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Dealer Management System ..
- The Dealer Principal

Introduction The Dealer Principal

The Dealer Principal is a program that integrates with the Autosoft DMS system. The Dealer
Principal allows you to view information (inventory, expenses, etc.) without having to access the
information in the Autosoft DMS system. This keeps the information you need at your fingertips.

B The Dealer Principal

Inventory

ABC Motors
Sales Click Her mp g
Expenses
The Dealer Principal
Cashflow

Fixed Coverage

Schedules

Service- . aUtospft
Customer History Internatlonal

Exit To Desktop

This manual walks you through setting up and using the Dealer Principal program. Although the
program is easy to use, you should keep this manual close so you can reference it as needed until
you are familiar with the program.

The remainder of the Introduction identifies each chapter in this manual and the information the
chapter covers. Review the information so you know what to expect as you read the manual.

Chapter 1 System Setup

Before you begin using the Dealer Principal program, you must verify that your general ledger
accounts in the Autosoft DMS system are set up correctly, and you must enter setup parameters in
the Dealer Principal program for Expenses, Cash Flow, and Fixed Coverage.

Chapter 2 Inventory

This chapter explains how to use each of the four options on the Inventory menu to view your
dealership’s inventory. The options allow you to view the information and internals for a specific
vehicle, compare the inventory and floorplan for new and used vehicles, view a summary analysis of
your used inventory, and view a summary analysis of your new inventory.

Chapter 3 Sales

This chapter explains how to use each of the six options on the Vehicle Sales menu to view and print
sales information. In addition to viewing and printing the current month’s sales summary report, you
can view the sales for a specific month and select to view sales based on vehicle, salesman, or
make/model.

Chapter 4 Expenses

This chapter explains how to use the Expenses menu to view your dealership’s expenses. The menu
contains five options for viewing and printing expense information. You can view the expenses for a
specific month, and you can view expense comparisons for the current year and last year. You can
also view the check register.



Chapter 5 Cash Flow
This chapter explains how to view the dealership’s available cash flow and equity.

Chapter 6 Fixed Coverage
This chapter explains how to view the fixed coverage for the current month and last 12 months.

Chapter 7 Schedules
This chapter explains how to view information for your scheduled accounts.

Chapter 8 Daily DOC
This chapter explains how to view the information for any DOC's set up in the Accounting module in
the Autosoft DMS system.

Chapter 9 Parts
This chapter explains how to view an aged analysis of your physical inventory and how to print
month-end analysis and performance trend reports.

Chapter 10 Service
This chapter explains how to view a summary of the open repair orders. You will also learn how to
print an effective rate report and writer and technician statistics.

Chapter 11 Customer History
This chapter explains how to view and edit customers’ service history.

Important: If you have multiple companies, and therefore have two Autosoft DMS icons on your
desktop, you will only have one Dealer Principal icon. The information in the Dealer
Principal program comes from the Autosoft DMS program last opened. For example, if
you have a Toyota company and a GM company, you will have an Autosoft DMS icon for
Toyota and one for GM. If you want to look at the Dealer Principal for the Toyota
company, you must first open the Toyota Autosoft DMS program and go in Accounting,
and vice versa for GM.

Using F1 Help

To keep our documentation updated, and our users informed, we have added individual help pages to
each screen in the program. Press F1 to display the help page for the current screen or menu. Each
page provides the following pieces of information:

e A description of the screen,

e Basic instructions for using the screen,

o Alist of the fields on the screen and an explanation of the information required in each field,
e Alist of the buttons on the screen and instructions for using each button, and

e Alist of the function keys that can be used to carry out commands on the screen.

These help pages are updated as changes are made to the program and added to your system when
you run an update from the Internet; thus, the help pages are always current. You should become
familiar with the help page feature and use it to learn about the new information added to the program
and to quickly access information while you are on a screen.
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Chapter 1 System Setup

Before you can use the Dealer Principal program, you will need to verify that your general ledger
accounts in the Autosoft DMS program are set up correctly. Once you have verified that information,
you will need to set some parameters in the Dealer Principal program. These parameters determine
how information is pulled from the Autosoft DMS system and displayed in the Dealer Principal
program.

Verifying the General Ledger Setup in Accounting

You should run a chart of accounts from the General Ledger Setup menu in the Accounting Setup of
the Autosoft DMS program to verify that all of your accounts are properly marked. (Click
Accounting—Setup—General Ledger—Print Chart of Accounts.) Your expense accounts should
have a profit center marked in order to pull correctly to the reports in the Dealer Principal. The profit
centers are indicated on the General Ledger Accounts setup screen accessed by clicking Enter G/L
Account Information on the General Ledger Setup menu.

General Ledger Accounts  (Abc Maotors)

Account: (8001

Mame: Expense Hew Car Dept

Account Types
A = Agzet Arcount
L = Liability Account

I = Cortra Asget Account

M = Met Worth Account

C = Cost Account

5 = Revenue & Ihcome Account

| = Additiohs Tao Revenue & Income

D = Deductions From R evenue & Income
E = Expenze Account

Type OF Account [See Right]: |E||Expenses ]
Normal Balance [D/C]: [D]
Schedule Index {See Right}: [6][ND_Schedule |
Schedule Controlled With:[ |
Distribute Entry [Y/N): [H]
Profit Center [N/U/S/P/B): |E|
Wholesale/Retail (w/R): [ |

Schedule Index
1 =Vehicle Inventany
2 = Apcounts Receivable
3 = Accounts Payable

Below is a list of the possible profit centers:
e N for New
e U for Used
e S for Service
e P for Parts
e B for Body Shop

e F for Fixed or Administration.



You must also mark your Voids account and your Memo account with an F and your Distribution
accounts with a profit center of D, or you will receive a message in the Expense section of the Dealer
Principal indicating that not all of the expenses have a profit center marked.

In order to view the expense totals in the Dealer Principal, you must have an S in the Account Group
Totals (S/T) field for the first expense account in a series and a T for the last account in the series.
The grouped accounts must be in numeric/alphabetic order to work properly. These accounts and all
of the accounts in between will be totaled.

For example, your expense accounts have a suffix of 1 or A for new, 2 or B for used, etc. The New
Car Department should have an S in the Account Group Totals (S/T) field, and the Used and other
accounts after it should have blank Account Group Totals (S/T) fields. The last account in the
expense series (usually Parts or Body Shop depending on you franchise) should have a T in the
Account Group Totals (S/T) field.

Opening the Dealer Principal Program

Once you have verified that the general ledger accounts are set up correctly, you are ready to begin
setting up the Dealer Principal program.

1. Double-click the Dealer Principal icon on your desktop.

=l

DEALER.
PRIMCIPAL

2. The Dealer Principal program opens. You will be at the main menu.

B8l The Dealer Pri

Inventory
ABC Motors
Sales ick Here To Chanas Compan
Expenses
The Dealer Principal
Cashflow

Fixed Coverage

Schedules
Daily DOC
Service- . autospft
Customer History Internatlonal

Exit To Desktop

Tip: If a password is required for the Accounting module in Autosoft DMS, the Dealer Principal
program will automatically be set up with the Accounting password. You will be prompted for
the password before the Dealer Principal program opens.




Setting Dealer Principal Parameters

Before you can use the Dealer Principal program, you need to enter setup parameters that determine
how information is pulled from the Autosoft DMS system. These parameters ensure you are viewing
the information you want to view. You need to enter parameters for Expenses, Cash Flow, and Fixed

Coverage.

Expenses

You need to enter setup information to indicate the letters used to flag each department. The system
uses this setup to compile the expense information.

1. Click Expenses on the Dealer Principal menu.

2. Click Setup on the Expenses menu. The Setup screen opens.

3. Indicate the letter used to flag each department listed.

N for New Car Department
U for Used Car Department
S for Service Department
B for Body Shop

P for Parts

F for Administration

4. Use the Other field if you have set up another department in your dealership that you keep
separately with its own sales, expenses, etc. (for example, Transdrive Transmission
Department).

Letter Uszed To Flag HNew Car Dept:lEl
Letter Used To Flag Used Car Dept:@
Letter Used To Flag Service Dept:
Leter Uzed To Flag Body Shnp:
Letter Used To Flag Parts Dept:lEl
Letter Used To Flag Administrative:
Letter Used To Flag l]ther:l]

5. Click Back to return to the Expenses menu. The system automatically saves the information
entered.

6. Click Back on the Expenses menu to return to the Dealer Principal menu.



Cash Flow

The Cash Flow setup allows you to indicate the general ledger accounts that should pull for each
category. The system uses the setup to compile the information displayed on the Cash Flow screen.

1. Click CashFlow on the Dealer Principal menu.

2. Click Setup on the Cash Flow screen.

R
Cash In Bank ... .. ... ... ... .. ......... -a0
Cash On Hand (Undeposited) .................. -aa
Contracts In Transit ... ..................... .aa
Trade fAccounts Receivable ................... .88
Factory Receivable - Holdback ............... .88
Factory Receivable - Other .........cicauanan .88
Hiscellaneous Receivables ..........c.ccucan- .88
Hew Uehicle Inventory ......... .88
Hew Vehicle Floorplan ......... .88
Hew Uehicle Inventory Equity .........c....-. .08
Used Uehicle Inventory ........ .88
Used Uehicle Floorplan ........ .88
Used Uehicle Inventory Equity ............... .88
Short Term Payables ... .. .. ... _........... -a0
Hiscellaneous Payables ...................... -a0
Available Cash and Equity ................... .aa
Setup % ‘ Print 4

3. Onthe setup screen, type the general ledger account numbers that should pull for each
category.

Cashflow Setup

CashinBank2ez |[ [ [ ][ ]

CashOnHand[ [ | [ 1 ]

Contracts In Transit[228A ][ [ [ ][ |

Trade Receivable:|
Factory A/R Holdback (267 ] | ——

Factory A/R Dthor 2260 |
I || |
Miscellaneous Other AR [ | | 1 [ 1 11

Inventory New238_J[237 (252 253 2o 7 ][]
s | s

FlooplanNew:31e |[ | [ [ ]

Inventory Useaf2ue 2wt [ [ L J[ 1L [ [ ][ |
I | | | S| | S| S | | N |

Flooplan Used:31n [ | [ | |
Short Tem Payables3me ][ [ ) J[ ] I I ]
Miscellaneous Payables:[323a | i1

4. Click Back to return to the Cash Flow screen. The system automatically saves the
information entered.

5. Click Exit on the Cash Flow screen to return to the Dealer Principal menu.



Fixed Coverage

The Fixed Coverage setup allows you to indicate the general ledger accounts that should pull for
Service, Parts, Body Shop, and fixed overhead expenses. The system uses the setup to compile the
information displayed on this screen. You should check your franchise accounting manual to obtain
the correct general ledger account numbers to enter on this screen for the fixed coverage formula.

1. Click Fixed Coverage on the Dealer Principal menu.

2. Click Setup on the Fixed Coverage screen.

EH Fixed Coverage (Abc Motors) _|EI ﬂ
Current 12-Honths
Service Sales ..... .8e .88
Less Cost ......... .88 .68
SRR [HAT835 sooooboooosoanoonanooaooonanonaooo .88 -88
Parts Sales _...... -ae -0e
Parts Cost ........ -ae - 8o
MAFES HFUSE cococococooocooocoooooooocsooooooco .08 -8
Body Shop Sales ... .80 .80
Less Cost ......... -88 -88
BOAY SHOP GFO55 - ceccc o iceeaaceeeaaaaaamennn .88 .88
Total Department Gross ....cueececicincnnncannns .88 .88
Total Fixed Overhead EXPENSE .......cecuueeenns .68 .88
Fixed COUBKA0E ..o uoimeimieeimeamamamamnnnns g% 9%
Setup Print
v

3. Onthe setup screen, specify the range of general ledger accounts that should pull for each
category. Type the first account in the From field and the last account in the To field.

Fixed Coverage Setup

Service
Sale Accounts ... From:[60 | To:[468 | Cost Accounts ... From:[660 | To:[668
Froms—]  Tol_] From[—] ol
Froms ] To:[ | Froms ] To:[ ]
_l Parts
Sale Accounts ... From:[480 | To:[491 | Cost Accounts ... From:[680 | To:[691 |
From[—]  To:l_] From[_—] Tl
Froms ] To:[ | Froms ] To:[ ]
[ Body shop
Sale Accounts ... From:[470 | To:[479 | Cost Accounts ... From:[678 | To:[679 |
From[ ] T[] From[ ] To:l ]
From ] To:[ ] From[ ] Tos[ ]
—| Fixed Coverage Expenses |
Expense fccounts ... From:[B11 | To:[892 |
Expense Accounts ... From:[ | To:[ |

Back

4. Click Back to return to the Fixed Coverage screen. The system automatically saves the
information entered.

5. Click Exit on the Fixed Coverage screen to return to the Dealer Principal menu.



Once you have finished entering the parameters, you can begin using the Dealer Principal program.
The Dealer Principal menu contains eight options. Each option will be covered in detail in the
following chapters.
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Chapter 2 Inventory

When you click the Inventory button on the Dealer Principal menu, you advance to the Inventory
menu. The menu contains four options for viewing your dealership’s inventory. To select an option,
click the button on the menu. The appropriate screen appears.

EH ¥ehicle Management {Abc Motors)

View Inventory

Inventory To Floorplan

Used Car Analysis

New Car Analysis

Back
Button Useiit to
View Inventory View the information and internals for a specific vehicle

Inventory To Floorplan | Compare the inventory and floorplan for new and used vehicles

Used Car Analysis View a summary analysis of your used inventory

New Car Analysis View a summary analysis of your new inventory




View Inventory

The View Inventory button is used to view the information and internals for a specific vehicle. In
addition, the system displays all of the postings related to the vehicle. You can click a repair order in
the display list to view the R/O detail. You can also view information for the open repair orders for the
vehicle.

1. Click View Inventory. The View Inventory/Internals screen opens.

2. Type the stock number, and press ENTER.

You can also search for a vehicle by clicking Inventory. Use the drop-down list to select the
car line for the vehicle. A list of vehicles in the selected car line is displayed. Click the
vehicle you want to select. You can use the arrows on each side of the Inventory button to
scroll through the inventory.

3. The vehicle’s information fills in on the screen.

e The top part of the screen displays the vehicle’s information. This information is for
viewing only. It cannot be edited on this screen.

e The middle part of the screen lists all of the postings that relate to the vehicle. You can
click a repair order in this list to view the R/O detail.

e The bottom part of the screen displays any UP’s that have been entered for the vehicle.

¥ehicle Information  (Abc Motors)

Stock No.:[5T898A Onginal Inventory: 23500.00
Year:Z2063 Total Of Internals: 125.88
Make/Model[TOYOTA FORERUNHER Pending Internals:[ 60

VIN:[JTEBT14RO00000060] Advertising Group:[ |
Date In{o9/28/200) S
Odom.-[ 23130] Dealer Pack:[ 1u008.80]
Memo:[TOH_OWENS Total Vehicle:[ 5402588 |

89/28/04 18 OMENS/Trade 23560. 88 .
11246 89/30/04 38 JTEBT14R0O00000000 25.88 .08
11342 168/84/84 32 JTEBT14RBBARABARA 168. 68 -88

##* Click 38's Journal Line To Uiew R/D Detail sss

—I

Exit ‘ (| Inventory ‘ >| Info | Pending R/0's ‘ Print ‘ Clear Screen |

4. You can view any open repair orders for the vehicle by clicking Pending R/O’s. The screen
will display the information for the repair order and the estimated total of the pending repairs.

5. Use the Print button to print the vehicle information as needed.

6. Click Exit to return to the Inventory menu.



Inventory To Floorplan

The Inventory To Floorplan button is used to view a comparison of your inventory and floorplan for
new and used vehicles.

1. Click Inventory To Floorplan.

2. The information fills in on the screen.

Yehicle/Floor Plan FaStrial

New Uehicles

Total Units In Inventory .......... 171
Inventory Value ............. 4,198,671.685
Inventory Over 55 Days ...... 4,173,921.685
Units On Floorplan .......... 155
Floorplam ...............oo.. 4,172,535.086
Floorplan Over 55 Days ...... 4,172,535.086

Used Uehicles

Total Units In Inventory .......... 96
Inventory Value ............. 761,0858.78
Inventory Over 55 Days ...... 768,816.97
Units On Floorplan . 34
Floorplam .............. .- 431,748.08
Floorplan Over 55 Days ...... 431,740.008

Exceptions Print

!

3. Click Exceptions to view a list of the exceptions. For each vehicle, it lists the stock number,
year, make, serial number, inventory value, floorplan amount, and delivery date.

¥ehicle/Floor Plan FaStrial

Stock Year Make Serial No. Inventory Floor Plan Delivered
5173 2885 TOYOTA STEMUBOABAG B8B215 25811.6808 2321 -88 3388
5179 28685 TOYOTA STEMUBOABAG BOB619 26089.00 2321 -88 3388
5188 2885 TOYOTA GSTBBTEOABAG BOB729 26843.080 2321 -88 3388
5185 28685 TOYOTA STDBABOABAG BOBO78 27795.680 2321 -88 3388
5188 28685 TOYOTA AT1BEGAABAA ABGEO2Y4 36784.080 2328 18392.088 3380
5198 2885 TOYOTA GSTELUGOABAS BOOOSS 25322.680 2321 -88 3388
5191 28685 TOYOTA AT1BEGAABOA AB0174 18524.080 2328 -88 3388
5193 28685 TOYOTA AT1BFOAABGA 880821 41588.080 2328 29758.88 3380
5194 28685 TOYOTA AT1BKGAABOA ABG220 28892.80 2328 -88 3388
5197 28685 TOYOTA JTDBROGAABGA A66100 14999._680 2328 -88 3388
52089 28685 TOYOTA STBBTEOABAG BO6705 S4794_080 2321 27397.88 3380

Exceplions Print
S

:

4. Click Back to return to the Inventory menu.



Used Car Analysis

The Used Car Analysis button is used to view a summary analysis of your used inventory. The drill-
down viewing allows you to view details for specific lines and vehicle’s within a line.

When you click Used Car Analysis, the Inventory Analysis screen opens and automatically displays
the analysis. The top line displays the total number of vehicles in your used inventory and the value
of the inventory.

The next part of the analysis groups the vehicles by age. It lists the number of vehicles under 60
days old, between 60 and 90 days old, between 90 and 120 days old, and over 120 days old. For
each category, the analysis lists the value of the inventory and the percentage of the overall inventory
these vehicles make up.

The next part of the analysis groups the vehicles by actual cash value. For each value grouping, the
analysis lists the value of the inventory and the percentage of the overall inventory these vehicles
make up.

91 cars 1,732,595.97

By Age
B Cars Under 68 Days L) -6% Inventory
4 Cars From 68 To 98 Days 972642.80 4.4% Inventory
3 Cars From 98 To 128 Days 851999 3.3% Inventory
84 Cars Over 128 Days F51433.98 92.3% Inventory

By ACU
27 Cars Under § 5,808 2h521.28 29.7% Inventory
18 Cars From $ 5,888 To $ 7,580 64897 .21 11.0% Inventory
15 Cars From $ 7,588 To $18,8080 127372 .81 16.5% Inventory
14 Cars From $18,808 To $12,500 153832.14 15.4% Inventory
9 gars From §12,588 To $15,008 124588 .32 9.9% Inventory
11 Cars From $15,8088 To $20,000 195859 _41 12.1% Inventory
5 Cars Over $28,008 16042304.80 5.5% Inventory

"Click” Line In List For Details Print | ‘

Printing the Analysis

Use the Print button at the bottom of the screen to print the analysis. The information that prints is
the exact information displayed on the screen.

1. Click Print.
2. When prompted to verify your printer is ready, click to select To Printer.

3. Once you select your print type, click Print.



Viewing the Detail for a Specific Line

Click a line to view the detail. The screen will list all of the vehicles in the selected line. For each
vehicle, the system displays the stock number, year, make, model, mileage, VIN, age, original price,
total value of any internals, book value, and any memo information entered for the vehicle.

I Inventory Analysis ({Abc Motors)

ACY Over $208,0080
Stock Y¥r Hake Hodel Odom  VIH fige Original Internal Book Memo

4913 @4 CHEURO SILUERAD 26918 800192 252 20605.08 700.83 213085.83
4931 83 TOYOTA FORERUNH 23438 888125 239 23580.88 125.88 23625.88
4939 84 CHEU SILUERAD G942 8068816 268 208665.88 291.66 2P896.66
4948 84 GHGC SI SIERRA S 5738 008344 232 25600.00 181.43 25781.43
¥ i 77 949000.080 -80 949000. 08

"Click® Line From List For Details Frint ‘

Viewing the Detail for a Specific Vehicle in a Line

Click a vehicle to view a vehicle’s complete information. This opens the View Vehicle screen. This
screen displays all of the available information for the vehicle, including a list of the repair orders for
the vehicle. Click a repair order in the list to view the detail for the R/O.

84484 09/28/B4 OWENS/Trade (2) 23508.00
11246 09/30/64 JTEBTOBROOAOAO1 25.88 .80 *
Stock No.- (4931 11342 10/04/64 JTEBTOBROO60601 10808 .80 x
Line No.:
ne 1o, { Click * Line To Uiew R/0 Detail )
Year:[2062]
Hew Used: [i]
Make: [TOYOTA
Model Code:[ |
Model: FORERUNNER
Body:[UDR S
{ Incentives |
VIN:[JTEBTOORG08060125

Customer: | ]
Dealer:

Miles:[ 234,30

Date In:[09 /(28 |/[64] M.S.RP:[ 29647 .60 ]
In Service: |/ |/[_] Dealer Prep:[ |
e —— DeaITI Pack:_500.00]
: nvoice:[ 23500, 00
Codes[ [|[ | Holdback:
Kes ] Advertising:
Pending Repairs: -89
Memo:| ] ACY-[ 24025.88 |
Prev Owner[TOM OWENS |
L Original:[23560.06]

Intemals: 125.88
Book:| 23625.88




New Car Analysis

The New Car Analysis button is used to view a summary analysis of your new inventory. When you
click New Car Analysis, the Inventory Analysis screen opens and automatically displays the
analysis.

The information is displayed by car line. For each line, the screen lists the total number of vehicles in
the line, the total value of the vehicles, the average cost of the vehicles, the total number of vehicles
over 60 days old, and the total value of the vehicles that are over 60 days old.

The end of the analysis displays the totals for all of the car lines. Use the scroll bar on the right side
of the screen to scroll through the analysis.

91 cars 1,732,595.97

By Age
8 Cars Under 68 Days .88 .8% Inventory
4 Cars From 68 To 98 Days 972642 .00 4.4% Inventory
3 Cars From 98 To 128 Days 8519.99 3.3% Inventory
84 Cars Over 128 Days 75143398 92.3% Inventory

By ACY
27 tars lUnder $ 5,088 24621_28 29.7% Inventory
1@ Cars From § 5,888 To $ 7,500 64897 21 11.6% Inventory
15 Cars From § 7,508 To $18,000 127372.81 16.5% Inventory
14 Cars From $18,888 To $12,588 153832.14  15.4% Inventory
9 cars From §12,588 To $15,000 124508 .22 9.9% Inventory
11 Cars From $15,888 To 520,000 19565941 12.1% Inventory
C Cars Over $20,008 1042304 _80 5.5% Inventory

*Click" Line In List For Details Print | ‘

Printing the Analysis

Use the Print button at the bottom of the screen to print the analysis. The information that print is the
exact information displayed on the screen.

1. Click Print.
2. When prompted to verify your printer is ready, click to select To Printer.

3. Once you select your print type, click Print.
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Sales

Chapter 3

When you click the Sales button on the Dealer Principal menu, you advance to the Vehicle Sales
menu. The Vehicle Sales menu is used to view sales information. The menu contains six options for
viewing and printing sales information. To select an option, click the button on the menu. The
appropriate screen or prompt appears.

EE Sales (ABC Motors) g [ =1

View Vehicle Sales

Print Vehicle Sales Summary

Vehicle Sales Reporls

Vehicles By Salesman

Vehicles By Stock Number

Sales By Make/Model

Vehicle Sales FaStals

Back

Button

Use it to

View Vehicle Sales

View vehicle sales for a specific month

Print Vehicle Sales Summary

Print the current month’s sales summary report

Vehicle Sales Reports

Print various vehicle sales reports.

Vehicles By Salesman

View sales information for a specific salesman for a specific
month

Vehicles By Stock Number

View the sales information for a specific vehicle

Sales By Make/Model

View the sales information for a specific make and model for a
specific month

Vehicle Sales FaStats

View sales statistics for the current month and year-to-date




View Vehicle Sales

The View Vehicle Sales button is used to view sales information for a specific month. You can view
all of the sales for the selected month, or you can select to view new vehicle sales, used vehicle

sales, wholesale sales, or dealer trades.

1.

2.

Click View Vehicle Sales.

Click the month button at the top of the screen to select the month. The button turns red to

indicate it has been selected.

Next, click the button that corresponds to the type of sales you want to view.

The screen will list all of the sales in the selected category.

| rea | wen (AR mev | oow [ o | aus [ see | oor | wov | oec |
New Retail | Fleet | Used Retail | Certified | Wholesale | Dealer Trade | All Sales ‘
84/27785 RUTH 5208 85 TOYOTA TRU 4 RUNMER B4 SHANNON WRIGHT 2491.689 ;I
B4/27/785 TUUVIENE 5281 85 TOYOTA TRU RAV 4 B84 SHANNON WRIGHT 964.18
04/27/785 HMOSSHAN 5282 8z TOYOTA CAMRY 83 RDGER SIERRA 1527 .89
B4/27785 STEUENS TOYOT 5282a 94 TOYOTA CAMRY 99 House 40.80
B4/27785 HICKEY 5283 85 ToYOTA COROLLA 83 RDGER SIERRA 1483 .88
04/27785 HMORGAN 5285 8z TOYOTA AVALON 82 STEPHEN WILLIAMS 1884 .00
04/27785 RUPERT 52086 85 TOYOTA TRU HIGHLANDER B3 RODGER SIERRA 1294689
84/27785 BURGESS 5288 85 ToYOTA TUHDRA B84 SHANNON WRIGHT 1489088
B4/27785 STEUENSON 5212 8z TOYOTA PRIUS 83 RDGER SIERRA 2438.00
84/27785 BOYCE ues-4 83 TOYOTA COROLLA 81 PETER REED -00
84/27785 LADDEN ues-% 82 ToYOTA HIGHLANDER 81 PETER REED -88
04/29785 HULL 4229A 84 TOYOTA 4 RUHHER 83 RDGER SIERRA 3265.082
84/29/705 PRESTIGE 5020 85 TOYOTA TACOHA 99 House -00
84/29/65 TOWN HOTORS 5898 85 ToYOTA HIGHLANDER 99 House -88
04/29/785 TOWN HOTORS 5898 85 TOYOTA SIENHA 99 House -08
04/29705 HORTHWAY TOYD 5151 85 TOYOTA TRU HIGHLANDER 99 House -00
B4/29/785 SUNRISE HMOTOR 5178 85 ToYOTA CAMRY 99 House -88
04/29/785 TOYOTA OF WAL 5189 85 TOYOTA TRU HIGHLANDER 99 House -00
84/29/85 CASH 52838 93 TOYOTA COROLLA 83 RDGER SIERRA 227487
84/29/785 SUNRISE HMOTOR 5284 85 ToYOTa CAMRY 99 House -88
04/29785 TOYOTA OF WAL 5213 85 TOYOTA TRU RAU4 99 House -00
67 Uehicles Listed Average Gross Per Uehicle  1826.81
3 Units With Backend Income. Average Per Uehicle -98
Backend Penetration ........................ .. 4_48%
(Click Desired Line To View Recap Of Deal)
Exit | Extended Search | Click Line To Print Recap Print Current List ||

Click a line to view detail for that sale.

Click Print Current List to print the information.

When prompted to verify your printer is ready, click to select To Printer to print the
information or To Screen to view the information on your screen.

Once you select your print type, click Print.

Click Exit to return to the Vehicle Sales menu.

Tip:

Use the Extended Search button to search for a specific sale in history. Type the stock
number, the customer’s last name/part of the customer’s last name, or the last six characters of
the VIN. The screen will display the sales that match your search criteria. Click the sale in the
list you want to view.




Print Vehicle Sales Summary

Use the Print Vehicle Sales Summary button to print the current month’s sales summary report.
When prompted to verify your printer is ready, click to select To Printer to print the information or To
Screen to view the information on your screen. Once you select your print type, click Print.

Vehicle Sales Reports

The Vehicle Sales Reports button advances you to the Vehicle Sales Reports menu. You use this
menu to print vehicle sales reports.

vehicle Sales Reports  (ABC Motors)

Print Monthly Vehicle Sales

Print Salesmans Commissions

New Vehicle Model/Option Sales Stats

New Vehicle Model/Opticn Stock Stats

Back

Print Monthly Vehicle Sales

Use this button to print a vehicle sales report. The report lists the sales by sales type (new vehicles,
used vehicles, wholesale, etc.). For each sale, the report lists the sales date, stock number,
customer’s last name, model year, make, model, salesman code, sale amount, cost, standard gross,
commissionable gross, vehicle age, and the return percentage. The return is calculated using the
following formula: Return = (Gross + Dealer’s Cost) + (Vehicle Age + 365).

The bottom of each section lists the total sales and gross, average annualized return on investment,
and the average number of days the vehicles were in inventory. There is also an aging summary that
divides the sales into five aging categories (current to 30, 30 to 60, 60 to 90, 90 to 120, and over 120
days) and lists the average gross for each category.

The report also includes an F&l summary. For each sale on the report, the summary lists the total

credit life, credit disability, finance reserve, and extended service contract sale amount. The end of
the summary lists the total retail deals and the total credit life commission, credit A&H commission,
warranty commission, finance reserve, and total overall commission.

1. Click Print Monthly Vehicle Sales.

2. Type the number for the salesperson whose commission you want to print, or select the
salesperson from the drop-down list. If you want to print the commission for all of the
salespeople, select salesperson 00.

3. Specify the dates you want to use for the report.

4. Click Full to print a full report (which includes vehicle detail) or Summary to print a summary
(which includes just the average gross).

5. When prompted to verify your printer is ready, select your print criteria.



Print Salesmans Commission

Use this button to print a commission report. The report is divided into two parts. First, the report
lists all of the sales for the specified date range. For each sale, the report lists the salesman code,
sale date, stock number, customer’s last name, model year, make, model, and accrued commission.
The detailed report also lists the sale amount, cost, standard gross, commissionable gross, gross
percentage, and F&I gross for each sale.

The second part of the report is a commission summary for each salesman. The report lists the
salesman’s number, salesman’s name, total commission, commissionable gross, gross percentage,
units sold, and the average gross for the sales.

1.

2.

Click Print Salesmans Commission.

Type the number for the salesperson whose commission you want to print, or select the
salesperson from the drop-down list. If you want to print the commission for all of the
salespeople, select salesperson 00.

Indicate if you want to print a short list or detailed list. Type S for short or D for detailed.

Specify the dates you want to use for the report.

When prompted to verify your printer is ready, select your print criteria.

New Vehicle Model/Option Sales Stats

Use this button to print vehicle sales statistics for vehicle models and options. This is based on the
car line you specify for the report.

1. Click New Vehicle Model/Option Sales Stats.

2. Type the car line you want to use for the report.

3. When prompted to verify your printer is ready, select your print criteria.

New Vehicle Model/Option Stock Stats

Use this button to print stocking statistics for vehicle models and options. This is based on the car
line you specify for the report.

1. Click New Vehicle Model/Option Sales Stats.

2. Type the car line you want to use for the report.

3. When prompted to verify your printer is ready, select your print criteria.



Vehicles By Salesman

The Vehicles By Salesman button is used to view sales information for a specific salesman for a

specific month.

1.

2.

Click Vehicles By Salesman. The View Sales screen opens.

Click the month button at the top of the screen to select the month. The button for the

selected month turns red to indicate it is selected.

A list of salesmen fills in on the left side of the screen. Click the salesman you want to select,
or click Total Month Retail to view a summary of the month’s sales for all of the salesmen.

The sales information fills in on the screen.

| View Sales (Abc Motors)

JAN FEB AR

61 PETER REED

82 STEPHEN WILLIAHS
83 ROGER SIERRA

64 SHANHON WRIGHT
05 ADAM CARTWRIGHT

99 House
T —

|- mar | an [ o | AUE_I_ sep | oot nov | oec |
BL4/27/85 A & S 5066A 97 CHEURDLET CAUALIER -00
84727785 TOWN MOTORS 5847 a5 TOYOTA CAMRY -88
B84/27/85 TOWH MOTORS 5848A 98 PLYHD NEOH -88
B84/27/05 HORTHWAY TOYOTA 5657 85 TOYOTA TUNHDRA -00
B4/27/785 HNORTHWAY TOYOTA 5865 a5 TOYOTA CAMRY -88
B4/27/85 A & S 5878A 88 JEEP CHERDKEE -88
64/27/85 A & S 5684 85 TOYOTA CAMRY -00
64727785 A &S 5096A 80 HONDA CIVIC -0e
B4/27785 CLIFT PARK TOYD 5181 a5 TOYOTA TACOMA -88
84727705 SUNRISE HOTOR 5114 85 TOYOTA GOROLLA -00
84727705 SUNRISE HOTOR 5118 85 TOYOTA SOLARA -00
B4/27/85 SUNRISE MOTOR 5122A 98 SUBARU IMPREZA 48.088
B4/27/85 SUNRISE HOTOR 5127 a5 TOYOTA GAMRY -ae
B84/27/05 HORTH HOTORS 5161 85 TOYOTA CAMRY -00
B4/27/785 TOYOTA OF WALWMA 5162A 82 TOYOTA CAMRY -88
B84/27/85 TOYOTA OF WALHA 5166 a5 TOYOTA AUALDN -88
84727705 TOYOTA OF WALHA 5202A 94 TOYOTA CAMRY 46.00
84/29785 PRESTIGE MOTOR 5828 a5 TOYOTA TACOMA -88
84729785 HORTH MOTORS 5898 a5 TOYOTA HIGHLAMDER -88
84729705 TOWH MOTORS 5698 85 TOYOTA SIEHHA -00
B84/729/85 HORTH HOTORS 5151 85 TOYOTA TRU HIGHLANDER (L)
84729785 SUNRISE MOTORA 5178 a5 TOYOTA CAMRY -88
84729705 SUNRISE HOTOR 5264 85 TOYOTA CAMRY -00
23 Uehicles Listed Average Gross Per Uehicle a8
8 Units With Backend Income. Average Per Uehicle 1]
Backend Penetration ........... ... ........... -88%

5. Use the Print button to print the sales information as needed.

6. Click Exit to return to the Vehicle Sales menu.




Vehicles By Stock Number

The Vehicles By Stock Number button is used to view sales information for a specific vehicle.
1. Click Vehicles By Stock Number. The Sales By Stock Number screen opens.

2. Inthe Stock No field, type the stock number, and press ENTER.

You can also search for a vehicle by clicking List. On the List screen, click This Month to
view a list of sales for the current month, Last Month to view a list of sales for the previous
month, or All to view a list of all of the vehicle sales. Click the sale you want to select.

3. The sale information fills in on the screen.

Sales By Stock Number  {Abc Motors)
Stock MHo.: 5218 Buyer :

SHMITH

Deliv.: B5/19/85

Document : 5218 UIN : JTDKBZGBUXG8AAGAASR

Stock Mo Year : 2005 Hake : TOYOTA Model : PRIUS

Cost OF Sale 6895 21612.080 Sale 4895 24300.00

Incentives 850458 2240 289.00 Inventory 5218 2328 21612.00
Cust. A/R SHITH 2118 25843.50 Sales Tax 3148 1740. 88
Other Tax 31468 12.58

Total Sale ........ocinicmnnannianaanann
Less COSt .oeeonmniiiie i i iaea e iaans

GBross Profit ... .. ... ....iaiiaa...
Less Advertising ......
Less Holdback/Pack

Total Commissionable GroSs ........c..o-..- $ 2269 .00

Sales COMMISSION - ooooooooioooaaoanaaann 5
Credit Life/A&H Retention ... § .88
Marranty Retention .......... 3 .88
Finance Retention ........... 3

Total F & 1

List

Print

4. Use the Print button to print the sale information as needed.

5. Click Back to return to the Vehicle Sales menu.



Sales By Make/Model

The Sales By Make/Model button is used to view sales information for a specific make and model for
a specific month.

1.

2.

Click Sales By Make/Model. The Retail Sales By Make/Model screen opens.

Click the month button at the top of the screen to select the month. The button for the
selected month turns red to indicate it is selected.

A list of the makes and models fills in on the left side of the screen. Click the make/model
you want to select, or click Total Month Retail to view a summary of the month’s sales for all
of the makes/models.

The sales information fills in on the screen.

Retail Sales By Make/Model (Abc Matars)

o | ree | wen (DRI wer | wn | u | aus see | ocr NV bEC

N TOYDTA AVALDH au/27/85 PILIER 5a49 a5 TOY0TA CAMRY 83 ROGER SIE
N TOYOTA CAMRY a4/27/85 DELL 5056 85 TOYOTA CAMRY 84 SHANNDH W
N TOvOTA K COROLLA B4/27/085 HACK 5138 a5 TOYOTA CAKRY 83 ROGER SIE
N TOvOTA HATRIX Bu/27/05 HOSS 5282 a5 TOYOTA CAKRY 83 ROGER SIE
N TOYOTA PRIUS
N TOYOTA RAU 4 4 Uehicles Listed Average Gross Per Uehicle 1374.25
N TOvOTA SEQUDIA
N TOYoTA TUNDRA @ Units With Backend Income. Average Per Uehicle .88
N TOYOTA TRU 4 RUNHER
H TOYOTA TRU HIGHLANDE Backend Penetration .......... . ..... . ..... ... -00%
N TOYOTA TRU RAU A4
N TOYOTA TRU SIENHA
N TOYOTA TRU TACOMA 4
U CHEUROLET Used
U HONDA Used
U JEEP Used
U PLYHO Used
U SUBARU Used
U TOYOTA Used
Back | Total Marth Fetai | Piint HI

5. Use the Print button to print the sales information as needed.

6. Click Exit to return to the Vehicle Sales menu.



Vehicle Sales FaStats

The Vehicle Sales FaStats button is used to view sales statistics for the current month and year-to-
date.

1. Click Vehicle Sales FaStats. When the Vehicle Sales FaStats screen opens, it automatically
displays the sales statistics.

_@ [ Include Over Allowance In Gross
Units Sales Avg. Gross
[New | | 7] [ 197183.55] | 1629 _25|
Fleet | | | .o | _o00]
[Used | [ 14 [ 456187.79] | 1723.60|
[Certified Used | | | a6 | N
Wholesale | 11] [ 139987.15] | 1124 .44
YTD
Units Sales Avg. Gross
[New | [ 47] [ 1235481.33] | 518.15]
Fleet N | .00] | - 00)
[Used | [ 43| [ BB6GLB. 07| | 2213.93]
[Certified Used | | ] 84| | T
Wholesale | [ 22| [ 324884.1Y| | 584.51]
STCICATIC oo |

2. Click to select Include Over Allowance In Gross if you want to include over allowance in the
statistics.

3. Click Details to view the general ledger accounts and their balances.

_@ [~ Include Over Allowance In Gross — [g47a 885 .57 7681. 085 ;I
Uniits Gales Ava, Gross 1u6n 213649.99 323659.99
[New ] 7] [ 197183.55] | 1629 .95] 4u6B 2 27851.08  89812.28
[Fleet ] [ ] ~00] | ~00) 6U6B 25356.58  74832.84
6UTB 238451 5637.85
Used | 14 [ 456187.79] | 172368 1uGE 27851.86 981298
Certified Used - 06| .80
fwhalesale 11 139987.15 1124 1Y uug 5 52231.24  66773.08
[Dver Allowance 60875660 su8 46150.08  59325.80
GUTB 238451 5637.85
YTD 4500 4 96484.88 236625.80
Units Sales ey Fimen 656R 84355.00 196744.36
651R 2267 .48 6688. 08
[Mew ] [ 47] [1235481.33| | 518.15] o n 06BN 88 236625 88
[Fleet N | .00 | -0
Used | 43| [ 886548.087] | 2213.93 4588 6 118882.08 236450.80
S ] | C__m — _m | jem e o
fwhalesale 22] 32408414 584.51 1S BB 118887 .88 236450, 00
Dver Allowance 2859340.24
452 6 B87755.91 257311.86
s Posted To The GL In The Curent Month ; 652 75215.48  235456.56
“Click” Details ToWiew Accounts ﬂl 651B 3948 .38 1080547 =
— —

4. Click Close to close the Vehicle Sales FaStats.
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Chapter 4 Expenses

The Expenses button on the Dealer Principal menu opens the Expenses menu. This menu is used
to view your dealership’s expenses. You can view the expenses for a specific month, and you can
view expense comparisons for the current year and previous year. The menu contains six options for
viewing and printing expense information. To select an option, click the button on the menu. The
appropriate screen or prompt appears.

EEl Expense Trends (ABC Motors)

View Expense Detail

Expenses By Departmenit

Expense Totals

Print Expense Trend Analysis

Expense/Gross Trends

Check Register

Setup
Back
Button Useit to
View Expense Detail View the expenses for a specific month
Expenses By Department View the expenses for a specific department for a specific month
Expense Totals View a comparison of your expenses for this year and last year

Print Expense Trend Analysis | Print an expense trend analysis for the past year

View a bar graph that identifies the expense and gross trends for

Expense/Gross Trends this year and last year

Check Register View the check register




View Expense Detail

The View Expense Detail button is used to view expense detail for a particular month.
1. Click View Expense Detail. The View Expenses screen opens.

2. Click the month button at the top of the screen to select the month. The button for the
selected month turns red to indicate it is selected.

3. Alist of expenses fills in on the left side of the screen. Click an expense to view its detalil.
The detalil fills in on the right side of the screen.

e epi | war | an | w | aus | sep | oer | mov | oec |
Bo1B Other Supplies - Used 527.28 ;I 83/01/85 2.58 (%)ROTARY CLUB
861G Other Supplies .08 83/04/05 6.25 (%)COLD COUNTY
861D Other Supplies - Suc £ez.27 83/09/05 27 .36 (%)BELL SOUTH ADUVERTISI
861E Other Supplies .08 83/09/05 150.00 (%)FTH RADID GROUF
861F Other Supplies - Parts 168.41 83/17/85 12.58 (%)JHUDSON UNITED
8612 Other Supplies .08 83/23/85 20.68 AUTO ADVANTAGE
663 E-Commerce Adu/Fees .88 83723705 31.59 co-oP
863A E-Commerce Adu/Fees - N 144.88 83/23/85 49 .92 LAM CD-0OP
8638 E-Commerce Adu/Fees - U 884.28 a3s28/a5 62.58 AUTO GROUP
863D E-Conmerce Adu/Fees - 3 .88 83/31/85 18.88 SHMITH ADUVERTISING
B863F E-Commerce Adv/Fees — P a8
864 Advertising Credits .88 J
@64A  Advertising Credits - N .88
0648  Advertising Credits - U .88
064D  Advertising Credits - S -1682.21
064F  Advertising Credits - P -1682.19
065 Advertising-Distributio .88
065 Advertising - Hew 8598.17
6658  Advertising - Used 12737 .29
865C  Advertising .68
8650 Advertising - Suc 1113.27
B65E  Aduertising . 68
Advertising 5 k

8652  Aduertising .88
866 Contributions-Distribut -88
866A Contributions - New .88
8668 Contributions - Used 5.88
8660 Contributions .88
866D Contributions - Suc 5.08
B66E  Contributions .08 x|

Euit | Click Line In List For Detail Print ||

4. Use the Print button to print the expense information as needed.

5. Click Exit to return to the Vehicle Sales menu.



Expenses By Department

The Expenses By Department button is used to view expense detail for a specific department for a
specific month.

1.

2.

Click Expenses By Department. The View Expenses screen opens.

Click the month button at the top of the screen to select the month. The button for the
selected month turns red to indicate it is selected.

Click the button on the bottom of the screen that corresponds with the department you want
to select: New Car, Used Car, Service, Parts, Body, Admin, or Other.

A list of expenses fills in on the left side of the screen. Click an expense to view its detail.
The detalil fills in on the right side of the screen.

s | ren |WERNN] eeR | e | e | sws | osee | oer NV DEC
620D Salaries - Owners 2159.24 +||03/02/05 500.40 -00 SERU SUPERUVISOR
821D Salaries - Supervision 3655.29 83/09/05 315 .82 -00 SERU SUPERUVISOR
822D Salaries - Clerical - § 3728.04 83/10/05 112.85 -00 SERU SUPERUVISOR
823D Other Salaries & Wages Lu4E .20 85/16/05 333.68 -00 SERU SUPERUVISOR
824D Absentee Compensation 78.50 83/23/05 284 .83 -00 SERU SUPERUVISOR
03/30/85  294.04 .80 SERU SUPERUISOR
827D Employee Benefits - S 1636.36
029D Pension Fund/4681k - Suc 81.95
033D Postage/freight - Servi 125.00
851D Company Uehicle Expense 154,01
068D Office Supplies & Exp - ae3.11
861D Other Supplies - Swvc 582.27
863D E-commerce Adv/fees - § -88
864D  Advertising Credits - S -182.21
865D  Advertising - Swvc 1113.27
866D Contributions - Suc 5.808
867D Policy Work - Swvc 594.28
868D Outside Services - Data 36449
869D Outside Services - Othe 728.37
871D Hemberships, Dues & Pub 37.58
872D Legal & Auditing Expens 1191.25
87uD Telephone aes.18
875D  Training Expense 518.65
877D Miscellaneous Expense 35.60
879D Interest Other - Seruic 234.71 _|
882D Repairs - Real Estate 187 .88
BB7D Heat, Light, Power & Wa 1798.49
088D Insurance, Other 333.62
889D Taxes, Other 1758.90
892D Equipment Rental 382.92 ;I
Hew Car | Used Car Service Parts Body Admin Other Print
e

Use the Print Button to print the expense information as needed.

Click Exit to return to the Vehicle Sales menu.



Expense Totals

The Expense Totals button is used to view a comparison of your expenses for this year and last
year.

1. Click Expense Totals. The View Expenses screen opens.

2. Click the month button at the top of the screen to select the month. The button for the
selected month turns red to indicate it is selected.

3. Alist of expenses fills in on the left side of the screen. Click an expense to view its detalil.
The detall fills in on the right side of the screen.

da ) reo  [EERN] eem | war | wow | o | aus | ser | oot | wov DEC
811 Comp. Ueh. Sales-Distrib 16932.78 47175.13 « This Year Last Vear
813 Delivery Expense-Distrib -1989.18 -2881.35
(a1 Policy Work-Uehicles-Dis 3965085 8816.04 JAN 5104 .31 5673.81 -11%
6206 Salaries-Ouwners-Distribu 8636.95 21950.50
821 Salaries-Super-Distribut 21485.31 53798.58 FEB 4866 .32 4142.78 15%
0822 Salaries-Clerical-Distri 8087.087 28328.93
0823 Other Salaries & Wages-D 818214 20848 .49 HAR 6171.99 5738.27 %
624 Absentee Comp-Distributi 514.00 760.00

Taxes-Payroll-Distributi k Year  16142.62 15554.78 %
026 Incentives-Supervision 4588.61 13130.31
829 Pension Fund-Distributio 285 .41 678.97 APR -88 5221.85 %
033 Postage / Freight 1228.71 3178.33
056A Insurance - NHew Ueh Inuve 2656.96 9926.68 HAY -68 4282.81 %
061 Other Supplies-Distribut 1324.89 4928.54
863 E-Commerce Adu/Fees 23566.63 49294 24 JUH -88 4799.19 %
666 Contributions-Distributi 2p.080 270.080
867 Policy Work-P&S-Distribu 683 85 1710.26 JUL -08 3786.25 %
068 Outside Sucs-Data Proces 4220.33 10522 .23
869 Outside Svcs-Othr-Distri 5321.86 21146 .68 AUG -88 4548.23 %
aze Travel & Entertainment-D -88 -88
871 Hemberships, Dues & Pub- 5270.00 5673.85 SEP -08 5432.26 %
072 Legal & Auditing Expense 4765 .00 7046.92
a7y Telephone-Distribution 1218.39 3577 .47 ocT -08 4152.19 %
0875 Training Expense-Distrib 1722.23 3388.48
876 Floorplan Interest 17115.19 4723958 Hou -08 4498.28 %
(:rird Hiscellaneous Expense-Di 226.97 1243.29
e78n Floor Plan Credits —-4B871.66 -12780.19 DEC -08 5750.94 %
081 Amort-Leaseholds-Distrib .88 .88
082 Repairs Real Estate-Dist 295.12 1338.52
033 Deprc-Bldgs & Improve-Di - 00 -00 ;J
Exit Click Line In List For Detail

S

4. Click Exit to return to the Expenses menu.



Print Expense Trend Analysis

Use this button to print an expense trend analysis for the past year. When prompted to verify your
printer is ready, click to select To Printer to print the information or To Screen to view the information

on your screen. Once you select your print type, click Print.

Expense/Gross Trends

The Expense/Gross Trends button displays a chart that compares your gross and expenses for the
current year and previous year. The top graph displays the gross and expense information for the
current year, and the bottom graph displays the gross and expense information for the previous year.

Year To Date Gross/Expense  (ABC Motors})

This Year

JUN JuL UG

.
o
@
>
W
L]
-




Check Register

The Check Register button is used to view the check register.
1. Click Check Register. The Check Register screen opens.

2. Click the register button at the bottom of the screen that corresponds to the check register
you want to view.

3. The information fills in on the screen.

100790 04/14/0% 132.880 PA EMISSIONS PROGRAH d
100789 04/14/8% 1088.48 COHHMONWEALTH OF PR —
100788 04/14/0% 92.98 COHMMONWEALTH OF PR
100787 04/14/0% 1710.00 COHHONWEALTH OF PR
100786 04/12/8% 480.00 COMMONWEALTH OF PR
100785 04/12/8% 48.08 29TH DISTRICT AMERICAM LEGION
100784 04/12/8% 25340.80 DETROIT AUTO AUCTION
100783 04/12/8% 10965.80 DETROIT AUTO AUCTION
100782 04/12/8% 11912.25 UNIVERSAL UNDERWRITERS
100781 04/12/8% 2073.29 Pa DEPT OF REVENUE
100780 04/12/8% 15.088 Pa DEPT OF TRANSPORTATION
100779 04/12/8% 15.08 COMMONWEALTH OF PA STATE
100778 04/12/8% 994.50 COMMONWEALTH OF PA STATE
100777 04/12/8% 497.82 COMMONWEALTH OF PA STATE
100776 04/12/8% 681.20 COMMONWEALTH OF PA STATE
100775 04/12/8% 567.50 COMMONWEALTH OF PA STATE
100774  04/12/8% 994.52 COMMONWEALTH OF PA STATE
100773 04/12/8% 686.90 COMMONWEALTH OF PA STATE
100772  04/12/8% 1134.58 COHMHMONWEALTH OF PA STATE
100771 04/12/8% 1342.58 COMHMONWEALTH OF PA STATE
100770 04/12/8% 739.22 COMMONWEALTH OF PA STATE
100769 04/12/8% 625.28 COMMONWEALTH OF PA STATE
100768 04/12/8% 4408.12 COMMONWEALTH OF PA STATE
100767 04/12/8% 1146.02 COHMHMONWEALTH OF PA STATE
100766 04/12/8% 1829.58 COHMHMONWEALTH OF PA STATE
100765 04/12/8% 589.80 COMMONWEALTH OF PA STATE
100764 04/12/8% 1301.84 COHMHMONWEALTH OF PA STATE
100763 64/12/8% 1474.04 COHMHONWEALTH OF PA STATE i
"Click” Line To
Exit Register 1 View Entry

4. Click a line to view the detail for that line.
5. Click Exit to close the View Journal Entry screen.

6. Click Exit to close the Check Register screen.
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Chapter 5 Cash Flow

The Cash Flow button on the Dealer Principal menu is used to view the available cash flow and
equity. This information can be viewed daily so you can keep a close watch over the dealership’s

cash flow.

Viewing the Cash Flow

When you click the Cash Flow button, the Cash Flow screen opens and automatically displays the
figures for the current month. The screen displays the cash in bank, cash on hand, outstanding bank
contracts due, accounts receivables, factory receivables, equity in your new and used inventory,
short-term accounts payables, and miscellaneous payables. The bottom of the screen displays the

total available cash and equity.

4

EFl Cash Flow (Abc Motors) I ] 5
Cash In Bank ... ... ... ciiicrceicccnncnnnnnnns 47,123 .27
Cash On Hand {Undeposited) .................. -8
Contracts In Transit ... ... ... ... ... ... o.... 608,088 _59
Trade Accounts Receivable ................... 19,885 _82
Factory Receivable - Holdback ............... 16,697 808
Factory Receivable - Other .......c.cooueoon-. 1,377.088
Miscellaneous Receivables ...........ouoaon.. -640.58
Hew Uehicle Inventory ......... 1,394,391.88
Hew Vehicle Floorplan ......... .88
New Uehicle Inventory Equity ................ 1,394,391.080
Used Uehicle Inventory ........ 250,848.68
Used VUehicle Floorplan ........ .88
Used Uehicle Inventory Equity ............... 2508,848.60
Short Term Payables .........ccccieennnn. 22,213.53
Miscellaneous Payables ...........cccccaeaannn -a8
Available Cash and Equity .........coouaaan.. 1,672,501.91
Setup Print
v

the Cash Flow parameters.

Tip: Before you can use the Cash Flow feature, you must use the Setup button to indicate the
general ledger accounts that should pull for each category. The system uses the setup to
compile the information displayed on this screen. See Chapter 1 for information on setting up

Chapter 5




Printing the Cash Flow
1. Click Print.

2. When prompted to verify your printer is ready, click to select To Printer to print the
information or To Screen to view the information on your screen.

3. Once you select your print type, click Print.
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Chapter 6 Fixed Coverage

The Fixed Coverage button on the Dealer Principal menu is used to view the fixed coverage for the
current month and last 12 months. The fixed coverage figure is the percentage of the dealership’s
total fixed expenses that the profit from the Service Department, Parts Department, and Body Shop
covers.

When you click this button, the Fixed Coverage screen opens and automatically displays the figures
for the current month and the past 12 months. The screen displays the total sales, cost, and gross for
each of the three departments. The bottom of the screen displays the total department gross, total
fixed overhead expenses, and the fixed coverage percentage.

EEl Fixed Coverage {Abc Motors) _|E| il
HMonth YTD Harch 12-Honths
Service Sales ..... 51,035 .42 180,0826.52
Less Cost ......... 18,723.25 73,767 .69
SEFVICe BFOSS ..o ccccccccnnnnnceccomnnnnmannnnns 32,312.17 1086,258.83
Parts Sales ....... 66,273.68 295,292.91
Less Cost ......... 47,656 .03 211,683 .84
[FarES HrSS coccococoocooncccconnnnonooooossooonnnnnoo 18,617 .65 83,689.87
Body Shop Sales ... .68 .88
Less Cost ......... -bo -8
Body Shop Bross ... eeeccicinnccecccncennmnnnnnns .68 .68
Total Department GrFOSS .. .o ........icinnnanaaannn 58,929 .82 189,947.98
Total Fixed Overhead EXPENSE .......c.ocueeeoouan- .09 .88
Fixed COVEFAgR .....cccuncccnnecccnnmsannnnnnnnns .86% .86%
Setup Print
v

Tip: Before you can use the Fixed Coverage feature, you must use the Setup button to indicate the
general ledger accounts that should pull for each category. The system uses the setup to
compile the information displayed on this screen. See Chapter 1 for information on setting up
the Fixed Coverage parameters.




Printing the Fixed Coverage Information
1. Click Print.

2. When prompted to verify your printer is ready, click to select To Printer to print the
information or To Screen to view the information on your screen.

3. Once you select your print type, click Print.
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Chapter 7

Chapter 7 Schedules

The Schedules button advances you to the View Schedule menu. The options on this menu allow
you to view your detail forward schedules, payable schedule, and receivable schedule. The viewing
screens are identical the viewing screens in the Autosoft DMS Dealership Accounting module to
ensure the same information is available in the Dealer Principal program.

view Schedules (DPKM)

Detail Forward Schedules
Payable Schedule
Receivable Schedule
Exit

1. Click the button that corresponds to the schedule you want to view.

2. For the detail forward schedule, type the account number for the schedule you want to view,
or click Schedule List to select the account. The schedule information displays on your
screen.

The accounts payable and accounts receivable schedules will automatically display when the
screen opens.

Schedule Balance:

Control Description Date |Days Debit Credit Balance

12323 |PAINT a1/38/87 | 394 241.28 - a8 241,20
12345 |RENTAL a1/29/87 | 395 84._08 - a8 8h_po
12427 | TOWING 81723707 | uei 210.88 -88 2108.80|
12496 |PAINT SENSOR a1/29/087 | 395 76.88 118.88| -42_80|
125682 |INSTALL SENSOR a1/38/07 | 394 15.088 -88 15.808
125684 |HAROLD'S PAINT & BOD az/e1/a7 49 .88 49.88 ]
12565 |INSTALL WINDSHIELD a1/29/07 | 395 165 .52 - a0 165.52
12576 |INSTALL XM RADIOD ez2/02/07| 3M 115.80 - 80 115. 80|
12584 |ENTERPRISE LEASING C 81/31/07 | 393 -80 126.00) —126.00
12595 |ENTERPRISE LEASING C 81/30/07 | 394 -80 4208 -42._80|
12653 |ENTERPRISE LEASING C 82/01/07 | 392 -80 4208 -42._80|
12682 |J & H AUTOD az/01/07 150.80 150.08) -80
12684 |TOWING ez/s02/07| 3911 160.88 - 88 168.88
1269% |TIRE REPAIR ez/s02/07| 3911 15.088 - 88 15.08

Cu | Jan T Feb [ Ma T dpr T May T dun T Jul T &g T Sep T 0ct T Hov | Dec ]
Exit ScheduleList | "Click"” Line To View Detail Open kems ‘with Postahead's | ‘without Postahead's Print




Use the month tabs to view the information for another month.

Use the buttons at the bottom of the screen to filter the information.

By default, the detail forward schedule does not include post-ahead entries, so you have the
option to include them. Click With Postaheads to include the post-ahead entries. Click

Without Postaheads to view only the current month’s postings.

For all schedules, click Open Items to view just the open items. Click the button again to
view all items.

Click Print or Print This List to print the schedule information.

Click a line to view the transaction details. The View Detail screen appears and displays the
information. Click Back to close the detail screen.

Click Exit or Back to return to the View Schedules menu.
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Chapter 8 Daily DOC

The Daily DOC button on the Dealer Principal menu is used to view the information for any DOC'’s
setup in the Accounting module of the Autosoft DMS system. You can setup nine DOC'’s in the
Accounting module. The screen will display the information available the last time the DOC was
compiled. To ensure the DOC information is up to date, the Accounting Department should compile

Chapter 8

the DOC's on a regular basis.

EE Daily Operating Control {ABC Motors) == ll
poc 2 | poc 3 | poc s | oo s | poc s | poc 7 | poe s | poe e | poe s | boc e | poc |
Abc Fotors YTD HTD
85/31/28085 Day 38 OF 31 Days Sales Gross Hemo/GPUS Sales Gross Hemo/GPUS
810 NEW CAR SALES TTT 2174122 7H247 957782 22183
620 NEW TRUCK SALES 7573281 352687  239/1476 21205 21205 1728205
530 NEW UARRANTY SALES 187362 67161  202/332 1897 672 17672
835 TOTAL 9934765 4G4RS 536/922 26102 2471 271237
640 NEW FINANCE & INS. INCOME 131884 187844  250/416 622 622 17622
ooty o & e il
850 TOTAL GROSS PROFIT--NEW 10886440 681879  795/757 26721 3696 371832
860 HINUS EXP.-—HNEW 10086440 82119 795/163 26721 3668 371823
,,,,,,,,,,,,,,,,,,,, e By it
878 NET PROFIT HEW UEH. SALES 7957757 26721 3096 371032
0ttt s i
880 USED CAR SALES RETAIL 2008 1/8
898 USED TRUCKS RETAIL
188 USED CARS WHOLESALE 479378 -33974  118/-369
118 USED TRUCKS WHOLESALE 806162 11945  181/-118
128 ADJUSTHENT USED CAR INU.
138 ADJUSTHENT USED TRUCK 1NU
148 USED WARRANTY SALES 183863 S1au7 1547338 1897 557 17557
158 USED FINANCE & INS INCOME 86381 86301  161/536
St il oo —mmmmee  mmmmmeee e fmme
168 TOTAL GROSS PROFIT--USED 1556896 91820 527717 1897 557 17557
178 HINUS EXPENSES USED UEW 452719 -636
S o mmmmmee e e fmme
180 NET PROFIT USED UEW SALES 1556896 -360898  527/-685 1897 -79 1-79 -
< | +
Exit | DO History | Comparisan DOC | Paroll Analysis | Time Clock Profit & Loss Print )

Viewing a DOC

1. Click Daily DOC. The Daily Operating Control screen opens.

2. The buttons on the top of the screen represent the DOC’s. The DOC number appears in

black to indicate the DOC is available for viewing. The grayed-out buttons indicate DOC'’s
that have not been created or that have not been compiled. Click the button that corresponds

to the DOC you want to view. The button turns red to indicate it is selected.

3. The information fills in on the screen.

e The top part of the screen identifies the compiling date and criteria.

e The middle part of the screen displays the year-to-date, month-to-date, and daily sales

and gross information for each line of the DOC.

4. Use the scroll bar on the right side of the screen to view the information that does not fit on

the screen.
5. Use the Print button to print the information as needed.

6. Click Exit to return to the Dealer Principal menu.



Viewing Additional Information

In addition to the DOC’s, you can use the buttons on the bottom of the screen to view payroll
information and a profit and loss summary. Click the button that corresponds to the information you
want to view, and the appropriate viewing screen opens. Click Back on the viewing screen to return
to the Daily Operation Control screen.

DOC History

Click DOC History to display a list of DOC'’s from the last 60 days. Select the DOC from the list you
want to compare to today’s DOC. The screen displays the selected DOC. Click Compare to compare
the DOC to today’s DOC. The screen splits and displays today’s DOC in the bottom section. Click
Exit to return to the Daily Operating Control screen.

Comparison DOC

Click Comparison DOC to view a comparison DOC compiled in the Accounting module. The
comparison DOC serves as a yearly comparison report so you can compare how the dealership is
doing this year compared to last year. A list of available comparison DOC'’s appears. Click to select
the DOC you want to view. You can print the DOC from the viewing screen by clicking the Print icon
on the top toolbar. Click File and then Exit to close the DOC.

Payroll Analysis

Click Payroll Analysis to view a summary of the year-to-date compensation. Any employee with
less than $100 year-to-date is ignored, and any employee with the word “Owner” in the first Position
field on the Employee Information screen appears in the list, but the average for the employee is not
calculated.

The system automatically displays the Payroll Analysis. The first two columns display the employee’s
control number and name. The last three columns display the employee’s gross plus demo, the
employee’s average, and the employee’s demo amount (respectively). The Average Compensation
YTD is the average compensation for all employees.

Time Clock

Click Time Clock to view the Time Clock List. The system automatically displays all of the time clock
data available since the last time the payroll was compiled. Click Current List to view just the time
clock data for the current day. Click Full List to view the complete list of data again. The decimal
values represent tenths of a minute.

Profit & Loss

Click Profit & Loss to view the profit and loss information for the current period or a selected month.
The buttons on the top of the screen represent the months. Click on the button that corresponds to
the month you want to view. (The Current button displays the profit and loss for the current month.)
The button turns red to indicate it is selected. The information fills in on the screen. The top part of
the screen displays the month-to-to date profit and loss, and the bottom of the screen displays the
year-to-date profit and loss.
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Chapter 9 Parts

The Parts button on the Dealer Principal menu opens the Parts Department menu. This menu is
used to view an aged analysis of your physical inventory. You can also use this menu to print month-
end analysis and performance trend reports. All of the information available here helps you keep an
eye on the Parts Department and the parts inventory.

Inventory Analysis

Month End Analysis

Performance Trends

Exit

Inventory Analysis

The Inventory Analysis button is used to view an aged inventory analysis of your physical inventory.
The information is displayed in the following aging groups:

From 0 to 3 month,

From 4 to 6 months,

From 7 to 9 months,

From 10 to 12 months,
From 13 to 18 months,
From 19 to 24 months, and

Greater than 24 months.

For each aging category, the analysis displays the total number of parts, the total cost of the parts,
and the percentage of the total inventory the parts make up. The analysis also displays the total
number of parts and accessories that are over 365 days old.



Viewing the Analysis
1. Click Inventory Analysis.

2. The left side of the screen displays buttons for each of the nine inventory sources. Click the
button that corresponds to the inventory source you want to select.

3. Click OK when prompted to verify you want to scan the source.

READY! |
OK To Scan This Source?

g

4. The system scans the parts files and displays the aged analysis. The scan may take several
minutes, so do not disturb the system as it works.

Cancel

" Inventory Analysis
Toyota
e PERE == % 0F
OEM Source 2 Ho's Cost Total
From 8 To 3 Months ........... 785 § u1,876.78 53.8%
DEM Source 3
From 4 To 6 HMonths ........... 284 § 17,988.86 23.1%
e d From 7 To 9 Months -.......... 175 $  8,675.93 11.1%
OEM Source 5 From 18 To 12 HMonths ........... 156 .... $ 7,197 .67 9.2%
From 13 To 18 Months ........... 608 $ 2,164.98 2.7%
DEM Source b
From 19 To 2% Honths ........... a $ L] 8%
DEM Source 7
Greater Than 24 HMonths ........... 1 $ 9.38 0%
OEM Source 8 Total OF InNUentory .........eceeee- 1861 ..., § 77,853.60
UEM Source 3|1\ 01 OF Parts OUEr 365 DAPs - .o oeeeeeeeeeeeean. $  2,114.36 2.7%
Print Total Of Accessories & Other Over 365 Days ........ s .89 -0%
Back "Click” On A Line To View A List Of Parts In An Age Bracket

5. Use the Print button to print the analysis as needed.

6. Click Back to return to the Parts & Service menu.

Viewing the Parts in Each Aging Category

You can view a list of the parts in an aging category by clicking the line on the Parts Analysis screen.
The aged analysis lists the part number, part name/description, stocking status, on-hand quantity,
cost, extended, last sale date, number of days since the last sale, and the return code. Click Print to
print the list. Click Back to return to the Parts Analysis screen.



Month-End Analysis

The Month-end Analysis includes performance information for all inventory sources with activity for
the month. The report is divided into five sections: Sales Summary, Receipted Stock For Month,
Parts On Purchase Orders/Service R/Q’s, Inventory Analysis, and Turns/Fill summary.

Sales Summary

The first section is the sales summary. For counter sales, service sales, and body shop sales, the
summary lists the total pieces, sales amount, cost, gross profit, and profitability for retail, wholesale,
and internal sales. The end of this section lists the total pieces, sales amount, cost, gross profit, and
profitability for all sales. It also lists the total gross turn, true turn, and return on investment.

Receipted Stock For Month

The second section is a summary of the receipted stock for the month. It identifies the total pieces
and the cost of the pieces that were stocked in as regular stock, special orders, and emergency
purchases. It also identifies the percentage of the overall stocked parts the parts in each category
make up. This section also lists the totals for parts stocked in and sold out. The last part of this
section identifies if the total cost of the receipted stock is a net increase or decrease.

Parts On Purchase Orders/Service R/O’s

The third section lists the parts on purchase orders and repair orders. First, this section lists the total
part numbers, pieces, and cost of parts on regular stock orders, special order, and back order. Then,
this section lists the total part numbers, pieces, and cost of parts that are on open service repair
orders, on open body shop repair orders, and that have been removed from repair orders.

Inventory Analysis

The fourth section is an inventory analysis. The first part of this section breaks your inventory into
aging categories and lists the total part numbers, pieces, cost, and percentage of the overall inventory
the parts in each aging category represent.

Next, this section lists the total part numbers, pieces, cost, and percentage for parts,
accessories/other, cores, and the totals for the entire inventory. Then, it provides information on lost
sales, returnable parts, parts with negative on-hand quantities, parts added with out stock, parts
added with stock, deleted parts, and manually adjusted parts.

Finally, this section provides totals for normal stocking parts, special order parts, and other non-
stocking parts. It lists the total number of each part in inventory, cost for the current on-hand quantity,
number of pieces on hand, number of sales for the month, number of sales for the past 12 months,
and the percentage of on hand to unit sales.

Turns/Fill summary

The fifth section on the report summarizes the turns and fill ration for the month. It provides
information for class A, B, C, D, and E parts. The report lists the total value of the inventory, the
value of the 12-month sales, turns, total part numbers, total parts with zero on-hand quantity, and the
fill ratio for the parts.



Printing the Month-End Analysis
1. Click Month-End Analysis.

2. When prompted to verify your printer is ready, click to select To Printer to print the
information or To Screen to view the information on your screen.

3. Once you select your print type, click Print.

Performance Trends

Use this button to print a report that serves as an extension of the month-end analysis. Be sure to
select the correct inventory source when generating the report. The report lists performance trends
for the total inventory. To ensure that the information on the report is accurate, you must print this
reports before the Parts Department runs the month-end update.

1. Click Performance Trends. The Performance Trends screen appears.

2. The top left corner of the screen displays a list of the inventory sources. Click the source you
want to use for the report.

Performance Trends ()

OEM Source: 1 OEM SOURCE 1 { MAY'07)

DEM SOURCE 1 K

DEM SOURGE 2

OEM SOURCE 3 Performance Trends
DEM SOURCE &4

DEHM SOURCE 5 q
OEH SOURCE & Scans All Operating Data For The

Current Month. Must Be Run Prior
DEM SOURCE 7
OEW SOURCE 8 To The Month End Update.
OEM SOURCE 9
Click Line To Scan

R -

3.  When prompted to verify your printer is ready, click to select To Printer to print the
information or To Screen to view the information on your screen.

4. Once you select your print type, click Print.
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Chapter 10 Service

The Service button advances you to the Service Department menu. You use this menu to view a
summary of the open repair orders. You can also print an effective rate report and statistics for the
writers and technicians. This information helps you evaluate your Service Department.

Open Repair Orders

Effective Rate

Writer/Technician Stats

Exit

Open Repair Order

You use this button to view a summary of the open repair orders. For each open repair order, the
summary lists the R/O number, service writer’s ID, technician’s ID, date, customer’s name, vehicle’s
year and make, the total for labor, and the total for parts. The system also displays the total R/O
count, total parts, and total labor for all of the open repair orders and the repair orders that are over
five days old.

1. Click Open Repair Orders.

2. The system scans the Service Department files and displays a list of the open repair orders.
The scan may take several minutes, so do not disturb the system as it works.

Service Repair Orders

48167 (SC) 81 B86/083/05 BRIAN PARKS 2883 TOYOTA 89.99 .00 -
48168 (SI) 13 82/28/05 HICHELE KATTNER 20884  TOYOTA -e8 7.u8
48178 (SC) 01 86/083/705 LARRY GARRISON 2883 TOYOTA .00 .00
48171 (Sc) 81 86/83/05 RACHEL ELLIS 20884  TOYOTA -e8 24.86
48178 (SC) 81 01 82/28/05 CHARLES WINTERS 2882 TOYOTA 78.00 25.46
48188 (SC) 81 11 83/81/05 HICHELE STEUENS 2885 TOYOTA -e8 6.08
40190 (QW) 11 11 03/83705 TERRY THOMPSON 2084  TOYOTA 48.13 24.00
48195 (SC) 81 01 B83/84705 SANDRA GAINS 20882 TOYOTA 35.08 15.08
40284 (SW) 12 01 04/11/05 JOE TESIER 2084  TOYOTA 60.25 .00
48285 (SW) 12 01 B4/11/05 STEUE SHMITH 2082 TOYOTA 120.58 149 .48
40286 (SW) 18 84/11/705 JOHN M MILLER 2003 TOYOTA .80 .80
48289 (SW) 82 01 64/11/05 ADA RAYMAN 20885 TOYOTA 5498 .34 338.08

Total Repair Orders ...................... 225

Total Recorded Labor .......c.c.ooouiinmunnnns 47897.98

Total Recorded Parts ......c.cooiincunnnns 23566.89
*xx Oyer 5 Days 01d »xx

Total Repair Orders .......coeeeeececannas 221

Total Recorded Labor ...........ciunemnnns 47807.99

Total Recorded Parts .............c.oconnns 23542.03 p

“Click” R/D Line To Yiew Repair Dider Print I




You can view a repair order by clicking on it. Once you have the repair order open in the viewing
screen, you can print it by clicking the Print icon on the toolbar. Click Back on the View R/O screen
to return to the Service Repair Orders screen.

3. Click Print to print the information displayed on the screen. When prompted to verify your
printer is ready, select your print criteria

4. Click Back to return to the Service Department menu.

Effective Rate

Use the Effective Rate button to print the effective rates for the Service Department. The summary
includes data for the past 30 days. It includes a total analysis and a breakdown for each pay type
(customer warranty, and internal). The analysis lists the daily and month-to-date total flat hours,
sales amount, and effective rate.

1. Click Effective Rate.

2. When prompted to verify your printer is ready, click to select To Printer to print the
information or To Screen to view the information on your screen.

3. Once you select your print type, click Print.

Writer/Tech Stats

Use the Writer/Tech Stats button to print the technician and writer statistics. The first part of the
report is the technician time report. For each technician, it lists the total customer pay, internal, and
warranty units and labor sale. It also lists the total number of R/O’s for the technician and the
average labor sale. The second part of the report is the writer sales report. It lists all of the same
information as the technician summary, but it also includes the total discounts the writer applied.

1. Click Writer/Tech Stats.

2. When prompted to verify your printer is ready, click to select To Printer to print the
information or To Screen to view the information on your screen.

3. Once you select your print type, click Print.
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Chapter 11 Customer History

The last button on the Dealer Principal menu opens the Customer Information screen. You use this
screen to view customers’ service history. If you add information or edit information on this screen,
the customer’s file in the DMS system is update with the information.

Customer Information  {Abc Mators)

Customer Number:[SHI 888081]  Last & 1]  VIN:[1TYP888ABBBEAEAM1| Active/Inactive [A/1):[A]

Name:[STEUVE _ |[|[SMITH ] Home: [724][555] Work: [724][555] (0089 [ |
Name: [STEUE___ SHITH Salutation:[Steve ]
Address: [555 HATN STREET Memo:| |
City/State: [WEST HIDDLESER | [PA] [16159 ] Birthdate:[85] [19] [66]
Mail: | Salesman:[03][ROGER SIERRA | Cars Purch Here:[ 7]

Stock No: Year: Cole:[RED_____ | Delivered: [11]/16}[63]
Car Line: Hake: Keys: [ |l ]  Odometer: ]
Mew/Used/Dther: [0] Model:[ MRy | Leemse:[ ] In Service: [11]/16]/[63]
Lease/Purch/Finance: [F] Body:[ ] Finance Ter:[ | Monthly Payment:[ |
Total Cash Price:[ |

Last Service: [05]/[@1)/[05] [ 25369 93 TOYOTA  CANMRY 11/16/03
Mext Service: [08] /dd/ [05] [LUBE-DIL-FILTER Purchase: -

Total Service Visits: | 1] Service:
Inspection Month:

Service Contract: |

Tem: [ ] Expires:| /[ |

Exit ‘ < ‘ Search Customers ‘ )| Print History

Recalling a Customer’s Information

There are four ways to recall a customer’s information:

e Enter the customer number in the Customer Number field. The customer number is the first
three letters of the customer’s last name and last six digits of the vehicle’s VIN. The
customer’s information fills in on the screen.

e Enter the first three letters of the customer’s last name in the Customer Number field, and
click Search (or press F3). The system displays a list of customers whose last name begins
with the letters. Click on the customer in the list you want to select, and the customer’s
information fills in on the screen.

o Enter the last eight characters of the VIN in the Last 8 field. The system will display the
record for the first customer that meets the criteria you entered. Click on the arrow keys on
the side of the Search button to scroll through the records. The customer’s information fills in
on the screen. (You can also scroll by pressing F2 to view the previous record and F4 to
view the next record.)

e Click Search (or press F3). On the Customer Search Criteria screen, enter the first three
letters of the customer’s last name, the last four digits of the customer’s phone number, or the
customer’s license plate number. A list of the customers who meet the criteria you entered
appears. Click on the customer you want to select. The customer’s information fills in on the
screen.



Adding a New Customer

1. Enter the appropriate information in each field.

2. Press ENTER to advance to the next field. (Press F1 to view the help page to read detailed
descriptions of the information required in each field.)

3. Click Save to save the information entered.

4. Click Exit to return to the Dealer Principal menu.

Editing a Customer’s Information
1. Select the customer.
2. Click in a field, and edit the information as needed.

3. Click Save to save the changes.

Printing a Customer’s Information
1. Select the customer.
2. Click Print.

3. When prompted to verify your printer is ready, select your print criteria.

Viewing a Customer’s Service History
1. Select the customer.
2. Click History.
3. Alist of repair orders for the customer is displayed.

4. Click a repair order to view the finished R/O. A summary of the repair order opens on your
screen.

5. Click Back to close the customer’s history.

Tip: If you select to view a repair order in the list that is too old, you will receive a message
indicating that there is no data available for the selected R/O. Click OK to acknowledge the
message.
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Conclusion

This concludes how to use the Dealer Principal. You should reference the manual as you work until
you are comfortable with the procedures. When you do have questions, press F1 to display the help
page so you can read detailed information about each screen. If you cannot find the information you
are looking for, call the Autosoft International Support Desk at (800) 473-4630 for assistance.
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