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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
Go to Admin/ General Setup/ This Shop’s Particulars

Change all left-hand column entries to match your shop

¢ Shop information: name, address, phone, etc. must exactly match the information on your
Data Tranz codes sheet. Check: spacing, capitalization, punctuation and wording

e Site: change SG to two letters of your choice - Usually the first letters of shop name

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

e Safelite ID: your Safelite Parent ID Number

8l Specialized Glass LLC: Data Tranz GlassShop Pro 5.6 _ O] x|

Save the information and close the window Fie Edt Gobab wWindows Hop New
Orolers | RESOUCES |  INvErtory - Mames Aclmin vl EDI
= Tax Definition =] ES

1. Selectthe tax qroup you WISh to edit or select "Add New” to add a group

EditTiaw Grnupl [ElEtE I

2. Add tax items 1o define this tax group or select"Add Mew" to add a new item
| -I Editi Tia= [tem I [VE[Ere I
Lidd I EEmove |
3 Tax ltems Rate {3

-

Tax Information
Go to Admin/ General Setup/ Tax Rates and Groups

Set up a new tax group g
—

check to |nd|cate yes".
*exactly as it appear in quickbooks if you intend to export data

Clear | Print Tax Schedules 118
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1. Select ‘Add New’ from the first drop down window (number 1)
2. Name the group and save

Set up a new tax item for your group
1 . Se|eCt \Add NeWI from the second drOp H! Specialized Glass LLC: Data Tranz GlassShop Pro 5.6 = O] x|

File Edit Globalz ‘Windows Help Mew

dOWn WlndOW (number 2) Orders vl Resources vl Inventory 'l hames 'I Aclmir vl EDI vl Curr
2. Name the item with the corresponding T m;l

tax rate
Enter in the corresponding tax rate Tax fter Name 5D
4. Leave Vender Name blank and Save Gttt TR

Yendar Name

w

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.

Save | LClase |

I T T
Click on the Add button to add the tax item O] Resoutes o] meriory ] _emes ]
to your taX grOUp [ Tax Definition O[]

1. Selectthe tax group you wish to edit or select "Add New! to add a group

Edit Tax Grnupl Delete I
If YOU have any Other taX ItemS tO InC|Ude |n your group, 2. Add tax items to define this tax group or select"Add MNew” to add a new item.

ay s . - - it Tazltem Elete
create an additional tax item the same way and add it to Add:'—'—'“” "I — |
YOUF group. 3. 61_—33 ftems 5%?;%%‘
Click OK

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
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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
e 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:

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
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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.

9. Choose invoice and save

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

All your unsent invoices will appear in the window

Click Process 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.

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.
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-

=1 Enter Specifications for Workstation Operations with Glaxis [ = |[ 5[]

TESTIMG

Outhound LI C:hdextrtvOutbound,
Inbound H C:Mdestr I nbound®,
Archive LI C:hdestriarchive’,

O'T Comm. exe H C:Adestrs DT CommbD T Comm. exe

UszeName or Parent PID | 123456

Pazzward D12GTvH
Origination PID 5783
Metwork Address DATRE7E3]

Default docount |+ 101 | LYNX SERVICES OF PPG

Path to bundle.bat [+.] C:hdext

Cancel Save Options

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.

I Phane (270)744-8485
$] 1 Chip Repair - 8000 phone2 | (D0D)DD0-0000
Tax Group » E500% 0.00 Fax (000)000-0000

eductible]

. Lioke
After saving invoice, [Promotion] q  ord
click Send To Glaxis Total . @ Save wark order
- @ invoice
IHQ-1229-00003 BB Run Credit Card

| & Fay

Send to Glasis |
|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

5
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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.

il Manage Glaxis Invoice Acknowledgements =]
Search by Dispatch Sort By  Date - I Fiefrezh I
Digpatch | |nvaoice | [rate | Time | Total | Result IE
333239117 | 29654 313/2009 | $2400AM | 7078 |Invoice Accepted N
333246152 | 1207730 |313/2009 | 324008M|  B21.37 |Invoice Accepted
333257413 | 1340 313/2009 | %2400AM | 15302 | Invoice Accepted
333208934 | 1355 |313/2009 | g24008M| 22282 |Invoice Accepted
333309928 | 1352 3/13/2009 | %24004M | 17877 | Invoice Accepted
33331495 | 4956 |3/13/2009 | g24008M|  50.00|Invoice Accepted
333316681 | 73758 313/2009 | $2400AM | 25227 |Invoice Rejected
CICE NErg TI_Ir' ‘2lecied pi

333322134 | 520931 |313/2009 | g24004M|  50.00 |Invoice Accepted
333328647 | 9647 313/2009 | %2400AM | 35911 | Invoice Accepted
333382358 | 14778 |3/13/2009 | g24008M| 24308 |Invoice Rejected

Retailer M does not match M on Policy Record; click here for rejected part details
333389003 | 20965 3/13/2009 | %24004M | 20067 | Invoice Accepted
33305137 | 27687 |3/13/2009 | g24008M|  59.00|Invoice Accepted .

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.
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Bl Payment =]
Documenti Customer Invoiced By
| MAN-D717-00157 | CASH WALK-IN |ADMIN | 7r17/2008
Cusztarner Zip 521040000
Pay Method ;I
Cazh invoice ant. 310,80
E:-I:dcitklzard imvoice balance | 050
TEHDERED $0.00
CHANGE | $0.00

Add

Canizel Detailz | 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.
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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.

Bl Account Setup M= B3 I

lumber  —— Billing

Dealer = I—‘I‘IT"
_ Mame ¥ Print Periodic Statemert [~ Agert iz 'Bill To:"
4 I bI ais Safelte Program D
£ Lynx
Acdress 245 2nd _
£ Safelite
City/StatesZip @ NotEDI
Pritriaty Phone [O00N000-0000 _ In¥oice Hequirements
Secondary Phone | [000)000-0000 [ Purchase Order [T WM Mo.
Phane Fax (000J000-0000 [ stock [T Licensze Na.
[T Agent Mame [~ Mieage
Contact Persan
r Date of Loss or [T cCauseof Loss
— Tax Information Re_fe”a{
Resals number r ﬁlam:j.fDlspaich [ Palicy Mumber
Tax I number 00-0000000 UmREr
Tax Grou N — Windzhield Repairz
(samre aJ:comF?ﬂ. first) 45 None > » One 0.00
Twi Q.00
Commnts =
ﬂ Faur noo
[ Display when accourt activated on order. Laong Crack 0.00
Iwoice
Commenrt: i" -
Ship to [from Cust List] 0.. R
Salesperson ;I Items 0o
4

L ahbar oo
[T LOCK ACCOUNT
[prevents saving invoices and work orders)

[relete | @ Sales History | Account Histary | Save I Save and Mew I Discounts and Fates | Cloze |

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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Bl Periodic Statements M= E3
¥ reject zero balance accourts & Range: | === Account Type === -
104 CASHWALK-IM 3050
117 Fowler Dodge AT
R — 1 Add Remave sddal | _
Fowler Dodde Enter Period —
y = Select Month
| =
or Select Dayz]
| =
From 418/2008 H
To: TAT2008 i
[~ Sort by Mame
| Prirt 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

IEi Daily Deposit Hi=]
Daily Deposit for: | 07172008] & Thoa [ 7/17/2008 5 or choose period: |Today =
_J : Iy, Date .. Multiple

Invoice # Account Date RBec'd Check # Amount Rec'd Pmpts
[SG-1216-00003 CaSH wislk-M 121672004 772008 00745 119 [T =
[SG-1216-00011 CaSH WAl kM 124642004 74742008 Q0745 17892 ™
[SG-0118-00018 CaSH Walk-N 118/2005 772008 a0vas 200 O
[SG-0113-00020 CaSH wialk-M 141942005 772008 00745 21900 ™
[5G-0113-00021 CaSH WalL kM 1413/2005 74742008 00745 1e032 O
[SG-0325-00033 CaSH Walk- M 342572005 FA7 42008 00745 131000
[SG-0325-00032 CaSH wislk-M 3425/2005 772008 00745 0oo -
[5G-0413-00040 CaSH Wl kM 4/13/2005 7742008 00745 #1630
[5G-1110-00107 CaSH Walk-N 1141042005 772008 a0vas 2688 O
[SG-1004-00020 CaSH wial kM 10/4/2005 772008 00745 £64.38 ¥
[wiwd-0717-00156 QUOTE MASTER F17/2008 FAFS2008 Cash 58660 W

Cash 486.60
Chack 3,000.00
Credit 0.00
ZA101 PM THTI2008 Total 3,386.60
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.

10
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1 ‘U\;-kﬁj v Computer »

‘ Organize ~ = Views v i System properties

V|‘f||Sean:h P

g Uninstall'or change a program &= Map network drive & Open Control Panel

Favorite Links
E Documents

ly Pictures

B Music

More »

Folders
B Desktop
E Josh Holm
.. Public
18 Computer
=4 Floppy Disk Drive (&)
£, Local Disk ()
o) DVD RW Drive (D)
2F Network
Control Panel
= Recycle Bin
| FEBFAX
.. Inventory Setup
. Lanas tech
. Remotes

Name Type B Total Size Free Space
Hard Diisk Drives (1)

-~
Local Disk (C:)
398 GB free of 465 GB
Devices with Removable 5Storage (2) -

W y
Floppy Disk Drive (A:) DWD RW Drive (D:)
— =

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.

11
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<[& » Computer » Local Disk ()

- | “1-| | Search

Favorite Links

E Documents
M Pictures

B’ Music

More »

Folders

B Desktop

E Josh Holm

4 Public

18 Computer
=4 Floppy Disk Drive (A:)
£, Local Disk (C)
<2 DVD RW Drive (D¥)
== Removable Disk (E:)

IE Network

Control Panel

& Recycle Bin

. BACKUP

|| FEBFAX

1 Inventory Setup

| Lanastech

|, Remotes

Date modified

Type Size
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder

MName
1 dextr 2/24/2009 4:30 PM
¢ Explore PM
l.¢ Open PM
i H Open as Motebook in OneNote P
& Share... M
J_' @ Snagit v M
b Restore previous versions N
& A PM
g I CA Internet Security Suite Folam
) T
m g
LU G .
Ly Copy kb
l—i‘ E Create Shortcut @
=L Delete J
Rename @
Properties g
-

Compressed (zipped) Felder
Desktop (create shortcut)
Documents

Fax Recipient

Mail Recipient

Skype

Floppy Disk Drive (&)

DVD RW Drive (D:)
Remowable Disk (E:)

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

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 1-800-214-1493

Email support@datatranz.com
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