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Assisted Program Basics

This self-paced tutorial assumes that you have the Manager SE v.9.1.x installed on your PC. If
you do not have the software installed, the most current released version is available for
download at: https://kb.mitchelll.com/manager-files/. [SE update is always line item #1]

Once the SE software has been installed, change it to DEMO mode using the instructions on this
page. (Then you'll have samples to work with)

IMPORTANT: Always use this book with the DEMO version. It will be easier to understand the
concepts working with sample customers, vehicles, parts, orders and jobs. Be sure to switch back
to LIVE mode once you start entering data you wish to keep. Data added in DEMO mode cannot
be transferred into the LIVE version later.

Work these exercises in order as one section of the tutorial builds upon previous entries. Use of a
printer is optional, although recommended, if one is available.

B Mitchell 1 TeamWorks SE - o x Switching SE
File Edit View | Confi utilities History ~Training Videos CRM  Help
.
# X Standard Descriptions P = =4 : o T oy I m
’E @\/ Standard Tables ﬂ‘ E] Ghanos @ Ive ro ra
WIP.  Quote 3 Users  Reports Owner Forum  Setup Howto  Repairlnfe SocialCRM
o i to DEMO
Vendor Setup
Fleet Vendor Setup mode

Inspection Setup
Technicians Setup

Time Clock Setup

1. From “home” (splash)
screen, click on
Configurations,
Special Maintenance.

Scheduler Setup
Mobile/Device Setup

[ TextMessaging Setup

Reports/PrintersiLube Sticker
End of Day Reports

Packages & Discounts

2. Select Toggle Demo
Mode; program will
prompt you to restart.

Tire Packages
Brake Packages
Lube, Oil, & Filter Packages

Program Security

Special Maintenance 3

Electronic Payment Processing

Once restarted, an on-
screen text box indicates

WIP/Order Grid Appearance

Manage Locked Records

POWERFUL NEW ENHANC

Reset Custom Vehicle Information Warnings

Set Starting Invoice

Toggle Demo Mode

Toggle Catalog Availability
Database Backup and Validation

Recover Deleted Customers

"Training
Demonstration” (DEMO)
mode.

JOB VIEW + REVISIONS E;
Set Repair Information Source

» Job View — Improved Estimate / Invoice documents
Job View - Order Previewer: Faster pricing options
Revisions — Unlimited Sub-Estimates
Revisions — Summary for Prioritization
Revisions - Linked to Recommendations

Mitchelll

In your shop, at your side

Ready m1skearly ManagErSEDemul 8 Mitchell 1 TeamWorks SE
|
File Edit View  Configurations Utilities Inventc
Note: Look for the Training Demonstration Overlay to 3 o /
ensure you are working in Demo mode. This will allow you S/ 20
to access the pre-built demo database examples of Parts, W..P. Quote  New Counter P.8.s  Inventor

Canned Jobs, etc.
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Entering Customer & Vehicle Information

Create a new customer / vehicle record as follows.

You( T

1. From upper text menu, click on Utilities (Alt + U) then select
Customer Screen option.

r

B Mitchell 1 TeamWorks SE

File  Edit

W.LP.

View

& o8

Quote

NO CUSTOMER

L

SE Video Training
- a X
Training Videos CRM Help
4 - -
® &= .@ m&a T ATy H
ﬂ‘ E-rl Change 5
ct Users  Reports Owner  Forum Setup  Howto Repair Infe  Social CRM

Configurations Utilities Inventory  History
[ ] Find Customer F3
o .
— Find History Record F4
Counter
Batch Payment F5
Late Fee A nent
Check Profit F12

Customer Snapshot

Payment Status

Company ParkKis tWarranty ~  Details
Canned Jobs Lifetime § Spent 0.00  Cust#
Name e o
| Customer Screen Lifetime 0 Charged Bal. 0.00
Last, First Invoice § Avg 0.00 Credit Bal. 0.00
e Vehicle Screen Avg Yearly Visits 0 Sales YTD 0.00
FrEs - Last Visit Date 31412025 Charge Status NA
Address e @ Include in CRM Campaign Credit Current
Zip, City, State End of Day Lz r==s Apply
— Saved Payments No
Home - Notes/Name - Telephone List
- = SocialCRM Details Update Customer Status
Office - NotesiName - ) SMS Allowed
Set Flag
E-mail Email List Remarks
Birthday _j  MM/DD Referred By: - Membership #
License Year Make Model Vin Color Unit # Recommendation
Change Customer Tax Type Market Exit
Ready m1skearly Manager SE Demo 9.1.0.3253 TiM f

2. Type the customer’s information into your Customer screen: (entering Zip Code then pressing the
Tab key* automatically fills City + State fields)

e James White Last, First |White James
Spouse Kathy
* Kathy (Spouse) Address 1644 Kingsland Way
° 1544 K|ngs|and Way Zip, City, State 92064 Poway CA
Home B888-724-6742 Notes/Name - Tel

e 92064 (zip + Tab). Zip, City, State e P — =

enter automatically

888 724 6742 E-mail jwhite@cox.net Email List Remarks
° - -

e jwhite@cox.net
3. With customer data entry finished, click the Vehicle Tab ( or Alt + V).
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Vehicle screen displays for vehicle entry. Type in the license plate and select Year / Make /
Model, Body Style & Engine/Fuel vehicle data from the drop-down menus to match the
values in the screen below (2018 Acura NSX, 2D Coupe).

Note: DEMO has no VIN Decode or Plate Lookup functions; enter license # (2BTX143)+ year-
make-model (2018 Acura NSX, 2D Coupe).

B Mitchell 1 TeamWaorks SE = a X W
File Edit View Configurations Utilities Inventory  History  Training Videos CRM Help
‘ 8 20 EDE SO @ :
. o g 2=
& OB AR EBLE & &
W.ILP. Quote Mew Counter  P.O.s  Inventory Schedule  Text Users  Reports  Owner | Forum Setup How te Repair Info_ Social CRN
Foum F—— =T T IO TSTT AtiCmn
|While, James 2018 Acura NSX 3.5L,V6 (213CI) VIN(Not Available) Lic: CA 2BTX143 Home: B888-724 6742
Customer Revision History Estimate # NEW
VIN | Drive Type |AWD Vehicle 1 of 1
License = 2BTX143 StateiProv |CA - Lookup Brake |4—Whee| ABS v| Vehicle = 591 E
= Last Service None 2
Guw |NotAppIicabIe v| Prev Odom ol
Year | Make ‘2015 v| |Acura v| _ Prev Hours 0.0
Unit # Fleet# Lifetime Invoices 0
Model NSX i
‘ V| Color Life Avg % per Inv 0.00
Body Style |20 Coupe < TEImES DID
Memo Lifetime Inv $ 0.00
Engine | Fuel ‘3.5|_‘ VG VIN{) Gas/Electric v| [ Print Est Daily Mieage ]
Current Revisions 0
- - -
ransmission ‘9 speed Automatic DCT M8HF V| Manufacture Date
Driver Next Inspection Date | 4/24/2025 [~
View/Edit  Driver: <None> Wehicle Color Definition @ indlude in CRM
Recommendations
Date Needby  Description Revision L
Edit
Delete
Vehicle Notes Tax New Type SocialCRM Details Next Exit
Ready milskearly Manager 5E Demo 9.2.0.4481 TIM g‘.
Exit 4. Then click on the Exit Button (Alt + X)) in the bottom right comer to finish entry and

close the Vehicle screen.

Note: Use ‘drop-down menus’ when entering vehicles to ensure Estimator access to OE parts,
labor, maintenance or TSBs. Manually type in Y-M-M only when vehicle is pre- 1974 or if it is a type
of vehicle not covered in Estimator.

5. You are prompted to save your changes. Click Yes to confirm this vehicle and customer
information is being added to the SE database for future use.

Vehicle

| 0 Save Information for New Vehicle?

The Work In Progress (W.I.P.) screen is displayed. Think of W.I.P. as the rack that held
hand orders. WIP screen provides an overview of all current business in your shop. We will

Wi provide more details on this screen later.
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| B Mitchell 1 TeamWarks SE = a >
File Edit View Configurations  Ufilities Inventory History  Training Videos CRM  Help

| P P 4 O & —

B ® B8 & b BEF &SP 5@ 2| @

} W.ILP. Quote New  Counter P.Os  Inventory Schedule  Text Users  Reports  Owner  Forum Setup  Howto Repair Info _SocialCRM

| Type ~ Recalls Messages Mumber  « | Customer License Color vin Vehide MPI Progress || Sched
50 000499 Dahl, Charlie BOVEE 1978 Volkswagen Bestis 5 05:00 PM (1.00 hrs)
50 000597 Fisher, Peggy SAYHOY 1993 Mercury Capri a0 PM hrs)
RO 000465 Tag, Pete A¥Z123 1995 Chevrolet Elazer 10/17 09:11 AM (6.30 hr
RO 000474 Hammel, Charlie 2TLG119 1994 Honda Accord DX 10122005 01:26 PM (14,70 hrs]

|| RO 000475 Diez, Dito DITOD 1990 Toyota Celica GT 10/31/2005 10:06 AM (3.75 hrs)

||RO 000483 Fisher, Pegay SAYHOY 1993 Mercury Capri 10/10/2005 08:35 AM (4,90 hrs)

| RO 000423 Sellick, Tom BIG G VIN 1996 Ford Explorer 104202005 09:04 AM (1.40 hrs)
RO 000582 Judd, Ron THEJUDD 1988 Nissan 2005X 5E 10432005 08:45 AM (0.90 hrs) -
RO 000595 Franks, Debra BFL-70H IFACP57USLG201833 1990 Ford Taurus GL 08/16/2005 10:31 AM (0.00 hrs)
RO 000598 Blacklege, Glen 1995 Chevrolet 510 Pickup 09/22/2005 02:55 PM (0,00 hrs)

|| RO 000599 Harkins, John 234ABC VINNUMGE565656565656... 1991 Toyota Pickup SRS 03//22/2005 05:16 PM (5.30 hrs)

I RO 000600 Harkins, John 234ABC WINNUMG565656565656... 1991 Toyota Fickup SRS 10,/2/2005 11:32 AM (8.05 hrs) -

||RO 000603 Iverson, Fred 123QER 1984 Cadilac DeVille 10102005 01:59 PM (1.00 hrs)

| RO 008761 Konstantine, Doug WDS-54Y IB4FK5439KX6 17037 1989 Dodge Caravan 104122005 03:11 PM (7.48 hrs)
RO 008763 Labelle, Patty FDK 835 3FAPP15]13MRI7F2228 1992 Ford Escort LX 11/15/2006 02:50 PM (11,00 hrs]
RO 008765 Mack, Peter MACKONE 1991 Dodge Dakota

| RO 008768 Jones, John 2ABC123 2013 Chevrolet Impala LS 10/9/2024 03:00 PM (2.00 hrs) -
RO 008769 Jones, John 2ABC123 2013 Chevrolet Impala L5
INY 000496 Dahl, Charlie BIGRED 1987 Toyota Land Cruiser 10/13/2005 11:26 AM (1.32 hrs)
Ny 000501 Harper, Phil 98W2831 1986 Toyota Camry DX 10/21/2005 07:35 AM (6. 50 hrs)
o Jo— [ P—— [P ARt AR A IARE AR A ARS 4 AR Lo
M4 4 Record3of42 » W W& X 4 n

Row Color Definitions
Reset Layout Columns Send Text Purge Ests Display Appointment Payment Post Detail Order

Ready m1skearly Manager SE Demo 9.1.0.3253 TIM g':

Note: The Customer/Vehicle you just entered should not show in the WIP screen yet as you have

yet to create an estimate.

This concludes the basic customer / vehicle entry exercise. Continue on to Creating an Estimate

with this data entered.
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Creating an Estimate
p Creating an Estimate for customer ‘James White’ (2018 Acura NSX)
E+ 1. Click on *‘New’ (press F6 key) to begin writing this Estimate.
Mew

Note: ‘New’/F6 key “remembers” last
setting. Be sure Estimate is selected, NOT Repair
Order.

Start Mew Crder As: © Estimate () Repair Order

Customer List for Start Order window quickly verifies a customer exists in database. If not
found, New Customer button would be used to start entry.

In the First field, type ‘J-a-m’.

Customer List for Start Order X
Displayfor @ Customer () Company Limit Results Ta 200 Start New Order As © Estimate () Repair Order
Last First  jam Phane # (last 4 digits) Membership # License #
| |LastMame = FirstName Phone Membership # Address City State | Zip License State  Unit Mo. VIM
Johnson James 1623 Rimstone D... Poway CA 92064
|| White James 1644 Kingsland ... Poway cA 92064 2BTX143 CA
|
|
|
|
W4 4 4 Customer 20f2 » W W
Mew Customer Cancel J

2. When ‘White, James’ appears in results, double-click on it (or press Enter) to select James White
and start an estimate.

3. Customer information is retrieved and Customer screen displays automatically. The customer we
entered (James White) has only one vehicle so it is automatically selected. Click on the Order Tab
(Alt + O) to advance to the Order screen.
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4. The Order Screen displays with the cursor in the Odometer - In number entry field. Enter Vehicle
Mileage as 45657

Note: Enter mileage; program warns later if it's missing. It is crucial for
your customer communications and SocialCRM reminders to have
accurate mileage.

In 46657

| Mitchell 1 TeamWorks SE
File Edit =Wiew Configurations Utilities Inventory History  Training Videos CRM Help |
d | i & =
el [ I v A E o @ 'ﬂg @ @ o ‘
<0 = -‘ ﬁ-'l Change g;"
W.LP.  Quote MNew  Counter P.@.s  Inventory Schedule  Text Users  Reports Owner Forum  Setup  Howto Repair Info  SocialCRM
|—J0r|es, John  20M3 Chevrelet Impala L5 3.6LVE [217C1) VIN(3) Lic: CA 2ABC123 Home: 619-391-5000 Office: B88-724-6742 |
[ | Order Revision History Estimate # NEW
| 1
Parts Labor HNotes Sublet Symptom Jobs PartKit Promos Estimator Maint. Fluids T5Bs Print LOF
| |
Written By  <none> ~ Hat# Ref# Odometer - Prev. 45857 In 45657
|
Promised (12/ 22024 [0~ | |5:00 PM - | Source |<None> - Engine Hours - Prev. 0.0 In 0.0 out 0.0
Order Hrs: 0,00 Driver: <None> Row Colors
+ | Type Description Hours Rate Part # Qty Cost Sale Price Total Tech Category List CI:IIge lEl
| ~ Job Title :
th Total: $0.00 Parts: $0.00 Labor: $0.00 Tax: $0.00 Category: <Mone> -
Mew Job | QuickMenu = 4 2
ORETy | [ wn e | [ FE | [ 22022 ]
Parts Labor Sub Total Haz Mat. Supplies Tax Total Inv. Bal
Invoice 0.00
| Estimate 0.00 0.00 0.00 0.00 0.00 0.00 0.00
| Convert to Order Parts Ordering SocialCRM Details Options View PO Share Print Exit
LReady mlskearly Manager 5E Demo 9.1.0.3253 TiM L’.:

Begin adding order items to the Estimate, starting with a Symptom.

NOTE: If Symptoms is not set to pop-up automatically, click button as shown above.

A Symptom is a vehicle complaint that the customer is requesting your shop investigate. These
include description, category and labor time to diagnose it. Additional text can be entered; this
input helps the tech figure out the cause.

5. Click on Symptom (Alt + Y) to add the customer’s vehicle complaint. Symptom

The Symptoms Reported by Customer screen displays a listing of symptoms to select
from.

Assisted Basics - 6



6. Choose the first Symptom, AC Won't Cool and click Select Symptom. The symptom details
display in the right screen panel. You may change any of the values in this screen as needed.
Once you are finished, click on the Done Button (Alt + D) to copy the Symptom into the

estimate.
r —— —
Symptoms Reported by Customer O X
| Sort by O Description () Category
Short Description Category Hours Labor Parts Short Desc. AC Won't Cool
| Symptom  Air conditioning is not cooling properly
| | Backfires Engine Performance/Fuel 1.00 $60.00 $0.00 Description
Battery Dead Charging & Starting Systm 1.00 $60.00 $0.00 |
Belt Squeal Belts & Hoses 0.50 $30.00 $0.00
Brake Noise Brakes 0.50 $30.00 $0.00 ‘
Brake Pedal Soft-Sink: Brak 0.50 30.00 .00
rake Pedal Soft-Sinks rekes 5 $a Work  piagnose air conditioning system
Brake Warning Light On Brakes 0.50 $30.00 $0.00 Requested
Charge Light on Charging & Starting Systm 1.00 $60.00 $0.00
Check Engine Light Engine Performance/Fuel 0.00 $50.00 $0.00
Electrical Problem Electrical 0.00 550.00 50.00
Engine Mi Engine Perf Fuel 1.00 .00 .00 —
S S . 360 50 Charged Hrs  1.00 ] Mon-5tandard Labor Rate
Engine Noise Engine Mechanical 1.00 $60.00 $0.00 R
60.00 [_] Save as Standard Symptom
Engine Overheats ACiHeating/Cooling 075 $45.00 $0.00 LT i (D yme
Engine Stalls Engine Performance/Fuel 1.00 $60.00 $0.00 Est.Parts § 0.00 [_] Come Back Invoice #
| | Hard Shifting (MT) Clutch 0.50 $30.00 $0.00
| | Hesitate, Stumble or Sag Engine Performance/Fuel 1.00 $60.00 $0.00
‘ Idle Too High Engine Performance/Fuel 1.00 560.00 $0.00 Account <none> ~

'} Select Symptom View Symptoms on Order Cancel Save [m]

Note: Symptoms use stored descriptions with labor times & prices. This makes it faster to receive
vehicles and process customers; captures diagnostic time that should always be billed out. See tip
below to set automatic list pop-up.

The Order Screen displays the Estimate with transferred Symptom as a labor item.

Now that we've added the symptom, it is time to add some parts and labor to the estimate in the
form of a Canned Job. Before we begin, you will set Manager to use the Advanced Canned Job
feature.

7. Click on the Jobs button to open the Canned Job List.

8. Select Use Advanced Quick Menu (if not already selected). Then click on Cancel or X to
exit the dialog box.
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(]
File Edit View Configurations Utilities Inventory History Trai———*""-—— B —
|
li a g . P Eq Canned Job List X
s/ + ae it Search Criteria:
[¢ WLP.  Quote Mew  Counter P.Os Inventory Schedule  Text .
i P
|W||rle. James 2018 Acura NSX 3.5L,V6 (213Cl) VIN(Not Available) Lic: CA 2BTX
Customer Category  <All> > 002370
Parts  Labor  MNotes  Sublet  Symptom Partkit | REergy 2018 > a
ear
Make Acura
Written By  <none> v Hat# Ref{ -
— Model  NSX b
Promised | 612i2025 [~ | | 5:00 PM - | Source |<None>
Order Hrs:  2.00 Driver: <None> on®
Description
s Type Description Hours Rate
I @ use Advanced Quick Menu I
~ Diagnose air conditioning system H
Labor Diagnose air conditioning system 1.00 £50.00 Tag Job# Description sating/Cooli
Labor AfC Recharge & Leak Test System 1.00 £50.00 sating/Cooli
Part Freon F sating/Cooli
il Total: $145.86 Parts: $24.00 Labor: $120.00 Tax

New Job | QuickMenu 4

ll

Sub Total Haz Mat. Su
Invoice 3
Estimate 24.00 120.00 144.00 0.00 Add Cancel
Convert to Order Parts Ordering SocialCRM Details " Options || VWiewPO | Worksheet ||  Share | Print Exit
Ready

mskearly Manager SE Demo 9.2.0.4481 TIM \’:.

9. Click on the Quick Menu button (Alt + J) to open the Quick Menu.
10. Browse the AC/Heating/Cooling Category and pick A/C Rech 1, Recharge A/C (1 Ibs.)

| @8 Mitchell 1 TeamWarks SE

O X
Eile  Edit ~Weew Configurations  Ufilities  Inventory  History  Training Videos  CRM  Help
3 4 [ & =
AN 2 t"l:::-- E, ® ﬁl o O
20 L -‘ r Change g;" |
W.LP. Quote Mew Counter s Inventory Schedule  Text Users  Reports Owner  Forum Setup How to Repair Info  SocialCRM
’-Whi‘:e. James 2018 Acura NSX 3.5L WG (213CN) VIN{Not Available) Lic: CA 2BTX143 Home: 885-724-6742
[ | Estimate # 002370
Parts Labor Notes Sublet Symptom Jobs PartKit Promos Estimator Maint. Fluids TSBs Print LOF
Written BY  <npone> ~ Hat# Ref# Odometer - Prev. 456657 In 0 |
Promised | 6M2/2025 [+ || 5:00 PM - | Source |<None> - Engine Hours - Prev. 0.0 In 0.0 Out 0.0
| L | L)
Order Hrs:  1.00 Driver: <None> Row Colors
. . - Mfg . =]
Part # Qty Display Canned Job List Total Tech Category List Code Size Added From Pur [
I_:l::aﬂtinq:‘(mﬁnq 4 AJC Rech1, Recharge A/C (1 Ibs.) :
ETY J E] R Heatng/Cooli
 $0.00 Category: Brakes 3
Charging Starting Systm »
LOF (Lube, 0il, Filter) »
Maintenance 3
State Inspection 13
Mew Job Towing 4 b
Wheels Tires 3
Parts Labor Sub Total Haz Mat. Supplies Tax Total Inv. Bal.
Invoice 60.00
Estimate 0.00 60.00 60.00 0.00 0.00 0.00 60.00
Convert to Order Parts Ordering SocialCRM Details Options View PO Worksheet Share W Print Exit
Ready

miskearly Manager SE Demo 9.2.0.4481 TiM %

The Canned Job part and labor repair lines display in the Estimate.
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B Mitchell 1 TeamWorks SE

*]

= a
File Edit View Configurations  Utilities Inventory  History  Training Videos CRM  Help
‘ a & CRC - B =
3 # @ O=
H G‘/ + 2 PO. (] = ol Ej Change 7
W.ILP. Ouote New  Counter P.Os Inventory Schedule  Text Users  Reports  Owner  Forum Setup  Howto Repair Info_ SocialCRM
|Whi‘le, James 2018 Acura NSX 3.5L,V6 (213Cl) VIN{Not Available) Lic: CA 2BTX143 Home: 888-724-6742
| Vehicle History Estimate # 002370
Parts Labor MNotes Sublet Symptom Jobs PartKit Promos Estimator Maint. Fluids TSBs Print LOF
Written By <none> w  Hat# Ref# Odometer - Prev. 45657 In o
Promised | 61122025 [~ ||5:0'D PM ~| Source | <None> j Engine Hours - Prev. 0.0 In 0.0 Out 0.0
Order Hrs:  2.00 Driver: <None> Row Colors
s Type Description Hours Rate Part # Qty Cost Sale Price Total Tech
~ Diagnose air conditioning system
Labor Diagnose air conditioning system 1.00 £580.00 £50.00 £50.00 AC/Heating/Cooli
Labeor AfC Recharge & Leak Test System 1.00 £560,00 £50.00 £50.00 AC/Heating/Cooli
Part Freon FREOM 1.00 £12.00 £24.00 £24.00 £24.00 AC/Heating/Cooli
— e -
tls Total: ;145.86 Parts: §24.00 Labor: $120.00 Tax: §1.86 Category: AT Feating/Coaing =
Mew Job | Quick Menu 4 ¥
(o] [0 [z
Parts Labor Sub Total Haz Mat. Tax Total Inv. Bal.
Invoice 145.86
Estimate 24.00 120.00 144.00 0.00 0.00 1.86 145.86
Convert to Order Parts Ordering SocialCRM Details QOptions View PO Worksheet Share w Print Exit
Ready m1skearly Manager SE Demo | 9.2.0.4481 | TiM g\.

The original estimate is now complete. Before moving on to the repair order, let’s print the

Estimate.
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Printing the Job View Estimate
File 1.  Choose Preview from the File menu to preview this Repair Order on your screen.

Recent Orders 3

Print  CrieP 2.  The Print Preview displays how printed Repair Order appears.

Preview

Email 3. The Parameters box in the left sidebar allows you to change some of the settings in
e the print preview. Change the Show Part Numbers setting to Yes and press the
Bxit Submit button.

Job View Estimate

Vi eae @@ e e

Many Pages Zoom Out Toom Zoomln Page Color Watermark - Chose

s
ge LY
Zoom Page Badiground Exp Close “
Include Header Yes - Forward Thinking Automotive Estimate® 00Z370
Incude Comment | Yes - 1115 Man S0
Inchude Sgnatire Line | Yes - Bevedy Mils, CA 20210

ShowLsbor Hours | Yes Phone: 858-3915000 Fax: 858-555-1312

| 5how Part umbers | ves -]
Printin Color ves Estimate Estimate Due: $145.86
ShowlaborRate  |No - White, James. 2018 Acura - NSX Estimate Date: 061272025
1544 Kingsiand Way 3.50, V6 (213C1) VIN(Not Available) Senvice Advisor:

e L 3 Poway, CAS2064 i Uicense Plate 2BTX143 CA  Customes 1D 619

‘Shew Tax Breakdown | No Home BB8-724-6742 Odometer: In 45657
h = = Tyoe  Description Pans Qe Sale Tord
gr ir o Initials: 514586
I Reset I | Submt | Labor  Diagnose alr conditioning systam 1.00 hr 560000

Symptoem: Air conaitioning ks ot cocling property

Labor  AJC Recharge & Leak Test System 1.00 hr 560,00
Pat  Freon 1.00 $24.00 52400

Parts $24.00 Labor: §$120.00 Tax §1.86 Teant 514586

Page 1af 1 won - —F +
You will see that the Part Number (FREON) has been added to the estimate print preview.
4. (Optional) Click the Print button to print the estimate.

5. Closing the Print Preview X returns you to the estimate on Order screen.
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Revisions

Let’s say that in addition to the original estimate, you found a couple of additional
repair/maintenance issues to recommend to the customer. You would record these issues as
Sub-Estimates to have available when you contact the customer for approval.

Creating Sub-Estimates:

1. You begin the Sub-Estimate/Order Revision process by clicking the Revision tab.

This opens the Revision panel, initially blank.

2. Click the “+” tab to create a new Sub-Estimate.

Summary

3. We are going to use the Quick Menu to create the Sub-Estimate.

4. Click on the Quick Menu button to open the Quick Menu. Choose BRK Inspect (4WD),

Brake Inspection — 4x4

[Eﬂ! Mitchell 1 TeamWarks SE

= O X
File Edit ~Wiew Conmfigurations Ufilities  Inventory  History  Training Videos CRM  Help
> 4
) B | B E P ® @ B O"
W.LP. Quote New Counter  P.@.s  Inventory Schedule Text Users  Reports Owner  Forum Setup  Howto Repair Info  Social CRM
|'WL1i:,E" .Jﬂ’l'niesi iﬂ;& :Qt;ur; ;ISX 73.;L.;'57t2;3;2|_;V\’N(iNn;AmilabIe) Lic: CA 2BTX143 Home: 888-724-6742
[ [ evisio History Estimate # 002366
Parts Labor Notes Sublet Symptom Jobs PartKits Promos Estimator Maint. Fluids
Written By <none> w
[sommany | (R
Order Hrs: 0.00 Comment: - Recommendation:
¢ Type Description Hours Rate Part # Qty Cost Sale Price Tech Cat@
- Job Title H
||| Total: $0.00 Parts: $0.00 Labor: $0.00 Tax: §0.00 Category: <Mone> -

New Job || Quick Menu | 4

Ora } ] Display Canned Job List
2illy]
G0K Service, 60,000 Mile Service

A/C Rechl, Recharge A/C (1 Ibs) Tax | Fees Total
Estim 0
Battery Service, Install Battery/Checkout System

BRK Inspect (4WD), Brake Inspection - 4%4
Check Pfofit X

Ready mskearly

Share W

Manager SE Demo 9.2.0.4481 TIM

Print Detail Exit

The canned job is added to the Sub-Estimate.
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B Mitchell 1 TeamWarks SE = (] X l
File Edit View Configurations Utilities Inventory History TrainingVideos CRM  Help

& ® 8 ai BE &P S®

W.LP.  Quote New  Counter P.O.s Inventory Schedule  Text Users  Reports Owner  Forum Setup  Howto Repair Infg_ Social CRM

|wlw1e. James 2018 Acura NSX 3.5L,V6 (213Cl) VIN(Not Available) Lic: CA 2BTX143 Home: 888-724-6742

Customer Estimate # 002365
Parts Labor Notes Sublet  Symptom Jobs PartKits Promos  Estimator Maint. Fluids TSBs
Written By <none> ~ Sub-Estimate "Brake Inspection - 4X4" Created: 320 PM | Last 3:20 PM
e
Order Hrs: 0.60 Comment: - Recommendation: -
¥ Type Description Hours Rate Part # Qty Cost Sale Price Total Tech

Brake Inspection - 4X4
Labor Brake Inspection 0.60 £50.00 £35.00 £35.00 Brakes

|y Totsl: $36.00 Parts: §0.00 Labor: £36.00 Tax: §0.00 Category: Brakes -

MNew Job | QuickMenu 4

Parts Labor Tax | Fees Total

Estimate 0.00 36.00 0.00 36.00
Check Profit Remove SubEst Sell Revision Parts Ordering Share W Fax Print Detail Exit
Ready miskearly Manager SE Demo 9.2.0.4481 TiM S:

The Labor is added to the Sub-Estimate and the title of the tab changes from New Sub-Est
to Brake Inspection.

Based on the vehicle mileage you anticipate that a Front Disk Brake job may be needed upon
completion of the Brake Inspection.

5. Click the “+" tab to create another Sub-Estimate.

MR Mitchell 1 TeamWaorks SE = (] X

File Edit ~View Configurations Utilities Inventory History Training Videos CRM  Help

1 [ - =
3 | : @ 0 B O
E Eﬂ “. E?,I Change 3) 7
W.LP. Quote Mew Inventory Schedule  Text Users  Reports Owner  Forum Setup  Howto Repair Info  SocialCRM

|—Wh\:e.Jamee 2018 Acura NSX 3.5L V6 (213CI) VIN(Not Available) Lic: CA 2BTX143 Home: 888-724 6742

f [ Estimate # 002370
Parts Labor Notes Sublet Symptom Jobs PartKits Promos Estimator Maint. Fluids TSBs
Written By <none> v
[ Y " Brake Inspection > |JUEITIET S EEY .
Order Hrs: 0.00 Comment: - Recommendation: =
v Type Description Hours  Rate Part # Qty Cost Sale Price Total Tech Cate@
- JobTitle i
th Total: $0.00 Parts: $0.00 Labor: §0.00 Tax: $0.00 Category: <Monex -
New Job Display Canned Job List 4
AC[Heating/Cooling 3
Battery 3
Labor Tax [ Fees Total
Y Brakes 3
Charging Starting Systm
| c ; |
Check Py LOF (Lube, =r} L7 T IR E T R Share v | Fax Print Detail Exit
Maintenance 4 LOF EZ Select 5, Lube il Filter 5 Qt
Ready State Inspection » m1skearly Manager SE Demo 0.2.0.4481 TiM g;

6. Click LOF and LOF EZ Select 4, Lube Oil Filter 4 qt.

You are prompted to select the filter.
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Optional Parts O >
Parts Kit: FILTERS Select Filters
ity Part # Description Select
. 1| ph13 Oil Filter - Fram J
1| ph2850 0il Filter - Fram J
1|ph30 Oil Filter - Fram ]
1| ph3657 0il Filter - Fram J
1|ph43 0il Filter - Fram Il
1| ph8a Oil Filter - Fram J
1|DG13 Oil Filter - Fram Double Guard o
1| DG30 0il Filter - Fram Double Guard J
1| DG3682 0il Filter - Fram Double Guard J

| Select optional parts for this Kit.

7. Pick DG13 Oil Filter — Fram Double Guard and click OK.

You are prompted to select the Qil.

Opticnal Parts

Parts Kit:

OILS 4G Select Oils - 4 Gts

Part #
10w30c
10w30b

4

4

4 [ 10w30y
4 [ 10wdlc
4
4
4

Qty

10w40v
20ws0c
20w50v

Description

Eng Oil - 10w30 Castrol

Eng Oil - 10w30 Blended

Eng il - 10w30 ¥YZZ Premium
Eng Oil - 10w40 Castrol

Eng Oil - 10w40 Valvoline

Eng Oil - 20w50 Castrol

Eng Oil - 20w50 Valvoline

Select optional parts for this kit.

8. Choose 10w40c Castrol and click OK.
The parts and labor are added to the Sub Estimate.

[ y "Brakel P

Order Hrs: 0.20  Comment:

4| Lube 0il Filter 41« S8

Recommendation:

v Type Description Hours

- Lube il Filter 4 Qt
Labor Lube, Gil & Filter LABOR 0.20
Part. il Filter - Fram Double Guard
Part Eng Qil - 10w40 Castrol

th Total: $26.96

Parts: $18.99 Labor: $6.50

New Job | Quick Menu = 4

Rate Part # Qty Cost Sale Price
$50.00 $56.50
DG13 1.00 £8.77 §12.99 §12.99
10w40c 4.00 §1.20 §1.50 §1.50
Tax: §1.47 Category: LOF (Lube, Oil, Filter) -

Total

$56.50
$12.99
$6.00

Tech Cate@
:

LOF (Lube, O, F
Filters (Oil, Fuel,
Fluids/Sprays/Se.
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Selling Revisions

This basic Estimate (Symptom - diagnostic time + ‘A/C Recharge’ Job) along with two Sub-
Estimates are now complete. The next logical step might be to contact the customer to authorize
the repair and sell the revision(s). Once you have gotten the repairs approved, you will convert
the Estimate to the Repair Order.

To Sell Revisions:

1. In the Revisions panel, with the LOF Tab selected (continuing from previous step), choose the Sell
Revision button (bottom right corner)

Remove SubEst Sell Revision Parts Orde

This opens the Revision Authorization dialog box. Your two Sub-Estimates are displayed with Lube
Oil Filter 4 Qt selected along with the Current Estimate amount and Revision Total.

i Revision Authorization X
Include in this Revision Amount
Brake Inspection - 4X4 $36.00 Approval Date 6/12/2025
+| Lube Oil Fiter 4 Qt $26.96

Initiatedby @ Shop () Customer
Written By <none> v

Authorized by White, James

Reason

Contact Method
Method v

Time [11:56 AM s

() Current Order Variance $0.00
. Total This Revision $26.96 B Clear Sub Estimates and Titles after Transfer
| Current Estimate Amount §145.86 @ Clear Recommendation after Transfer
' New Estimate Total $172.82

Telephone Cancel

2. Click on Brake Inspection 4X4 also and note how the Totals at the bottom of the Revision
Authorization screen update to reflect your selection.
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| Revision Authorization

Include in this Revision
| Brake Inspection - 4X4
+| Lube Oil Fiter 4 Qt

() current Order Variance

Total This Revision
Current Estimate Amount
New Estimate Total

Telephone

Amount
$36.00 Approval Date 6/M12/2025 -~
i Initiatedby @ Shop () Customer
Written By <none> v
Authorized by _'ﬂfhitg_._ James
Reason
Contact Method
Method v
Time [11:56 AM 3
$0.00 : = [
$62.96 Clear Sub Estimates and Titles after Transfer
$145.86

Clear Recommendation after Transfer

Cancel Transfer

3. You will also want to make sure that the Clear Sub Estimates and Titles after Transfer
and Clear Recommendation after Transfer boxes are checked. This clears the Sub
Estimates and Recommendations from the Order as the work having been addressed once
you have Transferred them to the Order.

Note: You can supply "what if* scenarios for your customer by clicking on/off the selection boxes of

the available sub-estimates. The Total This Revision amount and New Estimate Total fields
change dynamically so that the customer can consider the cost of the various sub-estimate
combinations. Please feel free to experiment with this capability before moving on.

4. Click the Transfer button to add the Revision work to the estimate. You are returned to the Order

panel with the Revisions transferred to the Estimate. You may be prompted about missing
information. Click Yes to continue.

The two sub-estimate jobs Brake Inspection and LOF are added to the order grid.

v Type Description Hours Part # Qty Cost Sale Price Total Tech Category Lisi E‘ IE‘
+ Diagnose air conditioning system 5
Labor Diagnose air conditioning system 1.00 $60.00 §50.00 ACHeating/Cooli
Labaor AJC Recharge & Leak Test System 1.00 £50,00 €50.00 AC/Heating/Cooli....
Part Freon FREOM 1.00 $12.00 $24.00 §24.00 $24.00 AC/Heating,Cooli $0.00
il Total: $145.86 Parts: $24.00 Labor: £120.00 Tax: £1.86 Category:  AC/Heating/Cocling -
~ Brake Inspection - 4X4 :
Labor Brake Inspection 0.60 $36.00 $36.00 Brakes
th Total: $36.00 Parts: $0.00 Labor: $36.00 Tax: §0.00 Category: |Brakes v
+ Lube Oil Filter 4 Qt
Labor Lube, Oil & Filter LABOR. 0.20 $6.50 §6.50 LOF (Lube, O, F...
Part Qil Filter - Fram Double Guard DG13 1.00 $8.77 §12.99 §12.99 $12.99 Filters (O, Fuel, ... §0.00
Part Eng Ol - 10w40 Castrol 10w40c 4.00 $1.20 £1.50 £1.50 86.00 Fluids/Spraysfse £0.00
1h Total: $26.96 Parts: $18.99 Labor: $6.50 Tax: 5147 Category: LOF (Lube, Oil, Filter) -

Mew Job | QuickMenu 4

Next, we will convert the Estimate to a Repair Order.
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Converting an Estimate into a Repair Order

Typically, an estimate is prepared to get customer approval for the work. Once the customer
agrees, that estimate is printed, signed, then converted to an active R.O. [your state
regulations may vary on this]

1. Click on Convert to Order (Alt + O) in the lower left corner of the Order screen.

-
File Edit View Configurgtions Utiities lnventory History TrainingVideos CRM  Help
4 4 p : i
06 2AELDESIE@w 0 =00
/ + 2 RO. [Eeu <0 of 7' Change
WIP. Quote New Counter P.Os Inventory Schedule Text  Users Reports Owner Forum  Setup Howte  Repailnfo SocislCRM
|Wh\le,James 2018 Acura NSX 3.5L,V6 (213CI) VIN{Not Available} Lic: CA 2BTX143 Home: 888-724-6742
Customer Order Revision History Estimate # 002370
Parts | Labor | MNotes  Sublet  Symptom  Jobs  PartKit = Promos  Estimator  Maint.  Fluids | TSBs Print LOF
Written By  <none> | Hat# Ref# Odometer - Prev. 45657 In 45657
Promised | 61212025 [J~ [G:00PM - | Source |<None» - Engine Hours -  Prev. 0.0 n 00 out 0.0
Order Hrs: 2.80 Driver: <None> Row Colors
v | Type Description Hours Rate Part # Qty  Cost Sale Price Total Tech = @
~ Diagnose air conditioning system 3 |-
Labor Diagnose air conditioning system 100 $60.00 $60.00 $50.00 ACHeating/C
Labor AJCRecharge & Leak Test System S ——— $50.00 ACHeating/C
Options X
Part Freon FREON 1 $24.00 ACHeating/C
il Totzl: $145.86 Parts: §24.00 Labor: $12000  Tax: $186 Cat
- Brake Inspection - 4X4 o Convert Estimate to Order?
Labor Brake Inspection 060 $60.00 $35.00 Brakes
thy Totz: $36.00 Parts: $0.00 Labor: $36.00 Tax: $0.00 Caty
o
- Lube Oil Filter 4 Qt H
Labor Lube, Ol &Fiter LABOR 0 $60.00 $6.50 LOF (Lube, Oi _
New Job | QuickMenu | 4
Parts Labor SubTotal  HazMat.  Supplies Tax Total Inv. Bal.
Invoice 208.82
Estimate 42.99 162.50 205.49 0.00 0.00 333 208.82
Convert to Order Parts Ordering SocialCRM Details Options ViewPO | Worksheet Share ~  Print Exit
Ready miskearly  ManagerSEDemo | 9204481 | TM U

The System will then ask for confirmation to convert this Estimate to a Repair Order.

2. Click on Yes (type ‘Y’ or press Enter). Order Screen now displays as Repair Order#(with
permanent # assigned).

Note: Shops create many Estimates; some don't result in actual work. These get temporary
“throwaway” numbers. When an EST is converted to an R.O., it's assigned a new permanent
number kept through the INV stage into History.

Estimate #

002366 [—» Repair Order # 008772

Note: Your numbers will be different than these examples

You should also notice that the Tech fields in the Order Screen are highlighted. This is to

prompt you to assign default technicians for the parts and labor of the order. You do this in
Order Options.

Click the Options button.

In Order Options select Charbonneau, Wayne for Labor and DiVerde, Nick for your Parts
technicians.
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B8 Mitchell 1 TeamWeorks SE

File Edit View Configurations Utilities
& & B 'aJRd
/ 3 + o PO.
WP, Cuote Mew Counter P.Gs=

Inventory

Inventory Schedule T

[

History  Training Videos

CRM Help

Bl o @ & @
v Change
Reports  Owner  Forum Setup  Howto

e

Repair Info  Secial CRM

[W'hi‘te..]ames 2048 Acura N5X 3.5L V6 (243C1) VIN[Not Available) Lic: CA 2BTX143 Home: 888-724-6742

Revision History Repair Order # 008777
Parts Labor Notes Sublet Symptom Jobs PartKit Promos Estimator Maint. Fluids TSBs Print LOF
Written By <none> w  Hal order Options X T
Promised | 61212025 [~ |[5:00 P -] sa n 0.0 out 0.0
Default Technicians: Include:
Order Hrs:  1.80 Dr Row Colors
Labor Charbonneau, Wayne - [C] shop Supplies
o Type Description _ Total Tech
Parts  DiVerde, Nick v & Hazard Materials
~ Recharge AfC (11bs.) | | : N
Labar AJC Recharge & Leak Test System £60.00 Charbonneau, Wa... AC/Heating/C
Convert to le Apply Payments Revision History
Part Freon £24.00 DiVerde, Mick AC/HeatingC
th Totsl: $85.86 Parts: $24.00 | Convert to Invoice Discounts Tech Work Sheet |
~ Brake Inspection - 4X4 Post Invoice Confirm All Parts Maintenance E
Labor Brake Inspection £36.00 Charbonneau, Wa... Brakes
||| Total: $36.00 Parts: $0.00 Appointment Check Profit Tax Rates Applied
+ Lube Oil Filker 4 Qt H
Labar Lube, Oil & Filter LABOR Pick List Purchase Order Tech. Observations $6.50 Charbonneau, Wa... LOF (Lube, Ci
Part il Filter - Fram PraTOESheReT = $3.9% DiVerde, Mick Filters (0il, Fu
il. Trtal- &1n &n Parts+ €3 a9 v
Mew Job | Quick Menu = 4 »
| Done |
(G [ o [P [z ]
Parts Labor Sub Total Haz Mat. Supplies Tax Total Inv. Bal
Invoice 132.66
Estimate 27.99 102.50 130.49 0.00 0.00 217 132.66
Convert to Invoice Parts Ordering SocialCRM Details View PO Worksheet Share Print Exit
Ready mskearly Manager 5E Demo 9.2.0.4481 TiM L_:“

5. Click Done to close Order Options.

The Technician assignments are displayed in the grid.

NEXT: F12 key = Check Profit
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Using the Profit Wizard

Profit Wizard provides a pie chart overview of costs / profit for this entire order OR at the job
level by selecting a specific job from the drop-down list. Use the F12 function key as a shortcut
to open this or by selecting Options > Profit Wizard.

To Check Profit:
1. Click F12 (or pick Profit Wizard from Utilities) to display the Profit Wizard.

B Mitchell 1 TeamWorks SE - o
File Edit ~Wiew Configursiions Utilities  Inventory  History Training Videos CRM  Help
> 4 [ -
g, O J g o o= 82
- B B aa Bl Wm® @ BO
W.IP. Quote New Counter P.@.s  Inventory Schedule  Text Users Reports  Owner  Forum Setup  Howto Repair Info  SocialCRM
[\Vh\‘,e. James 2018 Acura NSX 350 V6 (213C1) VIN(Not Available) Lic: CA 2BTX143 Home: 888-724-6742
[ T Order Revision History Repair Order # 008776
Parts Labor Notes Sublet Symptom Jobs PartKit Estimator Maint. Fluids TSBs Print LOF
Profit X
Written By  <none>
Promised 6i12720] overall Profit - 0.0
Order Hrs:  2.80 Colors
vl Summary |_=‘ @
P f Sale Cost Profit %
~ Di i Tofit Hlll=
“g"“?’"‘”" Labor §162.50 §72.40 $90.10  55% :
tebor & @ Parls Cost Sublet $0.00 $0.00 §0.00 0% [l Acheatnalc
Labor Labor Cost 52% Parts $42.99 $25.74 §17.25 40%| [l ACHeating/C
Part i Sublet Cost Misc - $0.00 - - AC/Heating/C
th Total: $145.86 @ Overhead Overhead - $0.00 - -
~ Brake Inspection @ Misc Total $205.49 $98.14 $107.35 52%
iz i Gross profit per hour € $41.29 | = Easl

il Total: $36.00

~ Lube Oil Filter 4 ¢ :
Labar LI F 0K }Va .. LOF (Lube, Ci _
New Job  Quick Menu s 4
Parts Labor Sub Total Haz Mat. Supplies Tax Total Inv. Bal.
Invoice 208.82

Estimate 42.99 162.50 20549 0.00 0.00 333 208.82

Convert to Invoice Parts Ordering SocialCRM Details Options View PO Worksheet Share %  Print Exit
Ready miskearly  Manager SEDemo | 9204481 | TM U}

You can also display the Profit margin for a single job.

2. Pick the Diagnose Air Conditioning System Job from the pulldown menu.

Profit X
{ Diagnose air conditioning system A4
|
Summary ‘
) Sale Cost Profit %
Profit ‘ Labor $120.00 $48.00 §72.00  60%

@ Parts Cost Sublet $0.00 $0.00 $0.00 0%
Labor Cost 58% Parts $24.00 $12.12 $11.88  50%
Sublet Cost Misc $0.00 - -

| @ Overhead Overhead $0.00 - -
Total $144.00 $60.12 $83.88 58%

| ® Misc
| Gross profit per hour @ $41.94

Your Profit totals change to reflect the profit on that Job only.
3. Click OK to close the Profit Wizard.

Note: Miscellaneous & Overhead are entered in Setup and don’t impact INV totals. They can be
used to make pie chart more realistic beyond part costs & tech pay.

Assisted Basics - 18



Printing the Repair Order

1. Choose File/Preview to preview the Repair Order on-screen.

You may get a validation warning.

Repair Order Validations X

I
| Warnings......
'Written by' notentered ............coiiiiiiinea.n <nones> -
'Inspection Date" is priortotoday'sdate ...........coviiinnnnnnn | 5l BI2025 @B |

Cancel Print Continue Print

2. Depending on system settings, there may be more validations; just click on Continue Print (or
press Enter) and continue to the print preview for the purposes of this exercise.

Inspect the Repair Order content in the Print Preview window.

REPORTS O *
Etﬁ 1 FAN SAP CRYSTAL REPORTS®
Main Report
Forward Thinking Automotive REPAIR ORDER #
1115 Main St 008776
Beverly Hills, CA. 20210
Phone: 858-391-5000 Fax: 858-555-1312 Org. Bst # 002370
REPAIR ORDER - RO Scheduled : 06/12/2025 09:51 AM Print Date : 6/12/2025
White, James and Kathy 2018 Acura - NSX - 3.5L, V6 (213CI) VIN({Not Available)
1544 Kingsland Way Lic #: 2BTX143 - CA
Poway, CA 92064
Home 888-724-6742 VIN#:
Cust ID : 6199 MFG Date : 5/8/2025
Last Service : 5/14/2025 Previous Odom : 45657 Current Odom : 45657 Elapsed: 0
Labor Requested | Part SubTotal Extended
Diagnose air condifioning system 60.00
Symptom: Airconditioning isnotcooling properly
AMC Recharge & Leak Test System 60.00
Brake Inspection 36.00
Lube, Oil & Filter LABOR 6.50
Parts Subtotal 4259
Revision # 1, Previous Estimate Amount: 14586, Additional Cost: 62.96, Revised Estimate 208.82, Parts: 51599 Labor: 542.50 Sublet 50.00 Taxes & Fees
51.47 Authorized by - White, James, Date - 6/12/2025, Time - 11:56 AM, Initiated By - Shop

Current Page No.: 1 Total Page MNo.: 1 Zoom Factor: 100%

Note: You may also increase/decrease (zoom) the preview size by changing selected in the top line
icons as shown

| Mitchell 1 TeamWorks SE

3
| P
| o Mark this orger s prntecz | 4+ Next you will be prompted to mark this Repair Order as Printed.
| 5. Click on Yes to mark this Repair Order as printed.

Assisted Basics - 19



Note: Marking the Repair Order as 'printed’ triggers two important things:

Sets Time/Date In field (visible in WIP Detail) as start of actual work.
Parts become Committed and visible to Pick List / Purchase Order process. You don‘t have to
actually print to paper; automated setting TIP shown below.

Tip: It is also possible to automatically Mark All ROs As Approved/Printed in the Screen View
settings under Configuration > Shop Data. This time-saving setting bypasses the RO “printing”
steps as shown previously. You will want to enable this feature now f your shop doesn’t typically

print Repair Orders.

During the Convert Estimate to R.O. sequence, you'll be prompted for printing a Technician Worksheet.

Mitchell 1 TeamWorks SE

X

o Do You Want To Print a Technician Work Sheet?

6. Choose Yes to preview the Technician Worksheet. This worksheet includes details on services to
be performed and space to record inspection findings.

Note: You cannot print the worksheet in SE Demo Mode, ordinarily you would print a copy for the

Technician

REPORTS

(m) x

) 1 n
Main Report

i

SAP CRYSTAL REPORTS®

Technician Work Sheet Service Writer :

Print Date: 6/12/2025

Home B888-724-6742
Inspection Date

1 ast Service © 5/14/25
Current Odometer : 45,657
Previous Mileage 45,657
Elapsed Mileage 1]

5/08/25

2018 A -NSXAWD :
cure Hat #: Repair Order #
VIN#: Color = 008776
Engine:  3.5L,V6 (213Cl) VIN(Not Available) Location :
Lic#: 2BTX143 Lic. State: CA
White, James Schedule - 6/12/25 10:00 AM

Promised Date
Status
Unit #

Trans :

Brakes

Manufacture Date

6/12/125 500 P M.

9 speed Automatic DCT MBHF
4-Wheel ABS
5/08/25

Part Number Part Description

Part Location

FREON

DDGIS
T 10wd0c

Labor Description

Freon
Qil Filter - Fram Double Guard
Eng Oil - 10w40 Castrol

Qty
10
1.00
4.00

Charged Hours

Diagnose air conditioning system
Symptom: Air conditioning s not cooling propery
Technician: Charbonneau
DA/C Recharge & Leak Test System
Technician: Charbonneau
:[Braka Inspection
Technician: Charbonneau
Lube, Qil & Filter LABOR
Change Oil & Oil Filter

Technician: Charbonneau

1.00

1.00

0.60

| —

NUT ODOMFETER -

Tatal Hours Charned -

Current Page No:: 1 Total Page No.: 1

Zoom Factor: 100%

You can close the window by clicking the X in the right corner of the screen.

Note: Invoices use the same # assigned during R.O. An INV can be changed back to an R.O. if last
minute items are added.(Configurations > Shop Data > Default Settings tab option)

NEXT: Converting a Repair Order to an Invoice
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Converting the Repair Order to an Invoice

[@&w|[=w][ Once the repair has been completed, you will need to convert the Repair Order to
! *- an Invoice.

Estimate 44.4:

1. Click on Convert to Invoice (Alt + O) (lower LH corner of Order screen). You are

asked to confirm your request.

Ready

Are you sure you want to convert this Order to an Invoice?
| All parts on this Order will be confirmed. |

Options

l

2. Click on Yes (press ‘Y’ or Enter) to confirm conversion from R.O to an Invoice. Program
confirms parts previously committed to the order were installed and subtracts them from
inventory where applicable.

The Invoice screen looks exactly like the R.O. screen; the only difference is that it now
displays as Invoice #.

B Mitchell 1 TeamWaorks SE — [m] X
File Edit =Wiew Configurations  Utilities  Inventory  History  Training Videos CRM  Help

AP ) 7 [&= &"l E-,l cme @ w @ g} O™

W I.P. Quote New Counter  P.@.s  Inventory Schedule  Text Users  Reports Owner  Forum Setup  Howto Repair Info  SocialCRM

”Whl‘.& James 2018 Acura NSX 3.5LVG(213CN) VIN(Not Available) Lic: CA 2BTX143 Home: 888-724-6742

[ | Order [ History Invoice # 008776
Parts Labor Notes Sublet Symptom Jobs PartKit Promos Estimator Maint. Fluids TSBs Print LOF
| Written By  <none> ~ Hat# Ref# Odometer - Prev. 45857 In 45657
Promised = 6M2/2026 [~ |500PM - | Source | <MNone> - Engine Hours - Prev. 0.0 In 00 Out 0.0
Order Hrs:  2.80 Driver: <Hone> Row Colors

v Type Description Hours Rate Part # Qty | Cost sale Price Total Tech = @
~ Diagnese air conditioning system E -

Labor Diagnose air conditioning system 1.00 $50.00 £60.00 $60,00 Charbonneau, Wa... ACfHeating/C

Labor AJC Recharge & Leak Test System 1.00 $60.00 $60.00 $60.00 Charbonneau, Wa... AC/Heating/C

+  Part Freon FREOM 1.00 $12.00 $24.00 $24.00 $24.00 Diverde, Nick AC/Heating/C

||| Total: $145.86 Parts: $24.00 Labor: $120.00 Tax: $1.86 Category: AC/Heating/Cooling - 0.00% | Est: $145.86

~ Brake Inspection - 4X4

New Job | Quick Menu | 4 >

|
|
@Rey | WA ey || N ||:zzz.¥.]
Parts Labor Sub Total Haz Mat. Supplies Tax Total Inv. Bal
Invoice 42.99 162.50 205.49 0.00 0.00 333 208.82 208.82
Estimate 42.99 162.50 205.49 0.00 0.00 333 208.82
Pay/Post Invoice Parts Ordering SocialCRM Details Options View PO Worksheet Share w Print Exit
|
Ready miskearly ~ Manager SEDemo | 0.20.4481 @ TM U}

Before we advance to Pay & Post phase, try two WIP Options with this Invoice.

3. Click on Exit (or press Esc) to return to the Work-In-Progress screen.
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Work in Progress Screen

The *‘WIP’ screen provides access to all your current shop estimates, You (T =
repair orders, and invoices. The grid area of the screen contains E’E
pertinent information about the order and is configurable to suit your SE Wideo Training
shop’s needs. This is the screen that should be open when you are

not working directly with a specific order.

TIP: Use the Up/Down arrow keys and press ENTER as a shortcut to select any EST/RO/INV/SO
item to open up on Order screen. When finished, press ESC key to return to the WIP screen.

a The WIP screen provides various tools for working with and making updates to orders.
| Two of these options, Appointment and Order Detail are discussed below:
WL, 1. Click the W.I.P button to open the Work in Progress screen.

2. You will be looking for the Invoice for a 2018 Acura NSX.

Note: You can sort the Work In Progress grid by clicking on any heading. The grid is ordered in
Ascending order. Click again to re-sort the grid in Descending order.

The WIP screen provides various tools for working with and making updates to orders. Two of these
options, Appointment and Order Detail are discussed below:

1. Click the Vehicle column heading Twice to reorder the grid by Vehicle in descending
order.

2. Select the order for James White, 2018 Acura NSX.

3. Click on Appointment to view scheduling details for this order in the Appointment Editor.

(;’E Mitchell 1 TeamWorks SE - (] X
File Edit ~Wiew Configurations Utilities  Inveniory History  Training Videos CRM  Help
» 4] &
t, =) EE:@ Eﬂ a‘ Ezl c::;e @ ﬂﬁ @
W.LP. Quote Nev Counter P.0s Inventory Schedule Text Users Reports  Owner  Forum Setup Ho TInfo SocialCRM
Type e 2 Number Licanse Color Vin Vehide - ogress | Sched Promised
Ir 0 25TX143 2018 Acura NSX 05/8/2025 09:30 AM (4.20 hrs) - OPEN 5/8/2025 5:00:00 qu-
RO 28TX143 2018 Acura NSX 04/24f2025 12:00 PM (4.20 hrs) - OPEN 4{24/2025 5:00:001
BC123 2013 Chevrolet Impala LS 1232024 03:00 PM (2.00 hrs) - OPEN 12/3/2024 5:00:00 1
RO 008769 Jones, John 2ABC123 2013 Chevrolet Impala LS 11/29/2024 8:56:52
RO 008758 Jones, John 2ABC123 2013 Chevrolet Impala LS 10/9/2024 03:00 PM (2.00 hrs) -CLOSED  10/8/2024 5:00:001
EST 002345 Rojo, Beth [s[e) (8hX) (0)6) 2000 Ford Mustang 01/4/2007 02:00 PM (1.50 hrs) - OPEM 1/4/2007 5:00:00 PI
EST 002274 Read-Me, First CLICK HERE 2000 Chevrolet Blazer 5 11:26 AM (0.00 hrs) - OPEN 10/27/2005 5:00:00
EST 002270 Ingerson, Ralph FLATSS 1998 Audi A5 Quatiro 10/26/2005 08:54 AM (10.00 hrs) -OPEN | 10/256/2005 5:00:00
RO 000493 Sellick, Tom BIG G VIN 1996 Ford Explorer 10/20/2005 09:04 AM (1.40 hrs) - OPEN 10/24/2005 5:00:0C
RO 000598 Blacklege, Glen 1995 Chevrolet 510 Pickup 09/22/2005 02:55 PM (0.00 hrs) - OPEN  9/22/2005 5:00:00 1
RO 000465 Tag, Pete Y2123 1995 Chevrolet Blazer 10/17/2005 09:11 AM (7.30 hrs) - OPEM 10/21/2005 5:00:0C
CSALE 000602 Jensen, Tom 234AGC 1994 Nissan 300ZX G5 12/12/2006 5:00:00
RO 000474 Hammel, Charlie ZTLG113 1994 Honda Accord DX 10/12/200501:26 PM (14,70 hrs) -OPEN  10/17/2005 5:00:00
50 000557 Fisher, Pegay SAYHOY 1993 Mercury Capri 09/22/2005 05:00 PM (0.00 hrs) -OPEN  3/22/2005 5:00:001
RO 000483 Fisher, Peggy SAYHOY 1993 Mercury Capri 10/10/2005 08:35 AM (4.90 hrs) - OPEN  10/25/2005 5:00:00
RO 008783 Labelle, Patty FDK 895 3FAPP15]3MRI72228 1992 Ford Escort LX 11/15/2006 02:50 PM (11.00 hrs) -OPEN  11/15/2006 5:00:00
NV 000604 Harkins, John 234ABC VINNUM6 565656565656 1991 Toyota Pickup SRS 10/12/2005 05:41 PM (.45 hrs) - OPEN 10/12/2005 5:00:0C
NV 000601 Harkins, John 234ABC VINNUM6 565656565656 1991 Toyota Pickup SRS 10/2/2005 11:38 AM (9.45 hrs) - OPEN 10/2/2005 5:00:001
RO 000600 Harkins, John 234ABC VINNUM6565656565656 1991 Toyota Pickup SRS 10/2/2005 11:32 AM (8.05 hrs) - OPEN 10/2/2005 5:00:00 1
RO 000593 Harkins, John 234ABC VINNUMG565656565656... 1991 Toyota Pickup SRS 08/22/2005 05:16 PM (5.30 hrs) - OPEM 9/22/2005 5:00:001
EST 002213 Harkins, John 789GHL 1991 Toyota Pickup SR5 10/20/2005 10:08 AM (7.48 hrs) - OPEN 10/24/2005 5:00:00
RO 008785 Mack, Peter MACKONE 1991 Dodge Dakota 10/12/2021 8:49:17
EST 002281 Mack, Peter MACKONE 1991 Dodge Dakota 10/27/2005 10:13 AM (1.00 hrs) - OPEN 10/31/2005 5:00:00
NV 008743 Diez, Dito DITOD 1990 Toyota Celica GT 11/20/2006 11:25 AM (0.00 hrs) - OPEN 11/20/2006 5:00:00
RO onn47s Niez. Nitn nron 1990 Tovnta Celica GT 10/31/72005 10:06 AM (.75 hrs) -OPFN | 10/31/2005 5:00:00 ~
M4 4 4 Record1of44 » WM+ ¥ X 4 3
Row Color Definitions
Reset Layout Columns Send Text Purge Ests Display Payment Post Detail Order
Ready miskearly ~ ManagerSEDemo | 9204481 | TM
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https://www.youtube.com/watch?v=V0AaqwJjKRU

B —— — — — — _— S— — - — S -

| 5/8/2025: White, Jame: _ - %

- =9 -
| @ = y | Auto Adjust End Time b4
SRGEEX> =
| | Match Drop-Off to Start Time
Save & Delete Open Cancel Send

Close Order &4 Reminder | Mone - Text v

Subject White, James

Drop Off  05/08/2025 09:30 AM Scheduled Hours:  4.20 Order Hrs: 4.20 Appointment State  Open (OPEN)

<

Promised @5/ 82025 5:00 PM Service Advisor <None>

Starts | 5/ 8/2026 [G~ ||9:30AM - Technician Charbonneau, Wayne
Ends | 5/ 82025 [J~ ||1:42PM ~| [_] All day event Resource <None>

< || ¢

<

Ooood

Shop Comments Customer Comments/Special Requests
Customer - White, James Vehicle - 2018 Acura NSX
Phone: (Home) 888-724-6742 -~ Prefers: <MNone> b 0 Recommendations
Email: jwhite@cox.net VIN: =
Company: — License Plate: 2BTX143 Color:
Engine:  3.5L, V& (213CI) VIN(Not Available
Address: 1544 Kingsland Way Q. ! ¢ ) o )
Poway, CA 92064 Unit #:
Hat:
Membership#: — Odometer In: None

Yearly Mileage: -

| Job Hours: 0.00 Source: <MNone> Category: < None > Jobs:

Description

—d

Look over the various options available for scheduling then click Save and Close or X to close
the scheduler. Visit https://kb.mitchelll.com/articles/id-803/ for detailed information on working
in the scheduler.

WIP Detail includes several fields to update.

4. Click Detail (or right-click mouse on that order). With White James still highlighted,
update the status of details.

Appointment Payment Post Detail Order

5. Click Detail to display details of Invoice. (Smith, Will)
Update these WIP Detail fields:

o Status: Completed
e Location: Front Lot
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Woark In Progress Detail

u te Fields
Invoice D0B7TT2 | pa
! Status
|Com pleted e |
Mame White, James -
License 2BTX143 (CA) Location
Year/Make/Model 2018 Acura NSX FTDI'It Lot - |
Service Writer Hat # Reference #
Phone Numbers Time/Date In Promised Time/Date
Home Ext. 051312025 2:32PM [~ | 0508/2025 5:00PM [~ |
8887246742
Completion Time/Date
Schedule Start Schedule End
5/8/2025 9:30 AM 5/8/2025 1:42 PM Appointment

Repair Order Printed

Invoice Printed

Print Worksheet

cons |

6. Click on OK to save.

The WIP screen is visible again with Invoice (White, James) highlighted.
7. Double-click (Alt + O) to open the White Invoice again.

NEXT: Apply Payments & Post the Invoice
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Apply Payments & Post the Invoice

James White is here to pick up the vehicle and you will now complete the order cycle by collecting
payment, printing a finished invoice and posting it to History.

[
File Edit View Configurations Utilities Inventory History  Training Videos CRM Help
] d [ -
y allla BEaSFS® O ©*
Z0 = ﬂ‘ r Change g}‘ a
W.LP. Cuote New  Counter  P.@.s  Inventory Schedule Text Users  Reports  Owner  Forum Setup  Howto Repair Info  Social CRM
|’Whi:& James 2018 Acura NSX JEL VG (213C1 VIN(Not Available) Lic: CA 2BTX143 Home: 888-724-6742
[ [ W 2ee Payments ] Invoice # 008776
Parts Labor Notes Sublet Symptom Job Customer Name  White, James Print LOF
Ch d Bal .00
Written By  <none> ~ | Hat# arged alance o In 45657
| Credit Balance 50.00 -
Promised | 61212025 [~ | 5:00 PM - | Source |— _ In 0.0 Out 0.0
— Charged Balance does NOT include this Invoice. — —
Order Hrs: 2.80 Driver: <N Row Colors
Invoice Amount 208.82 I:\ Print Receipt
vy Type Description H Amount Paid 0.00 Total Tech Categor F @
Invoice Balance 208.82
- Diagnose air conditioning system E -
Labor Diagnose air conditioning system lie 61212025 B~ | $50.00 Charbonneau, Wa... AC/Heating/Cooli...
Labor AJC Recharge &Leak Test System Payment Type Visa = £50.00 Charbonneau, Wa... AC/Heating/Cooli...
+ | Part Freon Payment 208.82 $24.00 Diverde, Mick AC/Heating/Caoli...
||. Total: $145.86 Parts: $24.00 Labor: Check i Reference # 0.00% | Est: $145.86
- Brake Inspection - 4X4 Authorization # 553163| H
Labor Brake Inspection ] $36.00 Charbonneau, Wa... Brakes
il Total: $36.00 Parts: $0.00 Labar: 0.00% | Est: $36.00 7

3

MNew Job | Quick Menu 4 1 L

| WA Il m Ilml History Pay Cancel

Parts Labor Sub Total Haz Mat. i Tax Total Inv. Bal.
Invoice 42,99 162.50 205.49 0.00 0.00 333 208.82 208.82
Estimate 42.99 162.50 205.49 0.00 0.00 333 208.82
Pay/Post Invoice Parts Ordering SocialCRM Details Options View PO Worksheet Share w Print Exit
Ready mskearly Manager SE Demo 9.2.0.4431 TIM :’;

To Pay/Post Invoice:

1. Click on Pay/Post Invoice (Alt + O) at the bottom left corner of your screen to open the Apply
Payment window. The Invoice Total is automatically entered for you as the Payment.

2. Enter Payment Type: 'V’ selects
(Visa) + Authorization #: 558163

Note: The Authorization # is filled in automatically with shops with Integrated Payments.

3. Click the Pay button.

Note: Default payment type is selected in Shop Data Setup. Payment Amount = defaults to INV
balance due. Print Receipt is optional

Post Invoice 4. When the Post Invoice dialog box displays, click on Yes (*Y’ or Enter) to
continue.

i o Invoice has not been printed! |

| Post anyway? | TIP: When work is completed but customer is not there to pick up the
vehicle, post the invoice as Charge to keep the invoice off of your WIP

No screen. Then use Batch Payment (F5) when they arrive to pay the Invoice.

The system will automatically display the Posting Date dialog window below.
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Posting Date *

r

Post Order With This Date..... 5/14/2025 @~ |

@ Print Invoice before posting? cancel

5. Click to place a check in the Print Invoice before Posting checkbox. This box only needs to be
checked once; the system will remember this preference.

Click on A to continue the process of Printing and Posting.

Depending on system settings, there may be further Validations; just click on (or press Enter) for
this exercise and continue to the print preview.

Invoice Validations x
Warnings......
"Writtenby' notentered.....coevnvvssnnsnrssnannss <none> v
'Inspection Date' is priortotoday'sdate ............coviinnnn. | 5/ Bi2025 B~ |

Cancel Print Continue Print

Note: Once comfortable with the program, you may go to Configurations — Reports/Printers area
and turn off Default Print to Screen option to skip preview steps in the future.

8. You are prompted to Mark this order as completed. Click Yes.

Mitchell 1 TeamWarks SE L

o Mark this order as completed? |

The Print Preview displays what your final printed invoice would look like.
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Print Preview

ae & DD a0

Print  Quick Scale Orientation  Size
Print e v e
Print Page Setup
Parameters £ X
Indude Header ‘fes -
Indude Comment Yes -

Indude Signature Line
Show Labor Hours
Show Part Numbers
Printin Color

Show Revisions on TNV

Show Technidans

‘fes

II
]
K

C

No

‘

—

o

]
‘

‘fes

II
]
K

C

Show Labor Rate Mo -
Show Date Printed Yes -
Show Symptoms ‘fes -
FrTE R

Page 10f 1

9. Click the X to close the print window. The Invoice is closed into Order History and you are

Job View Invoice

L3 2, Zoom Out #1] Page Color ~ = e
W Q, Zoom
Find Thumbnails Bookmarks Eding =~ First Previous Next Last Many Pages Watermark Close
Fields Page Page Page Page &, Zoom In D Fisman @‘ -
Navigation Zoom Page Background Exp.. Close
Forward Thinking Automotive Invoice # 008776
~ Original Est # 2370
1115 Main St .
Beverly Hills, CA. 90210
Phone: 858-391-5000 Fax: 858-555-1312
Invoice [EX)Balance Due: $0.00
‘White, James 2018 Acura - NSX Work Complete: 06/12/2025
1544 Kingsland Way 3.5L, V6 (213CI) VIN{Not Available) Service Advisor:
Poway,CA92064 VIN: License Plate: 2BTX143 CA  Customer ID 6199
Home: 888-724-6742 Odometer: In 45,657 Printed Date: 06/12/2025
Type Description Qry/Hr Sale Total
Diagnose air conditioning system $145.86
Labor Diagnoseairconditioning system 1.00 hr $60.00
Symptom: Air conditioning is not cooling properly
Labor  A/C Recharge & Leak Test System 1.00 hr $60.00
Part Freon 1.00 $24.00 $24.00
Parts: $24.00 Labor: $120.00 Tax §1.86 Totak $145.86
Brake Inspection - 4X4 $36.00
Labor  Brake Inspection 0.60 hr $26.00
Parts: $0.00 Laber: $36.00 Tax: $0.00 Totak $36.00
Lube 0Oil Filter 4 Qt $26.96
Labor  Lube, Oil & Filter LABOR 0.20hr $6.50
Change il & Qil Filter
Part Ol Filter- Fram Double Guard 1.00 §12.99 512,99
Part  Eng Oil - 10w40 Castrol 4.00 $1.50 $6.00
Parts: $18.99 Labor: $6.50 Tax: §1.47 Totak $26.96

[«1

returned to the WIP screen.

W00% - ——F—— +

Posting the Invoice permanently removes it from Work in Progress but the Invoice is
permanently stored in Order History for future reference.

How to find the James White Invoice in the History file:

10. Go to Utilities menu, select Find History Record (press F4 key).

[ >

[-]
|[+]
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Find History Record m] X

[ e I e

Invoice # 8772 Posted Up To:  |Wednesday, May 14,2025 [~ | (] save Search
Invoice Posted Date Printed Date Name Vehicle Amount |
008772 05/14/2025 05/14/2025 White, James 2018 Acura NSX Base 299.85 I
008767 10/08/2024 10/08/2024 Jones, John 2013 Chevrolet Impala LS 60.00 |
008766 10/19/2021 10/19/2021 Gannon, Pat 1978 Nissan 280Z 20.00 |
008762 10/07/2021 10i07/2021 Jones, John 2013 Chevrolet Impala LS 163.96
008757 12/15/2006 12/15/2006 James, Jesse 1994 Toyota T100 DX 633.22
008754 12/15/2006 12/15/2006 Allen, Torren 1991 Nissan Maxima SE 630.61
008755 12/14/2006 12/14/2006 Bollig, John 1990 Dodge Shadow Base 600.00
008753 1211212006 1211212006 Miller, Jeff 1989 Chevrolet Pickup C1500 600.00
008752 11i28/2006 1112812006 Dahl, Charlie 1987 Toyota Land Cruiser 189.70
008751 11/2412006 11/24/2006 Johnson, Tina 2001 Cadillac DeVille Base 63.23
008747 11/20/2006 11/20/2006 DeFilipo, Robert 1989 Chevrolet Suburban R1500 119.25
008756 11/05/2006 11/05/2006 James, Jesse 1994 Toyota T100 DX 600.00
000495 0872005 09i17i2005 Counter Sale 122.11
000522 09/15/2005 09/15i2005 Mullan, Robert 1985 Ford Pickup F150 93.58
000494 08/13/2005 09/13/2005 Winn, Billy 1989 Nissan 300ZX Base 501.17
000467 08/13/2005 07/14/2005 Jensen, Tom 1994 Nissan 300ZX G5 421.41
000497 08/13/2005 09/13/2005 Dahl, Charlie 1978 Volkswagen Beetle 131.81
000498 09/13/2005 09/13/2005 Dahl, Charlie 1978 Volkswagen Beetle 138.62
Cancel
O S - - S _ S F

11. The White, James invoice should be the top entry in the grid. Double-click on the invoice or click
View Record to open history for the customer.

This allows access to view Detail, Print or Un-Post an Invoice.

File Edit View Configurations Utilities Inventory History  Training Videos CRM Help

ﬂ
W.LP. { Parts Labar ‘ Notes m
White, James = _ — invoice | oosrze] [

Labaor tem - VIEW (No Changes Saved!) X (m]

!

White, Jame |
2018 Acura Work Diagnose air conditioning system|
Out
! . Requested 45657 E
bioplay{ | Z9TX143 - oo] ow
CA Work
Performed
Type omer
INV v | Type D Price Total Ell , Jame|
INV _ . — . I, Jame|
— | ~ Diagnose air conditioning sys| : “ F
Labor Diagnose air cmi 860,00 Charl
Labor AfC Recharge & Charged Hrs  1.00 Category | ACHeating/Cooling = §50.00 Charl
+  Part Fi 24.00 $24.00 Divi
il reen LaborTotal §  60.00 Account | Labor Revenue = _$ e
Total: $145.86
ih $ Est.Parts$ 0.00
+ Brake Inspection - 4%X4 _ - _ _ H
[ Non-Standard Labor Rate [_] No Commission [_] Fixed Commission
Labar Brake Inspectiof | — — — $36.00 Charl _
4 — Technician Pay Hours Act. Hours Comm. ™ b
= Charbonneau, Wayne 1.00 1.00 Var. =
Par - | Tax Total
Invoice a2 2 | <Kane> o0 o0 var. | 333 208.82
Estimate 42 3 | <None> 0.00 0.00 Var. 333 208.82
Totals for Technician(s) 1.00 1.00
Copy to Clipboard Tax Cust Type Symptom Cancel Fax Print Done
Uin-PostHmiere Search Criteria: None Email Print Search Exit

Ready miskearly Manager SE Demo 9.2.0.4481 TIM e

12. Select the first line item Diagnose air conditioning system and Detail to view the Details of the
line item (Labor) from the Posted Invoice in History.

Note: This step is for informational purposes only.

13. Press your Esc key to close the labor item and then Esc again to close History Detail. (Clicking
Done or the x on the dialog box closes the window as well.)
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Entering Recommendations

The Recommendations field is provided to enter service or repair needs Yool D
identified for customer’s vehicle. These findings are typically written on Tech

Worksheets and returned to the Service Writer for entry. This information will m E’E

be displayed within the Vehicle Screen as a reminder of noted repair needs, not ~ SEVideo Tralning
performed as yet.

NOTE: Revisions for storing actual work details will be discussed after this.

1. Click on the New button (F6) type ja in the First (name) field and select James, White (any name

will do)

2. Click on Vehicle (Alt + V) tab.

BB Mitchell 1 TeamWor

File Edit =Miew Configurations

&)

WYILP. Cuote New

VIN

License

Year | Make
Model

Body Style
Engine / Fuel

Transmission

Driver
ViewiEdit

Recommendal
Date

Vehicle Notes

ks SE - (]
Utilities  Inventory  History  Training Videos CRM  Help
: ' % o
a s BESPSOr 0 BOF
) = ‘ r Change gjf"
Counter  P.@.s Inventory Schedule Text Users  Reports  Owner  Forum Setup  Howto Repair Info  SecialCRM
[Whit& James 2018 Acura NSX 3.5LVG (213C1) VIN(Not Available) Lic: CA 2BTX143 Home: 888-724-6742 ‘
Vehicle Order Revision History Estimate # NEW
=1 >
Recommendations [m} X E
2 g
PP ———— 12/2025 =
Date Recommended | 611372025 [~ | FollowUp Date e g
Clear FollowUp Date w657 =
Date Work Needed EH 3i2025 EH~ Create Future Appointment (@ o
Work Recommended .34
Standard Notes -~ Revision ~ | Category <none> ~ 18.67
18.67
|
2025 [~ |
2025 [I~ |
B Add
Edit
Delete
Tax New Type SocialCRM Details Next Exit

Ready

miskearly Manager 5E Demo 9.2.04481 TIM <)

3. Click on Add in the Recommendations section to begin entry of your first Recommendation.

e Today’s date (default) is fine; use drop-down calendars or type dates if desired.

TIP: Date Work Needed is usually same as Date Recommended; it is provided to input
repair needs to be completed by future date (30 days later, etc)

e Category: Select Automatic Trans/Transaxle.

e Type: Test drive: shifting not smooth; perform trans service 1st.

¢ Uncheck the Create Future Appointment checkbox (if checked) as we don’t want to
schedule the appointment yet.
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| Recommendations a *

Date Recommended | 61312026 [~ | FollowUp Date

Date Work Needed | 61312025 B~ | Create Future Appointment [

Clear FollowUp Date

Work Recommended
Standard Notes -~ Revision ~ | Category Automatic Trans/Transaxle ~

Test drive: shifting not smooth; perform trans service 1st|

4. Click OK in Recommendations to save your first entry and proceed to begin entry of the second
recommendation.

Note: By creating separate Recommendations for each identified repair issue, your follow-up
marketing can be more precisely focused and you streamline the process of adding individual
repairs when the customer only wants part of the recommended work completed. The requirement
to include a Category as a filter is part of this approach.

5. Click on Add button (Alt + A) again to enter a second Recommendation.

6. Press the Tab key to move down to the Category field. Scroll down the Category list and
select Brakes. Type: Test drive: poor hard braking; perform ABS Brake inspection.

Recommendations ] X

Date Recommended | 6132025 [~ | FollowUp Date
. — Clear FollowUp Date

Date Work Needed | 6/13/2025 E~ | Create Future Appointment | |
Work Recommended
Standard Notes -+ Revision - | Category Brakes i

|
Test drive: poor hard braking; perform ABS Brake inapection]
|

7. Click OK to save this Recommendation.

The two recommendations display.

Date Need by Description
6/13/2025 6/13/2025 Test drive: shifting not smooth; perform trans service 1st.
6/13/2025 6/13/2025 Test drive: poor hard braking; perform ABS Brake inspection.

Tip: Saving Recommendations as Standard Notes saves time. To create and store repeatable
Recommendations text, go to Setup - Standard Descriptions - Notes tab. It will still be necessary
to select Category when applied to vehicle.

All recommendations will be listed within the Vehicle screen as shown above. When tab is green,
it indicates Recommendation(s) are on file for this vehicle.
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2013 Chevrolet Impala LS 3.6L,V6 (217CI) VIN(3) Lic

Note: The Vehicle tab will not turn green until you actually leave the Vehicle screen.

On future service visits for this vehicle, this visual reminder will also appear when a new order is
started:

End of the Assisted Program Basics section

This concludes the assisted portion of management training. Users should continue with the Self-
Instruction portion of the book to learn more about the software and about additional help and
video training options available to help you become a Shop Management software power user..
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Self-Instruction

The Assisted Training portion of this workbook gave you the basics on the program workflow
from Estimate through Invoice as well as the process of creating and adding vehicle-specific
recommendations to an order. The Self-Instruction sections of this workbook delve a little
deeper into important subjects like adding parts to the Inventory List, Creating Canned Jobs, and
Scheduling.

Help/Training Video Resources

Before launching into the self-instruction portion of this guide, please take a moment to
familiarize yourself with the help/and Training Video resources that are readily available to you
within your management system.

e The How do I link under Training Videos
provides access to more than 100 training

Training Videos CRM Help

videos covering every important program
function.

How do |... Help Files Index

Documentation

L
ext Users  Reports

e The Help menu provides access to the Help
Files Index (Home Page) and
Documentation (Document Central) which
includes the most current versions of the

Check for Updates
About Manager SE Demo

Activate Products

program workbooks and other guides for
working in the shop management system.

e Finally, context-sensitive (F1) help is available within almost any of the management
system screens and dialog boxes. What this means is that you can access help that is
specific to what you are working on simply by pressing the F1 key. Also, if there is a
training video available for the screen you are in, a link to it will be provided at the top of
your help screen.

v @ Shop Management Help Center X + = (m} % l
c 23 managerhelp.buymitchell1.net/Schedule.htm L d & D @
28 @ Google @ Apple == Customer Login|In.. [ Control Panel @ Login | FreshBocks @ phplist = phpList = » 3 All Bookmarks
KnowledgeBase | Forum | Contact Us | MiFiles | Documeants ]

Shop Management Online Help

Help Contents Scheduler Overview
Expand All | Contract All

(T Tube]

SE Video Training

Scheduler displays an electronic calendar,

> Mitchell 1 Training Videos available for service appointments and

» ShopKey Training Videos shop events. An appointment editor is used to select existing customers or to provide entry screens for new
* Work In Progress customers. Scheduler may be left open on a 2™ monitor if available. Watch the Scheduler Overview video
* Schedule first (above) to learn about the Scheduler and customization options available. Changes made are also

% Estimates, Orders, Invoices remembered for future usage by User profile selected from any SE shop PC.

N SECRTIT o Scheduler Options video (Step 1) should be viewed next to learn how to set "Regular Business Hours',

> Order Revisions “Hours Visible on Schedule’, “Auto Adjust Appointment Time, "Drop off Time’ and setting up Holidays. Then
4 Order Panels watch Technicians Setup (Step 2) to see how to configure each technicians hours available. Then watch
=4 Menus Add/Edit Schedule Statuses [States] (Step 3) to view system entries and how to add your own.

Ca Setup Continue on with Add/Edit Schedule Resources (Step 4).

(4 Inventory and Purchasing Scheduler User Guide "—\
Promotions | j.“‘ T
= For more detailed printable (PDF) instruction on using the Scheduler in a User H } -

Ranarts

Now that you have reviewed the basic online help options, we’ll continue with the Self-Instruction
tutorial exercises.
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Adding a Part to Inventory

The Inventory List screen has two primary functions:

Searching existing Part records

Entering new Part Records

Youl [T

L

SE Video Training

The SE Search function is used to find existing parts and add them to an Order or Revision; it also
serves as an input screen to add new part records that can be applied to orders repeatedly.

1. Click on the Inventory icon.

2. Click on Add (Alt + A) to begin the new part entry process.

e Part No.: 70-5YR
e Part Code: bat [auto-fills Description + Category]
e Re-Order Point: 1
e Stocking Level: 3
¢ OnHand: 2
¢ Last Cost $: $43.60 (Note: when your Price/Markup Matrix has been completed in Setup,
the Price will calculate automatically.)
i
File Edit View Configurations Utilities Inventory History  Training Videos CRM Help
o G B & l%o E o gl . @ &
W.LP. Cuote Mew  Counter P.O.s  [linventorydSchedule  Text Users  Reports  Owner  Forum Setup  Howto

Search Criteria: Add New Part

Vendor

Category
Manufacturer
Part No.
Description

Size

Descriptio

l Part No. T70-5YR I

| Partcode | i |

Description
Size
Manufacturer
Category
Account
Location
Attached

Comment

Battery

PreviNext Part

<none>
Battery

Parts Revenue

O New Part
O used
_) Rebuilt

Last Paid
Last Sold

Average Cost
Total Cost
Total Price

On Hand

On Order

Committed

Last Cost§

Re-Order Point

Stocking Level

] Tire

Taxable

Alt Sale

Alt Parts

Sales

[C] No Commission
(] userEntered Price §
() Excise Tax

Fee

Price §
List$

Margin %

Cancel

mployee
» Technician Job Clock
> Electronic Fleet Integrations

Ready

m1skearly

a - -
Manager SE Demo

9.1.0.3253 TIM

3. Click on Vendor; select Interstate Battery (BATT) from list and click OK.
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http://youtu.be/HrjHEqXLz34

Vendars For This Part X

Vendor #1

Interstate Battery (BATT) e Detail
Phone: 619-569-7541 : 619-565-1212

Vendor #2

<none> R Detail

Phone:

Vendor #3

<none* ~ Detail

Phone:

Add Vendor Cancel

4. Click OK in the Add New Part dialog box. You are prompted to confirm the new Part.

| Manager SE

0 saving Part Mo, TO-5YR.

Continue?

5. Click Yes to complete the part entry process. The Inventory List screen displays the new part

record.
Inventory List O X
Search Criteria:
Vendor |<All> -
Category | <All> - Q
Manufacturer |<All> ~| Line Code |<All> -~ Clear
Part No.
Description
Size Limit results 1000
Part No. Description Size Line Code Price On Hand On Order Vendor
T0-5YR Battery 87.20 2.00 0.00 Interstate Battery
Print Copy Update Add Edit Delete Done

6. Click Done to close Inventory List screen.
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Creating a Part Kit

Utilities
Find Customer F3
Find History Record F4
Batch Payment F5
Late Fee Assessment

Check Profit Fi2

Part Kits

Part Kits save time by grouping any number of  youfff :
items that are frequently sold together. E’E

(Examples: tune-up parts, lift kits, etc). SE Viddeo Training

This exercise will create a ‘Radiator Hose’ Part Kit from part records
existing in the Inventory List.

1.From top menu, click on Utilities, Part Kits. This is whre you go to add,
edit, or delete a Part Kit. In this Exercise we will be adding a new Part Kit.

Part Kits 0O >

Search Criteria:
Category <All> i

Kit No.

Description Clear

Sort By:
© Part Number (_) Description

Number Description

Add Done

2. Click on Add (Alt + A) to open the Add Kit screen.
3. Enter/choose the identifying Kit information.

e Kit No.: 7202-Kit
e Description: Radiator Hose Kit
e Category: Belts & Hoses (type ‘B’ twice)

F

Add Kit (] *
Part Information: Price Information:
Kit No: T202-Kit |:| Use bundled pricing?
Description: Radiator Hose Kit
Category: Belts & Hoses ~
Part List
o Cost . Price
Gty Part # Description Prompt Cost Ext. Price Ext.

ud
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Now that you have named the kit, you will want to add some parts to it.

4. Click on Add (Alt + A) to open Inventory to add part to a new part kit.
Enter the following: Part No.: 7202

5. Click on Search (or press Enter).

6. Click on Transfer (Alt + T) to place a copy in the Part Kit.

-
Inventory List

Search Criteria:
Vendor <All>

Category | Belts & Hoses

Manufacturer |<All>

|PanNo. 7202 !

~| Line Code |<All>

Description

=

Clear

Size

Limit results 1000

L

Part No. Description Size Line Code Price On Hand On Order Vendor
T202 Radiator Hose 24.95 3.00 0.00 Rapid Fire Auto Parts
Tag Print Copy Update Add Edit Delete Cancel

a4

Note: The Program also automatically transferred two hose clamps that had been “attached” to the

radiator hose part record.

7. Click on Add (Alt + A) to open Inventory to transfer a 2" part into kit.Click on ‘Clear’ to add

a part from a different category.

Clear

With Category cleared, enter ‘anti’ in Description.

Click on Search (press Enter); ‘afcl/2 Anti-Freeze Coolant 2 Gal’ is located automatically.

Inventory List

Search Criteria:
Vendor |<aAll>

Category |<All>
Manufacturer |<All>

Part No.

~| Line Code |<All>

Descripti onI anti

'

Clear

Size

Limit results 1000

m} X

Part No. Description Size Line Code Price On Hand On Order Vendor
afc1i2 Anti-Freeze 1/2 Gal 11.90 4.00 1.00 Rapid Fire Auto Parts
T |
| Iransferl Tag Print Copy Update Add Edit Delete Cancel

10. Click on Transfer (Alt + T) to copy ‘afcl/2’ part record into the part kit. Add Kit displays with
transferred radiator hose, hose clamps and Anti-Freeze.
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A simple adjustment is required; change quantity of anti-freeze to 2 units.

11. Double-click on the Anti-Freeze line (or click Edit). The Edit Kit Line dialog box opens.

12. Change the Quantity to 2 (2.00) and click OK .

r
Part Information: Price Information:

Kit No: T202-Kit [:] Use bundled pricing?

Description: Radiator Hose Kit
Edit Kit Line X
Category: Belts & Hoses
Part
afc1/2
Eem Anti-Freeze 1/2 Gal
Cost§ 5.95
aty Part#
A s
1.00 | 7202 Radiator Hose
2.00 | 1012 Hose Clamp - No.| Quantity 200 prompton [J

If the kit is using Bundled Pricing, selecting 'Prompt
On Use' will have no effect.

Price

Total Cost

Add Edit Remove Cancel
[N

The Add Kit window displays with the adjusted Anti-Freeze quantity

prc

a

Edit Kit O *
Part Information: Price Information:
Kit No: T202-Kit C] Use bundled pricing?
Description: Radiator Hose Kit
Category: Belts & Hoses e
Part List
i Cost . Price
Qty Part # Description Prompt Cost Ext Price Ext

2.00 | 1012
2.00 | afe1/2

Hose Clamp - No. 12 No

Anti-Freeze 1/2 Gal No 5895 11.90| 11.90

| 100 7202 Radiatorbose  No 1610 1610 2495 2495
1.00 2.00 2.00 4.00

23.80

Total Cost Price

Add Edit Remove Cancel

52.75

13. Click OK in the Add Kit window to save your input work.
14, Click on Done (Alt + D) in Part Kits window to close.
The 7202 Kit is now included in the Part Kit list and ready to use.

TIP: Part Kits can also be used to manage part options when attached to Canned Jobs.
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Creating a Canned Job
W Canned jobs save time entering work onto orders by grouping Yol

. parts and labor that are used in repeated combinations. In
Find Customer F3 . . . . .
Find History Record  Fé this exercise, we'll build a canned job to perform a Cooling _
Batch Payment £ System Flush & Pressure check. St Video Training
faicteeiissessment 1. Using the menu bar at top of screen, click on Utilities, Canned Jobs.
Check Profit F12
S 2. From the Canned Job List screen, click Add (Alt + A) to open the Canned
Careaiane | Jobs creation screen. From the Canned Job List screen, enter the following:

e Job #: Flush-1

e Description: Cooling System Flush & Check

e (Category: Maintenance
3. Click Labor (Alt + L) to add labor content to the Canned Job.
4. In Order item entry — LABOR screen enter the following:

Work Requested: Flush Cooling System, Install New Anti-Freeze, Pressure Check.
Work Performed: Drain & flush radiator, inspect hoses & clamps. Add cooling
system lubricant. Add up to 1 gallon of coolant. Check thermostat and electric
cooling fan operation.

e Charged Hrs.: 1.2

Category: AC/Heating/Cooling

Account: Labor Revenue

Click on Save (Alt + V).

Canned Job List o
Order Item Entry - LABOR X
Search Criteria:

ned Jabs
Work Flush Cooling System, Install New Anti-Freeze, Pressure Check.
Job#  Flush-1 Heguesied
L Drain & flush radiator, inspect hoses & clamps. Add cooling
Deacimtoniy Cooling Sysiem Flush & Check Work system lubricant. Add up to 1 gallon of coolant. Check thermostat
Performed | and electric cooling fan operation.
Categor
gory | Maintenance || chargedHrs | 1.20 Category | AC/HeatingiCooling -
Year Al || LaborTotal § | 72.00 Account | Tabor Revenue =
Make Al Est. Parts §
Model Al [] Non-Standard Labor Rate [[] No Commission [[] Fixed Commission
(] Include in Quick Menu Pay Hours Technician Act. Hours Comm.
(] 1.20 Assign on WO 1.20 Var.
Time  Rate Description c]
Totals for Technician(s) 1.20 1.20

_ = - - —— 1-

This copies Labor item to Canned Job, keeping entry box open for next entry.
Now begin adding Part items to the Canned Job.
1. After saving the Labor item, click on the Parts tab to begin adding parts.
2. Inthe Order item entry — PARTS screen enter the following information:
e Part No.: afcl/2
¢ Quantity: 2

L

Self-Instruction - 38
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| Order ltem Entr}r PARTS

-
Anti-Freeze 1/2 Gal
Quantity 21
5.95 Vendor | Rapid Fire Auto Parts (RFAP) -
11.90 Manufact. | <none>
11.90 Category |Fluids/Sprays/Sealers -
Unit List § 0.00 Account |Parts Revenue -
QOH 4.00 Te
Margin % 50.0 Refilnv #
‘ [C] No Commission (] Fixed Commission Var.
| @ Inventory Part
(] Display Off
Inventory Tax Cancel Save

Click Save (Alt + V). This keeps the entry box open for the next part selection or entry.
Enter the following: Part No.: bar1l

Press Tab key and part details fill in automatically. (Quantity: 1 is fine)

Click on Done (Alt + D) to save the part and close entry screen.

The completed Canned Job displays.

o u kW

Note: We recommend that Year-Make-Model be left ‘All/All/All" so that the Canned Job Search
would always find it, no matter which vehicle is selected.

Canned Jobs ] X

Job#  Flush-1

Part Kits Attached to this Canned Job

Description Cooling System Flush & Check

Category Maintenance \/
Year All o
Make Al ~
Model Al v Add
() Include in Quick Menu
Time Rate Description aty Extended Sale Price List PartNo. MfgCode Tech Name =
1.20 60.00 | Flush Cooling System, Inst... T2.00 72.00 0.00 0.00 <None>
0.00 | Anti-Freeze 1/2 Gal 2.00 23.80 11.90 11.90 0.00  afci/2 <None>

0.00 | Additive - Cooling Sys Lub... <None>

---—-----_-_1

Parts Labor MNotes Sublet Estimator Total Sale Detail Exit

Click on Exit (Alt + X) to close the Canned Job list window and return to the screen you were working on.

TIP: Parts & labor items may also be copied and pasted into Canned Jobs from an existing Order or
Revisions sub-estimate.
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Writing a Counter Sale

Counter Sale provides a fast method to sell parts to walk-in W e
customers. This exercise will show you how to write a basic Counter
= Sale and (optional) how to add an existing Customer name to the
Counter  +ransaction.

SE Videa Training

Click on Counter (or press F11 key) to begin.
2. Click on Parts (Alt +P).

Type “wb1l”. A popup listing of all parts beginning with WB1 is displayed. Choose WB14 from the
list. (Part record details fill in)

4. Change Quantity: 2 and press tab.

'IEP Mitchell 1 TeamWarks SE = [m] x |
File Edit View Configurations Utilities Inventory History CRM  Help
P p P . -
& © E+|é|l% e @ F & p O @ & 3l @™
W.L.P. Quote New JCounter] P.Os Inventory Schedule  Text Users  Reports Owner  Forum Setup  Howio Repair Info_ SocialCRM
|NOCU5TOMER cSiiiulioltiduull
Customer Order ltem Entry - PARTS Invoice # NEW

oo | v et | N N

Counter Sale
WB14 Yl
Written By  <none>
Wiper Blade - 14" Triple Edge Refill
Order Hrs:  0.00
Time Rate Description Quantity 2.00 Category ~ TechName Cost IE'
0.00 | Unit Cost § i Wendor | Rapid Fire Auto Parte (RFAP) - None> <None> 0.00
Unit Price § 10.60 Manufact. |<none=
10.60 Category Miscellaneous i
Unit List § 0.00 Account | Parts Revenue =
QOH 3.00 Technician -
Margin % 50.0 Refilnv #
(] No Commission [ Fixed Commission Var.
(] userEntered Sale § B Inventory Part
[C) Display Off
4 | *
= 1 tory Tax Cust Type Cancel Save | Done I
OFeiy | R uapa Il AT Ilé@_-trl
Parts Labor Sub Total Tax Total Inv. Bal
Invoice 0.00 0.00 0.00 0.00 0.00 0.00
Check Profit Parts Ordering Payment Post Email Print Detail Cancel Exit
Ready m1skearly Manager SE Demo 9.1.0.3253 TIM o
% _ 4

5. Click on Done (Alt + D) to save part to the sale & close the entry screen. With the part added
to this Counter Sale, you could collect payment from this “Cash” customer, print an invoice and
be done.

Next we’re going to show how to add an existing customer’s information; this is useful for
tracking items with warranties, such as batteries.

6. Click on the Customer tab to access list of existing customers.
The Customer screen displays for this Counter Sale (no name included yet).

7. Click on Name (AIlt + A) to open the list of existing customers.

Self-Instruction - 40


https://youtu.be/j9tGXuLef90

BB Mitchell 1 TeamWorks SE = [m] X
File Edit View Configuratio Customer List %
4 4 q
ﬂ @\/ E+ £ [ |
W.LP.  Quote New  Cou g Display by
NO CUSTOMER E Last First : Company Balance Due © Customer H
— Dahl Charlie -
e Dariel Carney © Company
compens O N N R
Darrin Daniel
Last, First E Davidson Julie
Spouse g Davies Bart 1.00
Address g Dawson Gary
Zip, City, State N o Sam
Home 000- - ﬁ DeFilipo Robert
Derringer John
Office 000-__~__ g Deshane Manigue 32.63
— g Diez Dito
————— M oitman Wes
Epiniay —j; MM g Doe-Jones Jane 809.37
Dolf Norm
License Year g DUy Frank
B | ﬁ Duke Barbara New
E Dukmagian Barbara 88.93
Dwulet Doug Cancel
Dwulet Fred Hill Country Motor Tnn “
ﬁ Dwulet John 8.65 -
Company Balance Due
(Last, First) Mr. Darrin, Dan
Address 1902 S.Hy 121 916 Spring Valley, CA 92131
Dffice 619-816-3925 Ext: 363
Home 619-315-0842
Change Customer Tax
Ready mskearly Manager SE Demo 9.1.0.3253 TIM o

Select a name from the customer list and then click OK or just double- click directly on the name
itself, as this will also select it. You are returned to the customer screen with the Customers name
and info and his Vehicles displayed.

Note: You could also click New to add a new customer if a name is not found.

9. Click on Order (Alt + O) to Pay, Print & Post this Counter Sale.

10. Click on Payment to process the customer payment. In Payment Type, type a ‘C’ (shortcut for

Cash payment type or select Cash from the menu.
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8 Mitchell 1 TeamWorks SE

= ] >
File Edit ~Wiew Configurations Utilities Inventory History  Training Videos CRM Help
: e LB E &P Z@ ol
A Y =
'ﬂ @\/ é" 2 PO. CrLl ) = -‘ E Change &ﬁ' @ E}‘ @ o
WP, Quote New Counter  P.@.s  Inventory Schedule  Text Users Reports  Owner  Forum Setup  Howto RepairInfo SocialCRM
[Darrin,nan 1982 Ford Tempo' 2.3 Lic: GA DFG-02K vIN; Apply Payments x
Customer Invoice # 008770
Customer Name  Darrin, Dan \
Parts Labor Notes Sublet Symptorn Charged Balance $0.00 TSBs Open Recalls
il Credit Balance $0.00
Counter Sale
Written By  <none> Charged Balance does NOT include this Invoice.
Order Hrs:  0.00 LrEEpA i B [ Print Receipt
Amount Paid 0.00
. Invoice Balance 22.84 Ided
Time Rate Description Qt | 3 Category Tech Name Cost
+ ‘Wiper Blade - 1.. e |11f30f2024 B- | Miscellaneous  <Mone> §5.30
0.00 | | Payment Type |Cash i | I <None> <None $0.00
Payment 22.84
Check / Reference #
Authorization #
4 — | —— 13
(Lo || PR | | 22222 | =
History Apply Credit Pay Cancel
Parts Labor Sub Tot Inv. Bal
Invoice 21.20 0.00 21.20 1.64 2284 22.84
Check Profit Parts Ordering Post Email | Print  Detail Cancel Exit
LREady mskearly Manager SE Demo 0.1.0.3253 TiM g“ .

11. Click on Pay to record the payment.
12. Answer affirmatively to the next three questions (Yes, Yes, OK):

Make certain there is a check mark in "Print Invoice before Posting?” box. (this only has
to be done once; users can print invoices reflecting payment info)

| Post

Invoice balance is now 50.00
Post this Invoice?

Post Invoice

Invaice has not been printed!
Post anyway?

Pesting Date

Post Order With This Date.....

Mi3z024 [~

| @ Print Invoice before posting? cancel 'm

The Counter Sale displays in Print Preview [next page]
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REPORTS 0O *

Y 1 n g ¥ - SAP CRYSTAL REPORTS®

Main Report

Counter Sale #: 0008770
Print Date - 11/30/2024

SOLD  Darrin, Dan
TO 15025 Hy 121 916
Spring Valley, CA4 592131

i:‘.hnne— 000- - Fax-000- - Office [619-816-3925 363] — Home [613-315-0842]
For: 1989 Ford - Tempa Lic#: DFG-O2K - CA
Vin # IFAPP31X6KK124595 Unit # -
Qiy Part Number Part Descripiion Sale Line Total
200 WB14 \wiper Blade - 14" Triple Edge Refill 10.60 21.20

Payment Method: [ Payments - Cash - $22.84 ]

Labor - 5 0.00 Parts Total - 2120 Tax: 5 1.64 Total: 522 84
Less Paymenis: 22.84
Remaining Due: F0.00.

i buyer of this product has the right to have this product serviced or repaired during the warranty period. The warranty period will be extended for the number of
whiole days that the product has been out of the buyer's hands for warranty repar. f a defect exists wathin the warranty period. the warranty will not expire until
the defecthas beenfixed Thewarranty period will be extended ifthe warranty repairs did notremedy the defect and the buyer notifies the manufacturer or

seller of the failure ofthe repairs within 60 days after sale.

Current Page Mo.: 1 Total Page Mo.: 1 Zoom Factor: 100%

13. Click on X in upper RH corner of screen (Alt + F4) to close Preview. You are asked to confirm the
order as printed (and therefore complete).

- . n
| Mitchell 1 TeamWaorks SE |

o Mark this order as printed?

14. Click on Yes (Y’ or Enter) to mark Counter Sale as printed.

The Counter Sale is closed and posted to History.
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Create an Appointment

Scheduler events (appointments) are created when you start an
r;;:é Estimate or Repair Order. The exercise below demonstrates how you Youl[TD)

Schedule

from the Appointment Editor screen.

1. Click the Schedule button to open the Scheduler.

" Scheduler - 12/1/2024

@I@LE.J

Mew Appointment New Shop
Event Preview

Operations

Print Print

Printing Scheduler

Scheduling Appointment Shop Events Requesis

He O QE& Q

Help Settings Backward Forward Goto ZoomIn Zoom Qut ﬁme\me Day View Wark Week Ful\ Momh

can create an appointment for a customer in advance of their visit to
the shop. The subsequent appointment can be converted to EST / RO SE Video Training

Week View View Week View View

Arrange
Enter text to filter view... bl

4 December

Su Mo Tu
« 2z 3
2 & 9 10
615 16 17
2 22 23 24
129 30 31

January

Su Mo Tu

1

: 5 6 7
3012 13 14
4 19 20 21
5 26 27 18
€ 2 3 4

boo4o2029 b
We Th Fr Sa
4 5 6 7
11 12 13 14

18 18 20 21
25 26 27 38

2025
We Th Fr Sa
12 3 4
8 9 10 11
15 16 17 18
22 23 24 |25
29 30 31 1
5/ 6 7 8

Today

Resource View Mode

Narmal

December 2, 2024

0,00 Order H

7 AM

3 AM

10 AM

11 AM

12PM

1PM

[-]

Total Order Hours: 0.00, Total Scheduled Hours: 0.00

2. Scroll to Tomorrow’s date and double-click on it. The Find Customer for Schedule dialog box

displays.

© N o un >

Click OK.

Click on New Customer to open the Create New Customer dialog box.

Type the Last and First Names (Wilson, Jim) and an Address (123 EIm St.).
Enter the Zip Code and press TAB.
The City and State are entered automatically for you. Enter 512-333-4444 as the phone number.

I
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| #% Scheduler - 12/1/2024 = [m] *

@ b A= @ O OEQ Q

MNew Appointment Mew Shop Print  Print Help Settings Backward Forward Goto ZoomIn Zoom Out  Timeline Day View — Work Week Full Manth
| Event Preview Today View Week View View Week View View
Operations Printing Scheduler Navigate Arrange -~
| Scheduling Appointment Shop Events Requests |Entertexttoﬁ|ter view... 9|
4 December » 4 2024 Create New Customer X
Su Mo Tu We Th Fr Sa Create a new customer on this appaintment: -
«llz 3 4 5 8 7
= 8 9 10 11 12 13 14 oy
si015 16 17 18 19 20 21 | Title | |
s 22 23 24 25 26 27 28 A
1 29 30 31 Last, First  Wilson Jim
aa Address 123 Blm 5t.
January 2025 | Zip, City, State 78613 Leander T®
Su Mo Tu We Th Fr Sa 94  Phone, Ex.. Desc. 512-333-4444)| Home v
a4 { -
1 12 3 4 Email
2 5 6 7 8 9 101 10#]
3 12 13 14 15 16 17 18 | {
419 20 21 22 23 24 25 Cancel
s 26 27 28 29 30 31 1 11
§ 2/3 4 5|6 |7 8
Today
12PM
Resource View Mode
1PM

Normal ~

Show Hide |Z|

Total Order Hours: 0.00, Total Scheduled Hours: 0.00

The Vehicle Selection dialog box opens. Because it is a new customer, there are no Vehicles displayed.
9. Click on Add Vehicle.
The New Vehicle dialog box displays.

Note: VIN Decode and License lookup are not available in Demo mode, so you must manually
enter your vehicle.

10. Fill in the vehicle fields:
e License: FIB 3831
e State: TX
e Vehicle: 2012 Toyota Tundra Limited
e Body Style: 4D Pickup Extra Cab
e Engine: 5.7 L VS8
e Trans: 6 Speed Automatic AB60E
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s i
Vehicle

| Mew

VIN ecode

License FJB 3831

StatelProv

|zu12 v| |Toyota

Lookup

I Year | Make

Model |Tundra Limited

Body Style |4n Pickup Extra Cab

Engine | Fuel

|5.TL, V8 VIN(W) Gas/Ethanol

Transmission ||

Driver

View/Edit Driver: <None>

Drive Type |

Brake |4-wr|ee| ABS

GVW |62011—?2||]ﬂ

Unit # Fleet #

Color

Vehicle Color Definition

Cancel Save & Close

11. Click Save & Close.

The Appointment Editor dialog box displays.
am is automatically scheduled.

12. Change the End Time to 1:00 PM.

| " 12/2/2024: Wilsan, Jim

P2 Re

Auto Adjust End Time

=
Match Drop-Off to Start Time

Save & Create... Delete Cancel — Send

Close G &4 Reminder Text ¥

Tomorrow’s date and the drop-off time of 10

Subject Wilson, Jim

Drop Off  12/02/2024 10:00 AM

Promised 12 212024 [~

Starts [12/ 22024 [~ |[10:00AM -]

| Enas |12/ 20024 G- | All day event

Scheduled Hours:  3.00

Order Hrs:

0.00 Appointment State Open (OPEN)

<

Service Advisor <None>

<

Technician <None>

<

Resource <None>

<

Oooon

Shop Comments @ Frint on order as Note

Customer Comments/Special Requests

@ Frint on order as Note

Customer - Wilson, Jim

Vehicle - 2012 Toyota Tundra Limited

Phone: (Home) 512-333-4444 -~ Prefers: <MNone:> e 0 Recommendations
Email: — VIN: =
Company: — License Plate: FJB3831 Color:
PrTirs FOTT G Eng-lne: 5.7L, V8 (346CT) VIN{W)
Leander, TX 78613 Unit #:
Hat:
Membership # — Odometer In: None
Yearly Mileage: -
| Job Hours: 0.00 Source: <MNone> -~ Category: <MNone> ~ Jobs:| Add Delete
Description

13. Click Add in the Jobs section to add a Canned Job to the scheduled appointment. The Canned Job

List displays.
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™ Scheduler - 12

024
£ o =] ‘d —_— o e e B T T . .
Z Canned Job List X

New Appointment New She
Event  Search Criteria:

Operations | -
Scheduling  Appointme >~
Cat LOF (Lube, Oil, Filt v .
R | ategory (Lube, Oil, Filter) Hrs: 0.00 Appointment State  Open (OPEN) ~
« December » 4 ey < At~ - o Service Advisor  <None> YO
lear
Su Mo Tu We Tl Make  <All> ~ Technician  <None> ~
«lz 3 43 Model <All> o Resource <None> ~
= 6 9 10 114
st 15 16 17 18 1 Job # Customer Comments/Special Requests @ Print on order as Note
2 22 23 24 25 2 -
1 Description
12 30 31
[ Use Advanced Quick Menu
January
I - Description ‘ Vehicle - 2012 Toyota Tundra Limited
Su Mo Tu We T|
— O |LOFEZ select4 Lube Oil Filter 4 Gt 0 Recommendations
: |
25 6 7 8 § -
312 13 14 15 1 | O |LOF Laber Lube-0il-Filter (Labor Only) License Plate:  FJB3831 Color:
< 1wz 22 | O |Lors Lube-Oil-Filter - 4 Qts Engine: 5.7, V8 (345C1) VIN(W)
5% 2728 293 O |Lors Lube-0il-Filter - 5 Qts Unit #:
s 2 3 4 5 € Hat:
Today | Odometerin:  MNane
| Yearly Mileage:
| Resource View Mode ‘
Normal ~ Johs: Delete

_—
14. Choose LOF as your Category and click the Search button. Matching jobs displays in the lower
grid area.
15. Choose LOF EZ Select 5.
16. Click Transfer. The Canned Job is added to the Appointment detail.

17. Add a note Customer’s son to pick up vehicle to the Shop Comment section.

“ 12/2/2024: Wilson, Jim — ] b e

[ % Auto Adjust End Time -4
M|z 0 &~ =

Match Drop-Off to Start Time
Save & [Create... Delete Cancel Send
v

Close <A Reminder | None - Text ¥

Subject Wilson, Jim

Drop Off  12/02/2024 10:00 AM Scheduled Hours:  3.00 Order Hrs:  0.00 Appointment State  Open (OPEN) ~ D
Promised 12/ 22024 [Jv Service Advisor  <None> ~
Starts [12 22024 [~ |[10:00AM -] Technician <None> v
Ends [12/ 22024 [~ |[1:00PM - | [] All day event Resource  <None> ~
Ci (217 Chars ini @ Printon order as Note  Customer CommentsiSpecial Requests @ Print on order as Note
—

Customer's son to pick up vel\icle\

Customer - Wilson, Jim Vehicle - 2012 Toyota Tundra Limited
Phone: (Home) 512-333-4444 - Prefers: <MNone> b 0 Recommendations
Email: - VIN:
Company: - License Plate: FJB3831 Color:

Engine: 5.7L, v8 (346CI) VIN|
Address: 123 Elm St. = V(¢ ) VING)

Leander, TX 78613 Unit #:
Hat:
Membership # - Odometer In: None
Yearly Mileage: -
| Job Hours: 0.20 Source: < MNone > ~ Category: <MNone> b Jobs: Add Delete

Description

Lube Oil Filter 5 Qt

18. Click Save and Close.
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The Appointment now appears in the Scheduler under tomorrow’s date.

| ® Scheduler - 12/1/2024 — m| 4

f B Q@ 00FQQ 3D E0D®E

Mew Appointment MNew Shop Print Print Help Settings Backward Forward Goto ZoomIn Zoom OQut Timeline Day View Work Week Full Month
Event Preview Today View Week View View Week View View
Operations Printing Scheduler Mavigate Arrange -
Scheduling  Appointment Shop Events Requests Enter text to filter view... ,O|
4 December b 4 2024 b December 2, 2024
Su Mo Tu We Th Fr Sa
(1 Appts, )
=23 4556 7 (0.00 Order Hrs)
= & 9 10 11 12 13 14
5 15 16 17 18 19 20 21
= 22 23 24 25 26 27 28 7 AM
129 30 31
&AM
January 2025
Su Mo Tu We Th Fr Sa a9 AM
1 12 3 4 !
25 6 7 8 9% 1011 10 AM ;
Wilson, Jim
312 13 14 15 16 17 18 !
({0.00 Order Hrs, 3.00 Sched Hrs)
419 20 21 22 23 24 25 Customer's son to pick up vehide
526 27 23 29 30 31 1 1AM
623 4 5 6 7 8
Today
12PM
Resource View Mode

1PM
Mormal ~

Show Hide: |Z|

Total Order Hours: 0.00, Total Scheduled Hours: 3.00

You[TD)
It is highly recommended that you watch the detailed videos in the SE online m D
help system. Simply click Help [F1 key] in any Scheduler screen to access the SEVideo Training
videos. Click the icon to the right to view the demo Appointment Scheduling
video.
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Invoice History

Users can search for a specific invoice number or for history records on certain vehicles and/or
repair work in history.

1. Click F4 or choose Find History Record from the Utilities menu.

The Find History Record screen displays in Invoice view.

Type =
50
50
RO
RO
RO
RO
RO
RO
RO
RO
RO
RO
RO
RO
RO
RO
RO
NV
NV
NV
NV

M 4

Tea — m]
File | Find History Record O *
£ I T
WL —
Invoice # E Posted Up To: Monday , December 2,2024 [+ | [_] Save Search
Invoice Posted Date Printed Date Name Vehicle Amount
008767 10/08/2024 10/08/2024 Jones, John 2013 Chevrolet Impala LS 60.00
008766 10/19/2021 10/19/2021 Gannon, Pat 1978 Nissan 2807 20.00
008762 10/07/2021 10/07/2021 Jones, John 2013 Chevrolet Impala LS 163.96
008757 12/15/2006 12/15/2006 James, Jesse 1994 Toyota T100 DX 633.22
008754 12/15/2006 12/15/2006 Allen, Torren 1991 Nissan Maxima SE 630,61
008755 12114/2006 12/14/2006 Bollig, John 1990 Dodge Shadow Base 600,00
008753 1211212006 1211272006 Miller, Jeff 1989 Chevrolet Pickup C1500 600.00
008752 11/28/2006 11/28/2006 Dahl, Charlie 1987 Toyota Land Cruiser 189.70
008751 1112412006 11/24/2006 Johnson, Tina 2001 Cadillac DeVille Base 63.23
008747 1112002006 11/20/2006 DeFilipo, Robert 1989 Chevrolet Suburban R1500 119.25
008756 11/05/2006 11/05/2006 James, Jesse 1994 Toyota T100 DX 600.00
000495 09172005 09/17/2005 Counter Sale 122.11
000522 09/15i2005 09/15/2005 Mullan, Robert 1985 Ford Pickup F150 93.58
000494 09/13/2005 09/13/2005 Winn, Billy 1989 Nissan 3007ZX Base 501.17
000467 09/13i2005 0711412005 Jensen, Tom 1994 Nissan 300ZX G5 421.41
000497 09/13/2005 091372005 Dahl, Charlie 1978 Volkswagen Beetle 131.81
000498 09/13/2006 091312005 Dahl, Charlie 1978 Volkswagen Beetle 138.62
000523 09/12/2005 09/12/2005 Smollen, Gail 1988 Honda Accord LX 726.47
000500 09/12/2005 09/12/2005 Harkins, John 1991 Toyota Pickup SRS 415.49
Reset Layout Columns Send Text Purge Ests Display Appointment Payment Post Detail Order

Ready

miskearly  MansgerSEDemo | 9103253 | TM (%

2. Double click on James, Jesse; displays history records for his selected vehicle.

|James, Jesse 1994 Toyota T100 DX Lic: CA 4KJT698 Home: 619-278-9965 Ext: 8754 Office: 619-559-5874 Ext: 2213

Customer

Display for: () Customer O vehicle _| Show Categories
Date InviGC Hours = .

Type Provider Posted # Odometer Out License State Vehicle Category Customer
INV 12115/2006 8757 [} 0.0 4KITE98 CA 1994 To... James, Jes
INV 11/05/2006 8756 o 0.0 | 4K)T698 CA 1994 To... James, Jes
INV 07i07/2005 438 68261 0.0 4KJTE98 CA 1994 To... | Automatic Trans/Transaxle James, les

3. Click Show Categories to show all Categories included on

each invoice.

| Show Categories I

Display for: _) Customer W Vehicle

Type Provider ﬁie 4 ::‘”QC Odometer gz't"s License state Vehicle  Category Customer
INV 12/15/2006 8757 o 0.0 4KJTE98 CA 1994 To... Maintenance James, Jesq
INV 12/15/2006 8757 o 0.0 | 4KJTE98 CA 1994 To... |Filters (0Qil, Fuel, Air) James, Jesg
INV 12/15/2006 8757 o 0.0 | 4KJTE98 CA 1994 To... |Fluids/Sprays/Sealers James, Jesq
INV 11/05/2006 8756 0 0.0 | 4K)T698 CA 1994 To... | Maintenance James, Jesq
INV 071072005 438 68261 0.0 | 4KITEI8 CA 1994 To... |Attached ltems James, Jesq
INV 071072005 438 68261 0.0 | 4KJTG98 CA 1994 To... | Engine Cooling James, Jesq
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Vehicle View
1. Click F4 to open the Find History Record dialog box.

2. Find past work in history by any combination of Year-Make-Model and/or Word Search.
[enter a make without years or models if you like]

3. Select the Vehicle tab.

4. Set up your Search Criteria. In this instance, do a Word Search for *A/C’ for ‘Toyota’with a
Posted Date of 1/1/2005-12/31/2005.

5. Click the Search button. Your results display in the grid below.

Find History Record O *
[ e | v
Il Year <All> | | PostedErom | 1/ 112005 [I~ |
| TS B )
| Make Toyota | To [12i31/2005 [I~ |
| Model b Clear
Word Search  AIC
= Posted Printed .
| Invoice Date Date Name Vehicle Amount Found In
| | ooo4s2 08/31/2005 08/31/2005 Harkins, John 1991 Toyota Pickup SRS 373.99 Multiple
| | ooo4es 0811212005 0811012005 Harkins, John 1991 Toyota Pickup SRS 263.47 | Multiple
| | voo4s4 08/07/2005 081072005 Harkins, John 1991 Toyota Pickup SRS 262.45 | Multiple

6. Press the Esc key to close the Find History Record screen and return to the History screen.

Other History screen options
¢ Unpost Invoice - Allows un-posting an invoice for corrections. (Do NOT answer Yes to ‘use
Current Rates’; may affect existing totals when reposted.)

e Search - Filters History invoices list based upon key word(s) entered. Searches parts and
labor descriptions of each invoice to find matches and narrow the list.

e Detail - View selected invoice parts and labor detail with history of payments. History
Detail window allows viewing individual order lines.

This concludes the self-instruction portion of workbook exercises. On the following pages you will
see how to visit managerforum.net and also where to access the SE Training Video
Modules/Quizzes certificate program.
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Managerforum.net Discussion Board

Answers, Tips and Ideas 24/7, Visit Managerforum.net and join us now!

Q.
A.

Q.
A.

What is a forum account? .

It's used to identify members (security); it's how the forum can know what you've
seen, what’s new and which email address to use for your notifications.

How do I get started?

Forum

Click on the Forum icon and start browsing. To post questions and replies you need to do a
one-time registration using the Register link on the site as shown below:

Mitchelll Smap o Use the Forum button or just
Shon Manaoement type managerforum.net into

Discussion Board any PC browser or smart phone!

FAQ Search Login Modules [/ Quizzes Knowledgebase Contact Mitchell 1
What happens after I click Register?

You are sent an automated email with a link to “complete the circuit”. Once you click that link,
you may log into the forum.

NOTE: If you do not see the activation email within a few minutes, please check your spam folder.
If not found, click on Forum Administrator link found at the bottom of every forum page.

Q.
A.

What do users say about using the Forum?

"A meeting place where you can interact with others like yourself, get answers to questions
and tips on how to use Manager to its fullest. It’s one of the best tools in your toolbox.”

"One thing I love about this forum is all the great input we get from shops like us. I wish I
would’ve started on here sooner” The insights and fellowship provided is unbelievable!”

Re: Scheduling

R by allamericanl » Sat Jul 19, 2014 9:15 pm

Thank you all for the good help! I think I waited too long to utilize the forums.
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Shop Management Modules & Quizzes

To develop a more thorough understanding of SE software concepts, we recommend taking
advantage of our 4 modules/quizzes certificate program accessed as follows:

e Manager SE: http://m1ltraining.net
e ShopKey SE: http://sktraining.net

and click on the Manager SE or Shop Management SE link.

ol o o
= o | = &

Integrator
ProDemand TruckSeries Manager SE SocialCRM

ProSpect
MessageCenter
Accounting Link

000090

We highly recommend you complete all of the video modules and pass the quizzes. A certificate is
available for each quiz passed with 85% or higher grade

Get2Know - Manager SE

Product Supports Manager SE Training Videos

ProDemand

Qur SE Shop Management videos are organized
Documents into five playlists with quizzes to serve as
; E knowledge checks. Click on a Playlist, select ‘Play
Videos/Quizzes

Al to watch video clips, then take the associated G ET C ERTIFIED

ProDemand Live Training quiz. & score of 85% or greater provides options
to print or save a PDF copy of your own

TruckSeries certificate.

Documents

Videos Playlist — 1 Playlist — 2 Playlist — 3 Playlist — 4

TruckSeries Live Training

Playlist — 1 [l Play All e

Manager SE Workflow & Features

Documents

P Scheduler Overview > Inventory Overview

+ Videos/Quizzes

P Parts Ordering > Symptoms
Manager Forum

CERTIFICATE CERTIFICATE

F e P
=him ¢ Hell e nmall Sim. A ennell

aspibacy Shop Mgl 35 3 (e

Q .
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