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Setting up this shop

You will need your Data Tranz codes sheet. If you do not have one, contact Data Tranz
immediately or you will just rename the existing demo company, Specialized Glass LLC, instead of
adjusting the system to send your EDI.

Changing Shop Information

. B » ecial ass - Data Tranz GlassShop Manager 6| =] B3
Go to Admin/ General Setup/ This Shop’s e e sl e S
Particulars Orders v| ResoLrces vI Names VI Addmin vI EDI vI Curre;
& This Glass Shop [_[o]x]
Change all left-hand column entries to match your | E—=—ocue_
Shop E;Ndnrz;m 45 Main Avenue ‘
Address2 |
. . City, 5t.Zip Fargo |ND |22222-2222
¢ Shop information: name, address, phone, o nmam
etc. must exactly match the information Fax QU
on your Data Tranz codes sheet. Check: EET o
. . . - . 3 epr?
spacing, capitalization, punctuation and EDI Contact
. Safalite ID ? | SAFELITEID
wording
e Site: change SG to two letters of your [ED OupuFah |..| Cdertisendi
choice - Usually the first letters of shop (PreeredVencor__[..Jszconoien
name . im Specially Glass LLC: Data Tranz GlassShop Manager 6.0 [—[O] ]
* TaX Labor? / TaX WS Repalr?: a F”eOrE:l"ts G‘Okia‘sﬁe:ii:rd;f TEID Names | Admin | EDI |
checkmark in the box means tax is applied B mm]|
to these Items izlc:i;:il:glrzaess;:mng humbet farthe sequence pottian of the
e Safelite ID: your Safelite Parent ID Number is 091473 R R
and your Tax ID is 752777598 . ——

If you do not indicate anvthing, the seguence will start at 1

Save the |nf0rmat|0n and Close the WlndOW You will use the counter portion of the record, as hegun above,

as an easyway to access records.  VWe recommend beginning
invoices and work order numbers over 1000, making it easier to
key-in and communicate.

Save Close
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Sequence Numbers

Go to Admin/ General Setup/ Sequence numbers
Change the starting numbers to numbers of your choice

Save changes and the window will close

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 3 Tadems Rate (%
(number 1) =

2. Name the group and save
—

Set up a new tax item for your group

1. Select ‘Add New’ from the second drop
down window (number 2)

2. Name the item with the corresponding

tax rate

Enter in the corresponding tax rate

4. Leave Vender Name blank and Save

w

Click on the Add button to add the tax item
to your tax group

Bkl Specialized Glazs LLC: Data Tranz Glazz5hop Pro 5.6 O] x|
File Edit Globalz ‘windows Help Mew

Orders v| Resources v| Inventory v| hames vI Addmin v| EDI v| Curr

= Enter Tax ltems M= E I

B+l Specialized Glass LLC: Data Tranz GlassShop Pro 5.6 _ (O] x|
File Edit Globalz “Windows Help Mew

Orders | Resources |  Inventory Mames Adimin vl EDI

[ T ax Definition =1

1. Select the tax ish to edit or select "Add hew" to add a group

EditTiay Grnupl [DElete I

2. Add tax items to define this tax group or select"Add MNew” to add a new item.
= [ Edit Tiawlkem I [ielete I

Aoild I Femoye |

check to indicste "yes".
*exactly as it appear in guickbooks it you intend to export dats

Clear | Print Taw 5 chedules

ok

Tax ltem Name 6.0
Corresponding Tax Rate 6.000%
Yendor Name

Explanation:
Atax item name is usually associated with a single taxing authority, such as a
state ar a city sales tax. One or more tax iterms make Up a tax group.
Tax itermns should be shared among groups, making reporting simpler.

Save |

Close |
1 1

3 Tax tams Rate (3%
6.00 B.000% a

=

2 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 |




DATATRANZ . .

s QUICK Start Manual
If you have any other tax items to include in your group, create an additional tax item the same
way and add it to your group.

Click 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
Click on the box with three dots beside Name
Select ‘LYNX SERVICES OF PPG’

Change the following information
¢ EDI Account number: this is the ‘Lynx EDI Code’ from your Data Tranz codes sheet (It
will start with L)
e Tax ID Number: your tax number (not required)
e Tax Group: select the tax group you created earlier or leave ‘none’ if there is no tax
¢ 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 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. Most Safelite Accounts are already setup.

For each insurance company complete the following steps:
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Go to Names/ Accounts/ Account Setup

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

e Account Type drop down list: choose Insurance

e Invoice Requirements Checkboxes: check items you want required on each invoice - we
recommend checking the following: claim/dispatch number, policy number, VIN number

¢ 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)

e Tax Group: select the tax group you created earlier or leave ‘none’ if there is no tax

**Make sure your EDI Account number matches your codes sheet or your EDI will not be
connected to your glass shop

Save your changes

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

 click the 24 button
¢ 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. Type in the VIN number

5. For a Repair Invoice
¢ Choose the number of repairs from the drop down list
o If prices are incorrect, click the edit pricing option in the drop down menu.

6. Enter a deductable according to insurance information and any promotions you may have

7. Complete the following information on the right side:
e AUTH: Lynx dispatch number or Safelite authorizaiton number
e DOL: month, day, year
e Customer first and last name
e Customer phone

8. If desired, enter your own reference number and any comments.



DATATRANZ Quick Start Manual
9. Choose invoice and save

Sending EDI

From the main screen go to EDI/ Send invoices via EDI
All your unsent invoices will appear in the window

Click Process Lynx Invoices and/or Process for Safelite

Transmission
If you have an email account that is setup on Outlook or Outlook Express 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.

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

We have a knowlegable staff ready to help you. Call toll free Monday through Friday 9-5 CST.
Otherwise email us and we will be happy to get back to you.

Call us at 1-888-488-8726

Email support@datatranz.com



