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Setting up this shop

File Edit Globals

You will need your Data Tranz codes sheet. If you do not have one, contact S— HE‘Pl
Data Tranz immediately or you will just rename the existing demo company, =

Set
Specialized Glass LLC, instead of upgrading it to a full functioning system. -
Seneratretarencss
2rinting Prefetences
. . falease Statement
Changing Shop Information Bk S
. . . vehicle Colars List
Go to Admin/ General Setup/ This Shop’s Particulars e s
vehicle é\ass Accounts
Sl-Accounts by NAGS t

Change all left-hand column entries to match your shop

e Shop information: name, address, phone, e Save the information and close the
etc. must exactly match the information
on your Data Tranz codes sheet. Check:
spacing, capitalization, punctuation and
wording = T —

e Site: change SG to two letters of your B i
choice - Usually the first letters of shop e eE=] L

Phane. - Receip: Prefix

25 Phone2 (000)000-0000 Nex Receipt
n a m e 3 i Far (000)00-0000 Lot# Prefix
eficle Glass Accourts Tl

e Tax Labor? / Tax WS Repair?: a 2 =
checkmark in the box means tax is applied e i n
to these items

e EDI Account (from Data Tranz): this is the
6-digit account number found on your
code sheet

o Safelite ID: your Safelite Parent ID
Number. Contact your Safelite Regional
Manager for this information.
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Access Codes

To unlock the demo you need to enter the codes you received from Data Tranz
Go to Help/ Access Codes

Type in the codes from your Data Tranz codes sheet

Save

B2 BLACK HILLS GLASS: Data Tranz GlassShop Pro 7.9 =]
File Edt Globals “Windows Help Access

Orders vl Resources vI Invertary vl Mames: vI Admin ‘:I EDI vI Current User | admin
Setup ¥
Advertising List i Login
Cauze of Loss List
General Preferences
Printing Preferences
Release Statement
Salespersons
This Shop's Particulars

BLACK HILLS GLASS

GlassShop Fro
12i29/2005 3:55:54 PM

:em;l; Colorz I;ST User|D ADMIM

ax Rates and Groups Password W]
Inwentary Accounts
Wehicle Glass Accounts oK I E it I

Employees
Retail Setup
Operations Cptions

Cepartment

If you entered all of your information accurately it will ask you to select a department

For GlassShop Deluxe choose Department 72, for GlassShop Pro choose 82
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Bl Specialized Glass LLC: Data Tranz GlassShop Pro 5.6

Sequence Numbers T —
Go to Admin/ Features/ Sequence numbers
Change the starting numbers to numbers of your choice

Save changes and the window will close W

Ifyou do not indicate anything, the sequence will start at 1

You will uge the counter portion of the record, as begun above,
as an easywayto access records.  We recomrmend beginning
invoices and work order numbers over 1000, making it easier {0

Tax Information
Go to Admin/ General Setup/ Tax Rates and Groups
Set up a new tax group
1. Select ‘Add New’ from the first drop down window (number 1)
2. Name the group and
save
B2 BLACK HILLS GLASS: Data Tranz GlassShop Pro 7.9 9 =] B3

File Edit Globalz “windows Help MNew
Crders Vl Resources VI Invertary Vl Mames VI Admin Vl ECI VI Current User | admin

T
Aclvertizing | -

Cause of Lo: 1. Select the tax group you wish to edit or select "Add New” to add a group

General Pref Tax Group = | Edit Tax Groupl Delete

Printing Prefe

Releaze Stat 2. Add tax iterns to define this tax group or select "Add Mew" to add a new itern.

Salesperson [ Tau tern ~ [ EditTasltern | Delete |

Thiz Shop's |

Yehicle Colo Add | FEmuye |

Tax Rates ar 3. Tax ltems Rate (%)

Imvertory Ac Tax lterm | B.500%

Wehicle Glas

Emplovees

Retail Setup

Operations

=1olx]

Tau Rate for Tax Group | 6.500%

check to indicate "yes".
*exactly az it appear in quickbooks if you intend to export data

Clear | Frint Tax Schedules |

iEl Enter Tax ltems

Ok, I

Tau ltem Mame Sales Tay|
Corresponding Tax Rate 6.500%
Vendor Mame |State Tax Commissioner

Explanation:
Ataxitern name is usually associated with a single taxing authority, such as a
state or a city sales tax. One or more tax items make up a tax group.
Taxiterms should be shared among groups, making reporting simpler.

Save I Clase |
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Set up a new tax item for your group

1 . Se|eCt ‘Add NeW, from the second ! Specialized Glass LLC: Data Tranz GlassShop Pro 5.6
drop down window (number 2) File Edt Globals ‘Windows Help MNew
2 Name the Item Wlth the Orolers vl Resources vl Inventary 'l Names 'I Aclmir vl EDI vl Curr
corresponding tax rate S E o a2 o I 3
3. Enter in the corresponding tax S —
ax ltern Marme :
rate and Vendor Name Corresponding TaxRate [ 6.000%
4. Save Yendor Marme
Explanation:
Atax item name is usually associated with a single taxing authority, such as a
state or a city sales tax. One or more tax iterns make up a tax group.
Tax items should he shared among groups, making reporting simpler.
T T | S|
Click on the Add button to add the tax item to your tax 8/ Specialized Glass LLC: Data Tranz GlassShop Pro 5.6 _[a[=]
File Edit Globals “indows Help Mew
group Oreiers vl Resources vl l:'In\u'erﬂnry - Mames vl Admin vl EDI
= Tax Definition =] B2

If you have any other tax items to include in your group, 1 sseinetacarousyou st s caor selectass ewr 1 303 3 srous
gy = - - U 25003 Ik 1 ax rnupl elele I
create an additional tax item the same way and add it to

2. Add tax items to define this tax group or select"Add MNew” to add a new item.

your group. lﬁ Edit Tiaw ItemI [elete I
ale} I Femeve I
3
Click OK G QEYS

Tax Rate for Minnesota 6.000%

check to indicate "yes"
*exactly as it appear in quickbooks if you intend to export data

Clear | Print Tax Schedules Ok |

Account Setup

You can have as many accounts as you want.
We suggest that you edit the accounts that
are already in the demo.

It is important to set up each account
accurately so your EDI is linked to your glass
shop.

Go to Names/ Accounts/ Account Setup

Lynx account

After you edit the existing Lynx account, you
can use that one account for all of your Lynx
invoices
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Bilng | CurtentUser [ADMIN

esacrs o] oy 3| Nemes o] pdnn o

[ Account Setup 9 4
S = N e
Account Type Y ,ﬂ Eang
- Name T it I Agert s Bil To!
A -
Ay e
Address € cadie Safelte Program D
& |
ciysiep | ooomnoono JoED
Prinary Phone O
Seconclry Phone
iy — Invoice Requirements
I PuchassOrder [0 ViiNo
SRl | I Stock I~ LicenseNo.
i ™ Agert Name. T Mieage
Resale rumber { r g:zx;r”m’ I Causeof Loss
TocD nber I Clain/Dispatch ™ pyjey Number
Tax Group <<Noney % Humber
oot g C T
Comments
m
I”" Display wh rt ctivated on orc - [hiee —
isply when accourt acliveted on order
Four
L
|||||||
Gt ]
Shipto fom Cust, List) - | T LOCKACCOUNT
Salesperson 5 e

Click on the box with three dots below Name
Select ‘LYNX SERVICES OF PPG, @ Specialized Glass LLC: Data Tranz GlassShop Pro 5.6 !EIE

File Edit Globals ‘Windows Help

Tn | e o e | s o e o | Gl [
Change the following information
e Tax ID Number: your tax number (not - _soonuo B
required) e s e
e Tax Group: select the tax group you created o
earlier or leave ‘none’ if there is no tax ]']'
¢ Windshield Repairs: one should be the price 4]
charged for one chip repair, two is the total jj
price charged for two, three is the total price for B
three (NOTE: you can edit these in your invoice =
later if needed)
. hd
**Make sure the Lynx Account checkbox is checked or o

you will be unable to send via EDI with this account
Save your changes

Safelite Accounts

Safelite is somewhat different from Lynx in that you need a separate Safelite account for each
insurance company sent to Safelite.

For each insurance company complete the following steps:

Go to Names/ Accounts/ Account Setup
e Account Type drop down list: choose Insurance

5
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e Name: Insurance Co name (please type carefully — you cannot edit the name later)

e Tax ID Number: your tax number (not required)

e EDI Account Checkbox: check Safelite

e EDI Program ID: Safelite’s insurance company code — unique for each insurance company
(For a list of these, click on the box with the three dots next to the Safelite Program ID
field)

¢ Windshield Repairs: one should be the price charged for one chip repair, two is the total
price charged for two, three is the total price for three (NOTE: you can edit these in your
invoice later if needed)

Save then change any tax information
e Tax Group: select the tax group you created earlier or leave ‘none’ if there is no tax
Save and select again then save one final time

**Make sure that the EDI Program ID matches the insurance company or your invoices will be
rejected

Making an invoice

When entering an insurance invoice, it is important to enter the information exactly as it appears
on the authorization sheet Lynx or Safelite faxed to you.

1. Click on Orders / New Quote

2. Choose Account
e button on upper right
¢ choose one of the accounts you have set up or choose QUOTE MASTER for any jobs not
associated with an insurance company

3. Use the drop down menus to select the vehicle information

4. For a Replacement Invoice
¢ Select a glass part and click on Add to attach it to the invoice
¢ Mouldings appear once a glass part has been selected

--OR--

For a Repair Invoice
¢ Choose the number of repairs from the drop down list
o If prices are incorrect, click the $ sign next to the list and edit prices then choose the
number of repairs again

5. Enter in any other cost such as the kit price 6. Enter a deductable according to insurance
and labor price information
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7. Complete the following information on the
right side:
e VIN
e AUTH: Lynx dispatch number or Safelite
authorization number
e DOL: month, day, year
e Customer information

8. Choose invoice and save

Sending EDI

B8 Specialized Glass LLC: Data Tranz GlassShop Demo 7.55
File Edit Globals Windows Help Options Inventory Shortouts

Orcers | Resources | Invertory |  Nomes | Adnin | Biing o] Curentuser [ADMIN

i Order Eny for QUOTE MASTER IS [=] £
[ ouokGuole| | vear - < <make>> = B ~ | _Cheose Account | 100/
— N Auto Parts
cost: on holdt Salesperson -
on henct | NAGS = | Vehicks Color =
oot on ol | |dvertiina [
on hanct Caseolloss v
cost: on holt Contact
an hand; PO Nbr.
cost: on holdt Stock
e Licerse
oot on hol Milcage
on hanct o
cost onhalt =| eurn
= o
Policy
Agent |
h 513313
E show orly: F P e [ Femove | Add | Inichg | Cust./ Insureel/ Ship o

From the main screen go to EDI/ Send invoices via EDI

E Electronic Data Interchange | =] B

invoices, choose;

Safelite Parent [D

1. Create output file[s).

[ |:C:de}{trlsendILTEST9929.012

Satelite I:CZdEHrISEhdISEILAQBZQ.DH

2. Send file(z). ftp | [requires active Internet connection)
wia one of : :
these methods Internet Email | [requires MAPI enabled email)
Use Hyperterminal | [long digtance modem transfer)

Or, you can manually send the above files
wia other email programs [not recommended).

"Re-Send an Invoice"

[Bus. /Pass._ < [ Moble | Instsler (=] (8] << WS Repairy (=]
Install At o Stane (¥ I rokit Kit |
Ciy,ST.2IP [T |3218PM lveD B242004  Labor |
Cioss Stieet | ) | eoazdl= | [StaleTae (= 6.000%|
Fronel | ] 1 Gopes IDEAFION]

Hlcancel| Cexr | o [ prini | MakePD | Metes |,1|“"“H""-i

Mote Network Users:
Edit the EDI output path in
"This Shaps Particulars"

Account Invoice Mumber Auth f Dispatch Balance | Pressthe respective buttan for
Hartfard Insurance |5G-11320-00001 939502 207.22| & | processing EDI files for that
Hartford Inzurance I5G-1120-00002 123456 387,95 (| Fe=ount.

Hartford Ingurance 1SG-1130-00004 123

LM SERVICES OF PPG 15G-1221 00008 123456729 58475 To rezet previously generated ED|

LCloze |

fl &k asiEent | Fie-Send an Invaice |

Rlcranl @ 13 & SV B Nnersin Pents biwme | 09 biimment i i @ | S0 0107120 Damese

All your unsent invoices will appear in the window
Process for Safelite
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Transmission

If you have an email account and it is open and connected to the internet, you can click ‘Internet

Email’ to send your invoices

Otherwise, you can use FTP to send invoices.

Please see the users manual for indepth information on these choices.

Glaxis Invoicing

The first step to invoicing through Glaxis to setup your Glaxis User Specifications, go to Admin >
Online Partners > Glaxis Setup. Enter in your Username, Password, Origination PID, and Network
Address; this information will be emailed to you from Data Tranz.

71 Enter Specifications for Workstation Operations with Glaxis

TESTING

Dutbound EI C:Mdestr Outbound',

Inbound LI C:hdextrsnbound',

Archive H C:hdestrharchive’

DT Cornm, exe Ll C:dexttsDT CommiD T Cormnnn. exe

UszerMame ar Parent PID | 123456

Paszword D12GTYH
Origination PID A7a3
Metwork Address DATREZE

Path ta bundle.bat [..] C:hdestis

Cancel Save

Optionz

= o)

After you have saved your information you can create an invoice for any of your Lynx Accounts.

Once you have saved the

invoice click the Send to Glaxis button in the lower right corner of your Order Entry Window.
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— : : Phaotiel [270]744-3435
) 8] 1 Chip Repair M 50.00| [ Phonez (000)000-0000
Tax Group » E500% 0.00 Fax (000)000-0000
eductible]
quate
After saving invoice, k ord
click Send To Glaxis 50.00 @ Saue ok Braer
@ invoice

ﬂ Run Credit Card

Send to Glaxiz |

IHQ-1229-00003 |
& Pay

|2 Clea || & Restan @ Print | Lynx SERVICES OF PPG

You can check the status of your invoices by going to Orders > Glaxis Invoice Acknowledgements.
When the window opens a black dos screen should open slowly scroll through and then close (the
system is currently download your responses from Glaxis). After the dos screen closes click the
Refresh button and let the black dos screen roll through and close to fill the response messages
into your Glaxis Acknowledgement window. You should now see that your invoice was sent to
Glaxis. If you go back into your software the next day after sending your invoice you will see an
Accepted or Rejected notice on your invoice. If the invoice is rejected you will be able to click on
the blue rejection notice to see the reason the invoice was rejected, then click the open invoice
button and correct the invoice, save it, then click Send to Glaxis.
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gl Manage Glaxis Invoice Acknowledgements =]
Search by Dizpatch Sort By Date - I Refrezh I
Dizpatch | [Fvoice | [rate | Time | Total | Reszult Ia
333238117 | 29854 313/2009 | %24004M| 7078 Invoice Accepted N
333246152 | 1207730 |313/2009 | 324008M|  £21.37 | Invaice Accepted
3I2/TNI 1340 313/2009 | 924004M | 153.02 Invoice Accepted
333298934 [1355 |313/2009 | 324008M| 22282 |Invoice Accepted
333309928 | 1352 313/2009 | %24004M| 17877 Invoice Accepted
3334956 | 4956 |313/2009 | 224008M|  50.00|Invoice Accepted
3IINEEH | 73758 313/2009 | %2400AM | 252.27 | Invaice Rejected
click here for rejecied pe

333322134 | 520331 |313/2009 | 324008M|  50.00|Invoice Accepted
333328647 | 8647 313/2009 | 224004M | 36311 Invoice Accepted
333382358 | 14778 |313/2009 | 324004M|  243.02|Invoice Rejected

Retailer it does not match WIM on Policy Record; click here for rejected part details
333388003 | 20965 313/2009 | %24:004M | 20067 Invoice Accepted
33309137 | 27687 |313/2009 | 324008M|  59.00|Invoice Accepted _

Call Centers: Work Order Scheduling

One of the most versatile functions of the GlassShop system arrives from the recent
implementation of the Work Order Scheduler. Conceptually, the Work Order Scheduler is a
window independent of the order entry screen that allows the user to save a new work order,
apply an existing work order, or re-schedule an existing work order onto a specific technician or
bay at a specific location, time-slot and day. As users save work orders, they can see when other
jobs are scheduled and schedule subsequent jobs accordingly. The work order scheduler is fully

configurable to your business. It is set to run on a continual, weekly basis.

10
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About the Scheduler:

You can have multiple jobs on the same time slot.

You do not have to schedule all of your locations.

Jobs can be moved from slot to slot on the scheduler.

Use the names that fit your business for the person or bay that will do the work.

Work Orders for a specific site or location can be set up to always print to a specific printer.
Notes applied to a job on the schedule are not the same as the notes that are applied to the
work order.

Setting-Up the Scheduler
The schedule setup is a single screen routine window that sets up how the schedule will

look and “open up” to your users on the schedule. It can be changed any time. Be advised that
currently scheduled orders will no longer show on the scheduler if you delete their time slot. You
must have the scheduler completely set up before you can apply a job to a time and technician /

bay slot.

Choose a Location
Select the location or site that you want to appear on the scheduler. You may have some

location set-up that you may not want to see on the scheduler. For these locations, click on the
box in the oval that says “"Don't schedule” and this location will not appear on the schedule. You

can always go back and uncheck the box.

Setting up Times and Dates

Once a location has been chosen, you can now click on the box with the days of the week.
If no times appear on the time-slot window, you can enter a start date and a stop date, then
indicate the time period between scheduled times. Remember that you can have multiple jobs on

the same time slot. We suggest that you use as broad a time slot as possible, as it makes the
11
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increment, press TAB so the window will refresh. You can now use the buttons at the bottom to
further customize the schedule by adding or deleting times. Once the day is configured
acceptably, you can press “Save this Day” and the day will save. The current start and stop times

will remain on the window, and you can then choose the next day of the week and increment and

re-do the process.

% WAREHOUSE The World Online. Inc.

File Edit “windows Help Debug

Quick Start Manual
scheduler easier to read. Specific times can be indicated on a note. After you indicate the time

=] B

Orders vI Resources vI Inwvertory vI Mames vl Admin vI EDI vI Current User | =
[ Scheduling Setup _ O] x|
Setup the Starting time for Each Job =
Site:  [Morth store E | - s j
| o . Day Time
Initialize Site, Day, and Times o
—— Technician or Bay Sunday Md
| First ok | 2:00:00 AR tonday B45:00AM |
| Last.Job [50000PM :30:00 AM
Add Remave Wednesday 10:15:00 Ah
Increment by 45 rrin. etk eitol s
Eob ! E‘isfda\’ 11:00:00 AM
Stan Satur‘;ay T1:45.00 Al
e 12:30:00 P
Stewart | 1:15:00 P
| Save this Day_| 20000 P
2:45:00 Pm
3:30:00 PM
4:15:00 P
— Job Status Code 5:00:00 F
Code Description
I
| Add I Remaove
15 In Shop
NS Cugtomer Mo Show _|
| | Eemoye |
! ! ™ Dont schedule this site
i i Save | Add
A M 4

Technician / Bay

For each location, indicate the technicians or bays or even vehicles that will perform the

work. You can add and remove technician / bays at any time.

12
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Job Status

Job status can be an important tool to indicate within your business the disposition of a job.
When a job is first saved in the schedule, it is given a default job status code of “WP"” as “Work
Pending”. We expect that you will have your users change the status of the job depending upon
various dispositions that can be applied to a job. Since the job status is always indicated at the
end of the scheduled job’s line, it can be a useful tool for your representatives to determine if a
job is underway or if there happens to be an opening. For example, you may want to make it
policy for a technician to always open up a work order on the computer when they bring the
vehicle in the shop and change the job status to “IS” or “In Shop”. Subsequently, you may want
to indicate a “"NS” for “"No Show". These lettering codes are fully configurable by simply adding to

the list on the Schedule Setup window. Job status is a company-wide field and not specific to a

location or site.

Using the Scheduler
Your users will find they are using the scheduler more and more and relying upon it for

accurate information. It can not only be used to assign orders to a specific time slot, but it can
also be used to retrieve work orders into the main order entry screen. One of the best ways to

describe the use of the scheduler is to annotate a scenario:

1. Your Customer Service Representative (CSR) receives a call from a company requesting a
quote for a windshield replacement.

2. The CSR opens up the main order entry screen and chooses an appropriate account and
generates a total.

3. At this point, the CSR, before even saving anything, presses the “Schedule Button” on the main
order entry screen.

4. Independent of the currently logged on location, the CSR can open up any location or site,
choose a time, and then choose a tech or bay.

13
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The, once the tech / bay is determined, the CSR simply highlights the tech / bay and clicks on
“ASSIGN” on the schedule window. The Work Order will automatically be saved and the new
order will appear on the window.

The CSR will be able to highlight the order, and on the line above the schedule box, type in a
note(s) which can be assigned to the order.

The CSR can then go back to the original order entry screen, which now has a saved work
order by pressing the “Retrieve Work Order” button at the bottom of the schedule window and
they will subsequently be brought back to the main order screen.

The CSR presses print, and a printed copy of the work order will be printed out at the location
where the work is to be performed.

If the work order was not scheduled, and needs to be scheduled, it can be retrieved to the
main order screen through the order lookup screen, and schedule can be pressed and the
order can be assigned as in steps 4-8.

10.Work orders can be moved about the schedule by simply highlighting the order on the

schedule, pressing "REMOVE” and then pressing "ASSIGN” when the required time slot is
highlighted.

Interpreting the Scheduler Information

uhwbhbe

Six elements make up the line of a job on the scheduler.

Work order nhumber: Starts with “W"”

The vehicle, if one is chosen, as abbreviated by NAGS.

The Account for "Bill To”.

Always in brackets, this is the insured or “ship to” name.

For glass replacement, this will be the piece of glass that is being replaced. Molding is not
indicated. “1 repair” and so on will be used to indicate the number of repairs to be done on
the windshield.

Two letter code for the job status.

14
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%: SOUTH The World Online, Inc.

File Edit “Windows Help Debug
Orders vl Resources vl Invertory vl Mames vl Addmin vl EDI vl Current User |®

Szsian Reserve Mest Time Slot |
AddMote || will pickup at 530
- NORTH =]
=-50UTH

- SUN 2/20/00

- MOM 2421400

- TUE 2422400

- WED 242300

=) B:00:00 AM

El Bay1

. @-w50U022100075 1991 FORD F SERIES F700 2DCTLEB Beatrice Foods [ ] DwO1338GTNN WP
- Bay 2

- Bay 2

- WS50U022100077 1995 DODG GRMCRYM MINVN STATE MUTUAL INSURAMCE (Bil Malland) DBO7942G TN WP
Send Joe bo pick up at cust. housze
- drive-away by naan,

- Bay 3

=1 10:00:00 Ak

-- Bay1

030 1333 POMT GHDAM 40 s TATE MUTUAL INSURAMCE [le

[ Bay 3
= 11:00:00 AM
EI Bay 1

Remave | Showy Past for I 1 days Retrigve Whark Order Shioww ahead for I 8 days Cloze |

15
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Scheduled Work Orders
The Scheduled Work Orders window simply shows a listing of jobs that are currently

scheduled. It is from this window that you can choose a date increment and print out the
schedules. This window is a browse only window, so general access is company-wide. You can

indicate how you want to sort the window.

% WAREHOUSE The World Online. Inc. - [Jobs Scheduled]

™| File Edit ‘windows Help Debug _|ﬁ'|5|
Orders  «| Resources vI Inventory vI Mames Vl Admin - EDI w| CurrentUser |®
Sort by: | Location =1 Today:  2/21/00 il
Laocation
Number Location Seheduled Date Tech /Bay Job Code
WHNOR-0118-00008  MORTH Seheduled Tirme i Stan WP ] [ Print Report
WNOR-0118-00008  NORTH Tech or Bay || =
WHOR-0118-00009 MORTH Stewart WP [ eT—
[ fromm: [2f21/00

WWINMOR-0118-00010 MORTH A CrT
WHOR-0118-00010 MORTH Stewart :

- - MORTH TH 90 9:30:00 AM Stewart WP Print |
WHNOR-0118-00012  MORTH —_— —
WNOR-0118-00011 NORTH

WNOR-0118-00011 MORTH 11900 9:00:00 A Stan WP
- - NORTH 119/00 8:30:00 A Stan WP
WMNOR-0118-00012 MORTH 119/00 8:30:00 A Bob WP

WYYAR-0118-00040 NORTH

WEOU-0120-00036 MNORTH

WNOR-0120-00013 MORTH

WNOR-0120-00014 MNORTH

WNOR-0203-00001 MORTH 217100 8:30:00 A Baob WP
WNOR-0203-00001 MORTH 20700 9:00:00 A Bob

WNOR-0203-00002 MNORTH

WNOR-0214-00003 MORTH

WNOR-0215-00004 MORTH

WROR-0215-00004 NORTH

WNOR-0215-00006 MORTH

WNOR-0215-00007 MORTH

WROR-0215-00008 NORTH hd|

Cloze |

16



DATATRANZ

Data Systems for Business Q uick Start Manual

Paying Invoices

Glass Shop will allow you to pay an invoice using cash, check, or credit card. All orders must be
saved as an invoice before you can make a payment. You can keep track of unpaid invoices by
using the Unpaid Invoices feature under the Orders Menu.

The pay button is located on the order entry screen directly under the save button. After you click
on the pay button you will need to choose your Pay Method.

i Payment =]
Documentit Customer Invoiced By
| MWN-0717-00157 | CASH WALK-IN |ADMING | FA7/2008
Custamer Zip 581040000
Fayp Method ;I
Cazh irrvoice amt. 050
Er:dcih:ard invoice balance | A10.50
TENDERED $£0.00
CHANGE | $0.00

Add

Caricel D etails | Save | |

After selecting your payment type you will need to enter in the amount paid in the Tendered field.
After you have entered in the amount tendered click the Add button and then save your payment.

17
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Making Statements

You can create monthly statements for any account in GlassShop that is set to print periodic
statements. This option is located in the account setup screen in the upper right corner of the
Account Setup window.

i Account Setup [_ [T ]| I

furber —— Billing

Dealer - I—
1 [¥  Prirt Periodic Statemert [~ Agent is 'Bill Ta:
R - owler Do - Safelite Program ID ———
Address 345 2nd L_l,ln:-:- ’7 *“l—
£ Safelite
City/State/Zip @® MNotEDI
IPUEEL) (PG (000)j000-0000 Invoice Requirements
Secondary Phone | [000)000-0000 [T Purchase Order [ Wi No.
Phare Fa (000)000-0000 " Stock [~ Licenze ha.
Contact Person [T agent Mame [T Mileage
' Date of Lozz or [T Causeof Loss
— Tax Information Re.ferrall
Resale number r Ela'"::l'fD'Spai':h ™ Palicy Mumber
Tax ID number 00-0000000 |_.4m er- -
TR N — Windzhield Bepairs
[eamre w:comElmﬁrnj < < None > One 0.00
Two n.oo
Pop-Up - Thiee 0.00
Comments
;I Far Q.00
[ Display when sccourt activated on order. Long Crack 0.00

Irvaice |
Commert; —I

Ship to [from Cust. List] 0 ;I

Retail Discounts

I

Items
Salezperson 4

Labor 0
" LOCK ACCOUNT
[prevents saving invoices and wark orders)

[elete | {E] Salez History | Account Histary | Save I Save and Mew I Discountz and Aates | Cloze |

I

After you have set your account to Print Periodic Statements you can create your Statements by
going to Admin > Accounts Receivable > Make Statements.
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iE Periodic Statements M=l E3
¥ reject zero balance accourts Add Rance: | === Account Type === -
104 CASHWALE-IR 3050
117 Fowler Dodge G7.9
Accounts to Print: 1 Add Remove addal_ | :
Fowler Dodde Enter Period —
u = Select Month
| =
ar Select D ay(z]
| ~]
Fram 4/18/2008 =
T TATA2008 i)
[~ Sort by Hame
| Print | Cloze |

Once in the Periodic Statement window choose which accounts you would like to print statements
for and add them to the Accounts to Print list. Then select your date range you would like to print
statements for and then click Print.
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The Daily Deposit Report
[E Daily Deposit =]
Daily Deposit for: | 07172008 & The: | 747/2008 or choose period: |Today =l
| Iy, Date .. Multiple
Invoice # Account Date RBec'd Check # Amount Rec'd Pmtz
1SG-1216-00008 CaSH wWalk-M 12/16/2004 7ATA2008 00745 119 [0 &
ISG-1216-00011 CASH ‘WaLkKAM 1241642004 AT 2003 00745 17892 ™
[SG-0118-00018 CasSH wialk-AM 1/18/2005 7ATA2008 00745 200 O
[SG-01153-00020 CaSH \walk-M 1419/2005 A TA2008 00745 a0
ISG-01153-000A CaSH \WaLkAM 1/19/2005 7ATA2008 00745 1e032 O
[SG-0325-00033 CasSH ‘Wil kM 3/25/2005 742008 00745 131000
[SG-0325-00032 CaSH wWalk-M 3/25/2005 7ATA2008 00745 0oo -
|SG-0413-00040 CASH ‘walkAM 4/19/2005 AT 2008 00745 #1630
1SG-1110-00107 CasSH wialk-AM 11,/10/2005 7ATA2008 00745 2688 O
|5 G-1004-00080 CasSH \walkM 10/4/2005 74 TA2003 00745 RE4.38 v
[\ -071 7-00156 GQUOTE MASTER 772008 7ATA2008 Cazh 58660 W
Chack 3,000.00
Credit 0.00
28101 PM - THTI2008 Total 3,586.60
Delete | Print | Clear | Cloze |

Now that you can pay invoice you will want to generate a report at the end of the day to help
keep track of the amount of money you took in a day. You can now print that a report that will
show the total amount you received in a day and it will break it down for you by payment type.
The Daily Deposit Report is can be found under Admin > Accounts Receivable > Daily Deposits.

Backing up GlassShop
You should backup your GlassShop System weekly.
The best way to do this with a USB Flash Drive that is 1 GB or larger. Having a flash drives allows

you to overwrite the old backups. We believe that using a flash drive will be more dependable
than using a CD or DVD.

The first step to backing up the program will be exiting the GlassShop system. Then double click
on My Computer of Computer depending on what operating system you are using.
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C)‘_'Q\-,-kixj » Computer » < | ‘f|

Search Fe

‘ Organize v G- Views ~ (i System properties gl Uninstall or change a program 8 Map network drive” gl Open Control Panel

Favorite Links Mame Type E Total Size Free Space
El Documents Hard Disk Drives (1) e
|l Pictures ) Lecal Disk (C:)
B‘ Music b 398 GB free of 465 GB
Morern Devices with Removable Storage (2) s
Folders w %
B Desktop $ Fleppy Disk Drive (A:) r“:@ DVD RW Drive (D:)
E? Josh Halm
. Public

18 Computer
=4 Floppy Disk Drive (A:)
£, Local Disk (C3)
o DVD RW Drive (D)

¥ Network

Control Panel

& Recycle Bin

. FEBFAX

- Inventory Setup

. Lanas tech

. Remotes

Once you have opened my computer double click on your C: drive.

You will now see the dextr folder that contains your program and all of the data. Then right click
on the dextr folder with your mouse, click on send to. This will bring up a list of options on

where to send a copy of the dextr folder. You will need to find your USB drive in the list and then
left click on it.
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v|g v Computer » Local Disk (C:) - | 5 | | Search R |

By Organize ~
e MName Date modified Type Size
E Dot . dextr 2/24/2009 4:30 PM  File Folder
- & d Explore PM File Folder
. Fictures l¢ Open PM  File Folder
I Music 1 Open as Notebook in OneNote PM  File Folder
More KH Chare.. PM File Folder
Eolders = 1!, K @ snagit , [PM F?Ie Folder
Bl Desktop o b Restore previous versions PM  File Folder
P 4 A P File Folder
1» A Iy I CA Internet Security Suite » 1AM File Folder
% Computer - TR i, Compressed (ipped) Folder
& Floppy Disk Drive (A L Cut M Desktop (create shortcut)
1 0 o
&_ Local Disk (C:) B Copy | (i Documents
4 DVD RW Drive (:) Md Fax Recipient B
= Removable Disk () E  Creste Shortcut el
& Network E9  Delete _J  Mail Recipient B
| Control Panel Rename @ Skype
5 Recycle Bin Bt =4 Floppy Disk Drive (&)
1 BACKUP <) DVDRW Drive (D)
A FEBFAX o Removable Disk (E)
. Inventory Setup
| Lanastech
| Remotes
N
| dextr
File Folder

Date modified: 2/24/2009 4:30 PM
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Getting Further Help

Our web site has a wealth of information to help you. On the Suport Home page you will be able
to access a searchable database of support questions, manuals, downloadable support documents,
program and data updates, and info on hot conflicts/issues such as choosing an internet provider.

Visitus at www.datatranz.com

Also, now available, live technical support from our qualified staff. Under Support, click on Support
Home, then on the picture of the operator.

The GlassShop Systems User Manual includes in depth information about the various program
components. It is a valuable resource when using the system.

We have a knowlegable staff ready to help you. Call toll free Monday through Friday 8-5 CST.
Otherwise email us and we will be happy to get back to you.

Call us at 1-800-241-1493

Email support@datatranz.com
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