the OK button if the amount is correct. If more than one type of payment
is being taken, change the amount, the press the <Enter> key to repeat the process for the
second and subsequent payment types.

The next screen is the final screen in the closing process. There are several elements
involved:

iiDaiky Semmary - Close BOZSOTH

Dam (001172001 pose| Sawn [repeat busness dblzan') | I
LA
Cunsmer (01| 475 [Rcb&-:!tree'-'ue-': HOIF . I87-ITET W | - [Ty
Lilsumts B |:I.-.H':'.l :rru.ul n'ﬂ'ﬂ'uﬂ-lH,—m; Belaall [0y w0
Hilsxps | 4,504 Sywmegsis L0F - ALTERHATOR, RS - BELTS, RERLACE - B FLUSH - ALTERNA ::.;:5::-'
sl

Wam |enova nonmal test 7] -'!35-;':-
Frcamnd | Dl i -"'"'“"'":":"l
ET T jalars AmtBosd 50072 HewPald  Check 4427

The cursor will beflashing in the How Paid field. Thisisto allow you to modify it, if you
wish. (For example, if the customer paid by check, you could add in the check number.)

Next, look at the Synopsisfield. If labor operations were chosen from the Labor Library,
then the name of each labor operation will be listed. For instance, if an il change service
was performed, then LOF will be in the synopsisline. If aunique labor operation was
performed -- such as cleaning a dead mouse out of the heater box -- there will be no pre-
written summary. In thisevent, you should write something in the Synopsisfield that will
note why the vehicle wasin your shop. The Synopsisfield isimportant becauseit is used
in the Active Invoice Selection screen, the History screen, and the Scheduler Invoice and
Estimate Selection screen to indicate the nature of the Invoice.

The Notes and Recommendations fields are 2 fields that could have been filled in while
you were working from the Active Invoice screen. Recommendations track needed
repairs. Notes are used to document anything you wish to communicate to the customer
except recommended repairs. Reviewing these two fields gives you another chance to
make sure everything is on the invoice that should be. You my edit either of these fields by
first single-left-clicking it, then single-left-clicking the“ down arrow” button next toit.
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The Reminder button has a colored number on it, red if zero and green if one or more.
This number tells you how many Service Reminders are associated with the vehicle that
was repaired on thisinvoice. To review the reminders, or to add new ones, single-left-
click the Reminder button. Once you are in the Service Reminder screen, single-left-
click the Help button for more information.

Finally, note the Print Options. You can choose to print a Customer Copy of the invoice,
a Shop Copy, both Customer and Shop Copies, or none at al. Single-left-click theradio
button next to your choice. Whatever you choose will be remembered until the next time
it's changed. Invoices printed from this screen show how the customer paid, and any
remaining balance owing.

When all fields read to your satisfaction, single-left-click the OK button.

Summary

If you followed al of the steps in this chapter, you created a new customer record and a
new vehicle record, you created an invoice for that customer and vehicle, and you closed
the invoice. In so doing, you have stored alot of new and useful datain GO. In the next
chapter, you will learn how to use that data.
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