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[A] GENERAL INSTALLATION AND PROGRAM INFORMATION:

Counterman Pro is a “real time” P.O.S. (Point of Sale) program that provides the tools necessary
to manage business concepts to help you achieve success in a retail motorsport shop of today.
We have incorporated the latest technology that utilizes Microsoft Visual FoxPro for the
program generator and we will continue to enhance the program. Please see the installation
instructions that came with your software for proper setup and system requirements. In
addition, Counterman has always provided professional and prompt technical support available
through a toll-free tech support telephone number (800) 937-6590. Should you have any
questions, comments, or suggestions, we urge you to contact us at your convenience. Upon
successful installation of Counterman Pro, an additional program called ‘“Remote
Administrator” will also automatically install on your server computer. This program allows
Counterman’s Technical Support access to your main computer (refered to as your “server”) so
we can provide on-the-spot immediate assistance whenever needed, as it allows our technical
support staff to log into your computer for updates, fixes, or even for on-line training issues if
needed. In order for Remote Administrator to properly function, it requires access to the
internet from the server computer. This program is free and it is fully registered by Santa Maria
Software. Although Remote Administrator is not required, immediate response cannot be
guaranteed without it.

Counterman Pro is primarily an inventory control, Point-of-Sale program and it works in “real-
time. What this means to you is: what you see is what you get. Because of this approach,
Counterman Pro is able to provide up to the minute information in an instant. The Point-of-Sale
screen stands ready to help a customer and resembles an invoice. Several keystrokes are
displayed on the screen to provide hot-keys to specific processes and can also be left clicked
using the mouse. However, certain keystrokes are necessary on this screen in order to move to
the next field within this screen. It is possible to move around by using your mouse, but the
requirement of sequential “keyed” input will be necessary to get around the Point-of-Sale
screen. For this reason, we highly recommend using the keyboard to move to the fields desired
while in this screen. You will also notice that, as you move around this screen, that a row or
column of “buttons” will disappear and another set will be displayed. This is in an effort to
provide the user with an intuitive list of available keystrokes that perform certain functions or
processes. We have provided (in these “buttons”) that include an abbreviation of the function
for each, followed by the keystroke needed to perform the function. For your convenience,
these functions can also be performed by left clicking over the “button”. However, you will
likely find yourself often moving from mouse to keyboard when attempting to perform these
functions in this manner. The main objective is to provide the user with the necessary tools and
an easy way to perform each of the functions listed.

We at Santa Maria Software would like to welcome you as a user and believe we have a
superior product that will continue to provide you with the tools necessary to excel in your
business. Updates will continue to happen as we strive to make this great product even better.
We encourage and request your input on Counterman Pro because users like yourself are what
made this program what it is today.

Thank You...
Santa Maria Software/Counterman Staff...
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[1] COUNTERMAN PRO P.O.S. SCREEN:

Fig. 1.1
fomeman I8
Mainient  Help
Date 02/13/2003 COUNTERMAN PRO TRAINING
Empmyee E-mail Stock Check (F2)
805) -
Customer Tele (305) Name I Fax # Service Order (F4)
Account # Addr
Discount % Mode City State e R R
— Special Order (F&)
Product Code Description Qry Price Extended PricqAvailable Other Info ——
0.00 0.00 0.00 CPO(F3)
Recall (Ctrl-F2)
Inwvoice Msg (FB)
Ciute Msg (FT)
Spec Ord Msg (FB)
Employee Msg (F3)
F&l (Ctrl-F)
Exit (Ctr-PgDn)
Invoice Total Amount Tendered 0.00  Subtotal
©n Account Change Sales Tax
S/0 Deposit Payment Method
Applied 0.00 1=$ 2=Ck 3=VISAMC 4=0Oth Invoice Total
Total Due i;g:':;gsefr;i;e::tifp"t B.O. Amount+Ta
Payment 0.00 " p=process M=More D=Delete Q=Quote  B-O-Hnvoice Total
Balance Due L=PickList S=SaveOnly Ver.01-28-2003Beta
Exit
- —
idfistart H ] @& H BB COUNTERMAN FRO TRAL . || £ Counterman rﬁ?“l! CELEIEG =sm:m

The P.O.S. screen (fig. 1.1) is separated into three sections:

1.

2.
3.

The top is for your “Department/Employee Code” information and for your “Customer
Information”.

The middle of the screen is for all the items you are selling.

The lower portion of this screen is the “Accounting Area”. (Note the information in this
area)

On the right of the screen you will notice a column of “buttons”. The buttons list
specific hotkeys that can be used to perform the desired function. Any of these choices
can be made by either using the hotkey(s) or by left-clicking on the selection of your
choice.

SYSTEM DEFAULTS SETUP:

Before we begin: There are several “System Defaults” to be setup prior to using this software.
“System Defaults” are a basic set of instructions that Counterman Pro will be using on a regular
basis. Changes in this area need only be made when the program is initially installed or when
something changes in your shop, as related to this area:

1.

Before you can access the “Main Menu”, Counterman Pro needs to know WHO is
accessing it. It is also important to understand that a “Department Code” must
ALWAYS precede the “Employee Code”. This is all accomplished in the same
“Employee” field, which is where your cursor is when at the “blank P.O.S. screen. In
addition, it should be easy to tell where your cursor is at all times because the current
field will be yellow in color. So, to access the Main Menu, you would type
(do not press ) then, hold down the key while pressing [m].
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Note: All menu selections are preceded by a number, making it easy to select the desired
function by simply pressing the number that corresponds to it!

Select “Maintenance/Display” by pressing [1], then select “System Variables” by
pressing [g], then select “General” by pressing

You should now be looking at the “System Variables General Settings” screen (fig. 1.2)
To move through these fields, simply tap the (tab) key, or you may use the
(arrow) keys. As you move around the screen, notice that the field you are in is obvious,
as it changes in color (yellow).

The first field will be the “Phone”, followed by “Fax” number. Both of these numbers,
along with the “Email” address, will be printed on every invoice processed.

SET SYSTEM VARIABLES SCREEN:

Fig. 1.2
£ countermen — S =Tk
MainMenu  Help
E
Phone |800)937-6590 I~ Security
Fax (805)938-3367 7 Get Mechanic Code I~ Qut-of-State Mail Order
Email sales@counterman net ¥ Bin Location Listbox [ Automatic Prodcode Listbox
I~ Always Go To Notes at End of Invoice
Default Address Format ~ I~ Labor Allowed on Service Orders Only
Default Area Code 505 Blanket Discount % 500
Receiving Labels 1 Blanket Discount From Date //
Default Label Type P Blanket Discount Thru Date //
Default Print/Display Rpts P Blanket Discount Mode
Special Order Deposit % 50.000
F&I Hold Files Path CGUSFOS Counterman Timeout Seconds 7200
INVENTORY AVERAGES:
Months 5 Old Months 0 ¥ Average Costs I Calc MinMax REVERSE CHANGES
Last Month-End Process 10/02/2002 Last Year-End Process 12/31/2001
Exit |
]| 4 @ 5 @ | E)cotomn-. | Biccomemman..| By oc .. | By comtmrman RUN EEMEORS s

Default Address Format: provides two selections of such. A selection of is for
standard “American” format. A selection of [g] is also available for “European” format
and enables additional address lines of information when entering a customer’s personal
information.

Default Area Code: is provided, making it unnecessary to enter the area code, each time
a customer’s phone number is entered from a P.O.S. transaction (or any other field that
uses the telephone number). Leaving this field blank would force the user to enter the
area code each time a transaction is processed. It will make it easier to have an “805”
area code during this training session so, please leave the “805” as it is...

Receiving Labels: is an informational field only and cannot be changed by the user. It
simply lets you know how many labels, per item being received, will be printed.
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9. Default Label Type: offers two selections and is used when printing inventory labels.
Your selections are: [p] (for Price Labels), or [g] (for Bin Labels).

10. Default Print/Display Rpts: provides either to be used as the “default”. Here you can
choose [p] to display all reports or to print them. Either selection is used as the
“default” and the user still has the ability to “print” a “displayed” report if they so
choose, upon running the report.

11. F&I Hold Files Path: is strictly for use with the Counterman F&I module and
converting hold files from the DOS version of the program. This feature is only
necessary for customers who use the DOS version of Counterman’s F&I module and is
not needed if you have the F&I module for Counterman Pro.

12. Security: if checked, will enable security for the entire system. It is important to setup
your employee access BEFORE enabling the security feature of Counterman Pro.

13. Get Mechanic Code: if checked, will require the user to pre-setup all mechanic’s names
and code information in the ‘“Mechanic Table”, under “Table Maintenance” prior to
processing any ‘“Service Orders”. As service orders are processed, there is more than
one way that Counterman Pro allows for tracking “mechanic efficiency”, which is the
method referred to when comparing each mechanic’s billable hours compared to the
actual hours each mechanic is working. A check mark in this box tracks the mechanic
that is assigned to the service order, but can be changed (if desired) at the time of
processing. The mechanic that is assigned to this job at the time of processing is the
mechanic that gets credit for the entire service order. Another method (other than using
this “Mechanic Code”) would be to NOT check this box and setup a separate ‘“Labor
Code” for each mechanic. This approach allows tracking of each mechanic and can help
when the same service job transfers between more than one mechanic. The employee
who processes this work order gets credit for the parts and labor, however, this is
separated and can be accounted for.

14. Out of State Mail Order: if checked will cause Counterman Pro to NOT charge any tax
for ANY customer who lives outside the state. (this can be overridden at the P.O.S.
transaction by pressing F12) Normally, this is used only for customers who do mail
order as their primary business.

15. Automatic Prodcode Listbox: if checked will enable this feature. This provides the
user with the ability to list the available part numbers in the price book file for items that
match the keystrokes entered, thus providing a list of part numbers to choose from. This
is a very helpful tool when trying to locate superceded items. Caution should be taken
before enabling this feature if Counterman Pro is being used on a Windows™ network
or any kind of multi-user environment, as it tends to cause a network communications
“bottle neck”. The reason for this is, Counterman Pro must open entire price books
before it can display the possible selections. This feature can also be enabled and used
when needed from the P.O.S. screen by pressing the [r] key.

16. Always Go To Notes at End of Invoice: if checked will enable this feature.
Counterman Pro has added this feature to allow for notes to be printed on the processed
invoice. Place a check in this box if you plan on typing a note at the end of every
invoice that is processed. You also have the option of selecting which invoices you
would like to type notes on, by pressing [m] at the time of invoice processing.
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17. Allow Labor on Service Orders Only: if checked will not allow any Labor Codes to
sold on a normal P.O.S. transaction and can only be used within a “Service Order”
(beginning a transaction by pressing [r] ).

18. Blanket Discount %: is where the user can enter a discount percentage that will
discount everything (store wide) for a specific date range. This function can be used for
setting up a special “sale day” or for events, providing a blanket discount on everything
in your shop. This discount would only be in affect for the date ranges that follow and
only items that are check marked as “discounted” in the inventory record would be
automatically discounted for these date(s) only.

19. Blanket Discount From/To Dates: is where the user would enter the dates of “from”
and “to” for the blanket discount.

20. Blanket Discount Mode: is the same as the “Discount Modes” available in the
“Customer” area, or when applying a “One Time Discount” and are as follows:

a. 1=Retail minus %

b. 2 =MSR minus %

c. 3=Costplus %

d. 4 =Retail and Labor minus %
e. 5=MSR and Labor minus %)

21. Special Order Deposit %: is necessary for the default percentage of every “Special
Order” deposit, which will be required when processing. This amount can be overridden
at the time of the sale, but the percentage here will be requested each time a “Special
Order” is processed. If you have enabled Counterman Pro Security feature, you must
have management access to override this percentage amount.

22. Counterman Timeout Seconds: is used for closing Counterman Pro after no keyboard
activity for as many seconds entered here. (7200 = 2-hours)

23. Inventory Averages: This is a system variable that Counterman Pro uses when
resetting the inventory reorder points. This is valuable tool and we will attempt to help
you understand how it works. We believe, if you can understand the concept behind this
function and put it to use, that you will have a greater understanding of what to order and
when. By studying the past sales history of each individual item you sell, it will be
easier and more profitable to only order those items that you know will sell. Add to this,
even the seasonal items that seem to sell better during certain times of the year. Now if
we could examine each and every inventory item using this type of calculation, imagine
how inventory turns would go up, inventory levels would go down, and profits can go
where they belong, in your pocket! At the end of every month it will be necessary to
perform certain “month end” processes. These processes include several reports that
provide you with up to the minute information concerning your shop and how it is
performing. For now, we will be focusing on an inventory control tool called “Resetting
Reorder Points”. The “Inventory Averages” is where Counterman Pro gets the
information about how many months and which months to use when running this
process. If you “Reset Reorder Points” and are not satisfied with the outcome, there are
several reports you can run before adjustments that can be made to suit your individual
shop. After this process is completed, we are confident will help you in your inventory
purchasing decisions. In addition, you can always set the reorder levels lower for more
conservative inventory levels. The bottom line is, you are the one in control.
Counterman Pro simply helps you obtain the inventory levels you need to have the items
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on hand that actually sell and to make decisions on moving the items out of your shop
that do not, thus freeing up funds that can be used for the items that have a better sales
history.

a. Months: refers to how many total months used for “Resetting Reorder Points”

b. Old Months: refers to how many previous months (last year) will be used in the
calculation for “Resetting Reorder Points”. This is NOT added to the total
months, rather it is included within.

c. Average Costs: if checked, is used for “Cost Averaging” of existing and new
inventory as it is received.

d. Calc Min/Max: is used by Counterman Pro to calculate the minimum/maximum
reordering levels based off of your past sales history. This is an incredible tool
that can dramatically help you with the ordering process by only providing
suggested reorders for items that have a proven track record of past sales. This is
where you would setup the “default” on whether or not to have every inventory
record calculate this information or not, as inventory is added.

e. REVERSE CHANGES: is a “button” that can be pressed by left clicking the
mouse, or by tabbing through until it is highlighted, then pressing will revert
back to all the previous defaults.

24. Last Month-End/Last Year-End Process: Are both informational fields only and
cannot be changed by the user. The information displayed is exactly what it is and is
directly affected by the date these processes last took place.

COUNTERMAN PRO TRAINING PAGE: 10



[2] SETTING UP YOUR EMPLOYEES:

Counterman Pro ALWAYS needs to know WHO it is that is accessing the system. Whether
it’s a normal P.O.S. transaction or an in-depth report, it will be necessary to have an
“Employee Code” before continuing. This area is where we setup all of the employees that
will be using Counterman Pro.

1.

2.

Before you can access the “Main Menu”, Counterman Pro needs to know WHO is
accessing it. It is also important to understand that a “Department Code” must
ALWAYS precede the “Employee Code”. This is all accomplished in the same
“Employee” field, which is where your cursor is when at the “blank P.O.S. screen. So
you would type (Do not press ) then hold the key and press
Note: All menu selections are preceded by a number, making it easy to select the desired
function by simply pressing the number that corresponds to it!

Select “Utilities” by pressing [2] then select “Employee Maintenance” by pressing

EMPLOYEE TABLE MAINTENANCE SCREEN:

- =lalx
crwloree Table antenance
Code Name
33 CLIF BLYTHE
8 GREG
B SALLY
BB BEEBE
BH BYRON HIGHTOWER
Cc3 CONRAD
CT CURTIS
|| D DAN
B .~ UATION
J JASON
K KELLY
Kw/ KORY WEAVER
L DAVE
MH MARY
RED ED
RW RALPH
5 STEVE
F11=5et Access F4=Frint List,<INS==Add Recaord <DEL==Deletz Record

Exit |
[ RgRGEEHEGOWE, azm

idfistart H = Hiéfgtounterman | COUNTERMAN PRO TRAL..

This is the “Employee Table Maintenance” screen (fig. 2.1). From here, the user is able
to add, edit, delete, and set security access for each employee. Keep in mind the
importance of NOT duplicating an existing “Employee Code”! To add yourself as a new
employee, press the (Insert) key. This will bring you to an available (empty)
“Code” area.

Enter an “Employee Code” and note that you will be using this code from this point on.
Acceptable characters must be “Alphanumeric” and may contain one to three characters.
Once this has been entered, press the [5] (tab) key once.

COUNTERMAN PRO TRAINING
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You should be positioned under the “Name” field now. Just type your name, the way

you would like it to appear on any invoices processed, now press the [5] (tab) key again.

to “Set Access” for each employee. This is done by:
Choose the “Employee Code” you would like to set access for.

Press F11 to open the “Employee Access” screen (fig. 2.2)

Enter the password (which will default to the “Employee Code”) and press the

5.

6.
a.
b.
c.
d.

(tab) key once.

If you plan on utilizing the “Security” features of Counterman Pro, it will be necessary

Confirm password by entering it a second time and press the [5] (tab) key once.

SET EMPLOYEE ACCESS SCREEN:
Fig. 2.2

£ counterman — o=
Maintenu  Help
Code Name =
1 VANCE
2 MOTORCYCLE SALES
33 CLIF BLYTHE
8 RREM
Access for Employee RW
B
BB  password i Confirm 77
?;: Access  |Secured Function =
~ Line Item Discount
cT " Invaice Discount
D = Customer Discount
J I Customer Credit Limit
K ~ Delete Custormer
KW 2 MWodify Inventory Available Balance
I~ lodify Inventory Pricing
L I MWodify Inventory Reorder Level
MH I Receive Stock
RED Re-Orders
o [RW Stock Order Maintenance
s I Utilities
I Receivables
W IWanagement
I@ 3 Time Cards
e Employee Access
I Price Override
e Flag Customer as Resale
E RS A Bt ]

il start |j H & “ & ]Counkerman - .. |

) COUNTERMAN | B keycaps.doc - ... | £% Counterman

RS EREBE®SE 0w

Now you should be in the “Access” column. Make you selections for the areas
in which you would like this employee to have access to by pressing the bar
key, then press the [1] key to continue on to the next selection.

After setting access to the desired areas, press the key to save. This will

return you to the “Employee Table Maintenance” screen.

7. Press again to close the “Employee Table Maintenance” screen and save your
entries.

COUNTERMAN PRO TRAINING
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[3] PROCESSING TRANSACTIONS:

This is where most everything starts, at the P.O.S. (Point Of Sale) screen. The scenario is, you
have a new customer who wants to purchase a couple of items. Because you understand the
benefit of adding new customers to your ever-growing customer database, you’ll want to get all
of his information. So, you can start by entering the customers phone number, or by entering
their name. For this scenario we will use their phone number.

1.

2.

AN

Begin a P.O.S. transaction by entering your “Department/Employee Code” and press the
(tab) key once, or the key once. This will take you to the “Telephone” field.
Type in this customer’s telephone number, which is (805)555-1212 and press the [5] (tab)
key once.

This will result in this prompt:

@ ADD MEW CUSTOMER?

Yes |

Fig 3.0

Select “Yes” (to add a new customer) by pressing the [¢] key once, then press

You should now be looking at the “Customer Add/Edit” screen (fig. 3.1)

Enter the customer’s information as shown in Fig 3.1 (note: Your instructor will explain
each field in this screen)

As you input this customer’s information, be sure to use the (tab) key to move
forward through each of the fields.

CUSTOMER ADD/EDIT SCREEN:

Fig. 3.1
a 1=

Paiiber Help
REVERSE CHANGES

Customer Add/Edit _

Attn: | Account Number 9245 Date Added: |02/13/2003
Name: I STOP Address Format: IA—
Address:
City: State: Zip: L

I Shipping Address
Tele: |(805)555'1212 Other: I( ) - Email: I

v Mailing List I” Resale

Account Balance: 0.00 Special Order Deposits Limit: 0.00
Lifetime Purchases: 000 | astPurchase: | // Discount Mode: |0 Discount % 0.00

Member: Purchases This Year: pog  1=Retall 2=Msr 3=Cost+
4=Retail+Labor 5=Msr+Labor
Birthday Month Birthday Day
Vehicle Information:
Customer  Notes:
= MWodel [Year VIN Mileage Ivake =
LI -

Vehicle Deposits

Hstart | 7] & 3 B || Ecounterman- . | E)counTerman .| Bikeycaps.doc - .. [ counterman [ R EEPE®SE  rosem
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10.

1.

12.

13.

P.O.S.

14.

15.

16.

17.
18.

If you make a mistake while entering this customer’s information, simply use the [1] key

to go back “up” and make your corrections.

Once all information has been properly entered, press the key once to save it.
NOTE: Please keep in mind, in order for Counterman to accept any changes to
any filed, always TAB out of the field after making changes!!!

Now you should see Jeff Ziegler’s name on the screen. Just press to accept him as

the current customer.

Notice that the “Customer Information” (address, telephone, email, etc.) now appear on

the screen.

Now we can enter the items Mr. Ziegler would like to purchase. Enter all of the items as

shown in Fig. 3.2 below.

Enter each product code then press the (tab) key, enter the quantity then press

(tab) key will then take you to the next line item. Repeat these steps as necessary until

all items have been entered.

TRANSACTION IN PROGRESS SCREEN:
Fig. 3.2

A Counterman i =1alx
Mainieny  Help

Date 06/19/2002 Counterman 30-Day Evaluation

Employee 1 ***  RALPH PARTS o )

E-mail jefiz@hotmail com

Customer Tele (805)555-1212 Name I.JEFF ZEGLER Fax #

Account #1 Addri123 SOME STREET

Discount %0 Mode O City ANYTOWM State CA 2Zip 99999
Product Code Description Oty Price Extended PricdAvailable Other Info L)
11124 OIL SEAL 1.00 310 310 300
20-50 99816-2050 OIL 300 345 1035] 30800
25-250 CHROWE QIL FILTER 5 SPEED 1.00 762 762 -1.00

0.00 0.00 0.00 0.00

Invoice Total 22.70 Amount Tendered 50.00 Subtotal 21.07
On Account 0.00 Change 27.30 Sales Tax 1.63
$/O Deposit 0.00 Payment Method 1
Applied 0.00 1=$ 2=Ck 3=VISAMC 4=0th Invoice Total 22.70
Total Due 22570 - -I0CiCSEIedl _S=S"t B.0. Amount+Tay 0.00
Payment 2270 P=E{::;?Mgﬁgrseagté%r;ete Q=Quote  B-@-Hinvoice Total 22.70
Balance Due 0.00 L=PickList S=SaveOnly Yer06-10-20028eta Exit

Once all items have been entered, press the key once to move to the “Accounting”
portion of the screen.

This is a simple “Cash Transaction”, so press at the “Payment” field to accept full
payment.

He hands you a $50.00 bill for payment, so enter [5][o] in “Amount Tendered” and press
He’s paying by cash, so the “Payment Method” is

To process this transaction and print a receipt, accept the default of [p] in the “Process
Transaction” field by pressing
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CASH TRANSACTIONS:
A “Cash Transaction” is a transaction with no customer information taken at the time of the
sale. Under normal circumstances, you would not want to process this type of transaction.
However, different shops use this type of transaction because they do not want this customer in
their “Customer Database”. This is not what most shops want or need to do but it is in place and
it needs to be covered. There really is no advantage to using this method, other than for a quick
“Cash Sale”. Another consideration is that Counterman Pro will ONLY allow a “Payment
Method” by “Cash” on a “Cash Transaction”. Visa/MasterCard payments, Check payments, and
Charge sales cannot be accepted when using the “Cash Transaction”. This is because the “Cash
Transaction is exactly that, a CASH TRANSACTION. Other reasons for handling this type of
sale in this manner is for the protection of your shop, for credit card charge backs, or bounced
checks. You would need a way to contact this individual for what ever action was necessary.
All things considered, this is a quick way to take care of a customer who wants to hand you
some cash and we always want to do everything we can to relieve them of their money as
promptly as possible, right? The following steps will guide you through a “Cash Transaction”.
1. Begin a P.O.S. transaction by entering your “Department/Employee Code” and press the
(tab) key once. This will take you to the “Telephone” field.
2. Press the key once to bypass the “Telephone” field. This will take you to the
“Name” field. Press again at the “Name” field and you will be in the grid, where
you can begin to add items to be sold to this customer (fig. 3.3)
3. Add the item and the quantity as shown in Fig. 3.3 to this transaction and press the
key once. Now press the key once to move to “Amount Tendered”.

CASH TRANSACTION SCREEN:

8 [ s

Mainery  Help

Date 06/27/2002 Counterman 30-Day Evaluation

Employee 1 ***  RALPH PARTS .

E-mail

Customer Tele ( ) - Name ! Fax #

Account # Addr

Discount % Mode City State Zip
Product Code Diescription Qy Price Extended PricgAvailable Other Info =
X029009 H-D CYCLE ARTIST APRON 1.00 195 1195 000

0.00 0.00 0.00

Invoice Total 12.88 Amount Tendered 0.00  Subtotal 11.85
On Account Change Sales Tax 0.83
S/0 Deposit 0.00 Payment Method
Applied 0.00 1=% 2=Ck 3=VISAMC 4=0th Invoice Total 12.38
Total Due LI GEOGETL Sl B.0. Amount+Ta; 0.00
Payment 0.00 P=E{:C?SSSSMT:““AQfeathL"D',‘elete Q=Quote  B-O-+invoice Total 12.88
Balance Due L=PickList S=SaveOnly Ver.06-21-2002Beta =5

4. This customer hands you a 50 dollar bill, so enter [5] [o] [~ , then press past the
“Payment Method” field, accepting the method of “Cash” which is the only choice.
5. Press once more to process this transaction.
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6. Look at the printed invoice and notice that, under “Customer Name” it shows “Cash”.

[4] SPECIAL ORDER TRANSACTIONS:

ONE TIME DISCOUNTS:

SPLIT PAYMENT METHODS:

In the following scenario we will cover “Special Orders”, “One Time Discounts”, and how to
handle “Split Payment Methods”. We’ll use Jeff Ziegler’s account again, as he returns to your
shop and wants to purchase a pair of mufflers that you don’t have in stock. In an effort to sell
these mufflers to him, you find that they are ‘“clearance units” from your supplier so you offer
him a discount on them. He gets so excited about the discount that he would like to pay for
them in full but will need to pay for them in part by check and the balance by credit card.

1. Start a new transaction for Jeff Ziegler by entering your “Department/Employee Code”
and press the [5] (tab) key once. This will take you to the “Telephone” field.

2. Type in Jeff Ziegler’s telephone number, which is (805)555-1212 and press the [5](tab)
key once.

3. Press the key to accept this customer. You should now be in the “grid” of the
P.O.S. screen.

4. Now enter the “Product Code” (part number) for this pair of mufflers he would like:

5. We will need to “mark” this item for “Special Order” before continuing. To accomplish
this, hold down the key and tap the [5] key. Notice that a red “S” appears on that
same row, indicating that this item will be “Special Ordered”.

6. Now enter the quantity [1] (1-pair) and press the key once.

7. Because this item will be discounted 15% off of the MSR price, we now need to apply
this discount to the “Special Order” transaction. To apply a “One Time Discount” for
this transaction, first place the cursor on the item to be discounted. Press the key
once so the 11-124 “Product Code” is highlighted.

8. Press the [5] key to open the “Discount” window (fig. 4.1)

ONE TIME DISCOUNT WINDOW:

Fig. 4.1
=11
Maintenu. Help
Date 06/19/2002 Counterman 30-Day Evaluation
Employee 1 ** RALPH PARTS S i
-mai it
Customer Tele (805)555-1212 MName IJEFF ZIEGLER Fax # I=lzalbainaleen
Account¥ 1 Addr123 SOME STREET
Discount %0 Mode 0 City ANYTOWN State CA  Zip 99959
Product Code Description Gty |F‘mce |Extended PricelAvailable Other Info o=
11-124 TAPER MUFFLERS-B0UP FR/S0 1.00] 101.99 101.99 000)s
]
 This ltem
 All Items
Percent 15.00
Amount 0.00
Mode 2 =
Invoice Total 0.00 Amount T | _Rarail 2=hsr btotal 0.00
CSTOA;““"_'t g'gg . . 3Costrd=Ratail+Labor, B ek
Seen : WMENt  sopior+l abar —
Applied 0.00 1=§ 2=Ck oice Total 0.00
Total Due ZSla “Escto Exit h. Amount+Tax 109 88
Pmt+Deposit 0.00 sz:;;eessssh D.+Invoice Total 109.88
Balance Due L=PicklList S=SaveCnly er06-10-2002Feta Exit

= e = [N (== B e ]
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9. Press the (tab) key once to move into the ‘“Percent” field and enter the discount
percentage of and press the [5] (tab) key once.

10. Because this is being discounted off of MSR pricing, enter [2] in the “Mode” field and
press the [5] (tab) key once.

11. Press the key once to close the “Discount” window. Notice that the discount is now
shown in RED under the customer’s name on the P.O.S. screen.

12. Press the key to access the “Special Order Deposit” screen (fig. 4.2)

13. Because this item will be paid for in full, type in [i][o] [o] at the “Percent” field and press
the [5] (tab) key once.

SPECIAL ORDER DEPOSIT SCREEN:

Fig. 4.2
[ comnterman Bl
MainMenu Help
Date 06/16/2002 Counterman 30-Day Evaluation
Employee 1 ***  RALPH PARTS :
E-mail jeffz@hotmail.com
Customer Tele (805)555-1212 Name |.JEFF ZIEGLER Fax #
Account #1 Addr123 SOME STREET
Discount %0 Mode O City ANYTOWN State CA Zip 99999
Product Code Diescription Qty Price Extended PricqAvailable Other Info =
11-124 TAPER MUFFLERS-80UP FX/S! 1.00 101.99 101.99 0oojs
0.00 0.00 0.00 000
3. special Order,/Layaway Deposit e § = |
Percent 100 —
Amount 571.00 |
Prodcode Description Deposit Qty Price Extended =—
11-124 TAPER MUFFLERS-80UP FX/| 51.00 1.00 101.99 101.99 E
[
D
D
<Esc> to Exit D
]
Pmt+Deposit 5100 poprocessTransaction =~ o ote B-O:tinvoice Total 109.89
Balance Due L=PickList S=SaveOnly WERET0 200 PiE i Exit

14. Notice that the entire deposit amount is placed in the “Pmt+Deposit” field. Since we
will be accepting this amount, press . You should now be positioned in the
“Amount Tendered” field. Press which moves you to the “Payment Method” field.

15. In “Payment Method” press for “Split” payment then press This will bring up
the “Split Payment” window (fig. 4.3). Notice that this window indicates the amount of
the transaction on the bottom (Remaining) and will show how much additional needs to
be collected in order to satisfy the balance.

16. No cash is involved, so press [5] (tab) out of the “Cash” field.

17. He’s paying $50.00 by check and the balance by Visa card, so enter [5][o] in the “Check”
field and press the [5] (tab) key once.

18. The balance will be paid for by Visa card, so type in the “Remaining Balance” in the
“Visa/MC” field and press the [5] (tab) key once.

19. The amount shown to the right of “Remaining” should now show: “0.00” so, press the
key once to close the “Split Payment” window, then to process this transaction.

20. Take a look at the printed invoice. Notice that the “Method of Payment” and “Special
Order Deposit” information are all printed, making it all easy to understand.
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SPLIT PAYMENT WINDOW:
Fig. 4.3

& Counterman =10l
ey Help
Date 06/19/2002 Counterman 30-Day Evaluation
Employee 1 " RALPH :
E-mail jeffz@hotrnail com
Customer Tele (605)555-1212 Name |JEFF ZEGLER Fax #
Account# 1 Addr123 SOME STREET
Discount %0 Mode O City ANYTOWN State CA  Zip 99299
Product Code Description Qry Price Extended PricqAvailable Cther Info =
11124 TAPER MUFFLERS-80UP FX/S 1.00 101.99 10199 0.00[S
0.00 0.00 0.00 0.00
i
Credit Applied -
Cash 000
Check i
Visa/MC 5989
Other 000 _
Invoice Total 0.00 An  Charge 0.00 otal 0.00
On Account 0.00 109.39 s Tax 0.00
S/0 Deposit 0.00  P: VEE -
Applied 000 1= Remaining 0.00 ce Total 0.00
Total Due 51.00 g; <Esc> to Exit Amount+Tax 109.89
Pmt+Deposit 10989 p_piocess M=More D=Delete O=Quote -o-tinvoice Total 109.89
Balance Due 0.00 L=PickList S=SaveOnly Ve AR Exit

21.

your shop.
22.
before.
23.

with the amount of the “Special Order he just placed.
24. Press when finished with this screen.
CUSTOMER ADD/EDIT SCREEN:

Fig. 4.4

I~ STOP Address

Name:

[FEFF ZEGLER
Address: |123 SOME STREET

city: [AnrTOVN

State: [CA  Zip: (99099

Account Number 1 Date Added: |06/21/2002

JSTer]|

REVERSE CHANGES

Format:

o
Shipping Address

Tele: |(305)555"‘272 Fax: |( ) - Email: |jaffz@holma\\ com
¥ Mailing List I” Resale
On Account: 0.00 Special Order Deposits | 109

89 Limit: | 000

Lifetime Purchases: 10199 LastPurchase: |06/24/2002  piscount Mode: |0 Discount % 0.00
Member: [HOG Purchases This Year: 10199  1=Retail 2=Msr,3=Cost+

4=Retail+Labor 5=Msr+Labor
Birthday Month & Birthday Day 10

Customer Al
Notes:

Vehicle Information:

hodel [Year VIN
SHOVEL 1979

Mileage =
THDTABC123M123456 |70000

< v

——

Vehicle Deposits

Now, if we take a look at Jeff Ziegler’s “Customer Record”, we’ll see that this “Special
Order Deposit” has been inserted into his record. This process actually attaches this
money to this “Special Ordered” item and will remain until he picks the item up from

To look at Jeff Ziegler’s account, simply begin a new P.O.S. transaction the same as

Once you are in the “grid”, press the F12 key once, then press E to “Edit Customer
Record” (fig. 4.4). As you can see, the “Special Order Deposit” field has been populated
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[5] SPECIAL ORDER FOLLOW UP AND CANCELATIONS:
TRANSFERING A SPECIAL ORDER TO A LAY-AWAY:
Let’s say for instance, the next day Mr. Ziegler calls you up and wants to know the status of his
“Special Order” item? Now we will see how to check on the actual “status” of his “Special
Ordered” mufflers and be able to provide him with an estimated e.t.a. Or, what if he decided he
didn’t want this item after all? Well, we will also learn how to cancel the “Special Ordered”
item quickly and easily. But what if your parts man “extraordinaire’ found this item “in-stock”?
There would be no need to order it from the vendor. Here we will learn how to transfer this
item to a “Lay-Away” which will set it aside for this customer and remove it from the reorder
list in one easy step.

1. Start a new transaction for Jeff Ziegler by entering your “Department/Employee Code”

and press the [5] (tab) key once. This will take you to the “Telephone” field.

2. Type in this Jeff Ziegler’s telephone number, which is (805)555-1212 and press the
(tab) key once.

3. Press the key to accept this customer. You should now be in the “grid” of the
P.O.S. screen.

4. Press F12 to bring up the “Customer” window. Now press to open the “Review

Special Orders” window (fig. 5.1)

5. Your instructor will explain each field in this screen and how you will be able to use this
information to know exactly “where” in the system this item is.

6. Notice also, on the lower portion of this window (in BLUE) are some additional
keystrokes that are available.

REVIEW SPECIAL ORDER SCREEN:

Fig. 5.1
&L Counterman = =)=
Mairhlzn Help
Date 06/19/2002 Counterman 30-Day Evaluation
Employee 1 ™™  RALPH ] i
-mail it
Customer Tele (B05)555-1212 Name IJEFF ZIEGLER Fax # Lt Ly
Account # 1 Addr 123 SOME STREET
Discount %0 Mode O Citw ANYTOWWN State CA Zip 599959
A& special Orders [ x|
Prodcode Description Oty Date OP|Deposit  |Order Dt |Rovd Dt |Revd [Pickup E
TAPER MUFFLERS-B0UF[1.00 0641902 |YV |109.89 i it o i
I [F4=Transfer to Layaway, <DEL>=Cancel |
Apphied | e S Invoice [ofal
Total Due il BEtCaRli el B.O. Amount+Tax
000 Process Transaction B.O.+Invoice Total
Payment P=Process M=More D=Delete Q=CQuote bl
Balance Due L=PickList S=Savelnly Ver.06-10-2002Beta Exit

TRANSFER SPECIAL ORDER TO LAY-AWAY STATUS:
a. For instance, if you found that this item was actually “in-stock”, you would not
want it to show up on a “Reorder List”, you would need to apply the item as
“Received” in the customer’s record, plus, you would need this item set aside and
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labeled for this customer. All this can be handled in one easy step by pressing
the [ key and answering [y] “Yes” to the following prompt: (BUT DON’T!)

Counterman Question 5‘

@ Do YoU SWANT TO TRAMNSFER
SPECIAL ORDER T LAY AWAY STATLS?

Fig 5.2 DO NOT DO THIS!!!

b. Note that when you choose to transfer a “Special Order” item to “Lay-Away”
status, a label will automatically be printed for this customer.

CANCELATION OF THE SPECIAL ORDERED ITEM:

a. Or, should Jeff Ziegler decide to cancel this “Special Order”, you could do that
from here. But what of his deposit? That would need to be transferred from his
“Special Order Deposit” to his general “Account Balance”. Again, Counterman
Pro can handle this task for you quickly and easily by pressing the key once
and answering [y] “Yes” to the following prompt:

Counterman Quesktion 5[

CAMCEL SPECIAL ORDER FOR 11-124 7

Fig 5.3 DO THIS ONE!!!

b. Note that when a “Special Order is cancelled, Counterman Pro will confirm that
this customers “Special Order Deposit” has been added to their regular “Account
Balance” by the following information window:

Counterman Information E 1‘

& 11-124 DEPOSIT ADDED T CUST ACCT BAL

Fig 5.4

APPLYING ACCOUNT BALANCE TO A SPECIAL ORDER:

RE-INSERT THE SPECIAL ORDERED ITEM:

Due to the importance of understanding the entire “Special Order” loop, and because we
cancelled Jeff Ziegler’s “Special Order”, we will need to re-insert that same “Special Order” to
allow this item to show up on the “Reorder List” and continue the “Special Order” process.
However if you remember, we applied his “Special Order Deposit” to his regular “Account
Balance”. So this time, we’ll be using his existing “Account Balance” and re-apply it back to
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the “Special Order” mufflers. Press to return to the transaction in progress for Jeff
Ziegler.

1.
2.
3.

W

10.

1.
12.

13.

14.

15.

Press to return to the transaction in progress for Jeff Ziegler.

Now enter the number for the mufflers he wants:

We will need to “mark” this item for “Special Order” before continuing. To accomplish
this, hold down the key and tap the [s] key. Notice that a red “S” appears on that
same row, indicating that this item will be “Special Ordered”.

Now enter the quantity [1](1-pair) and press the key once.

Because this item will be discounted 15% off of the MSR price, we now need to apply
this discount to the “Special Order” transaction. To apply a “One Time Discount” for
this transaction, first place the cursor on the item to be discounted. Press the key
once so the 11-124 “Product Code” is highlighted.

Press the [r5] key to open the “Discount” window (fig. 4.1)

Press the (tab) key once to move into the ‘“Percent” field and enter the discount
percentage of and press the [5] (tab) key once.

Because this is being discounted off of MSR pricing, enter [2] in the “Mode” field and
press the [5] (tab) key once.

Press the key once to close the “Discount” window. Notice that the discount is now
shown in RED under the customer’s name on the P.O.S. screen.

Press to move to the “Accounting” section of the P.O.S. screen. Notice that when
you do, Counterman Pro will prompt you with information regarding this customer’s
existing “Account Balance”:

Counterman Information o _5[

Q THIS CUSTOMER'S ACCOUMT

HAS A CREDIT BALAMNCE

THAT WILL BE APPLIED T THIS PURCHASE

Fig 5.5

Just press the key once to confirm this information window.

Because we need to apply the entire amount to this “Special Order”, type in the full
amount (shown on the lower right of your screen) in the “Applied” field.

This will open the “Special Order Deposit” screen. In the ‘“Percentage field, type in
(o] to apply 100% of the deposit to this “Special Order”

The “Pmt+Deposit” field should now have 0.00 in it, so press the key to move to
the “Payment Method” field.

We are not taking any ‘“Payment” this time, so just press the key again to process
this transaction.

. Now, if we go back and look at Jeff Zeigler’s customer record...

Start a new transaction for Jeff Ziegler by entering your “Department/Employee Code”
and press the [5] (tab) key once. This will take you to the “Telephone” field.
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8. Type in this Jeff Ziegler’s telephone number, which is (805)555-1212 and press the
(tab) key once.

9. Press the key to accept this customer. You should now be in the “grid” of the
P.O.S. screen.

10. Press F12 to bring up the “Customer” window. Now press to open the “Review
Special Orders” window (fig. 5.6)

17. Now see how the screen has changed since the last time we looked at Jeff Ziegler’s S/O
records (fig. 5.6)

18. When finished viewing this information, press the key three times to exit back to a
blank P.O.S. screen.

REVIEW SPECIAL ORDER SCREEN:
Fig. 5.6

—imi
Maireny Help
Date 0F/20/2002 Counterman 30-Day Evaluation
Empleyee 1 "™ RALPH PARTS Eraill o i
-mai trnail.
Customer Tele ED5)555-1212 Name [JEFF ZEGLER S (e
Account # 1 Addr 123 SOME STREET
Discount %0 Mode 0 Citw ANYTOWWN State CA  Zip 99393
: X
Frodcode Description Gty Date OF|Deposit  |Order Ot |Rowd Ot |Revd |Pickup E
TAPER MUFFLERS-80UPR|1.00 06/20/02 |¥ |109.69 i fd 0 £
11-124 CANCELLED 06/20/02 1.00 06/19/02 |N |0.00 i I 0 i

| [F#=Transferto Layaway, <DEL>=Cancel |

A [ Z= R = VTSI == U Thveice Total
Total Due e (CIEITaE BECITRt SRlt B.O. Amount+Tax
0.00 Process Transaction B.O+Invoice Total
Payment : P=Process M=More D=Delete Q=Cuote bl
Balance Due L=PickList S=Savelnly Ver.08-10-2002B¢eta Exit
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[6] SPECIAL ORDER LIST REPORT:
Usually on a daily basis, depending on how much “Special Order” business your shop does, a
“Special Order Report” for any items you have not ordered from your vendor(s) needs to be run.
Because most shops do most of their business utilizing special orders, it is crucial that these
items be placed on order promptly. This not only processes “Special Order” items quickly and
efficiently, it also keeps your customers very happy. The report we need to run is a simple list
of any items that have been “Special Ordered” by your customer, but have not been ordered (by
you) from the vendor(s).
1. Always remember to first type in the “Department/Employee Code” before accessing the
“Main Menu”.
2. Access the “Main Menu” by any of the three methods listed below:
a. Hold down the key, then tap the [m] key, or
b. Tap the key, then press the key, or
c. Use the mouse and left-click on “Main Menu”
Note: All menu selections are preceded by a number, making it easy to select the desired
function by simply pressing the number that corresponds to it!
3. Select “Reports” by pressing [3], then select “Special Order Lists” by pressing
4. We need the “Report of Parts Not Ordered” so, press the bar to place a check mark
to select this report (fig. 6.1)

SPECIAL ORDER REPORT SCREEN

Report Sequence:
* Product Code
 Customer #
 Telephone #

" Report of Parts On-Order, Not Delivered
Report Sequence: 4 Select Report Output To |

& Product Code
 Customer#
" Telephone #
" Order Date

Select P=Print or D=Display
P

Process Report | ‘PLEASE WAIT - Report In Process.]

5. Press the [5] (tab) key three times to highlight the “Process Report” button and press the
key once.

6. At the prompt, enter [p] to print this report (rather than display it), then press

7. Note that the item (11-124 Mufflers) is on this list. With this report in hand, we are now
ready to place our “Purchase Orders” by using the Counterman Pro “Reorder List”.
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[7] USING THE REORDER LIST:
This is likely the most useful tool in the Counterman Pro arsenal. By using this tool, there is
much that can be seen and understood about your inventory, sales history, past profit margins,
and much, much more. Using the report we just ran, we can see that there are several vendors
we need to order from to satisfy our “Special Order” customers. Keep in mind (when using the
“Reorder List” function in Counterman Pro), that it will generate a “SUGGESTED” list of items
that need to be ordered. The process that is used to determine what items appear on this
“Reorder List” is quite complex and must meet certain criteria. The first search overrides all the
others, as the program will add any “Special Ordered” items to the list automatically. Doesn’t
matter if the item is in stock or not, if your employee “Special Ordered” it, it will be on this
“Reorder List”. The only other criteria is, if the “Balance” is less than the “Reorder Level” or
less than the “Maximum Balance”, this also will cause these items to appear on the “Reorder
List”. Setting the “Reorder Levels” is a function Counterman Pro can also accomplish for you
and is covered later on during this class. Look again at the “Special Order Report” we just ran.
In the column “Product Code” it is easy to tell by looking at these part numbers, which vendors
we need to order from. For now, we’ll use the CCI (Custom Chrome, Inc) “Reorder List” to
continue with the “Special Order” loop so we can further understand how it all comes together.

1. Always remember to first type in the “Department/Employee Code” before accessing the

“Main Menu”.

2. Access the “Main Menu” by any of the three methods listed below:

a. Hold down the key, then tap the [v] key, or

b. Tap the key, then press the key, or

c. Use the mouse and left-click on “Main Menu”
Select “Maintenance/Display” by pressing the [1] key once.
Select “Inventory” by pressing the [1] key once.
Select “Reorders” by pressing the [4] key once.
Select “CCI” by pressing the [2] key once.
At the following prompt, answer [Y] (yes) to “Generate a Suggested Order’:

GEMERATE SUGSESTED ORDER?

oWk w

Fig 7.0

8. Because the data we are using is from an actual HD franchise dealership, there isn’t
much to order from CCI, but we can see that the “Special Order” mufflers (11-124) are
on this list. See the “Reorder List Screen” (fig. 7.1)
9. Now you can see at a glance some valuable information that can help you in making
decisions for this order (fig. 7.1):
a. The “Purchase Order Number” is listed for you at the top of the screen.
b. The “Total Amount” for this order is tallied for you also.
c. The vendor’s Phone, Fax, and Customer Number are listed near the top.
d. Past Sales History and Average Monthly Sales figures are listed on the lower
portion of the screen.
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e. Price Quantity Breaks are listed on the lower portion of the screen.

Fig. 7.1
=)
MainMenu  Help
Total Value Of Order 65.49 For Vendor CCI Record 1 of 1
Next P.O# 2 Phone 1800 359 5700 Cust# 934581 Added 0
Prodcode Description Rearder Qty Specl  |Available Order Cost BO =
11-124 TAPER MUFFLERS-80UP FX/SOFTAI 1 1.00 0.00 6549C
Sales Total Past 12 Months 0 Avg Monthly Sales 0.0000 Pack Oty 1
Price Qty 65.99 1 Price Qty 8549 2 Price Qty 64.99 3
Reorder Level 0 Maximum Balance 0 Qty On Order 0
F11=Inventory Rec F3=Fresh Order F4=Print List F5=Post&Print Order F6=Sales History <INS==Add Prodcode <DEL ==Delete

10. Special notice should be taken at the many keystroke options listed at the bottom of the
screen (in BLUE). For instance, let’s assume you don’t know anything about why this
item is on your “Reorder List”? Fast information is available by pressing the key
(fig. 7.2). Your instructor will explain the fields and additional information available
from this screen.

11. Also note that (while in the [s] screen) a nice tool has been added that allows the user to
“Reprint” an invoice! Just highlight the transaction of your choice, then press the [ key
once.

12. Special Note! If you move the mouse pointer into the grid on this screen, additional
“Tool Tips” can be seen that show additional keystrokes available from within the grid.

13. Press the key once to back out of the “Sales History” Screen.

14. To add an item to this list, press the key once. Type [1][3][=] [ [2] [o] [ewer] for a
quantity of

15. If you don’t think you need a particular item, just highlight it and press the key
once. A black box will show to the right of that item, indicating that it is marked for
deletion. To permanently remove this item from the list, exit out of the “Reorder List”,
then go back into it.

16. To print this order (without posting it), press the [r] key once.
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SALES HISTORY SCREEN:
Fig. 7.2

=lolx
7 o
Total Value Of Order 65.49 ForVendor CCI Record 1 of 1
Next P.O# 2 Phone 1800 359 5700 Cust# 934581
Prodcode Description IReorder Qty Specl |Available Order Cost  |BO =
11-124 TAPER MUFFLERS-80UP FXJSOFTA 1] 100 0.00 6549
& saesristory =
11124 Price 101.99 Cost 6549
TAPER MUFFLERS-80UP FX/SOFTA Margin  35.7878223 [
Date Sold Oty Price Margin Invoice# [ [ —
06/20/2002 QB 101.99|35.7878223 3 —
10/3011998 |1 92.98|29.5654980 115680 —
10/3011999 |1 92.98|29.5654980 115680
B
Sales Total Past 12 Months 0
Price Qty 6599 1
Reorder Level 0
‘ F11=Inventory Rec F3=Fresh Order,F4=Pi =

17. Once you are satisfied with how this order looks, it will be necessary to “Post and Print”
it. This is the process that actually shows the items have been ordered. Press the [r] key
once, and answer [Y] (yes) to the following prompt:

Counterman Quesktion ﬂ

QK TC POST & PRINT STOCK ORDER?

Fig. 7.3

18. Posting a “Reorder List” will open a “Notes” window (fig 7.3a), where it is possible to

type in a message to your sales rep. or for some information for yourself. If you do not

need any notes, just press here. Otherwise, type in what ever you want, then press
the [5] (tab) key once.

NOTES WINDOW:

=lolx
Total Value Of Order  152.68 ForVendor CCI Record 1 of 2
NextP.O# 1 Phone 1800 359 5700 Cust# 934581 Added 0
[Prodcode Description [Reorder Gty [Specl [Available _[Order Cost |80 =
19-801 MONTEREY SOLO SEAT,SOFTALS 1 1.00 000 144,89~
34-226 LT WGT. BALACLAVAS 1100 000 779

| £ stock Order Notes' i |

Please advise of shipping date and total ]
amount of order (including shipping)
as.ap.

Thanx,

Ralph..]

Sales Total Past 12 Months 0 o o1

Price Qty 146.99 1 Price C 3
Reorder Level 0 Maximum Balance 0 Qty On Order 0

‘ F11=Inventory Rec F3=Fresh Order F4=Print List F5=Post&Print Order F6=Sales History,<INS>=Add Prodcode <DEL>=Delete
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19.

This process will clear the screen and print the “Purchase Order”. It is now up to you to
actually place the order by phone of by fax to CCL

MORE ON THE REORDER LIST:
Due to the lack of data in the previous scenario, more information is available by running a
Harley Davidson “Reorder List”, so let’s do that:

1.

2.

ANl

*

10.

11.

12.

Always remember to first type in the “Department/Employee Code” before accessing the
“Main Menu”.
Access the “Main Menu” by any of the three methods listed below:
a. Hold down the key, then tap the [v] key, or
b. Tap the key, then press the key, or
c. Use the mouse and left-click on “Main Menu”
Select “Maintenance/Display” by pressing the [1] key once.
Select “Inventory” by pressing the [1] key once.
Select “Reorders” by pressing the [4] key once.
Select “Harley Davidson™ by pressing the [1] key once.

At the following prompt, answer [Y] (yes) to “Refresh Existing Order”:
x

@ REFRESH EXISTIMG ORDERT

Fig. 7.4

As you can see, there is a lot more data to play with here.

Anytime there is an existing “Reorder List” that was not previously posted, the
Counterman question “Refresh Existing Order” will appear. This allows the user to go
back to an existing order and retain the way it was, when it was last on the screen.

In addition to the keystrokes listed, there are others also available. If you’ll move the
mouse pointer into the grid of the “Reorder List”, additional keystrokes are listed in,
what we refer to as, “Tool Tips”.

Post and Print this order by pressing [s] key. Answer [y] (yes) to the following prompt:

Counterman Quesktion x|

Qi T POST & PRINT STOCK ORDERF

Fig. 7.5

You will again see the “Notes” window, just press the key once to close it.
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[8] RECEIVING STOCK, LINE BY LINE:

This is a function that normally goes on, on a daily basis. As “Special Orders get processed,
daily sales occur, and inventory gets depleted, “Purchase Orders” get placed and inventory
shipments arrive. This is the “profit circle” we deal with everyday. In order to keep this
process in motion, it is imperative that items get received promptly and accurately. There are
two ways of “Receiving Stock™ that will be addressed in this lesson. The best approach to this
process is to make sure the vendor places your “Purchase Order Number” on the packing slip
when the order is shipped. When the shipment arrives, it is a simple task to “Receive Stock” by
the P/O (purchase order) number. There can be instances when there is no “Purchase Order”
and Counterman Pro allows for this scenario by not requiring one. However, if there is no P/O,
then there is no way to determine if all the items you ordered, have actually been received.
First, we will run through the process of “Receiving Stock” without a P/O number. This is the
process that is also used when entering your inventory for the first time. Next we will run the
process of “Receiving Stock™ using a P/O number.

Receiving Stock Line by Line, NO P/O:
1. Always remember to first type in the “Department/Employee Code” before accessing the
“Main Menu”.
2. Access the “Main Menu” by any of the three methods listed below:
a. Hold down the key, then tap the [m] key, or
b. Tap the key, then press the key, or
c. Use the mouse and left-click on “Main Menu”
Select “Maintenance/Display” by pressing the [1] key once.
Select “Inventory” by pressing the [1] key once.
Select “Receive Stock by Line” by pressing the [3] key once. You will be prompted for
a “Purchase Order Number”, just press here to “Receive Stock” without a P/O
Number.
6. Now enter the “Product Code” (part number) to receive by typing it in here. Type:
7. The following ‘Counterman Question” will allow you to print an “Alignment Label”,
which allows the user to make sure the labels will be printed correctly and centered
properly on the label. Just answer [N] (no) to this prompt for now.

Counterman Queskion x|

@ PRINT ALIGHMENT LABEL?

kW

Fig. 8.0

8. This opens the ‘“Receive Stock™ screen and allows the user to enter how many of this
item to be received (fig. 8.1).
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RECEIVE STOCK SCREEN
Fig. 8.1

& Counterman [ =] 9]

MainMenu  Help

Receive Stock = =

Order# ! Vendor Code CCl Special Orders

Product Code 11-124 Description TAPER MUFFLERS-80UP FX/SOFTAIL
Qty This Receipl 1 #Labels 0 Type Unit Cost 6549 Date Received 06/21/2002
Selling Price 101.99  Gross Profit% 3579 Bin Location
Related Part Number =
50017-85 Swap To Product Code

TRE63022

" Backordered I Cancel Order I Cancelled Backorder
Qty Ordered 1

Qty Received 0

Date Ordered 06/21/2002

F11=lmventory Rec, F5=Post Receipt

9. Enter the quantity received: [1] and press the [5] (tab) key once.

10. Normally here, you would type in the quantity of labels desired, but for our purposes
(and because we do not have a label printer) just enter [o] (zero) here and press the
(tab) key once.

11. Press the [ key once to “Post Receipt” of this item.

12. At the following prompt (Fig 8.2), answer (yes) to “Post Receipt To Special
Order(s)”

Counterman Question El

POST RECEIPT T SPECIAL CORDER(S)?

e

Fig 8.2

13. You should now be ready to receive another item. This process is repeated until the
receiving process is completed.
14. Press the key once when finished with this process.

Receiving Stock Line by Line WITH P/O Number:
1. Always remember to first type in the “Department/Employee Code” before accessing the
“Main Menu”.
2. Access the “Main Menu” by any of the three methods listed below:
a. Hold down the key, then tap the [v] key, or
b. Tap the key, then press the key, or
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c. Use the mouse and left-click on “Main Menu”
3. Select “Maintenance/Display” by pressing the [1] key once.
4. Select “Inventory” by pressing the key once. Select “Receive Stock by Line” by
pressing the [3] key once.
5. You will be prompted for a “Purchase Order Number”. Enter the P/O number for the
Harley Davidson Purchase Order we created earlier and press the key once.
6. At the following prompt (fig. 8.3), answer [N] (no) to print an “Alignment Label”:

Counterman Queskion x|

@ PRINT ALIGMMEMT LABEL?

Fig. 8.3

7. You should be in the “Receive Stock” screen (fig. 8.4) now. Notice that the part number
shown, is the first part number on that P/O and has been filled in for you. Also notice
that the “Quantity” you originally ordered is also filled in for you.

RECEIVE STOCK SCREEN:

Fig. 8.4
: T

Mainteny  Help

Receive Stock il

Order# 2 Vendor Code D Special Orders

Product Code 100384 Description HOSE CLAMP
aty This ReceiplllllE #Labels 0 TypeP Unit Cost 053 Date Received //
Selling Price 158 Gross Profit% 6646 Bin Location B2

Related Part Number =

Swap To Product Code

™ Backordered I Cancel Order I Cancelled Backorder
Qty Ordered 3

Qty Received 0

Date Ordered 06/21/2002

F11=Inventory Rec, F5=Post Receipt

8. Press the (tab) key once to accept the “Received Quantity” shown. Notice that the
number of labels changes to the same number ordered.

9. Your instructor will now explain what all of the fields here are used for.

10. Note the two “hot keys” listed in BLUE on the lower portion of the screen. Press the
F11 key to put you in “Edit Mode” for the selected “Product Code”. After viewing this
inventory record, press the key once to return to the “Receive Stock™ screen.
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11. To “Post Receipt” of this item, press the [r] key once. This will automatically print any
labels, then display the next “Product Code” in order of the P/O.

12. It is important to understand, as you are “Receiving Stock”, to check the cost on the
packing slip against the cost on the P/O to insure all information is correct. Should the
cost, retail, profit margin, or bin location change, simply pressing the [5] (tab) key will
move you into those fields where changes can be easily made right from this screen.

13. Normally, this process is repeated until the entire P/O has been received, but for now,
we’ll say we are finished using this method, so we can see how the next function:
“Receiving Stock in Bulk works.

14. When finished “Receiving Stock”, press the key repeatedly, until you reach a blank
P.O.S. screen again.
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[9] RECEIVING STOCK IN BULK:

This is a method of “Receiving Stock” that was put in place in lieu of the tedious task of
“Receiving Stock By Line”. Although it is much faster, caution should be taken before using
this method, as there are different (additional) keystrokes necessary to accomplish some tasks.
Also, use of the “Swap To Part Number” feature does not work here, and ALL “Special Orders”
WILL apply (no matter what) when “Receiving Stock In Bulk”. Everything being considered,
this method can be a real time saver when it comes to receiving inventory from a P/O and there

are some pretty cool tools at your disposal when utilizing this method.

1.

Always remember to first type in the “Department/Employee Code” before accessing the

“Main Menu”.

2. Access the “Main Menu” by any of the three methods listed below:
a. Hold down the key, then tap the [m] key, or
b. Tap the key, then press the key, or

c. Use the mouse and left-click on “Main Menu”

het

6.

Select “Maintenance/Display” by pressing the [1] key once.
Select “Inventory” by pressing the key once.

pressing the [2] key once.

You will be prompted for a “Purchase Order Number”. Enter the P/O number for the

Select “Receive Stock in Bulk” by

Harley Davidson Purchase Order we created earlier and press the key once.
This will bring up the entire “Purchase Order” on to the screen (fig. 9.1) for you.

RECEIVE STOCK IN BULK SCREEN:
Fig. 9.1

A Counterman

MainMenu  Help

Receive Stock in Bulk

P [

Vendor HD Order# 2
Prodcode Description Recvd Qty|Specl # Labels |Typ |Cost BO[Cancel E
11105 O-RING 1 0 1P 010 [0
11117A 0O-RING 5 0 5 P 020" 7
11161 RETAINING RING 1 0 1|P 17517
12052 OIL SEAL 1 0 1P 1410 [
16719-99 GASKET, ROCKER CO 2 0 2|P 2240 [0
25416-84B Q-RING, CLUTCH COVH 1 0 1|P 08417 [0
26995-86B SEAL, INTAKE MANIFO 3 0 3P 1.06 -
29985-87 32 AMP HIGH OUTPUT 1 1 1|P 113970 [
34901-85A GASKET, PRIMARY CO 3 0 3P 808 [
36753-87A CLUTCH CONTROL, FX 1 1 1|P 19270 0
41145-97 VALVE CAP, B&S LOG( 1 0 1P 4620
45875-84A OIL SEAL 2 0 2|P 5120 0
46106-00 DETACHABLES LOCK-Z 1 1 1|P 38951 7
53116-97DH TOUR PAK, VIVID BLAQ 1 1 1|P 2984210
56110-98 HANDLEBAR, BLACK, 1 1 1 1P 28970 [0
59141-98 LICENSE PLATE FRAM 1 0 1P 14971 [
21742 QAT TAMK TDIM ADADTLCD 4 1 11D Q2 72 =

F11=0rder Rec F4=RePrint Order F5=Post Receipts F6=Sales History F7=Notes <DEL ==Cancel Order,=<Ctrl=-B=Backorder

Highlight the first item on the list that indicates that there is a “Special Order” pending
for the item. You can accomplish this by using the [] (down arrow) key until you reach

“Product Code” # 29985-87.
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8. Now press the F11 key once to open the “Stock Order Record Display/Edit” window.
Notice the available information from this screen (fig. 9.2).

STOCK ORDER RECORD DISPLAY/EDIT WINDOW:
Fig. 9.2

& Counterman = =lol =

MainMenu  Help

Vendor HD Order# 2

Prodcode Description Recvd Oty|Specl # Labels Typ |Cost BO|Cancel =
11105 O-RING 1 0 1|P o101 &

11117A O-RING A n AP n2pr
BP0 Order RecordDisployede

11161 Stock Order R d Display /Edit 5'_ -

12052 Order# 2 Vendor HD 1B O

1 671 9-99 Product Code  29985-57 Description 32 AMP HIGH OUTPUT ALTERMATOR 4 r o

25416-84B el

26995-86B S/ Not Recwl | ]

29985-87 ¥ Open ttem [~ Backordered ™ Cancelled Backorder rd i

34901-85A Qty Ordered 1 DateOrdered 08/21/2002 Unit Cost 113.87 Bl ™ b
36753_87A Oty Received Date Received / / T '

41145-97 er o

45875-84A er -

46106-00 Bl T

53116-97DH er

56110-98 rd ml

59141-98 7 T

edFAD Q2T h -
| F11=Crder Rec F4=RePrint Order F5=Puost Receipts FG=5ales History F7=Notes <DEL ==Cancel Order <Ctrl=-BE=Backorder

9. If you need to change something in the “Inventory Record” itself, you can press the F11
key again. This will place you in “Edit Mode” for the selected inventory item. Press the
key once to return to “Stock Order Record Display/Edit” screen.

10. Also notice there is a “button” called: “S/O Not Recvd”. Pressing the key once, or,
left clicking this button with the mouse will open the “Special Order Information”
window (fig. 9.3).

11. It is important to understand, this is an “informational” window only. It can provide you
with information with regards to the original ‘Special Order”, but none of this
information can be edited from here.

12. Press the key once to close the “Special Order” information window.

13. Press the key once more to close the “Stock Order Record Display/Edit window.

continued, next page...
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SPECIAL ORDER INFORMATION WINDOW:

Fig. 9.3
fcounterman Il
MainMenu  Help
Receive Stock in Bulk - i
Vendor HD Order# 2
Prodcode Description Recvd Qty|Specl # Labels |Typ |Cost BO|Cancel =
11105 O-RING 1 0 1P 010" |”
111174 O-RING 5 n 2.0 n2pr -
V Stock Order Recor - b I
MName Telephone Qty Date CE|Deposit Order Dt [Rew Dt Revd |Pickup &

DON THOMPSON (805)773-8551 |1.00 05/30/02 0.00 062102 |11/ 0 i

F11=0rder Rec F4=RePrint Order F5=Post Receipts,F6=5ales History F 7=Motes <DEL >=Cancel Order <Ctrl=-B=Backorder

14. Normally, we would “Post Receipt” of this “Purchase Order”, but due to possible label

printer issues, press  repeatedly to exit back to a blank P.O.S. screen.

15. Note: If we had processed this “Receiving Process”, all stock labels would be printed,
all “Special Orders” would be properly applied, and all quantities would be added to the
inventory records. All of this happens in very few keystrokes, thus saving the user much

time when “Receiving Stock”
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[10] FINALIZING THE “SPECIAL ORDER LOOP”:
To recap what we have accomplished so far on the “Special Order Loop”, to where we are now:
1. The customer (Jeff Ziegler) came into your shop and placed a “Special Order” for a pair
of mufflers.
2. We printed a “Special Order Report” that included this information and (with this report)
created a “Purchase Order” for CCI and ordered the mufflers.
3. The order came in and we received the mufflers, which posted to Jeff Ziegler’s “Special
Order” record.
So what happens now? Well, Mr. Ziegler calls up and wants to know what’s happening on his
“Special Order” mufflers. As many different processes are happening by different employees at
the same time for many different customers, you may not recall exactly what the status is on his
S/0O. To find out, simply bring his account up from the blank P.O.S. screen. You will notice
right away that the item automatically appears on the screen. So you can inform him that his
mufflers have arrived! But additional information is also at you fingertips, as we’ll see as you
follow along in the following steps. First off, assume Jeff Ziegler calls you up on the phone and
wants to know the status of his mufflers he ordered. With Mr. Ziegler on the phone, you could:
1. Begin a normal P.O.S transaction by entering your “Department Code” followed by your
“Employee Code” and press .
2. Type in Mr. Ziegler’s phone number and press , OI press past the “Tele” field,
into the “Name” field and type in his name (or the first part of his name) and press .
3. Notice that the item he ordered shows up automatically on the “Special Order Pickup”
(P.O.S.) screen (fig. 10.1), in the grid. Also notice that there is a red P in the grid,
indicating this is a “Special Order Pickup”.
4. Just to be sure this is the item he really wants, you could also press F12 to access the
“Customer Information” window, then press [r] to “Review Special Orders” (fig. 10.2).

SPECIAL ORDER PICKUP SCREEN:

Fig. 10.1

A Counterman & =101 x|
Mainllent Help

Date 06/24/2002 Counterman 30-Day Evaluation

Employee 1 ***  RALFH PARTS .

E-mail jefz@hotmail.com

Customer Tele (305)555-1212 Name |.JEFF ZEGLER Fax #

Account #1 Addr123 SOME STREET

Discount %0 Mode 0O City ANYTOWN State CA Zip 99999
Product Code Description Qity Price Extended PricgAvailable Other Info I
11-124 TAPER MUFFLERS-80UP FX/SH 1.00 101.99 101.99 1.00[P

000 000 0.00 0.00

Invoice Total 109.89 Amount Tendered 0.00 Subtotal 101.99
On Account 0.00 Change Sales Tax 7.90
$/0 Deposit 109.89 Payment Method 5
Applied 0.00 1=5 2=Ck 3=VISAMC 4=0th Invoice Total 109.89
Total Due 0.00 g=Char95T6=C’Ed'tt_S=5"t B.O. Amount+Ta 0.00
Payment 000 P e lote Q=Quote  B-O-+Invoice Total 109.89
Balance Due 0.00 L=PickList S=SaveOnly e 2Ll ety Exit
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REVIEW SPECIAL ORDERS SCREEN:

Fig. 10.2
[ comeeman STk
Mainvenu Help
Date 06/24/2002 Counterman 30-Day Evaluation
Employee 1 ***  RALPH PARTS . _
E-mail jeffz@hotmail com
Customer Tele (805)555-1212 Name |JEFF ZIEGLER Fax #
Account #1 Addr123 SOME STREET
Discount %0 Mode O City ARYTOWN State CA Zip 99999
B soccmamies = =

[ |Pradcode Description Oty Date OF|Deposit [Order Dt |Rovd Dt [Reovd |Pickup =
[ TAPER MUFFLERS-80U[1.00  |06/21/02 |Y [109.89 |06/21/02 |08/21/02 |1 Vi)

I
{ ‘Fﬂ:Transferto Layaway, <DEL>=Cancel

Applied S Z=UK I=VISAMU 4=Uth Invoice Total 109.89

Total Due 0.00 ;;;::;9591_‘1;‘:‘;9;;5;53'“ B.0. Amount+Tas 0.00
Payment 0.00 P=Process M=More D=Delete O=CQuote B.Q.+Invo|ce Total 109.89
Balance Due 0.00 L=PickList S=SaveOnly VU2 OB Exit

5. As you can see here, the “OP” (open) column shows a “Y” indicating the “Special
Order” is still Open. The “Order Date” and “Receive Date” have been filled in for you
with the dates they actually happened. However, the “Pickup Date” is blank, which
indicates the item has not been picked up by the customer.

6. Press the once to close the “Review Special Order” screen. Now press [g] to “Edit”
this customer’s record, so we can see that Mr. Ziegler does indeed have an amount in the
“Special Order Deposit” field that is equal to the amount of the “Special Order” mufflers
(fig. 10.3). We’ll be able to see that this amount gets decremented, once the S/O item is
picked up and the deposit gets applied. Press the key once to return to the
“Customer Information” window.

7. Press again to return to the P.O.S. transaction in progress.

Move to the “Accounting” portion of the screen by pressing the key once.

9. No payment is required because this item was paid for in full, in advance at the time Mr.
Ziegler ordered it, so just press at the “Payment” field.

10. Counterman knows you are not tendering any money, so you are placed in the “Payment
Method” field, which indicates a “5” (charge) for the “Method of Payment”. This is a
correct “Payment Method” as it acts like a reverse charge to the customer’s “Special
Order Account”. Press once to move to the “Process Transaction” field.

11. Press on the “P” to process this transaction. This process will remove the original
deposit from the “Special Order Deposit” field in the “Customer Record”, adjust the
“Inventory” record, and close the “Special Order” record for this customer.

12. This completes the entire loop for how a “Special Order” should be handled from start to
finish.

*
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CUSTOMER EDIT SCREEN:

13.

14.

15.

16.
17.

18.
19.
20.

21

Fig. 10.2
[ comearmen I
Vsintlernn Help
euetomer naazear—
REVERSE CHANGES
Attn: I Account Number 1 Date Added: |06/21/2002
Name: | [EFF ZEGLER I~ STOP Address Format: IA_
Address: |123 SOME STREET
City:  |ANYTOWN State:[CA  zip: [99989
Shipping Address
Tele: [(805)555-1212 Fa: [0 ) - Email: [jeffz@hotmail com
¥ Mailing List I” Resale
On Account: 0.00 Special Order Deposits 109.89 Lirit: 0.00
Lifetime Purchases: 000 | astPurchase: | // DiscountMode: |0 Discount % 0.00
Member: |HOG Purchases This Year: 0o 1=Retail Z=Msr 3=Cost+
d=Retail+Labor 5=Msr+Labor
Birthday Month § Birthday Day 10
Vehicle Information:
Customer =] -
Notes: Iiodel [Year N Ilileage £
SHOVEL 1979 THD1ABC123M123456 (70000
| B
4 »

Vehicle Deposits L

Now, if we access Mr. Ziegler’s account once more, we’ll see that his “Special Order
Deposit” field has been decremented the amount of the “Special Order”.

Begin a normal P.O.S transaction by entering your “Department Code” followed by your
“Employee Code” and press .

Type in Mr. Ziegler’s phone number and press , OI press past the “Tele” field,
into the “Name” field and type in his name (or the first part of his name) and press .
Press F12 to access the “Customer Edit” screen.

Press the key once to highlight the “Edit Customer” button and press the key
once.

Notice the “Special Order Deposit” field is now 0 (zero).

Press to back out of this function.

Press again to abort this transaction and “Cancel This Invoice”

. Answer [Y] (yes) to the following prompt (fig. 10.3) to “Cancel This Invoice” and return

to a blank P.O.S. screen.

Counterman Quesktion 5[

D2 Yol WAANT T CANCEL THIS INVOICE?

Fig. 10.3
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[11] SERVICE REPAIR ORDERS:
SERVICE SPECIAL ORDERS:
There are some important factors to consider when using the “Service Repair Order” function in
Counterman Pro. The first is that, this function is not designed to totally replace the hand
written “Repair Order”, it is intended to enhance it. Due to the fact that a “Repair Order” is
almost never processed at the time it begins, it is necessary for Counterman Pro to set inventory
“aside” for this job until it has been completed. In the past (DOS version) we have referred to
this process as “Allocating Inventory”. Counterman Pro takes a little different approach to this
scenario, as the opening questions (when beginning an R/O) have changed to make more sense
to the user. Rather than ask “Allocate Inventory to this Transaction?” (as in the DOS version),
Counterman Pro now asks: “Is this a Quote?”. The reason for this change is simple, because the
only time you would not allocate inventory, is when you are printing a “Quotation”. The
process is virtually the same, the verbiage has been changed to protect the innocent, or “make
more sense”. This process of allocating inventory, what we now refer to as: “Reserved for
Service” is necessary because the item(s) you are installing on this customer’s motorcycle are
no longer available for sale in your shop, yet they have not been sold yet either. These items are
in “limbo”, sort of like a “part purgatory”, if you will... Once the R/O (Repair Order) has been
processed, these items come out of the “Reserved Service” field.

1. To begin a “Service Order”, press the [r] key once.

2. Because we are considering this an “actual service job”, answer [n] (no) to the following

prompt (fig. 11.0). This will cause all items to be “Reserved for Service” as they are
entered into the P.O.S. grid.

Counterman Question il

[P
Q ## SERMICE ORDER #*

w15 THIS A QUOTE,  **
## OB ARE YOU CREATIMG **
i o NEWY STOCK JOBP  *#

A response of Mo will cause Inventory to be
Reserved as Quantities are entered)

Yes

Fig. 11.0

3. Now, you can enter your “Department/Employee Code” in the “Employee” field and
press the key once.

4. This will move you to the “Mechanic” field. It is important to understand that all
mechanics in your shop must be setup (see “Mechanic Table” later in this book) in order
for this process to continue. You will not be able to use your “Employee Code” as a
“Mechanic”. For this scenario, we’ll use Vance as the “Mechanic”, so press in this
field, then press

5. “Service Orders” require customer information to continue, so let’s use Jeff Ziegler’s
account again.

6. Type in Mr. Ziegler’s phone number and press [=w] then press again to select
(alternately, you could press past the “Tele” field, into the “Name” field and type in
his name (or the first part of his name) and press ).
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8.

9.

10.

Notice that the “Select or Add Customer Motorcycle” window pops up (fig. 11.1). We’ll
be working on his existing bike, so just press to select it.

Jeff needs an oil change for that old Shovel, so enter the “Product Code” for his filter:
=l

Oh boy, you don’t have this item in stock... That’s ok, hold down the key and tap
the [s] key once to mark this item for “Special Order”! (new feature in Counterman Pro)

Enter the quantity of [1] and press

SERVICE REPAIR ORDER (SELECT or ADD CUSTOMER MOTORCYCLE):

1.

12.

13.

14.

15.

16.

17.

18.

Fig. 11.1
L comncarman 81
Maint1enu Help
Date 06/24/2002 Counterman 30-Day Evaluation ** SERVICE ORDER **
Employee 1 ***  RALPH PARTS Mechanic 1
E-mail jeffiz@hotmail.com
Customer Tele (805)555-1212 Name |JEFF ZIEGLER Fax #
Account#1 Addr123 SOME STREET
Discount %0 Mode O CityANYTO\/VN State CA Zip 99999
Product Code Description Qty. Price Extended PricgAvailable Other Info =
0.00 0.00 0.00 000
viodel [Year VIN Iileage
1979 1HD1ABC123M123456 | 70000
Invoice Total Amount Tendered U000 Subtotal
On Account Change Sales Tax
$/0 Deposit Payment Method
Applied 0.00 1f$ 2=Ck 3?V|SA_/M(E4=_ON'I Invoice Total
Payment Sl P=Process M=More D=Delete Q=Quote B-©-*Invoice Total
Balance Due L=PickList S=SaveOnly Vel Exit

Ok, now let’s add the oil to this process by typing: then the quantity of three:
Notice that Counterman Pro inserts a red S for the “Special Order” item and a red A for
the “Allocated” item into the grid, just to the right of the “Available” field.

It will be necessary to put this transaction on hold until the filter comes in AND until the
oil change is actually completed. To accomplish this, hold down the key and tap
the [ key.

In the “Save As Name” type in the number found on the “Hand Written R/O” which is
and press the [5] (tab) key once.

Type in the notes as shown in fig. 11.2, then press the key to save this transaction.
By placing this item on “Special Order”, it will automatically be reserved for this
“Service Order” as soon as it has been received. So the normal sequence of events
would occur (i.e. Running the “Reorder List”, placing the “Purchase Order”, then
“Receiving” the item into stock). Of course, this item would show up with any other
“Special Ordered” items that were placed prior to the last “Reorder List”.

So if we replicate the process we ran earlier and open the “Reorder List” for CCI, we’ll
see that the item we just “Special Ordered” is now on that list. (Your instructor will
guide you through this process).

Now, go ahead and “Receive” the item into stock (we covered this earlier, but your
instructor will also guide you through this process).
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SERVICE ORDER/SAVE FOR RECALL SCREEN:
Fig. 11.2

[ counierman S
Msinkleny Help!
Date 06/24/2002 Counterman 30-Day Evaluation ** SERVICE ORDER **
Employee *** Mechanic 1
E-mail jeffiz@hotmail.com
Customer Tele (505)555-1212 Name |JEFF ZEGLER Fax #
Account# 1 Addr123 SOME STREET
Discount %0 Mode 0O City ANYTOWN State CA Zip 99999
Product Code Description Qty Price Extended PricqAvailable Other Info =
25-545 QIL FLTR PERF-FORMS3UP/HD) 1.00 8.71 8.71 0oojs
60 99516-60 60V QIL 3.00 3.25 9.75 900jA
nnn NN n.nn NN
E e
Save As Name Z1234
Notes
Special ordered the oil filter, eta: 3-days... 5l
Invoice Total 10.51 9.75
©On Account 0.00 0.76
S/0 Deposit 0.00 B
Applied 0.00 10.51
Total Due P5'° u geT"'ue““tP'W“‘ B.O. Amount+Ta» 9.39
Pmt+Deposit 0.00 P=Prr:c$aessssM=rﬁgrs:E);°[)r(‘alete Q=0uote B.O.+invoice Total 19.00
Balance Due L=PickList S=SaveOnly Vel 2 Akl Exit

19. With the item now received into inventory, let’s “Recall” the saved “Service Order” by
holding down the key and tap the key. This will bring up the “Recall
Transactions” window (fig. 11.3)

20. You can locate the one you are looking for quickly by typing the first character it was
originally saved under. Press the key, and you should see the previously “Saved
Transaction”.

RECALL TRANSACTION WINDOW:
Fig. 11.3

e FEE
MainMenu  Help
Date 06/25/2002 Counterman 30-Day Evaluation
Employee E-malil
Customer Tele { ) - Name I Fax #
Account # Addr
Discount % Mode City State Zip
Product Code Description Qty Price Extended PricgAvailable Other Info =
0.00 000 0.00
[£.Recol Tomoction |
pows B
IXW4
XX1
IXX3
nec
XY
XY2
XY3 =
Invoice Total An  [XY4
On Account 121234
S/0 Deposit Pa Ei
Applied 0.00 =
faiten: Brdcees Transsiton. EOpAmoIeTe)
Payment 000" p=process M=More D=Delete Q=Quote  E-O-*Invoice Total
Balance Due L=PickList S=SaveOnly IR 2 AUIE Exit
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21. Once you have located the previously saved transaction, press the key once to open
the transaction and place it on the screen.

22. At the following prompt (fig. 11.4) answer [n] (no) to the question: “Is This a New Job?”
by just pressing the key once to accept the default of “NO”.

Counterman Quesktion ]

@ #4 SERWICE ORDER RECALL **
## 15 THIS A& MEW JOB? **

Fig. 11.4

23. This will bring up a second “Counterman Question” (fig. 11.5) that asks: “Is This a
Quote, Or Are You Creating a New Stock Job?” Because this is NOT a “Quote” and we
are NOT creating a “Stock Job”, the answer to both of these questions is [N] (no). This is
also the default answer, so just press the key once to accept the default answer.

Counterman Question ! ﬂ

@ *# SERVICE ORDER **

15 THIS & QUOTE,  **
% O ARE YOU CREATING **
kA NEW STOCK JOB?

A response of Mo will cause Inventory to be
Reserved as Quantities are entered)

Fig. 11.5

24. This will bring up the “Service Order” with all the items listed, exactly the way you
saved it before. Now press the key twice to bring up the “Select or Add Customer
Motorcycle” window.

25. We’ll be performing the work on Jeff’s “79 Shovel”, so just press the once to select
it.

26. You’ll notice that the “Special Order Oil Filter” now shows a red “P” in the right
column. This signifies a “Special Order Pickup” and Counterman Pro handles this
automatically for you.

27. We also have “Recalled” this “Service Order” for another reason. The mechanic found a
cracked oil line fitting while doing the oil change and needs to add the fitting to this
“Service Order”.

28. Type in a “Product Code” of (6] and press the key once.

29. For a quantity of

30. You’ve got 1 ¥4 hours of “Labor” tied up in this job, so enter a “Product Code” of [L] for
“Labor” and press the key once.

31. For a quantity of [1] ] [2] [5] [==r]
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32. Now, save this job again by holding down the key and tap the [] key.
33. Notice that the “Save As Name” is the same as it was when it was “Recalled”.
34. Press the [5] (tab) key once and type the additional “Notes” in the field as shown below

(fig. 11.6).
Fig. 11.6
[ coumerman I8l
Mainienu  Help
Date 06/26/2002 Counterman 30-Day Evaluation ** SERVICE ORDER **
Employee 1 ™™*  RALPH PARTS Mechanic 1
E-mail jeffz@hotmail.com
Customer Tele (505)555-1212 Name I.JEFF ZEGLER Fax #
Account#1 Addr123 SOME STREET
Discount %0 Mode 0O City ANYTOWN State CA Zip 99999
Product Code Description Qty Price Extended PricgAvailable Other Info I
25-545 OIL FLTR PERF-FORMS3URPMD) 1.00 871 871 -1.00|P
60 99816-60 60V OIL 3.00 325 975 6.00|A
26495-75 FITTING 100 = 20 = 2 nonis
L _ABOR PER HOUR X
Save As Name Z1234 —
Notes
Special ordered the oil filter, eta: 3-days... |
Found cracked oil fitting, replaced it]
Invoice Total 98.64 96.76
On Account 0.00 1.88
$/0 Deposit 0.00 B
Applied 0.00 98.64
Total Due P5‘C 2 QETE‘C =g ‘tF"E’P"‘ B.O. Amount+Tay 0.00
Payment aind P=Prrt;)c(;essssM=rlagrs:B;%nelete Q=Cucte  B-O-Hnvoice Total 98.64
Balance Due L=PickList S=SaveOnly e Exit

35. The work has been finished and we move on to the last part of this “Service Order”,
when the customer (Jeff Ziegler) comes back in to pick up his bike.

36. So from a blank P.O.S. screen (one last time), hold down the key and tap the
key to “Recall” this “Service Order”.

37. Press [z] to show the “Saved Transactions” that begin with that letter, and make sure the
one saved as “Z1234” is selected, the press the key once.

38. Again answer “NO” to both of the following “Counterman Questions” (fig. 11.7 & fig.
11.8) by accepting the default, press the key on “NQO” at both prompts.

Counterman Quesktion . il
p @ ** SERVICE ORDER **
Counterman Question il

## 15 THIS & QUOTE, **

® # SERWICE ORDER RECALL ** :: OR ARE YOU CREATING *#
H A MEVW STOCK JOB?  **
*# 1S THIS A MEW JOB? ** (& response of Mo will cause Invenkory to be

Reserved as Quantities are entered)

Yes

Fig. 11.7 Fig. 11.8
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39.

40.

41

42.

43.

44.

45.
46.

47.

Keep in mind, we are simply “Recalling” this transaction so it can be finalized and
“cashed out”. So, the default answers (“NO’) to the “Counterman Question” prompts
are your normal choice.

Press the key once to accept the “Employee/Department” code, then again to
accept the “Mechanic Code” as it was when this “Service Order” was last saved.

. Press the key once to accept the “79 Shovel” as the bike we are performing the

work on. This will place you into the “grid”.

We’re now ready to take Mr. Ziegler’s money from him, so press the key once to
get to the “Accounting” portion of the P.O.S. screen.

To accept the “Payment” in the amount of this transaction, just press the key to
move to the “Amount Tendered” field.

He’s paying by Visa Card. Since you are not “Tendering” any cash, just press the
key once to bypass the “Amount Tendered” field and move to the “Payment Method”
field.

“Payment Method” is Visa, so press the [3] key once and press

Notice that the default is showing a “M” (More) in the “Process Transaction” field. This
provides the opportunity to add additional “Notes” and add disclaimers if desired. Press
the key once.

Although we could add notes to this transaction here, there is nothing further that needs
to be added, so press the key once at the “Transaction Completion™ screen (fig.
11.9) to “Process and Print” this “Service Order”.

TRANSACTION COMPLETION SCREEN:

Fig. 11.9
[foomeman -0l
Mainfen Help
Date 06/26/2002 Counterman 30-Day Evaluation ** SERVICE ORDER **
Employee 1 ***  RALPH PARTS Mechanic 1
E-mail jeffz@hotmail com
Customer Tele (505)555-1212 Name |.JEFF ZIEGLER Fax #
Account#1 Addr123 SOME STREET
Discount %0 Mode O City ANYTOWN State CA 2Zip 99999
Product Code Description Qty |Price \E)ctended Prichvai\ab\e \ \Other Info =
25-545 CIL FLTR PERF-FORMS3UP/HD *" T
60 39616-60 50w OIL “Notes: '
26496-75 FITTING — .
L L ABOR PER HOUR Special ordered the oil filter, eta: 3-days... Cl

Found cracked oil fitting, replaced it.

I Print Disclaimers

Save for Recall

Invoice Total 98.64 AmoL —I 96.76

On Account 0.00 ch Print 1.88
§/0 Deposit 0.00  Payn kil

Applied S ;:gﬁ Currently Selected Invoice Printe I 98.64
fotal D 9884 brocs HP LaserJet 1200 Series pile o0
Payment 9864 p_proce » Total 98.64
Balance Due 0.00 L=PickLi pEE Exit
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48. The normal rule-of-thumb is to “delete” any transactions that have been processed,
because you no longer need them. At the following prompt (fig.11.10), delete the
previously “Saved Transaction” by answering (yes). Press the key once, then
press the key once.

Counterman Information i‘

@ DELETE RECALLED TRAMSACTION?

Fig. 11.10

49. When you “Delete Recalled Transaction”, Counterman Pro will provide an information
window, letting you know that the deletion was successful (fig. 11.11).

Counterman Information 5[

@ RECALL TRANSACTION DELETED

Fig. 11.11

50. Take a look at the printed invoice. Notice that the vehicle VIN, model, year, and
mileage are all printed on the invoice. Counterman Pro not only prints this information,
it also saves it, so it can be recalled later. For instance, if the customer comes in six
months later and wants to know what his mileage was at his last oil change, Counterman
Pro could provide this information through a report.

51. Also notice that all of the “Notes” we typed in, have been printed on the “Service
Invoice”, providing your customer with valuable information concerning his motorcycle.
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[12] STOCK CHECK SCREEN:
This is a very useful tool that will likely be used more than any other by Parts and Service
employees. The “Stock Check Screen” provides an array of information at a touch of a button.
Information that answers questions like: Do we have this item in stock? What is the Retail
Price? What is the MSR price, or the Cost? Is the item available from a different supplier, and
if so, how can I compare Costs through different suppliers? With the answers to these questions
and more, you can begin to understand what an incredibly valuable tool the “Stock Check
Screen” is. Let’s say that a customer comes into your shop and wants to find out the availability
of an HD seal, part number 11124. Of course the “Stock Check Screen” can be used to check
your inventory level, but maybe you can get this item from a different supplier? Or, maybe at a
better cost? Or maybe you just want to know which vendors carry this item? In the following
lesson we will learn how to use the F2 “Stock Check Screen” and all the tools associated with it.
1. To access the “Stock Check Screen you can be anywhere on the P.O.S. screen, just
press the [ key once.
2. Now, enter the “Product Code” (part number) in question: and press the
key once (fig. 12.1).

Fig. 12.1
[foomteman Bz
MainMenu  Help
Date 06/26/2002 Counterman 30-Day Evaluation
Employee 1 ***  RALPH PARTS .
E-mail
Customer Tele { | - Name | Fax #
Account # Addr
£ Stock Check 3 |
Prodcode/Description Available Bo Date QtyOnOrder BinLoc Po# Price
11124 4.00 04/25/2001 0.00 B4 3.10
OIL SEAL ** Lost Sale ? **
Related Part Numbers
Prodcode Diescription Available [BoDate QtyOrd  |BinLoc  |Pg# |Price =
" NOT STOCKED ™ 0o0o| |1/ 0 101 2287
DSDS194420 " NOT STOCKED ™ 000 |1/ 0 0384 1373
TR482483 " NOT STOCKED ™ 0oo| |1/ 0 14.26
CS092601 " NOT STOCKED ™ 0oo| |1/ 0 412 2099
VT14-0800 " NOT STOCKED ™ 0oo| |1/ 0 118 16.11
WW3A5-709 ™ No Record Exists ** ooo| |1/ 0 0.00
MEBH11124 ** No Record Exists ** ooo| |1/ 0 0.00

E=Enter Prodcode O=Original Fi11=Ihventory Rec N=Next P=Previous L=LostSale R=Retail/Cost-Msr
<Esc> to EXit

3. As you can see, there is quite a bit of information right on this screen. Across the top of
the screen we have the “Product Code/Description”. How many are currently on hand in
your inventory, under “Available”. The “Date” this item was last “Received” or
“Ordered”, the “Quantity On Order”. The “BinLoc” refers to the location of the item in
your shop, “Pg#” is where you can find this item in the vendor’s catalog, and “Price” is
the current “Selling Price” for the item.
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Recording Lost Sales:

4. Also, towards the top of the screen, are the words: “** Lost Sale ? **“ in red. This is
asking the user a question. Is this a “Lost Sale”? “Lost Sales” can be recorded from
here and a “Lost Sales Report” can be ran to find out which items your losing sales on.
To record a “Lost Sale” for this item, simply press the [t] key once.

5. Counterman Pro will confirm that the “Lost Sale Recorded” with the following prompt
(fig. 12.2). Press once to acknowledge the confirmation.

Counterman Informatio _5: il

L
@ LOST SALE RECORDED FOR 11124

Fig. 12.2

Related Product Codes:

6. Notice that there are several ‘Related Product Codes” listed in the grid. If you find that
you would rather use one of the part numbers listed in the grid, you can bring that
“Product Code” to the top of the “Stock Check Screen” by highlighting the item of your
choice using the [1] and [t] keys to make your selection, then press once to bring it
to the top.

7. To revert back to the original “Product Code” you entered, simply press the (letter)
key once.

8. At a glance you can easily compare the “Retail Price” here, you’ll also notice that some
of the prices look a bit steep for a seal. This is due to the fact that, most of the prices
you see are listed at “Pack Quantities”

9. When the “Description” says: “** NOT STOCKED **” it means that Counterman Pro
has located the information on this item from the “Price Book™ file. If the “Description”
says: “** No Record Exists **” it means the item cannot be found in “Inventory” OR in
the “Price Book™ files and is likely because that vendor’s “Price Book™ NOT in your list.

Comparing Vendor’s MSR/Cost:

10. Comparisons between vendors, for “like items” is a cinch using the “Stock Check
Screen”. Simply press the [r] key once to view actual “MSR” and “Cost” for the listed
item from all the vendors on the screen.

Balance Editing and More:

11. Let’s just say you just went to the bin and pulled one of these seals for a customer, but
you found that there is actually seven of them on hand, in stock! Counterman Pro can
save you a bunch of keystrokes by allowing the user to edit the “Balance” available from
right here!

12. Press the F11 key once to go to “Quick Edit” mode in the “Inventory Screen” (fig. 12.2).

13. Notice that the selections available can be viewed by pressing the [5] (tab) key.

14. Press the (tab) key five times, until you reach the “Balance On Hand” field. Now,
press the [7] key once to change the “Balance On Hand” to the actual quantity you have,
then press the (tab) key to move out of the field. Now press to return to the
“Stock Check Screen”.
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INVENTORY QUICK EDIT SCREEN:

Fig. 12.2
3. Counterman E =10 %]
MainMenu  Help
mventory Recordbsploy

Product Code 11124 Date Added //
Description OIL SEAL ¥ Inven Total I Labor ~ Update From Price Book
Cost 112 " CcostOn GPM ~ Taxable & Discounted I Calculate Min/Max
Selling Price 3.10 Bin Location B4 Pack Oty 5 Sold By EA Cat Page
Gross Profit% 63 8709677 Reorder Level 2 Maximum Balance 2
Suggested Retail 250 Qty On Order 0 rBO Rcv Date  04/25/2001
Note [z000 |
el
Balance On-Hand 700" [Related Part Nurmber 2l qty Sold MTD 0.00
Reserved-Service 000 (54043 . Cost MTD it
Reserved-Spec 000 |DSDS194420
000
Vendor Code HD Ez%%é‘é%i SRS LI
Margin % 0.0000000
Item Category HD T 0BG ain %o
MV/S5-700 Qty Sold YTD 100
MGEHT1124 Cost YTD 112
2-Reserved Detail Sales YTD 504
3-Disclaimers Margin % £1.9047619
12 Month Sales Total 2.00
A-History L Avg Monthly Sales 03232 (6MOS)
<Esc> fo Exit

15. Additional keystrokes are also available from the “Stock Check Screen” and they are
listed on the lower portion of the screen in BLUE.

16. The only other keystroke available that is NOT listed allows the item on the top of the
“Stock Check Screen” to be “pasted” right into the grid, when a transaction is currently
in progress.

17. To perform the process in step #16, you would need to be in the middle of a transaction,
positioned in the grid, on the “Product Code” field. You could then use the “Stock
Check Screen” by pressing the [2] key. Then, enter the “Product Code” and press .
To “paste” this item right into your P.O.S. screen press the bar key once.
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[13] CASH PAID OUTS:
It never fails, it’s inevitable, you’ll need cash for something, sometime, when you least expect
it. Whether it’s a nut or bolt you don’t have, but need it to complete a job, or it’s gas for a bike
in the Service Department. Or maybe you need to pay a C.O.D. and there’s no one in the shop
who can write a check. Whatever the case may be, there is likely a time when you’ll need to
pull cash out of your drawer to pay for something. It’s to your advantage to keep track of “Cash
Pay Outs”, as they are considered a tax write off and are expenses for supplies needed for your
business. It is important to understand however, that the proper account be charged for the
“Cash Pay Out”. With this in mind, you may want to setup particular accounts, strictly for this
purpose.

Setting Up GL Accounts For Cash Paid Outs:

1. Always remember to first type in the “Department/Employee Code” before accessing the

“Main Menu”.

2. Access the “Main Menu” by any of the three methods listed below:

a. Hold down the key, then tap the [v] key, or

b. Tap the key, then press the key, or

c. Use the mouse and left-click on “Main Menu”
Select “Maintenance/Display” by pressing the [1] key once.
Select “Table Maintenance” by pressing the [¢] key once.
Select “Chart of Accounts Table” by pressing the [7] key once.
This will open the “Chart of Accounts” GL listing (fig. 13.1). The list that you now see
was originally converted from the HD shop and was not in use at the time of this writing.
We are going to add an account for the purpose of “Shop Supplies”, so press the
key once to add a new record.

AN

CHART OF ACCOUNTS SCREEN:

Fig. 13.1
& Counterman E =10
MainMenu  Help
har o accounts —
Account# Description YTD Current Type |CPO Selection =
945 SMALL TOOLS/SHOP SUPPLIE 22034 .66 0.00 2
960 SALARY EXPENSE -VANCE 0.00 0.00 3
967 PAYROLL 521646.26 0.00 2
968 SECURITY 2659.84 0.00 2
970 CALIF. TIRE RECYCLE 113702.95 0.00 2
971 PROPERTY TAXES 2899.57 0.00 2
974 EXTENDED WARRANTY INSUR 11337.00 0.00 3
975 WARRANTY TRANSFER 0.00 0.00 3
980 COMPUTER SOFTWARE ITEM{ 0.00 0.00 2
989 OTHER INCOME (TRUCKS) 0.00 0.00 3
996 STATE CORP TAX PAID 0.00 0.00 2
1000 SHOP SUPFLIES At B
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7. Enter [1] [0o] [o] [o] in the “Account Number” field and press the [5] (tab) key once.

8. Now enter the words: SHOP SUPPLIES in the “Description” field and press the [5] (tab)
key again.

9. Inthe “YTD” (Year To Date) field, just press [5] (tab), then press [5] (tab) again past the
“Current” field.

10. The “Type” of account this is will be a “2” for an “Expense” GL account, so enter
then press the (tab) key once. There are 10 possibilities available here. The four
different “Type” of accounts that were setup from the conversion of the DOS version of
Counterman here are:

e (0=INCOME

e [ =C.0.S. (Cost Of Sales)
e 2 =EXPENSE

e 3=0THER

11. We want to be able to use this for our “Cash Paid Outs” so, in the “CPO Selection”
(Cash Paid Out) field enter [T] (true) and press the [5] (tab) key once.

12. Notice that the only valid selections for this field are [T] (true), [¥] (yes), [F] (false), or ]

(no).
13. Once your data looks like the data in Fig. 13.1, press the key once to close this
window.

Cash Paid Out Process:

1. From a blank P.O.S. screen, with your “Department/Employee Code” filled in, press the
key once. This will open the “Cash Paid In/Out” screen (fig. 13.2).

2. Press the [5] (tab) key twice to reach the “Employee” field. This field is provided just in
case the employee using the “Cash Paid Out” function is not the same employee on the
P.O.S. screen. Note that the “Employee Code” is masked (***) and will default to the
employee on the P.O.S. screen.

Fig. 13.2
& Counterman = =lolx|
MainMenu  Help
Date 06/27/2002 Counterman 30-Day Evaluation
Employee 1 ***  RALPH PARTS .
E-mail
Customer Tele ( ) - Name | Fax#
Account # Addr
Discount % Mode City State Zip
Product Code Description Qty Price Extended PricdAvailable Cther Info
0.00 000 0.00
|
& Cash Paid OUT
© Cash Paid IN
Employee
GIL Account # 1000
Amount 2000
Invoice Total AmC Description GAS FOR ZIEGER'S BIKE
On Account
S/0 Deposit Pay A
Applied 0.00 1f$ i Process Cancel e
Total Due g;g )
Payment 0.00 poprocess M=More D=Delete O=Quote  B-O-#invoice Total

Balance Due L=PickList S=SaveOnly Ver.06-21-20028¢ta Exit
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3. We won’t need to change the “Employee Code”, so just press the [5] (tab) key again.

4. Notice that the available “GL Accounts” scroll list pops up for you now. You could
make a choice using the mouse, or simply type in the account you want to use. Enter
[0] [0] [o] then press the key once.

5. Enter the amount for this “Cash Paid Out”: and press the [5] (tab) key once.

6. Type the “Description” for the “Cash Pay Out” as shown in figure 13.2 and press the
(tab) key once.

7. Press the key on the “Process” button to process this “Cash Paid Out”.

8. Notice the printed output has an area for a signature and a date for the person or
employee who is receiving the cash.

Cash Paid In Process:

9. If you didn’t notice already, no motorcycle tank will hold $20.00 in gas (at least not yet).

So, your employee comes back with a receipt and the change and we need to know how
to handle this scenario.

10. The process is identical to the instructions for doing a “Cash Paid Out”, the only

difference is that the “Cash Paid In” must be selected.

11. We will need to do a “Cash Paid In” for the amount of the change, using the same “GL

Account” number and pretty much the same information as before. The difference
being, we choose the “Cash Paid In” selection. This will not only keep track of the
dollars going in and out, it will also keep your cash drawer in balance.
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[14] MESSAGE CLIPBOARDS:
The value of communicating with your customers is almost as important as making sales to
them. Providing information that let’s your customer know, you have their “best interest” in
mind goes a long way. A tool Counterman Pro has available to help with this is called
“Clipboards”. A “Clipboard” is some information you would like to either convey to every
customer who leaves with a “Quotation”, an “Invoice”, or a “Special Order”. It might be
something simple like your store hours, or your website address. Other information could
include dates and times for special events, return policies, or global disclaimers, or just a simple
“Reminder” to yourself. Here we will learn how to use the different “Clipboards™ available in
Counterman Pro.
Invoice Message Clipboard:
This information will be printed on each and every invoice you process. This is where you
should place any “global information” you want all customers to see

1. Access the “Invoice Message Clipboard” window, from a blank P.O.S. screen, by
pressing the [ key once (fig 14.1).
2. Press the [5] (tab) key once to move to the message area of this window and into “Edit

Mode” for this “Clipboard”.

INVOICE MESSAGE CLIPBOARD WINDOW:

Fig. 14.1
[ comntennen

Maintlenu  Help

Date 06/27/2002

] 4]

Counterman 30-Day Evaluation ** SPECIAL ORDER **

Employee 1 ***  RALPH PARTS )
E-mail
Customer Tele { | - Name | Fax #
Account # Addr
Discount % Mode City State Zip
Product Code Description Qi Price Extended PricgAvailable Other Info =
000 000 000
T
091812001
DON'T FORGET, THE SHOP BIRTHDAY PARTY 1S ON JUNE 2, 2002 AT 1
NOJOQUI FALLS! RAFFLE TICKETS FOR AN XL883 CUSTOM ARE
AVAILABLE NOWIII *NO RETURNS ON CLEARANCE ITEMS
serperbsb b THANK YOU, COME BAGK SQON st
BUSINESS HOURS:
MONDAYS: CLOSED
N TUESDAY-SATURDAY: 9:00-6:00
Invoice Total SUNDAY: 9:00-4:30
On Account &
SI0 Deposit
Applied 0.0 Add | Del | Next | Prev | Horme l End | EdiT | Esc ‘
Total Due -
B 5 Process Iransacuo "
Deposit 0.00 P=Process M=More D=Delete Q=Cuote B.O.+Invoice Total
Balance Due L=PickList S=SaveOnly hen iz Exit

Pressing the (tab) key again will move you down to the button choices at the lower

Note that Counterman Pro allows the user to have more than one of these “Clipboards”,

but the one that will be printed, on a daily basis, is the one with the newest date

3.

portion of this window.
4.

associated with it.
5.

Press the key to close this window.
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Quotation Message Clipboard:

This information will be printed on each and every quotation you print.

6. Access the “Quotation Message Clipboard” window, from a blank P.O.S. screen, by
pressing the [7] key once.

7. Press the [5] (tab) key once to move to the message area of this window and into “Edit
Mode” for this “Clipboard”.

8. Pressing the (tab) key again will move you down to the button choices at the lower
portion of this window.

9. Note that Counterman Pro allows the user to have more than one of these “Clipboards”,
but the one that will be printed, on a daily basis, is the one with the newest date
associated with it.

10. Press the key to close this window.

Special Order Message Clipboard:

This information will be printed on each and every “Special Order” you process that was

started using the [ key.

11. Access the “Special Order Message Clipboard” window, from a blank P.O.S. screen, by
pressing the [ key once.

12. Press the [5] (tab) key once to move to the message area of this window and into “Edit
Mode” for this “Clipboard”.

13. Pressing the (tab) key again will move you down to the button choices at the lower
portion of this window.

14. Note that Counterman Pro allows the user to have more than one of these “Clipboards”,
but the one that will be printed, on a daily basis, is the one with the newest date
associated with it.

Notes Message Clipboard:

The “Notes Message Clipboard” works differently than the other ones do. It is very date

sensitive and will open a “reminder window” with the message that was previously entered,

on the date it is set for. This is how it works:

15. Access the “Notes Message Clipboard” window, from a blank P.O.S. screen, by
pressing the [] key once.

16. This time, set the date for today and press the [5] (tab) key once.

17. Type in any message you want to in the window and press the [5] (tab) key again.

18. Now, Press the key once to close the window.

19. Exit the Counterman Pro Program by holding down the key and tap the key
once. This process will take you back to the Windows Desktop.

20. Re-open Counterman Pro to see your message in a window (fig. 14.2)

21. Press the key once to let Counterman Pro know, you have read the message.

Counterman Clipboard g x|

; i This is the message I have kyped, just bo see if this feature works!
Pretty cool, hubze?

COUNTERMAN PRO ROCKS!H

Fig. 14.2
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[15] DAILY CASH DRAWER REPORT:
Balancing the cash drawer every night can be a chore, but Counterman Pro can help with this
process and help keep it straight. No matter how many transactions get processed though out
the day, it is to your advantage to balance the “Cash Drawer Report” each night at the close of
business. This report will help by tallying the Cash, Checks, Credit Card, and Charge sales, in
addition to totaling the Deposits Applied to Sales, Deposits Received on Account, Warranty
Repairs, and all Labor sales. Normally an “Audit Trail Report” is run, to display the detail of
each sale. Along with this, is a “Summary Report” that totals everything, plus a “Customer
Account Summary Report” that simply shows how much credit your shop has extended, and
how many dollars you are holding on customer’s accounts. All of this can be easily handled
with one “Daily Cash Drawer Report”, as you will see in this next scenario...

1. Always remember to first type in the “Department/Employee Code” before accessing the

“Main Menu”.

2. Access the “Main Menu” by any of the three methods listed below:

a. Hold down the key, then tap the [v] key, or

b. Tap the key, then press the key, or

c. Use the mouse and left-click on “Main Menu”
Select “Reports” by pressing the [3] key once.
Select “Cash Drawer Reports” by pressing the [1] key once.
Make the selections as shown in Fig. 15.1 by using the keys to move between
fields, and using the bar key to make the selections.

kW

DAILY CASH DRAWER REPORT SCREEN:

~ Print Customer Account Summary

" Display Summary to Screen

~ Print Daily Report Form

~ Detail Audit Trail

~ Show Profit} instead of Cost for each transaction
I Report by Drawer

" Report by Department

Date Range  05/05/2002 = 05/05/2002

Process Report ‘

6. Press the [5] (tab) key repeatedly, until the “Process Report” button is highlighted then,
press to process this report.
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MONTH END REPORTS AND PROCEDURES:
It is very important to understand that Counterman Pro is a “real-time” program. This means
that things happen in the program, as they happen in your shop. For example, when someone
purchases an item, the inventory record is immediately adjusted, when someone places a
“Special Order”, the deposit is immediately applied to their account, when someone uses an
existing account balance, it gets immediately adjusted out of their account. There is no “batch
process” that needs to happen for daily activity. For this reason, it is of the utmost importance
that the “Month End Reports and Procedures” happen AT the close of the current month, each
month. Although you may not need every report that is in this section, chances are you will
need most of them, and some cannot be recreated at a later time. You may not think you need it
now, but come time for an audit or the “need” for the information contained in some of these
reports, you’ll likely be glad you ran them. Some reports can be recreated later and some
cannot. If you decide not to run a particular report at the close of a month, it may (or may not)
be possible to recreate that report later. We recommend over doing this, as it’s usually better to
have “more” information, rather than “less”.
Balance Less Than Zero Report:
The “Balance Less Than Zero Report” is necessary to insure that ALL reports that have
anything to do with inventory (or inventory value) are valid. Negative balances in your
inventory records will result in devaluation of your inventory ‘“cost value”. Run the
“Balance Less Than Zero Report” and (with this information) investigate the
discrepancies and make the adjustments, as necessary, in the “Inventory Record(s)”.
Note: This Report CANNOT be recreated later!

INVENTORY ACTIVITY REPORT (Balance Less Than Zero Filtered) SCREEN:

Fig. 15.1
& Counterman E =100 x|
Maintenu  Help
Inventory Activity Report
" Summary Report ~ Detail Report
Report Sequence:
::\é:;ﬂ; Select |Filter Field or Calculation Operation Value Thru Value =
= \/enjﬂrr;()aleqmv I Notes CONTAINS
r Order/Receive Date EQUAL
r Order/Receive Date RANGE 01/01/1980 07/01/2001
I Pack Oty RANGE
r Price RANGE J
r Product Code RANGE
7 Qty Available LT 0
I Qty Available GT 0
- Qty Available EQUAL 0 B

Process Report

1. Always remember to first type in the “Department/Employee Code” before accessing the
“Main Menu”.
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2. Access the “Main Menu” by any of the three methods listed below:
a. Hold down the key, then tap the [m] key, or
b. Tap the key, then press the key, or
c. Use the mouse and left-click on “Main Menu”

3. From the “Main Menu” select [4] “Filtered Reports”.

4. Select [2] “Inventory Activity” (fig. 15.1).

5. Select “Detail Report” by pressing the (tab) key until this selection is highlighted,
then place a check mark in this box by pressing the bar key once.

6. Press the [5] (tab) key to move into the “Filter Conditions”.

7. Using the key, tap it repeatedly until you reach the filter line that says: “QTY
AVAILABLE..... LT” (less than) and select it by pressing the bar key, then press
the [5] (tab) key three times.

8. Press the key repeatedly until you reach the “Process Report” button and press the
key.

9. Of course, any discrepancies need to be addressed, and the necessary adjustments made
to your inventory before continuing...

Monthly Cash Drawer Report:
Similar to the “Daily Cash Drawer Report”, this will provide you with “date range”
information on all sales for the entire month. At this point, you should be familiar with
the “Daily Cash Drawer Report”. The main difference in the “Monthly Cash Drawer
Report” is to provide information for the entire month.
Note: This Report CAN be recreated later!

MONTHLY CASH DRAWER REPORT SCREEN:

I =

 Print Customer Account Summary

" Display Summary to Screen
I” Print Daily Report Form
I~ Detail Audit Trail

I” Report by Drawer
I~ Report by Department

Date Range  05/01/2002 - 05/31/2002

Process Report
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1. Always remember to first type in the “Department/Employee Code” before accessing the
“Main Menu”.
2. Access the “Main Menu” by any of the three methods listed below:
a. Hold down the key, then tap the [m] key, or
b. Tap the key, then press the key, or
c. Use the mouse and left-click on “Main Menu”
From the “Main Menu” select [3] “Reports”.
Select [1] “Cash Drawer Reports” (fig. 15.2).
Press the bar key to select “Print Customer Account Summary”.
Using the [5] (tab) keys or the keys, move to the “Date Range” fields and enter the
first day of the month (for this scenario will be 05/01/2002) and press the [5] (tab) key
once.
7. Now enter the last day of the month (for this scenario will be 05/30/2002), then press the
(tab) key again to highlight the “Process Report” button and press

kW

Service Department Report:
This report will provide valuable information on your “Service Department” for the
following categories: Parts and Labor, by “Mechanic”, with dates and invoice numbers,
then total all of this information on the last page of the report.
Note: This Report CAN be recreated later!

SERVICE DEPARTMENT REPORT SCREEN:

=10l

Date Range  05/01/2002 = 05/31/2002
I~ Summary Report ~ Detail Report
Report Sequence:
" Date
# Employee
Select |Filter Field or Calculation Operation Value Thru Value =
Customer# EQUAL
r Dept EQUAL
r Employee EQUAL
I Hour Invoice Processed RANGE
n Netsale RANGE
r Notes CONTAINS
I Payment Method EQUAL _
r Sales Tax RANGE
I Taxable Sale RANGE =

Process Report

1. Always remember to first type in the “Department/Employee Code” before accessing the
“Main Menu”.
2. Access the “Main Menu” by any of the three methods listed below:
a. Hold down the key, then tap the [m] key, or

COUNTERMAN PRO TRAINING PAGE: 56



b. Tap the key, then press the key, or
c. Use the mouse and left-click on “Main Menu”

3. From the “Main Menu” select [4] “Filtered Reports”.

4. Select [4] “Service Department Report” (fig 15.3)

5. Enter the “Date Range” from the first day of the month, through the last day of the
month.

6. Press the [5] (tab) key until “Detail Report” is highlighted, then press the bar key to
select it.

7. Press the [5] (tab) key to move to “Report Sequence” and make your selection by using
the keys, then press the bar key to make your selection.

8. Press the [5] (tab) key once, then press the key repeatedly to highlight the “Process
Report” button and press

Employee Activity Report:
This is a report summary that is similar to the “Cash Drawer Report”, however, it is
separated by “Employee”. A great tool to help track employee performance and; can be
used as a tool for paying commissions based on employee performance.
Note: This Report CAN be recreated later!

EMPLOYEE ACTIVITY REPORT SCREEN:

=10l

Employee Activity Report

I Display Summary to Screen

" Detail Audit Trail

¥ Report By Employee Specific Employee

Date Range 05/01/2002 = 05/31/2002

1. Always remember to first type in the “Department/Employee Code” before accessing the
“Main Menu”.
2. Access the “Main Menu” by any of the three methods listed below:
a. Hold down the key, then tap the [m] key, or
b. Tap the key, then press the key, or
c. Use the mouse and left-click on “Main Menu”
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kW

From the “Main Menu” select [3] “Reports”.

Select [3] “Employee Activity Report” (fig. 15.4)

Using the (tab) key or the keys, select “Report by Employee” and press the
bar key to select it.

Leave the “Specific Employee” field blank, and press (tab) or use the keys to
move to the “Date Range” fields.

Enter the “Date Range” from the first day of the month, through the last day of the
month, then press the (tab) key to highlight the “Process Report” button, then press

.
Press the key repeatedly to exit this area.

Customer Account Report:

This is a “real time” report that provides information on customers who have an existing
account balance. This report is normally used in conjunction with running statements
(covered later), so you will know who to send statements to. The information contained
in this report changes on a daily basis!

Note: This Report CANNOT be recreated later!

CUSTOMER ACCOUNT REPORT SCREEN:

1.

2.

=10l

Customer Account Report

I~ Summary Report ~ Detail Report

Report Sequence:
" Telephone

" Customer#

& Name

Select |Filter Field or Calculation Operation Value Thru Value B
r Resale Customer EQUAL .T.

| SpecOrder Deposits RANGE

r State EQUAL

- Telephone# RANGE

ul Total InHse Chg/Cred/LayDep |RANGE

g Total On Account NOTEQUAL 0

r Zip Code RANGE |
r Zip Code EQUAL 93444

Process Report |

Always remember to first type in the “Department/Employee Code” before accessing the
“Main Menu”.
Access the “Main Menu” by any of the three methods listed below:

a. Hold down the key, then tap the [m] key, or

b. Tap the key, then press the key, or
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c. Use the mouse and left-click on “Main Menu”

From the “Main Menu” select [4] “Filtered Reports”.

Select [3] “Customer Account Report” (fig. 15.5)

Press the (tab) key once to highlight “Detail Report” and press the bar key to

select it.

6. Press the [5] (tab) key once, then using the keys, select the “Report Sequence” by
pressing the bar key on your selection.

7. Press the (tab) key once to move to the “Filter Condition” area. A filter MUST be
selected here, but we want to include ALL customers with an “Account Balance”. So,
using the keys, highlight the filter that says: “Total On Account” and press the
bar key to select it, then press the [5] (tab) key once.

8. Anytime you are using a “Not Equal To” type filter, you MUST enter a “Value” for it to
be valid. We’re using all customers who have any kind of “Account Balance” so, in the
“Value” field enter [o] (zero) and press the [5] (tab) key once.

9. Press the key repeatedly until the “Process Report” button is highlighted then press
:

kW

Update Sales History EOM/EQY:

This is not only a report; it is also a process. This should only be run AFTER the “Less
Than Zero Report” has been printed and the necessary adjustments have been made to
your inventory records. This process will clear out the current month (by replacing the
current sales amounts with a zero) to make room for the next month. As Counterman
Pro keeps track of your sales history on a monthly basis, this process needs to take place
at the close of each month.

Note: This Report CANNOT be recreated later!

UPDATE SALES HISTORY EOM/EOY SCREEN:

=10l

Inventory Activity Summary - Month;Year End Sales History Update

Report Sequence:
€ vendor

@ Category
 Wendor/Category

For Month-Year 5 - 2002

LAST MONTH-END RUN FOR 0-0
LAST YEAR-END RUN FOR 0-0

¥ Run Month-End Update Process

" Run Year-End Update Process

Process Report.
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1. Always remember to first type in the “Department/Employee Code” before accessing the
“Main Menu”.

2. Access the “Main Menu” by any of the three methods listed below:
a. Hold down the key, then tap the [v] key, or
b. Tap the key, then press the key, or
c. Use the mouse and left-click on “Main Menu”

From the “Main Menu” select [3] “Reports”.

Select [7] “Update Sales History EOM/EOY” (fig. 15.6)

Select the “Report Sequence” by using the keys, then press the bar key on

your selection.

6. Press the (tab) key once. The field: “For Month-Year”, should have the ending
month and year in it now.

7. Press the [5] (tab) key repeatedly until you reach the “Run Month-End Update Process”
field and press the bar key to select it.

8. Press the [5] (tab) key twice, until the “Process Report” button is highlighted, then press
the key once.

9. Answer [Y] (yes) to the following “Counterman Question” (fig. 15.7) on your screen:

FLEASE COMFIRM:

kW

RUM END-OF-MOMTH PROCESST

Fig. 15.7
10. Once the process is running, you should see a screen similar to the one in Fig. 15.8

SALES HISTORY UPDATE IN-PROCESS SCREEN:

=ioix

Report Sequence:
[m

ales History Update - Month, Year End

Inventory Update In Process.....Please Wait

Inventory record # 14166
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10. After this process has finished, the following “Counterman Information” window will
appear (fig. 15.9). Just press the key once to confirm the completion of this
process.

Counterman Information ﬂ

@ SALES HISTORY UPDATE COMPLETED

Fig. 15.9

Resetting Reorder Points:
No report generated from running this process. It is however, imperative that this
process be performed along with your month end activities to insure proper updating of
the “Reorder Levels” in the inventory database. Counterman Pro uses this information
to provide accurate reorder quantities, which is used from within the “Reorder Lists”.
Unless this information is updated regularly, the system cannot report usable reorder
quantities for you. Using the “Reorder List” is an extremely valuable tool provided by
Counterman Pro that relies highly on this process! It only takes a moment and is more
than worth the effort.
Note: This process CANNOT be recreated later!
1. Always remember to first type in the “Department/Employee Code” before accessing the
“Main Menu”.
2. Access the “Main Menu” by any of the three methods listed below:
a. Hold down the key, then tap the [m] key, or
b. Tap the key, then press the key, or
c. Use the mouse and left-click on “Main Menu”
From the “Main Menu” select [1] “Maintenance/Display”.
Select [1] “Inventory”.
Select [g] “Reset Reorder Points”
At the prompt: “Reset Reorder Points?” (fig. 15.10) answer [Y] (yes).
This will cause a process to happen, however, no report is generated.

RESET RE-ORDER POINTSY

Nk w

Fig. 15.10

Accounts Receivable, Statements Process:
This feature enables the user to send out a “Statement” to any customers who have a
negative account balance. This works like a credit card statement, as it is a monthly
process that not only keeps track of “Customer Accounts” for you, but also indicates
purchases, deposits, invoice numbers, dates, and any deposits that were applied
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purchases from the customer’s account balance. This information affects the “Customer
Account” balances daily, but gets updated on a monthly basis (see “Accounts Receivable
Month End Update” on page #60) and will only indicate “current charges” on the printed
“Statements”.

Note: Statements CANNOT be recreated later!

PRINT CUSTOMER STATEMENTS SCREEN:

kW

Fig. 15.11

=10l

Thru Date 05/01/2002

Statement Sequence

" Telephone

 Zip Code

& Name

Select |Filter Field or Calculation Operation Value Thru Value =
7] Any Deposit On Account RANGE -9999999 -1

I Area Code EQUAL

r Birthday Day EQUAL L
r Birthday Month EQUAL

r City EQUAL

I~ Customer Account # RANGE

u Customer Name RANGE

r Date Added RANGE

I Discount Mode EQUAL =

Process Statements

Always remember to first type in the “Department/Employee Code” before accessing the
“Main Menu”.
Access the “Main Menu” by any of the three methods listed below:

a. Hold down the key, then tap the [v] key, or

b. Tap the key, then press the key, or

c. Use the mouse and left-click on “Main Menu”
From the “Main Menu” select [5] “Accounts Receivable”.
Select [3] “Statements” (fig. 15.11).
Press the (tab) key once, then using the keys to select the “Report Sequence”
you want to use, then press the bar key to select.
Press the [5] (tab) key to move to the “Filter Condition™ area, then select the filter called:
“Any Deposit On Account” by pressing the bar key once.
Press the [5] (tab) key once to move to “Value” field and enter: [=] [o] [o] [o] [9] [9] [2] [2] .
Press the (tab) key once to move to the “Thru Value” field and enter: [=][i], then
press [5] (tab)
Press the key repeatedly until the “Process Statements” button is highlighted, then
press .
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Accounts Receivable Report:

This report will show all credits and debits to each individual account, along with the
corresponding invoice numbers and dates. On the last page, Counterman Pro will total
this information for you.

Note: This Report CANNOT be recreated later!

ACCOUNTS RECEIVABLE REPORT SCREEN:

kW

Fig. 15.12

J =[]

Date Range  05/01/2002 - 05/31/2002

Report Sequence:

& Custormer#

© Inwoice #

Select [Filter Field or Calculation Operation Value Thru Value -
r Amount RANGE
r Amount NOTEQUAL |0
~ Closed EQUAL E
r Customer Account# EQUAL
r Invoice# EQUAL

r Voided EQUAL

Process Report

Always remember to first type in the “Department/Employee Code” before accessing the
“Main Menu”.
Access the “Main Menu” by any of the three methods listed below:

a. Hold down the key, then tap the [v] key, or

b. Tap the key, then press the key, or

c. Use the mouse and left-click on “Main Menu”
From the “Main Menu” press [5] “Accounts Receivable”.
Select [2] “Receivables Report” (fig. 15.12).
Set the “Date Range” from the first day of the month through the last day of the month
and press the [5] (tab) key once.
Select the “Report Sequence” by using the keys, then press the bar key on
your selection.
Press the [5] (tab) key to move into the “Filter Condition” area.
Using the keys, highlight the filter that says: “Closed”, then make sure the “Value”
field has .F. in it and press the bar key twice.
Press the key repeatedly, until the “Process Report” button is highlighted, then
press [== . Press when finished.
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Accounts Receivable Month End Update:

This is usually the last process that needs to be run and there will be no printed output.
This process simply updates the customer receivables records by adding together all of
their credits and debits and moving the total into the “Previous Balance” field. If this
process is not completed, the entire account history for any invoices that affect the
customer account balance, will always print on the “Customer Statements”. Similar to a
credit card statement, this process allows Counterman Pro to only show the detail of the
current month’s charges at the end of the closing month, on the printed “Statements”.
Note: This process CANNOT be recreated later!

ACCOUNTS RECEIVABLE MONTH END UPDATE SCREEN:
Fig. 15.1

% Counterman 3 o=
Maineru  Help

Thru Date 05/31/2002 Last A/R Month-End Thru Date | f

Customer Account#

1. Access the “Main Menu” by any of the three methods listed below:
a. Hold down the key, then tap the [m] key, or
b. Tap the key, then press the key, or
c. Use the mouse and left-click on “Main Menu”
From the “Main Menu” press [5] “Accounts Receivable”.
Select [] “Month End Update” (fig. 15.13)
Leave the “Customer Account #” field blank, so all accounts will be updated.
Press [5] (tab) key twice to highlight the “Process Month End” button, then press .
Counterman Pro responds with the following prompt (fig. 15.14), press to confirm.

Counterman Information 1[

@ RECEIYABLE MOMNTH-EMD PROCESS COMPLETED:

kW

Fig. 15.14
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[16] FLEXIBLE PRICING/HOT RODDING:

Hot Rodding is a great tool that can help you increase your profit margin, while staying close to
the existing MSR pricing from individual vendors. This process relies on the pricing structure
that is pre-setup in the “Flexible Pricing” area of Counterman Pro (fig. 16.1). There are two
different approaches to implementing this process, but both will change the current selling price
in the “Price Book™ records. It’s just a matter of what price you want to base the changes on.
You can choose to bump the selling price, based off of the current “MSR”, or off of the current
“Cost”. Of course you will want to setup the “Flexible Pricing” table ahead of time, but the
decision of which approach you’ll be taking must be made first, in order to accomplish the
desired selling price. If you decide to use the “MSR + %” method, Counterman will use the
percentages you have pre-setup in “Flexible Pricing” and “times” that number by the “MSR”
figure in the “Price Book”. If you decide to use the “Cost + %’ method, Counterman will still
use the percentages you have pre-setup in “Flexible Pricing” and “times” that number by the
“Cost” figure in the “Price Book™. The result of either process replaces the current selling price.
In Fig. 16.1 below, notice there is a “Low Limit”, a “High Limit”, and a “Mark Up %”.
Although the numbers in Fig. 16.1 reflect “Hot Rodding” from the “MSR” price, it can also be
used when basing it off of “Cost”. However, the “Mark Up %” numbers must be considerably
higher because the “MSR” is not even considered in the calculation. For this scenario, we will
use the “MSR + %’ method.

PRICE BREAK SCREEN:

I =1

Low Limit High Limit Mark Up % -
0.500 19.000
0510 1.000 16.000
1.010 2.000 13.000
2.010 3500 12.000
3510 5.000 11.000
5.010 6500 10.000
8510 8.000 9.000
8.010 10.000 8.000
10.010 12,500 7.000
12510 15.000 6.000
15.010 20.000 5.000
20.010 35.000 4.000
35.010 75.000 5.000
75.010 200.000 2.000
200.010]  999999.999 1.000

REVERSE

1. Access the “Main Menu” by any of the three methods listed below:
a. Hold down the key, then tap the [m] key, or
b. Tap the key, then press the key, or
c. Use the mouse and left-click on “Main Menu”
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2. From the “Main Menu” press [1] “Maintenance/Display”.
3. Select “Flexible Pricing” by pressing
4. Select “Price Breaks” by pressing 1 (fig. 16.1)
a. All numbers in the “Low Limit” field will represent the MSR (low price), and all
numbers in the “High Limit” field will represent the MSR (high price). All
“Price Book™ items that are within these price ranges will be marked up by the
percentage in the “Mark Up %” field and the result will replace the existing
selling price in the “Price Book”. Press to close this screen.
5. Access the “Main Menu” again by any of the three methods listed below:
a. Hold down the key, then tap the [m] key, or
b. Tap the key, then press the key, or
c. Use the mouse and left-click on “Main Menu”
From the “Main Menu” press [1] “Maintenance/Display”.
Select “Flexible Pricing” by pressing
Select “Adjust Price Books” by pressing
Select “Adjust CCI Price Book” by pressing this will open the “Adjust Price Book
Pricing” screen (fig. 16.2).

LR

ADJUST PRICE BOOK PRICING SCREEN:

Fig. 16.2
£ Counterman =T
Maintenu  Help
Date 07/03/2002 Counterman 30-Day Evaluation
Employee 1 " RALPH PARTS .
E-mail
Customer Tele ( | - Name | Fax #
Account # Addr
Discount % Mode City State Zip

Product Code Descrif

Vendorcode CCI

 ‘Apply Mark-Up % as Gross Margin %

Process

Invoice Total
On Account
S/0 Deposit
Applied
Total Due
Payment
Balance Due

10. This is where the choice, mentioned in the opening paragraph, is made. If you were
basing the changes using the “Cost + %’ method, it would be necessary to place a check
mark in the “Apply Mark Up % as Gross Margin %” box. We are using the “MSR + %”
method for this scenario, so make sure this box is NOT checked.

11. Press the [1] key once to highlight the “Process” button, then to begin the process.

12. Using the “Cost + %” works the same, the only difference being how the numbers are
setup in “Flexible Pricing” and the calculation would be done off of the current “Price
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Book™ cost, rather than the MSR and the selection would change by checking the
appropriate box under: “Apply Mark Up % as Gross Margin %”.

UPDATE INVENTORY FROM PRICE BOOKS:
This is the last step that is necessary after implementing the “Flexible Pricing/Hot Rodding”
procedure. However, this is also the last step that will be necessary after installation of a “Price
Book Update CD” that you receive on a monthly basis from Santa Maria Software. It is
important to understand the difference in the two files. One is your “Inventory” file, the other is
your “Price Book™ file. Do not confuse the two, as they are separate files. It is very important
that both of these files contain the same pricing information. The implementation (should you
decide to use it) for “Flexible Pricing/Hot Rodding” needs to happen each time a “Price Book”
is updated. Even if you don’t use the “Flexible Pricing/Hot Rodding” method, it will still be
necessary to apply the new pricing to your “Inventory” files any time the “Price Book™ files are
changed.

1. Access the “Main Menu” by any of the three methods listed below:

a. Hold down the key, then tap the [m] key, or

b. Tap the key, then press the key, or

c. Use the mouse and left-click on “Main Menu”
From the “Main Menu” press [1] “Maintenance/Display”.
Select “Flexible Pricing” by pressing
Select “Update to Inventory” by pressing
Select “CCI” by pressing
This will open the “Update Inventory from Price Book™ screen (fig. 16.3).

kW

UPDATE INVENTORY FROM PRICE BOOKS SCREEN:

Fig. 16.3

g«_EuuntErman _.I_I- m] i‘
MainMenu  Help

Date 07/03/2002 Counterman 30-Day Evaluation

Emplo e RALPH PARTS

Sk E-mail

Customer Tala i 1 - (s | e

e count 1 L e

Discount YENDOR: CCl -+CUSTOM CHROME EXT 20!

“ Up. :

o
=1
=%
=
=
(el
o
=%
@

¥ Update Price
¥ Update Suggested Retail
¥ Update Catalog Pg#

v Update Description

v Update Package Quantity
v Update Unit of Measure

¥ Maintain Gross Profit %
V¥ Update Related Part#'s

Invoice Tot q

OF Lesoiin v Print Stock Labels

SI0 Deposi I~ Print One Label Per Part

Applied

Total Due ¥ Prompt for # Labels to Print

Payment Print Sequence for Labels P (P=ProdCode, B=BinLoc)
Balance Du

Process

7. Care should be taken when making the choices in this screen (fig. 16.3) as the answers
will directly affect your inventory:
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UPDATE INVENTORY FROM PRICE BOOKS SELECTIONS:

v

Update Cost: If checked, will replace the “Cost” in your current inventory to the
new “Cost” from the “Price Book” file. Keep in mind, that this selection will
increase the current value of your inventory by replacing the value with a higher
one.

Update Price: If checked, will replace the “Selling Price” in your current
inventory to the new ‘“Price” from the “Price Book™ file. If “Flexible Pricing/Hot
Rodding” was applied, the “Hot Rodded” price will be used.

Update Suggested Retail: If checked, will replace the “MSR” in your current
inventory to the new “MSR” from the “Price Book™ file.

Update Catalog Pg #: If checked, will replace the “Catalog Page Number” in
your current inventory to the new one from the “Price Book™ file.

Update Description: If checked, will replace the “Description” in your current
inventory to the new “Description” from the “Price Book™ file. If changes are
frequent in this area, uncheck this box.

Update Package Quantity: If checked, will replace the ‘“Package Quantity” in
your current inventory to the new “Package Quantity” from the “Price Book”
file. This is usually how the item is purchased from the vendor.

Update unit of Measure: If checked, will replace the “UOM” in your current
inventory to the new “UOM” from the “Price Book™ file. This is usually how
you sell the items to the customer.

Maintain Gross Profit %: If checked, will do a mathematical calculation using
the existing “Profit Margin %”, “times” it by the new “Cost”, and put the result
in the “Selling Price” field. Normally uncheck this box, especially if you have
applied “Flexible Pricing/Hot Rodding” to the current “Price Books”.

Update Related Part #’s: If checked, will replace ALL “Related Part Numbers”
in your current inventory to the new ones from the “Price Book™ file. If you
spend time inputting your own “Related Part Numbers”, you would loose this
work if this selection is made.

Print Stock Labels: If checked, will print “Stock Labels” according to the

remainder of the questions, for every item that has a price change applied to it.
#*kx%k% FOR THIS SCENARIO, DO NOT CHECK THIS BOX! ###*%*

Print One Label Per Part: If checked will only print a single label for each item
that gets updated.

Prompt for # of Labels to Print: If checked, will prompt you for “How many”
labels to print as the process runs. The default will be for the quantity currently
in stock.

Print Sequence for Labels: Here you have the choice of printing labels by “B”
(Bin Location) sequence, or by “P” (Product Code) alphanumeric sequence.
Simply make a selection of [g] or [p].

Process: Pressing here will start the update process.
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[17]HOT KEYS & TOOL TIPS:

A “Hot Key” is a keystroke, or set of keystrokes, that can accomplish a particular task for you.
Counterman Pro has embedded many “Hot Keys” throughout the program and we will provide
an explanation of most of them here. Usually, a list of possible “Hot Keys” can be found on the
lower portion of whatever screen you are currently in. However, it is not always practical to list
them in every possible screen you happen to be in. The normal rule-of-thumb to find a
particular list of “Hot Keys” is by using the mouse. If you move the mouse into the “grid” on
most screens, a short list of available “Hot Keys”, for the area you are currently in, will appear.
We call this list: “Tool Tips”. This list of “Tool Tips” will only appear for about five seconds
but if that is not enough time, just slightly move the mouse again (but stay in the “grid”’) and the
list will appear again.

FROM P.O.S. (Point Of Sale) SCREEN:

From the P.O.S. Screen (No Transaction in Progress):

1. On-Screen Help

2. Stock Check Screen

3. Cash Paid Out

4. Service Order

5. Warranty Order /
6. Special Order (everything)

7. Invoice Message Clipboard

8. Quotation Message Clipboard

9. Special Order Message Clipboard

10. Notes Message Clipboard

11. Exit Counterman Pro /
12. Access Main Menu /[m]

(MUST HAVE DEPARTMENT/EMPLOYEE CODE ENTERED!)

From the P.O.S. Screen Grid (Transaction in Progress):

1. On-Screen Help

2. Stock Check Screen

3. Edit Product Description

4. One Time Discount

5. Mark Item for Special Order /

6. Mark Item for Lay-Away /

7. Scroll List Toggle

8. Quick Edit Inventory Record F11

9. Customer Information Window F12

10. Add Item to Lost Sales Report /

11. Erase Selected Item/Quantity /

12. Erase All Items/Quantities /

13. Move to (lower) Accounting Section or
14. Abort Current Transaction ESC

15. Move through the Grid or [5] (tab) or
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FROM THE REORDER LIST:

AN B W

O 00

. On-Screen Help

. Stock Check Screen

. Refresh Current Order

. Print Current Order List (not posting)
. Post & Print Current Order

. Selected Item Sales History

6a. Reprint Selected Invoice

. Quick Edit Inventory Record
. Add Item to Order
. Mark Item for Deletion from Order

10. Move through the Grid
11. Exit Reorder List Function

FROM FILTERED REPORTS:

0O N B~ Wi~

. On-Screen Help

. Stock Check Screen

. Enter a New Filter (build)

. View Selected Filter Usage
. Move Through Fields

. Select a Filter

. Move to Process Report

. Exit This Function

GENERAL COMMANDS:

1.
2.

3.
4.
5.
6.
7.

Move Through Fields
Make a Selection

TQlEEEEE

-

or [5] (tab)

m
23
O

F11
F12

or (o]

or [reo or [revr]

(zu] or e bar
[rson] (several times)

ESC

W@ EE or & (tab)
s or s bar

(ALWAYS TAB OUT OF THE FIELD AFTER SELECTING IT!)

Save Your Changes and Exit
Access the Main Menu

Get Help

Stock Check Screen

Exit Counterman Pro

ESC
(] /i
[ /e
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