System Setup
Chapter 1

Chapter 1 System Setup
Before you begin using the Service Writing module, you must set the system parameters. Click
System Setup on the Service Writing menu to open the System Setup menu. You will use this menu
to enter the parameters. The System Setup menu contains 15 options used to enter the setup
information. The parameters entered through this menu determine information that will automatically
fill in on certain screens. The parameters save you the time of having to repeatedly enter standard
information. Although the parameters automatically fill in certain information in the Service Writing
module, in most cases, the default entry can be edited if another entry needs to be made instead.
Each of the 15 menu options will be covered in this chapter. To select a menu option, click the button
that corresponds to the option you want to select, and the appropriate screen or submenu appears.
Work your way through the System Setup menu, entering information as needed. When you are
finished entering information for each area, click Back to return to the Service Writing menu.

Trouble/Condition Codes
Use this button to open the Trouble/Fail Codes screen to set up codes that will be used when
entering repairs. The codes you enter here are available in a list on the Enter Conditions screen
when adding repairs to the repair order. Instead of typing the code to add it to the repair order, you
can click the Fail Codes button on the bottom-right side of the screen to select the code from the list.
You do not have to use trouble/fail codes on repair orders; however, these codes can be valuable
tools for followup activities. The Service History you manually download to disk in CSI & SSI for your
third-party marketing vendor includes the trouble/fail codes. If you do not set up these codes, the
vendor will not know what your customer pay codes are, and if the Service Department does not add
trouble/fail codes to the repair order, the vendor will not be able to use this information as part of the
followup activities.
You may want to wait to enter the trouble/fail codes until after you enter your labor rates and service
technicians. You can assign each code a specific labor level that automatically calculates the labor
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sale when you select the code, and you can assign a default technician. You can create the codes
now and edit the codes to add the labor levels and technicians later, or you can wait to create the
codes until you finish adding the labor levels and technicians to the setup.

Adding a New Code
1. Click Trouble/Condition Codes. The Trouble/Fail Codes screen appears.

2. Indicate the default sort order you want to use for the fail code list and menu items list on the
repair order screen. The name sort will sort the list by the description, and the usage sort will
sort the list by the frequency that the codes are used.
3. In Code, type the code you are adding. This field accepts up to five alphanumeric
characters. For example, you might create a code LOF for Lube-Oil-Filter.
4. Use the Desc. field to type a description of the code. The description fills in as the complaint
when you select the code for a repair.
5. If there is special pricing for this service, type the amount in Special Labor Sale. This
amount becomes the default labor amount on the repair order.
6. The Exclude Shop Supplies box allows you to exclude shop supplies for this code. Click to
select the box. A check mark will appear in the box. Click again to clear the box. When
adding repairs to an R/O, shop supplies will not be added to repairs that use this code if this
box is selected.
7. In Default Labor Units, type the number of labor units needed to complete the repair.
8. In Customer Complaint Code, type the customer complaint code associated with the code
you are creating. Customer Complaint Codes are pre-set by the manufacturer. The
Customer Complaint Code must match the entry in the Code field. This ensures third-party
vendors can identify the code. If you do not fill in the Customer Complaint Code, the code
will not transfer to third-party vendors.
9. Use the Labor Operation field to specify the labor operation code used for the trouble/fail
code. These are manufacturer codes.

1:2 | P a g e

Chapter 1 System Setup

10. In Labor Rate Level, type the labor level code (A through J) for service, contract, body shop,
and quick lube. The labor level codes represent labor rates you define under Labor Rates on
the System Setup menu. The actual labor rate could differ based on the repair type
(Customer Pay, Warranty, Internal).
11. Use the Repair Is Usually field to identify the repair type most commonly used with this
code. Type C for customer pay, Q for quick lube, W for warranty, N for New Car Road Ready
(PDI), or I for internal. When you select the code for a repair on a repair order, the repair type
defaults to the repair type you enter here. You can edit the default as needed.
12. In Most Qualified Technician, type the ID number for the most qualified technician to
complete this type of repair. You can leave this field blank and enter the technician when
generating the repair order. Similarly, if you enter a technician, you can edit the entry when
generating the repair order. You must enter technicians to the system using the Service
Technicians menu option before you can enter them in this field.
13. If the advisor is paid commission based on a percentage, type the commission percentage in
the Commissionable% field. If the advisor is paid a flat rate commission, type the amount in
Commissionable.
14. The Special Labor Posting Accounts section allows you to specify the general ledger
accounts used to post the labor sale, cost, and inventory for this code. If you set accounts for
the code, the system will use the accounts regardless of the repair type (customer pay,
warranty, etc.). If you do not set accounts, the system will post the sale, cost and inventory to
the accounts set in the Integrated Service Sales setup in the Accounting module.
15. The Statistical section automatically fills in as you begin using the system.
•

The From field automatically tracks the date, but you can edit it as needed.

•

The MTD Units fields display the month-to-date units sold and the total labor sale for the
code. The system updates this information during the monthly summary update.

•

The YTD Units fields display the year-to-date units sold and the total labor sale for the
code. The system updates this information during the monthly summary update.

16. Click Save to save the information. The code you entered appears in the list on the right side
of the screen.
17. When you are finished, click Exit to return to the System Setup menu.

Editing an Existing Code
1. In Code, type the code you want to edit, or click the code in the list on the right side of the
screen. The information entered for the code is displayed on the screen.
2. Click in a field, and edit the information as needed.
3. Click Save to save the changes.
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Deleting a Code
1. Select the code.
2. Click Delete.
3. Click OK when prompted to verify you want to delete the record.

Printing the List of Codes
When you are finished entering the codes on this screen, you should use the Print button to print a
list of the codes for your records. The printout lists all of the trouble/fail codes in the system. For
each code, the printout lists the code, description, labor sale, labor units, and commission
percentage.

Service Advisors/Writers
A service advisor/writer is the person who greets the customer as he or she enters the Service
Department. Some dealerships have an actual drive-in lane. In this scenario, Advisor/Writer greets
the customer when he or she pulls into the shop. The title Advisor is used more commonly than the
title Writer. Writer is an older title that used to be used to describe the same person referred to today
as the Advisor.
The advisor’s job is to advise customers on maintenance and recalls on their vehicles. In the past,
many customers would only schedule service with a dealership for warranty repairs. Car
manufacturers now go to great lengths to ensure dealerships ask customers who purchase vehicles
from the dealership to return to the dealership for routine maintenance services (including tires) as
well. With all of the computerized vehicle components today, dealerships push for all of the
customers’ business.
Use this button to open the Advisor/Writer Information screen to enter the service advisors and
service writers. Since you assign each service writer an advisor, you should enter your service
advisors first, and then enter your service writers. Autosoft recommends that your service writer and
service advisor be the same person. This ensures accurate reports.
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Adding a New Advisor/Writer
1. Click Service Advisors/Writer. The Advisor/Writer Information screen appears.
2. In Advisor/Writer Number, type the two-digit ID number you want to assign the service
advisor/writer. Each advisor/writer must be assigned an ID number ranging from 01 to 99.
The advisor/writer will use this code as the user ID in the Autosoft system.
3. In Short Name, type the individual’s first name or nickname.
DaimlerChrysler dealers must enter the initial of the advisor’s first name followed by the
advisor’s last name without spaces in between the entries. For example, John Doe must be
entered as JDOE. The system uses this information and the social security number to
generate the Advisor ID code required to process Chrysler warranty claims.
4. In Full Name, type the individual’s full name (first name, middle initial, and last name).
5. Use the Full Social field to record the individual’s full social security number. You must enter
the full social security number. If no manufacturer ID is entered for a manufacturer in the
fields at the bottom of the screen, the system will transfer the social security number with the
warranty claims when you download them to the manufacturer.
6. In Writer/Advisor, identify if this is an advisor or a writer. Type A for Advisor or W for Writer.
7. In Default Advisor For This Writer, assign an advisor to each writer. Type the advisor’s ID
number, and the advisor’s name is automatically displayed. Remember, Autosoft
recommends that your service writer and service advisor be the same person. This ensures
accurate reports.
8. The Employee ID section allows you to enter manufacturer-specific employee ID that needs
to be transferred with warranty claims.
The MFC fields display the manufacturer codes based on your warranty parameters. If you
set the Download Warranty Repairs option on the Warranty Setup screen to Y for yes, the
system pulls the manufacturer code to this screen. It will display CH for Chrysler, FO for
Ford, GM for General Motors, HO for Honda/Acura, MA for Mazda, MI for Mitsubishi, or VW
for Volkswagen of America/Audi.
In Emp ID, type the employee’s manufacturer-specific ID number next to the appropriate
manufacturer code.
9. Click Save to save the advisor/writer’s record. The advisor/writer is displayed in the list on
the right side of the screen.
10. Continue to enter records as needed.
11. When you are finished, click Exit to return to the System Setup menu.
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Editing an Advisor’s/Writer’s Information
1. In Advisor/Writer Number, type the individual’s ID number, or click the name in the list on
the right side of the screen.
2. The advisor/writer’s information fills in on the screen.
3. Click in a field, and edit the information as needed.
4. Click Save to save the changes.

Deleting an Advisor/Writer
1. Select the advisor/writer.
2. Click Delete.
3. Click OK when prompted to verify you want to delete the record.

Printing the Advisor/Writer List
The printout lists each advisor/writer in the system by the individual’s short name. It includes the
individual’s ID number and indicates if the individual is an advisor or writer.
1. Select any advisor/writer.
2. Click Print.
3. When prompted, select your print criteria.
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Service Technicians
Use this button to open the Technician Information screen to enter the service technicians. In
addition to entering basic technician information (name and ID numbers), you use this screen to enter
the pay rates for each type of repair (customer pay, warranty pay, or internal).
You can enter up to 10 labor rates (A through J) for each repair type. This allows you to have
different labor rates for different types of work, different insurance companies, or different extended
maintenance contracts. The rates could be higher or lower than the technician’s regular hourly rate.
For example, a dealership has a normal labor rate of $50.00 per hour. For ABC Extended
Maintenance Contract, the dealership only pays $45.00 per hour. The technician might get paid
$20.00 for the regular rate of $50.00, but when working on a vehicle with the ABC Extended
Maintenance Contract, the technician may only get paid $48.00 per hour.

Adding a New Technician
1. Click Service Technicians. The Technician Information screen appears.
2. In Technician Number, type the two-digit ID number you want to assign the technician.
Each technician must be assigned an ID number ranging from 01 to 99.
3. In Short Name, type the technician’s first name or nickname.
4. In Full Name, type the technician’s full name (first name, middle initial, and last name).
5. Use the Flat/Hourly field to identify how the technician is paid. Type F for flat rate or H for
hourly rate.
6. Use the Full Social field to record the technician’s full social security number. You must
enter the full social security number.
7. In State ID Number, type the technician’s state identification number (if required). When
entering the Miscellaneous Parameters, you will select whether or not you want the
technician’s name and state ID number print on the repair order.
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8. In ERO Password, type the technician's password for electronic repair orders. This is the
password the technician will use to log when working with electronic repair orders.
9. The Dedicated Service/Body/QuickLube field to indicate if the technician is dedicated to a
specific department. If you set a department here, the technician list is the Schedule Xpress
scheduler will only display the dedicated technicians for each department when scheduling
appointments. Type S for service, B for body shop, Q for quick lube, or leave the field blank
if no single department applies. This is an optional field.
10. Under Cost Per Hour, type the technician’s pay rate for customer pay, warranty, and internal
repairs. You can enter up to 10 levels of pay. Click the Fill Down button to fill in the
remaining fields in the columns with the rates entered in the first field.
11. For each pay line, use the $% field to indicate if the rate is a percentage or flat dollar amount.
Type % if the rate is a percentage or $ if the rate is a dollar amount. If you press TAB or
ENTER to advance through this field, $ will automatically fill in as the default entry.
12. The Employee ID section allows you to enter manufacturer-specific employee ID that needs
to be transferred with warranty claims.
The MFC fields display the manufacturer codes based on your warranty parameters. If you
set the Download Warranty Repairs option on the Warranty Setup screen to Y for yes, the
system pulls the manufacturer code to this screen. It will display CH for Chrysler, FO for
Ford, GM for General Motors, HO for Honda/Acura, MA for Mazda, MI for Mitsubishi, or VW
for Volkswagen of America/Audi.
In Emp ID, type the employee’s manufacturer-specific ID number next to the appropriate
manufacturer code.
13. Click Save to save the information. The technician is displayed in the list on the right side of
the screen.
14. Continue to enter technicians as needed.
15. When you are finished, click Exit to return to the System Setup menu.

Editing a Technician’s Information
1. In Technician Number, type the technician’s ID number, or click the technician in the list on
the right side of the screen. The technician’s information is displayed on the screen.
2. Click in a field, and edit the information as needed.
3. Click Save to save the changes.
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Deleting a Technician
1. Select the technician.
2. Click Delete.
3. Click OK when prompted to verify you want to delete the record.

Printing the List of Technicians
Use the Print button to print a list of technicians. The printout lists each technician in the system by
the technician’s short name. It also lists the technician’s ID number, the last four digits of the
technician’s social security number, and the technician’s pay rate (flat rate or hourly).

Labor Rates
This button advances you to the Service Labor Flex Rates menu. This menu is used to view,
generate, and print labor flex rates. The flex rate feature generates a flex rate schedule that provides
competitive rates from the low-end average to the high-end average. This will help increase the
effective rate of your service operations. The Current Flex Rate field displays the current flex rate.
Click the button that corresponds to the menu option you want to select. The appropriate screen or
prompt appears. When you are finished, click Exit to return to the System Setup menu.
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Standard Labor Rates
Use this button to open the Labor Rates screen to enter rates. You specify the rate for customer pay,
warranty claim, and internal for both service and body shop. In addition, you set effective dates for
the rates. The system will automatically pull the appropriate rate information based on the effective
date you enter.

Adding a New Labor Rate
1. Click Standard Labor Rates. The Labor Rates screen appears.
2. In Labor Level, type the labor level code (A through J). The code is the letter that will be
used to identify the labor level. F is used for flat rate. You can also click a code in the list on
the right side of the screen to select it.
3. Use the Description field to type a description for the rate.
4. The Current Rate and New Rate sections allow you to enter two sets of labor rates with
different effective dates. The system will pull the rates based on the effective dates entered.
For each effective date, enter the customer pay, warranty, and internal rate for service and
body shop repairs.
5. Click Save to save the labor rate. The rate is displayed in the list on the right side of the
screen.
6. Continue to enter rates as needed.
7. When you are finished, click Exit to return to the Service Labor Flex Rates menu.
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Editing a Labor Rate
1. In Labor Level, type the code for the labor level rates you want to edit, or click the labor level
in the list on the right side of the screen.
2. The information entered for that code is displayed on the screen.
3. Click in a field, and edit the information as needed.
4. Click Save to save the changes.

Tip: The green arrows make editing your labor rates easier. Click Reset To Current arrow to move
the information in the New Rate section to the Current Rate section. The New Rate section will
be cleared so you can enter the new rates as needed. Click the Duplicate This Setting For
All Levels arrow to duplicate the settings in the New Rate and Current Rate areas for all
settings (A-J).

Printing the Labor Levels
The printout displays the rates exactly as they appear in the list on the right side of the screen.
1. Click Print.
2. When prompted, select your print criteria.

Generate Flex Rate
Some dealerships utilize the benefits of Flex Labor Rates. This rate is usually used for vehicles out of
warranty for major repairs like transmission or motor work. The advisor works from a printed chart
when selling a job.
It is important to sell the value of dollars to the customer rather than the amount of time the job takes.
For example, a 1990 car needs transmission repair. This is a complicated repair, so the owner wants
to take the vehicle to the dealership for the repair. The advisor quotes $1,100.00 for the repair. At
$50.00 per hour, this is a 22-hour job. However, the job is actually a 15-hour job. The dealership
benefits by selling its expertise for fixing the transmission. It is expensive to send technicians for
manufacturer training. This is a way for the dealer to recover the investment in the personnel.
If you use flex rate, use this button to scan the customer repair orders from the last 30 days to
determine your flex rate.
1. Click Generate Flex Rate.
2. Type the effective flex rate to be generated.
3. Click OK when prompted to verify you want to generate the rate.
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4. The 30-day effective rate and the flex rate display. Click OK to accept the values.

5. The Current Flex Rate field displays the flex rate amount.

Enter Flex Rate Without Scanning
Use this button to manually enter a flex rate that will be used to generate the flex rate schedule.
1. Click Enter Flex Rate Without Scanning.
2. Type the desired flex rate. If you do not enter four digits including the decimal, press ENTER.
3. The Current Flex Rate field on the menu will display the rate you entered.

Print Generated Flex Rates
Use this button to print the generated flex rate schedule. The schedule displays the flex rate for nine
levels. When prompted to verify your printer is ready, select your print criteria.
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Miscellaneous Parameters
Use this button to open the Miscellaneous Parameters screen. The information entered on this
screen determines how certain information is entered, stored, processed, or printed. You set the
majority of the parameters on this screen by answering yes or no questions about the way you want
the Service Writing module to run.

1. Click Miscellaneous Parameters. The Miscellaneous Parameters screen appears.
2. Indicate if you use Autosoft Accounting. Type Y for yes or N for no.
3. Click to select Shop Supplies or Hazardous Waste to indicate which item you will be
charging. The remaining fields in this section will determine how the shop supplies or
hazardous waste will be calculated.
4. Indicate how shop supplies or hazardous waste should be calculated for service repairs and
body shop repairs. You can set the charge as a percentage of the total labor or total repair or
you can set a flat rate for the shop supplies/hazardous waste.
Use the first field to indicate if the shop supplies/hazardous waste should be calculated.
Type L for labor, T for total, or N for none.
If you type T or L, specify the percentage you want to use for the charge. Use the Max field
to enter the maximum charge for shop supplies/hazardous waste. The shop
supplies/hazardous waste amount will be the specified percentage of the total labor or total
charge. However, the charge will never be above the maximum charge set.
If you leave the first field blank, use the Min field to specify the flat charge for the repair.
5. Indicate if the shop supplies/hazardous waste should be applied to internal repairs and
service contracts. Type Y for yes or N for no.
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6. Use the R/O Print lines 1-9, 11-14, and 16-17 to specify how you want information to print in
the system and on the repair orders. Type Y for yes or N for no accordingly.
7. Use the Maximum Number Of Conditions To Print On Hard Copy field (R/O Print line 10)
to specify the maximum number of conditions (up to 4) you want to print on the hard copy.
8. Use the Require Promise Time on R/O At Open field to indicate if promised time is
required. Type Y for yes or N for no. If this parameter is set to Y for yes, the system will
prompt the user that promised time is required if the user attempts to advance past the Start
R/O screen without adding promised time.
9. The Allow Modification of Open/Close Dates on RO parameter allows you to restrict users
from editing the RO open and close dates. Type Y for yes to allow edits or N for no to restrict
them.
10. Use the Copy Counts section to specify the number of copies you want to print for each
copy type.
11. Use the Miscellaneous section to determine how various features in the system will work.
Type Y for yes or N for no accordingly.
12. For Default Manufacturer Warranty Repairs Prompt, select the manufacturer you want to
set as the default for warranty repairs. The list only displays the manufacturers that have a Y
set in the Download field in the warranty parameters.
13. Use the Default R/O's For This Client Are Service/Body/QuickLube field to indicate the
default R/O type for this workstation. Type S for service, B for body shop, or Q for quick lube.
The R/O type specified will default as the R/O type of the Start Repair Order screen and can
be edited when creating a repair order.
14. Use the Default Minimum Miles Between Maintenance field to specify the minimum
number of days you want to go between oil changes. The system uses this mileage to
calculate the next service mileage that will print on the oil change sticker. The default entry is
5000 miles
15. Click Save to save the information. The system returns you to the System Setup menu.

Setting Up ERO on the Workstation
Use the Setup “ERO” On This Client button to set up the ERO program on the workstation. The
ERO allows you to electronically dispatch repairs to technicians. The technicians then use the ERO
program to log repairs on and off as they work on the repairs. The system tracks the time and time
units it takes to complete each repair. This setup needs to be run on all workstations that need
access to the ERO.
1. Click Setup “ERO” On This Client.
2. Click OK when prompted to verify you want to set up the application.
3. An ERO icon will appear on the workstation’s desktop.
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GOG/Sublet Pricing
Use this button to open the R/O Lubricant Description & Pricing Defaults screen to enter information
pertaining to supply or disposal fees required for service. If the Parts Department restricts the
Service Department from making changes on this screen, you can only edit the first line. The
remaining four lines can only be accessed from the Parts Inventory module. The item on the first line
will post to a separate inventory, cost, and sale account.

1. Click GOG/Sublet Pricing. The R/O Lubricant Description & Pricing Defaults screen
appears.
2. In Item, type the item name.
3. In Inventory, type the quantity in stock. The quantities entered represent how an item is
dispensed or sold, and it may not match how the item is purchased. For example, bulk motor
oil is purchased by the gallon but dispensed and billed to the customer by the quart.
4. In Cost Each, type the cost per unit for the item.
5. Type the sale amount in the field that corresponds with how you want to charge for the item.
•

If you want to charge per unit, type the selling price per unit in the Sale Each field. If you
are entering a value in this field, the Sale Total field must be blank.

•

If you want to charge a flat rate regardless of the quantity sold, type the flat rate in the
Sale Total field. If you are entering a value in this field, the Sale Each field must be
blank.

6. If the Markup For Sublet Sale fields are available for editing, type the default markup
percentage for customer pay, warranty, and internal.
7. Click Save to save the information entered. The system will return you to the System Setup
menu.

1:15 | P a g e

Autosoft FLEX DMS Service Writing

Tax Rates/Cost Codes
Use this button to open the Tax Rate/Cost Code screen to set default sales tax rates, labor defaults,
and cost codes. The system uses the information on this screen to automatically calculate sales tax
and other tax as repair orders are generated.

1. Click Tax Rates/Cost Codes. The Tax Rates/Cost Codes screen appears.
2. Under Customer Pay Taxes, Warranty Taxes, and Internal Taxes, type the sales tax rates
for labor, parts, lubricants, sublet, and warranty deductible. Use the Other field to specify an
additional tax that may apply to each item. When generating the repair order, you can
specify which tax should be applied to the service.
3. Use the Tax Parameters section to indicate if tax should be applied to service supplies/waste
disposal, body shop supplies/waste disposal, and customer discounts. Type Y for yes or N
for no. If you type Y for customer discounts, the system applies the sales tax amount even if
the customer owes nothing for the repair.
4. Under Cost Codes, type up to ten different letters to correspond with the numbers. Cost
numerical data will print as alpha codes on documents instead of the actual amount. Be sure
not to repeat letters.
5. In Labor Units Per Hour, type the number of units charged per hour. This is usually 10 (6
minutes per unit), but it may also be 6 (10 minutes per unit).
6. In Minimum Dispatch Time, type the minimum minutes that must be logged in the
dispatcher in order for the log on to count. The minimum can be from 1 to 9 minutes. The
default value is 3. If the technician logs off the repair before the minimum time is reached,
the system will cancel the log on. This option will apply to whichever dispatcher you decide
to use (the traditional dispatcher or the ERO dispatch).
7. In Default Customer Pay Labor Tier To Use, type the letter for the labor rate that should be
used for customer pay (A through J). Labor rates are defined in System Setup under Labor
Rates. (See page 1:10 for information about labor rates.)
8. Click Save to save the information. The system returns you to the System Setup menu.

1:16 | P a g e

Chapter 1 System Setup

Warranty Parameters
This button advances you to the Warranty Parameters menu. You use this menu to set warranty
parameters for various manufacturer interfaces. The warranty parameters must be set before using
each interface.

Chrysler Warranty Parameters
Use this button to set warranty parameters for Chrysler. For instructions on setting the warranty
parameters, refer to the Autosoft DaimlerChrysler Warranty Repairs manual. You can download a
copy of the manual at http://download.Autosoft-asi.com/instructions/Chr/ChryslerWarranty.pdf.

Ford Warranty Parameters
Use this button to set warranty parameters for Ford. For instructions on setting the warranty
parameters, refer to the Autosoft Ford Warranty manual. You can download a copy of the manual at
http://download.Autosoft-asi.com/instructions/For/FordWarranty.pdf.

GM Warranty Parameters
Use this button to set warranty parameters for General Motors. For instructions on setting the
warranty parameters, refer to the Autosoft GM Global Warranty Management manual. You can
download a copy of the manual at http://download.Autosoft-asi.com/Instructions/GM/GMGWM.pdf.

Honda Warranty Parameters
Use this button to set warranty parameters for Honda. For instructions on setting the warranty
parameters, refer to the Autosoft Honda Warranty manual. You can download a copy of the manual
at http://download.Autosoft-asi.com/instructions/hon/HondaWarranty.pdf.

Hyundai Warranty Parameters
Use this button to set warranty parameters for Hyundai. For instructions on setting the Hyundai
warranty parameters, refer to the Autosoft Hyundai Warranty manual. You can download a copy of
the manual at http://download.Autosoft-asi.com/Instructions/Hyu/HyuWarranty.pdf.
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Kia Warranty Parameters
Use this button to set warranty parameters for Kia. For instructions on setting the Kia warranty
parameters, refer to the Autosoft Kia Warranty manual. You can download a copy of the manual at
http://download.Autosoft-asi.com/Instructions/Kia/KiaWarranty.pdf.

Mazda Warranty Parameters
Use this button to set warranty parameters for Mazda. For instructions on setting the Mazda warranty
parameters, refer to the Autosoft Mazda Warranty Repairs manual. You can download a copy of the
manual at http://download.Autosoft-asi.com/Instructions/Maz/MazdaWarranty.pdf.

Mitsubishi Warranty Parameters
Use this button to set warranty parameters for Mitsubishi. For instructions on setting the Mitsubishi
warranty parameters, refer to the Autosoft Mitsubishi Warranty Repairs manual. You can download a
copy of the manual at http://download.Autosoft-asi.com/Instructions/Mit/MITWarranty.pdf.

Subaru Warranty Parameters
Use this button to set warranty parameters for Subaru. For instructions on setting the Subaru
warranty parameters, refer to the Autosoft Subaru Warranty manual. You can download a copy of the
manual at http://download.Autosoft-asi.com/Instructions/Sub/SubaruWarranty.pdf.

VW/Audi Warranty Parameters
Use this button to set warranty parameters for Volkswagen/Audi. For instructions on setting the
warranty parameters, refer to the Autosoft Volkswagen/Audi Warranty Repairs manual. You can
download a copy of the manual at http://download.Autosoftasi.com/instructions/Vok/VokWarranty.pdf.
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Special Customer Parameters
Use this button to open the Special Customer Parameters screen to set parameters for customers
eligible for special discounts and pricing. The customer’s vehicle and account receivable control must
be in the system before you can enter special customer parameters. If Accounting restricts Service
from defining charge customers, you will not be able to access this screen. The system will display a
message indicating Accounting has restricted access.

1. Click Special Customer Parameters. The Special Customer Parameters screen appears.
2. Type the last eight digits of the vehicle’s VIN. You can search for a customer by clicking
Service Customers. Type 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 the customer you want to select.

Tip: You can build a list of customers to work with on this screen, and they will display in the list
window on the right side of the screen. When you click Service Customers to search for
customers, you will see check boxes at the beginning of each line. You use these boxes to
select the customers you want to add to your “working” list. When you select these boxes, the
Close button becomes a Done button. When you click Done, all the selected customers are
listed in the window on the right side of the screen. You can then select the customers from
this list and edit their settings as needed. This prevents you from having to continually use the
Service Customers button to search for customers.

3. The customer’s name and account number automatically fill in. If you need to select a
different account number for the customer, click A/R List. Press the letter on the keyboard
that corresponds to the first letter of the customer’s last name. Click the account you want to
assign this customer. The accounting AR control must be set up in the Accounting module
before you can apply it to a customer record on this screen.
4. The Counter Parts Credit Limit field displays the customer’s credit limit for counter parts.
This information is for reference and cannot be edited on this screen.
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5. In Service Credit Limit, type the customer’s credit limit for service work, and indicate if the
amount is taxable by typing Y for yes or N for no in the Taxable field.
6. If the customer is eligible for WINS or compensation, indicate if the customer is eligible for the
discount. Type Y for yes or N for no. Use the WINS/Comp Code field to enter the Fleet or
customer comp code used to report the wholesale transactions for compensation from the
manufacturer.
7. Type the letter and number that correspond to the Price Level Matrix that will be used for this
customer. These levels are created in the Parts Inventory System Setup.
8. Under Special Discounts, type the discount percentage for parts and labor and the discount
code for this customer.

Tip: If you apply a discount to a customer’s file, the system will display a reminder about the
discount on the Review & Print screen when generating a repair order. The system will
automatically apply the discount when you open the Discounts screen. (See Chapter 5 Repair
Orders for complete information about generating repair orders and applying discounts.)

9. Click Save to save the information.
10. Click Exit to return to the System Setup menu.
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Quick Complaints
Use this button to open the Quick Complaints screen. The Quick Complaints screen is used to enter
up to 20 common customer complaints. These complaints are available in a list on the Enter
Conditions screen when creating repair order. Instead of having to type the complaint, you can select
the complaint from the list, and it appears on the repair order. This helps speed up the process of
creating repair orders because you do not have to repeatedly type the same information.

Adding a Quick Complaint
1. Click Quick Complaint. The Quick Complaint screen appears.
2. In each field, type the description of the customer complaint you want to add. Each line holds
up to 40 characters including spaces.
3. Press TAB or ENTER to advance to the next field.
4. Click Save to save the information. The system returns you to the System Setup menu.

Editing a Quick Complaint
1. Click Quick Complaint.
2. Click in a field, and edit the description as needed. If you need to delete a complaint, simply
delete the text in the field.
3. Click Save to save the changes. The system returns you to the System Setup menu.

1:21 | P a g e

Autosoft FLEX DMS Service Writing

Default Cities
Use this button to open the Default Cities screen to enter cities, states, ZIP Codes, and area codes
that will automatically fill in when starting a repair order for a new customer on the Start Repair Order
screen. The user will be able to select the city from a list, and the state, ZIP Code, and area codes
will automatically fill in for the selected city. This helps speed up the process of entering a new
customer’s information.

Adding Cities
1. Click Default Cities. The Default Cities screen appears.
2. Use the Should The First City on This List Always Default for New Customers field to
determine if the information on the first line will automatically fill in on the repair order for all
new customers. Type Y for yes or N for no.
3. In City, type the city name.
4. In St, type the official two-character abbreviation for the state where the city is located.
5. In Zip, type the city’s ZIP Code/Postal Code.
6. In A/C, type the area code for the city.
7. Click Save to save the information. The system returns you to the System Setup menu.

Editing Cities
1. Click Default Cities.
2. Click in a field, and edit the information as needed. If you need to delete an entry, simply
delete the text in the fields.
3. Click Save to save the changes. The system returns you to the System Setup menu.
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Default Makes/Models
Use this button to open the Default Makes & Models screen to enter the makes and models that will
appear in the Default Makes search list on the Start Repair Order screen when starting a repair order
for a new customer. The user can click a make and model in the list, and the information will
automatically fill in the appropriate field.

Adding Makes and Models
1. Click Default Makes/ Models. The Default Makes & Models screen appears.
2. Use the Make fields to enter up to seven vehicle makes
3. Use the Model fields to enter up to 17 models for each make.
4. Click Save to save the information entered. The system returns you to the System Setup
menu.

Editing Entries
1. Click Default Makes/Models.
2. Click in a field, and edit the information as needed.
3. Click Save to save the changes. The system returns you to the System Setup menu.
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Default Sublet
Use this button to open the Default Sublet Entries screen to enter sublet codes. These entries are
available in a list on the Lubricant/Sublet screen when creating the repair order.

Adding a New Code
1. Click Default Sublet. The Default Sublet Entries screen appears.
2. In Sublet Code, type the sublet code. The code can be up to four characters long. The code
should be unique to the service or the vendor name.
3. In Vendor, type the vendor name. The vendor name can be up to 20 characters long.
4. The Labor Operation field applies to DaimlerChrysler and Ford dealers only. Type the labor
operation number in this field.
5. Use the Normally Taxable field to indicate if the service is taxable. Type Y for yes or N for
no.
6. In Tax Rate, type the tax rate for the sublet as a percentage. You only need to enter a tax
rate in this field if the tax rate for the sublet is different from the sublet tax entered as the
default rate on the Tax Rates/Cost Codes screen. If the tax rate is not always a set amount,
you can leave this field blank and enter the tax rate when generating the repair order.
7. In Sublet Cost, type the cost amount of service.
8. In Sublet Sale, type the sale amount of service.
9. If you want the sale amount to post to an account other than the sublet account, type the
account number in Account for Sale. If you want the sale amount to post to the Sublet
account, leave this field blank.
10. If you want the cost to post to an account other than the sublet account, type the account
number in Account for Cost. If you want the cost to post to the Sublet account, leave this
field blank.
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11. If you want the inventory to post to an account other than the Sublet account, type the
account number in Account for Inventory. If you want the inventory to post to the Sublet
account, leave this field blank.
12. Click Save to save the information. The code you entered appears in the list on the right side
of the screen.
13. Continue to enter sublet codes as needed.
14. Click Exit to return to the System Setup menu.

Editing an Existing Code
1. In Sublet Code, type the code you want to edit, or click the code in the list on the right side of
the screen.
2. The information entered for this code is displayed in each field.
3. Click in a field, and edit the information as needed.
4. Click Save to save the changes.

Deleting a Code
1. Select the code.
2. Click Delete.
3. Click OK when prompted to verify you want to delete the record.

Printing the Sublet List
The printout lists all the sublet codes. For each code, the printout lists the labor operation, cost and
sale amounts, and the Sale, Cost, and Inventory accounts assigned to each code.
1. Click Print.
2. When prompted, select your print criteria.
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Define Discounts
Use this button to open the Define Discount Codes screen to enter discount codes. The discounts
are available in a list on the Close Parts screen when creating a repair order. You can create two
types of discounts. You can create a discount to apply to the entire repair order or to a specific repair
on a repair order.

Adding a Discount Code that Discounts the Entire Repair Order
1. In Discount Code, type the discount code. The code can be up to four alphanumeric
characters long.
2. Use the Description field to type the description of the discount code. The description can
be up to 35 characters long.
3. Use the Discount Total R/O Customer Pay section to specify if the labor and parts discount
is a percentage or flat amount.
•

If the discount is a percentage of the labor or parts amount, type the discount percentage
in Labor Discount Rate and/or Parts Discount Rate.

•

If the labor or parts discount is a flat discount, type the discount amount in Labor
Discount Amount and/or Parts Discount Amount. If you enter .01 as the labor or parts
discount amount in the Labor Discount Amount or Parts Discount Amount field, you
can manually edit the discount amount when applying the discount.

4. Use the Include Sublet And Shop Supplies With Labor Discount field to indicate if sublet
and shop supplies should be discounted as part of the labor discount. Type Y for yes or N for
no.
5. Use the Include GOG With Parts Discount field to indicate if gas, oil, and grease should be
discounted as part of the parts discount. Type Y for yes or N for no.
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6. In Discount G/L for Labor and Discount G/L for Parts, type the general ledger account
used to post labor discounts and parts discounts.
7. Click Save to save the information. The code is added to the Total R/O list on the right.

Adding a Discount Code that Discounts a Single Repair
1. In Discount Code, type the discount code.
2. Use the Description field to type the description of the discount code.
3. Use the Discount Repair section to specify the repair charge and the distribution of the
discount.
•

You have four option for the Discounted Repair To A Flat Charge Of field:
a. Type the maximum charge for a specific repair.
b. Type .01 to discount the selected repair 100% (free).
c.

Type .00 if you want to be able to specify the discount percentage for labor and parts
when applying the discount to a repair.

d. Type .05 if you want to be able to specify a specific dollar amount when applying the
discount to a repair.
•

If you want to discount a repair by a set dollar amount, type the dollar amount in
Discount Repair By. This is for discounts such as coupons that require a specific dollar
amount off the repair. If you enter a value in the Discounted Repair To A Flat Charge
Of field, this field must be blank.

•

Use the Labor Discount Ratio field to specify the percentage of the discounted repair
total that the labor discount makes up. This percentage plus the percentage for parts
must equal 100%. For example, if the discount will be $10 and the labor ratio is 50%, $5
will be applied to the labor discount.

•

Use Parts Discount Ratio field to specify the percentage of the discounted repair total
that the parts discount makes up. This percentage plus the percentage for labor must
equal 100%. For example, if the discount will be $10 and the parts ratio is 50%, $5 will
be applied to the parts discount.

•

Use the Dealer Pays Customer Taxes field to indicate if the dealer will pay the sales tax
for this discount. Type Y for yes or N for no. Shop Supplies will not be charged to
customer pay repairs with discounts flagged for the dealer to pay sales tax. If you type Y,
use the Dealer Paid Tax G/L For Expense field to specify the general ledger account
number for this tax.

4. Use the Include Sublet And Shop Supplies With Labor Discount field to indicate if the
sublet and shop supplies should be discounted as part of the labor discount. Type Y for yes
or N for no.
5. Use the Include GOG With Parts Discount field to indicate if gas, oil, and grease should be
discounted as part of the parts discount. Type Y for yes or N for no.

1:27 | P a g e

Autosoft FLEX DMS Service Writing

6. In Discount G/L for Labor and Discount G/L for Parts, type the general ledger account
used to post labor discounts and parts discounts.
7. Click Save to save the information. The code is added to the By Repair list on the right.
8. When you are finished entering codes, click Exit to return to the System Setup menu.

Editing an Existing Code
1. In Discount Code, type the code you want to edit, or click on the code in the list on the right
side of the screen.
2. The information entered for this code fills in each field. Edit the information as needed.
3. Click Save to save the changes.

Deleting a Code
1. Select the code.
2. Click Delete.
3. Click OK when prompted to verify you want to delete the record.

Printing the Discount List
To print a list of the discount codes, click Print, and select your print criteria. For each code, the
printout lists the discount code, description, and general ledger accounts for code.

Passwords
You can set passwords for the Service Writing module as needed. The password utility is available
on the Data Utilities menu. Passwords help regulate who can enter certain areas of the program. If
an area has been assigned a password, users will be prompted to enter the password when they
choose to enter the area from the Service Writing menu. The password must be entered to open that
area of the program.
Passwords are required for deleting customer history and deleting repair orders from history. This
security feature ensures only authorized personnel can delete these files. Therefore, even if you do
not want to set passwords for the system, you must set passwords for these features.

Important: For security purposes, this feature requires assistance from Autosoft. Call support at
(800) 473-4630.
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Enter Service Menu Operations
This option allows you to create menu codes. Menu codes save time by allowing you to enter all
information for more popular service conditions. For example, you could create a menu code for a
lube, oil, and filter, and call it LOF. When you are quoting or scheduling the service, all you have to
do is select the menu code LOF, and all of the information for this service is automatically pulled.
The menu items are created by entering information on three screens. The first screen is used to
enter service information. The second screen is used to enter part information, and the third screen
is used to enter comments that you want to print on the hard copy of the repair order. The following
sections walk you through entering information on each of the three screens.

Creating a New Menu Code
The first screen you will use to enter menu codes is the Enter Service Menu Op’s screen. This is
where you enter service information. The information entered on this screen determines the labor
rates and labor information pulled to quotes or repair orders.
1. Click Enter Service Menu Operations. The Enter Service Menu Op’s screen appears.
2. In Menu, type a code for the service condition. This field holds up to five alphanumeric
characters. Assign each menu item a word or abbreviation that easily associates the menu
with the service. For example, Lube, Oil, and Filter can be coded as LOF.
3. Use the Complaint Lines to type the complaint that would normally accompany the service.
You can also use these fields to enter a description of the service. Each line holds up to 52
alphanumeric characters. The text prints exactly as it appears on each line, so you may need
to press ENTER to force line breaks to ensure your text prints properly.
4. In Labor Units, type the labor units required for the repair. Do not enter decimal points. For
example, 1.0 should be entered as 10.
5. In Labor Rate, type the code (A through J) that corresponds to the labor rate you want to use
for the menu item for service contract, body shop, and quick lube repairs. The labor rates
were entered under Labor Rates in the Service System Setup.
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6. Use the Cust/Warr/Int/QkLube field to indicate the repair type for the service. Type C for
customer pay, W for warranty, I for internal, N for new car road ready, or Q for quick lube.
You can leave this field blank and fill it in when adding the repair to the repair order.
7. Use the Update List Price on Parts field to indicate if you want to automatically update the
service price based on the price tape price. Type Y for yes or N for no. If you type Y, the
system will automatically change the service price for parts to match the price tape price
when the Update Parts Pricing report finds discrepancies in pricing.
8. The Exclude Shop Supplies box allows you to exclude shop supplies for this code. Click to
select the box. A check mark will appear in the box. Click again to clear the box. When
adding repairs to an R/O, shop supplies will not be added to repairs that use this code if this
box is selected.
9. Use the Calculate S/S With Quote field to indicate if you want the shop supplies to be
included on a customer quote for this menu code. Type Y for yes or N for no. This does not
keep shop supplies from pulling to a repair order when the menu code is used.
10. If the service requires special pricing, type the price in Special Price.
11. If a specific discount code applies to the service, type the code in Discount Code. You can
search for a discount code by clicking Discount Codes. A list of all the discount codes
entered in the system appears. Click the discount you want to select.
12. Use the Repair Is NON-Taxable field to indicate if the repair is non-taxable. Type Y for yes
or N for no.
13. Use the Repair Net G/L Account field to specify the general ledger account number for the
repair. The charges for repairs using this code will update to this general ledger account.
14. In Commission, type the advisor’s commission percentage or dollar amount. Type the
percentage in the .00% field or the dollar amount in the $ field.
15. In Technician, type the ID number for the technician who will perform the service. This is an
optional entry. Technicians can be added or edited when the repair order is being generated.
16. In Labor Operation, type the labor operation code if one is needed for the repair. Your
manufacturer supplies the applicable Labor Operation codes.
17. In Customer Complaint Code, type the default complaint code for the service if one is
needed. The Customer Complaint Code must match the entry in the Menu field. This
ensures third-party vendors can identify the code. If you do not fill in the Customer Complaint
Code, the code will not transfer to third-party vendors
18. In Trouble Code, type the default trouble/fail code for the service if one is needed.
19. In Default Next Service, type a description of the next service that may be needed.
20. In Parts Source, type the parts inventory source number for the inventory that will be used
for the menu item.
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21. Use the Print Menu Customer Presentation parameter to indicate if you want to print the
customer presentation for the menu code on the RO. Type Y for yes or N for no. If you type
Y for yes, the customer presentation for the menu code will print on the RO along with the
Service Writer's story when you add the menu code to an RO. You will not see this
information on any of the screens. It will only display on the RO. If you type N for no, only
the Service Writer's story will print on the RO for the repair, but the customer presentation will
print when you use the menu code to add an upsale to the RO
22. Click Next to advance to the Service Menu Parts screen or Save to save the menu code
without adding any additional information.

Entering Service Menu Parts
The Service Menu Parts screen is used to enter any parts needed for a service repair entered as a
menu item. You can enter up to 18 parts and specify special parts pricing as needed.

1. In LN, type the line number you are adding, or click the line number.
2. Type the part number, and press ENTER. The part description automatically fills in the Desc
field.

3. Use the Qty field to indicate the quantity of the part needed for the repair. This field defaults
to 1 but may be edited as needed.
4. The blue Cost and Price fields are only used if there is a special price for the parts used in
this service. Otherwise, the normal cost for customer, internal, and warranty repairs
(displayed in the tan fields to the right) will apply.
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5. Press ENTER to advance through the fields and to file the part. It is added to the list.
6. Continue to enter parts as needed. When you are finished adding parts, click Next to
advance to the Customer Presentation screen Save to save the menu code without adding
any additional information.

Editing a Part Line
If you notice an error in a part line, you can edit it as needed.
1. Type the line number for the part, or click the part in the list you want to select. The part
information is displayed in the fields at the bottom of the screen.

2. Click in a field, and edit the information as needed.
3. Press ENTER to advance through the fields and to file the part line.
4. The part line will reflect the changes you made.

Removing a Part Line
You can delete part lines as needed. This removes the part from the menu item.
1. Type the line number for the part, or click the part in the list. The information for the part is
displayed in the fields at the bottom of the screen.
2. Click Remove Line.
3. Click OK when prompted to verify you want to delete the record.
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Entering Customer Presentation
The Customer Presentation screen allows you to enter suggestions or recommendations for service.
This assists you with your upsales since it can be used to encourage customers to sign off on
additional repairs that need to be completed while the vehicle is in for service. You can select to print
any of the customer presentation text entered for any menu item on the hard copy of the repair order
that you print from the Enter Conditions screen. (See Chapter 5 for more information.)

1. Type information for the recommended service in the spaces provided. Each line holds up to
60 alphanumeric characters.
2. The text prints exactly as it appears on each line, so you may need to press ENTER to force
line breaks to ensure your text prints properly.
3. When you are finished, click Save. The system takes you back to the first entry screen so
you can add more menu items.
4. The menu item you entered will be added to the list on the right side of the screen.
5. Continue to enter menu items as needed by entering the information on each of the three
screens. As you enter menu items, they are added to the list on the right side of the screen.

1:33 | P a g e

Autosoft FLEX DMS Service Writing

Editing Menu Items
Menu items can be edited as needed. This allows you to change information, add parts, or edit
customer presentation text.
1. Type the menu code, or click the item in the list on the right side of the screen. The column
headers in the list (Code and Description) allow you to sort the list. When you click one of
the headers, the system sorts the list in descending order (numerically from 0 up and then
alphabetically from A to Z). If you click the header again, the system sorts the list in
ascending order (Alphabetically from Z to A and then numerically from the largest number
down).
2. The service information is displayed on the screen.
3. Click in a field, and edit the information as needed.
4. Click Next.
5. On the Service Menu Parts screen, edit or add part information.
6. Click Next.
7. On the Customer Presentation screen, click in the line, and edit the text as needed.
8. Click Save to save the changes. The system returns you to the Enter Service Menu Op’s
screen.

Deleting Menu Items
1. Type the menu code, or click the item in the list on the right side of the screen.
2. Click Delete.
3. Click OK when prompted to verify you want to delete the record.
4. The menu item is removed from the list.

Printing the Menu Code List
You can print a list of menu codes for your reference. The printout lists all the menu codes, their
descriptions, and the labor, parts, and totals for each code.
1. Click Print Reference List.
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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Updating Parts Pricing
The Update Parts Pricing button allows you to update part pricing based on the current price tape. As
part of the update, the system prints a list of changes for your reference. When prompted to verify
your printer is ready, select your print criteria.

Finishing Up
Once you are finished entering the parameters, you are ready to begin using the Service Writing
program. Remember, you can return to the setup menu and edit information as needed. Changes
you make to the information in the setup only affect the repair orders that are created after you make
the changes. Any repair orders created before you edit the setup information will still use the old
setup information.
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