L egal and
Warranty I nformation

CAP TRACKER! is protected under the Copyright laws of the United States of America and
International  Copyright laws. It is illegd to duplicate this software or indruction manua for
other than archiva purposes.

Included in your CAP TRACKER! package isaLimited Warranty and License Agreemen.

This agreement gives you specific legd rights. Each license granted your company by TOPPSoft
Computer Solutions dlows you one concurrent use of CAP TRACKER! on a sand done
computer or on a network. Concurrent licensing is defined as the use of software by one person
in one location a a sngle time. Each lot location and each computer station requires a separate
concurrent user licenses Please read and become familiar with the enclosed Limited Warranty
and License Agreement for more detailed information. If you do not agree with the terms set
forth in the License Agreement, return the entire contents of your CAP TRACKER! package
(with the disk envelope sedl unbroken) to TOPPSoeft Computer Solutions for a full refund of
your purchase price.

Contact TOPPSoft Computer Solutions a 5811 Memorid Hwy Suite 204, Tampa, FL 33615
or a (800) 771-BEST to obtain license pricing for additional concurrent users or to address
questions concerning the legal use of CAP TRACKER!.
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Congratulations on your purchase of CAP TRACKER! This Software is pat of the TOPPSoft
product family. TOPPSoft is the most complete inventory control system available for truck cap
and accessory dedlers.  These products are developed by professonals for professonas.  Over
sx years of research, development, and testing have gone into the initid CAP TRACKER!
project.

TOPPSoft manages both saridized cgp inventory (CAP TRACKER!) and non-seridized
accessory inventory (ACCESSORY PACK!). Other avalable TOPPSoft modules incude
POS INTEGRATOR! (a complete point of sde inteface for the CAP TRACKER! ad
ACCESSORY PACK! modules) and A/R MANGER! (our interface for a variety of popular
bookkeeping and accounting systems). Additiond modules may be used in conjunction with any
combination of the other modules in the product family to provide the best custom designed
inventory control system on the market for your business.

CAP TRACKER! is designed to accurately track and invoice your seridized cap inventory. Tasks
indude ordering, receiving, and sdling caps, tracking loaners, returns and stock transfers. In
addition, CAP TRACKER! provides extensve management reporting, malling labels, point of
sde, and much more.

Package Contents
Your CAP TRACKER! package contains the following components:
lea Inddlation Diskette
lea Reference Manud
lea License Agreement and Limited Warranty
lea Sevicelevd Agreement
% Cdl TOPPSoft Computer Solutions at (800) 771-BEST to arrange shipment

of a new diskette if the enclosed inddlation diskette is not compeatible with
your computer.
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System Requirements

See Table 0.1 for computer system requirements. Generdly, the fastest computer in your price
range will serve your company much longer without becoming obsolete.

PC SYSTEM REQUIREMENTS

MINIMUM RECOMMENDED

80386 Processor 80486 Processor

Monochrome Graphics VGA Color Graphics

550K B free DOS RAM 600K B free DOS RAM

10MB free disk space 10MB free disk space

DOS ver. 3.3 or higher DOS ver. 6.2 or higher
4MB RAM

Compatible with most network systems. Pleaserefer to our
license agreement for network guidelines.

TABLE 0.1 Computer System Requirements

Overview

The CAP TRACKER! reference manual is intended to guide you through the various tasks
involved in udng the CAP TRACKER! software program. Before you begin usng
CAP TRACKER!, you should carefully read the Getting Started chepter for vauable indghts
concerning practicad guiddines for initid dat up as wdl as dep by Sep configuration
indructions.  Upon completion of your initid sysem set up, the manua provides detaled
explanations for use in peforming each didinct task necessary for maintaning your inventory
usng CAP TRACKER!. The CAP TRACKER! manud is organized by menu functions into the
following chepters
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Introduction. A short orientation on CAP TRACKER! including sysem requirements.

Chapter 1.

Chapter 2:

Chapter 3:

Chapter 4:

Chapter 5:

Chapter 6:

Chapter 7:

Chapter 8:

Appendix A:

Appendix B:

Getting Started. Contains ingdlation ingructions, how to sat CAP TRACKER!,
and guiddines for initid set up of the program. Indructions for changing your
password are included as well.

The Orders Menu. A detaled explanation of the ordering and receiving process.
Also included are step by step ingructions for CAP TRACKER! tasks appearing
on the Orders Menu.

The Sales Menu. A detalled explanation of the sdes process and step by step
indructionsfor CAP TRACKER! tasks appearing on the Sales Menu.

The Reports Menu. A complete list of reports available from CAP TRACKER!.
Also included are step by step ingtructions for generating each individua report.

The Maintenance Menu. An illustrated guide to maintaining the reference databases
used by CAP TRACKER!.

The Customers Menu. Explains how to view and edit your customer list, create
mailing labels, and create mail merge files for use with your word processor.

The Management Menu. A guide to efficient management of the CAP TRACKER!
program.  Includes detalled information concerning the security festures of the
software.

Hot Tips.

Initial Setup Forms Explains the importance of and some guiddines for desgning
workable codes for your data. Also included are forms designed to help you gather
and organize dl information necessty to begin uing CAP TRACKER!
effectively.

System Messages. An dphabetica lis of common system messages and their
meanings  Answers the most frequently asked trouble shooting questions about
CAP TRACKER!.

Definitions of computer and other technica terms found in the manud.
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Conventions

Standard text will be used for dl narrative descriptions such as this sentence.  All smulated
computer screens will be represented using the following typeface for ease of identification:

C.\> TYPE CONFI G. SYS

FI LES=130

BUFFERS=30

STACKS=9, 256

DEVI CE=C: \ DOS\ H MEM SYS

DEVI CE=C: \ DOS\ SERVER. EXE

DEVI CE=C: \ DOS\ ANSI . SYS

SHELL=C: \ DOS\ COMVAND. COM C:\DOS\ /p /e: 512
DOS=HI GH, unb

Menu items and fidd names from CAP TRACKER! ae represented in an itdic typeface such as
the fallowing:

Choose System Settings from the Management Menu.

Characters entered by the user are represented in the following bold typeface:

C.\> TYPE CONFI G. SYS

Symbols and Abbreviations

E% The key symbol is used to designate information intended to broaden your
underganding of the current subject (i.e. a tip for ease of use or a key point
about the current subject).

The exclamation symbol identifies a potentid hazard. This symbol is used to

dert the user to possble problems that may arise while performing the current
task.

Special keyboard function keys are displayed using the key symbols (eg. E) or enclosed in <>
brackets. A partid list of specid keysislisted in Table 0.2 on the following page.
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Special Key

Description

The Enter key is above your right shift key. It isused to select

E entries from tables and to advance to the next field on aform.
Use the Control key (usualy next to or below the shift key) by
C holding it down while sdlecting the second key. Cc would be
accomplished by holding down the C key and pressing the ¢ key.
Usethe Alt key (usudly next to the space bar) by holding it down
A while sdlecting the second key. Ac isachieved by holding down the
A key and pressing the ¢ key.
The function keys are either across the top of the keyboard or in a
l'to+ block of keysto the left Sde of the keyboard. Valid keysrange
from!to+. !istheHELP key.
X The Escape key is a the top left of the keyboard. It isused to back
out of a screen without saving your changes.
The Number lock key is above the numeric keypad. Itisusedto
<NUrmL ock> switch your numeric keypad between arrow keys and numbers.
Numeric vaues of the keypad are vaid when the <NumL ock> light
ison.
The Caps Lock key isto the left of the A key. It forces
<Caps Lock> capitalization when active. <Cgps Lock> isactiveif theindicator
light is on.
T The Tab Key is above your <Cagps Lock> key.
<Back Space> The Back Space key deletes charactersto the left of your cursor.
The Insert key is on the numeric keypad and may aso be above the
<Insert> isolated arrow keys between the typewriter keyboard and the

numeric keypad. <Insert> isused to add entriesto tables.

The delete key is on the numeric keypad and may aso be above the
arrow keys between the typewriter keyboard and the numeric
keypad. = isused to delete entries from tables or to delete the
character at your current cursor position.
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Up, down, right, and left arrow keys. These keys move your cursor

YZQR in the direction of the arrow.
TABLE 0.2 Special Function Keys
% On some keyboards, the = Y Z Q R and <Insert> keys require the use of
<NumL ock> to operate properly. The NumLock light should be off to activate
these keys on your keypad.

Types of Screens

There are five different types of screens in use with CAP TRACKER!. They are menus, tables,
forms (also caled templates), help, and warning screens.

Menus are used to sdect the various functions in CAP TRACKER!. Menus ae grey with bright
white, snglelline borders and titless  You can navigate menus by sdecting the fird letter of the
menu option or by usng the arrow keys. Exit the menu by pressng the X key or selecting the
appropriate menu option. When using the first letter where severa menu options begin with the
same letter, repeatedly pressng the correct letter will cycle through al avalable sdections.
Press E to choose amenu option.

Tables are ligts of information. Each list will be sorted in a specific sequence and may be filtered
depending on your sdection criteria  Tables have an agua background, yellow, double-lined
borders, and bright white titles. The list portion has a blue background with bright white lettering.
Highlighted entries are grey with blue letters. On many tables, you may quickly find entries on
the lig by usng our Repid ScaP feature. Smply type the firgt few letters of the vadue to locate
and the table will scan directly to the proper entry on thelist.

Forms (or templates) are screens used to add or change information. They are blue with bright
white tittes and doublellined borders. Entry fidds are yelow and turn white with a black
background during actual entry. For many fields, pop-up lists are available by pressng E on a
blank field or by pressng @ (@ isindicated to the right of the fidd if available).

Help Screens are informationd screens that give you guidance on how to proceed from your
current place in the program. They have black backgrounds with bright white single-line borders,
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agua titles; and normd text. Links to other screens are bright white and function like menu
choices in that they are accessible by ther first letter or by using the arow keys. Press X to
return to the previous screen in the program.

Warning screens let you know about an unusua circumstance or condition in the program. They
may dislay information that warns you about potentidly damaging actions or may provide an
error message prior to terminating program execution. Please read these screens carefully.  If
you have any questions about any of these messages, please write down the exact text of the
message (or print it with the Print Screen key) and cal TOPPSoft Computer Solutions for a
more detailed explanation.

Getting Help

If you have quegtions while usng CAP TRACKER!, you can find help in severd different places.
Each screen in CAP TRACKER! offers hep prompts dong the bottom of the screen which
describe valid function keys.

All TOPPSoft programs dso offer onling, context-sengtive help.  Online help offers quick
access to documentation without reaching for a manual. Press the ! key to access the online help
screen for the current on screen task. You may press E while highlighting the BRIGHT words on
the help screen for further information related to the current topic. Use the arrow keys or the
fird letter of each bolded word to move around the screen.  Words highlighted in yelow
designate vaid keystrokes for the current task. Press X to return to the program.

Refer to the CAP TRACKER! user manua for more detalled ingructions or for background
information. The manud is arranged by menu task and offers detailed, step by step ingtructions
for each task associated with CAP TRACKER!

The TOPPSoft Computer Solutions help line can be reached a (800) 771-BEST. Hep line
cdls are free for the firg 90 days following shipment of al TOPPSeft products and for members
of the TOPPSoft customer support program. In exchange for this free service, we do ask that you
explore the on-line help system and manua for answers to your questions before you cdl. Refer
to the enclosed brochure or contact TOPPSoft Computer Solutions for more information
concerning the benefits of our comprehensive customer support program.

When calling, please be prepared to explain your problem. Try to duplicate it, then write down
what happened. Be at your computer and have the following available:

# License number and verson number (from your inddlation diskette) These
numbers are required when calling for customer support.
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# CAP TRACKER! reference manud
# Origind CAP TRACKER! ingdlation and update diskettes
# The brand name, type, and modd of your computer

# The brand name, type, and modd of your printer (for printer problems only)
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Chapter 1
Getting Started

CAP TRACKER!
Developed especidly for Y our Company!
License # X000XXXX

Main Menu

Orders

Sales

Reports
Maintenance
Customers

M anagement
Change Passwor d
Suggestion Box
Exit

Use Arrow Keys or the first letter of your selection and press Enter.
Available memory: 113K (800) 771-BEST Press F1 for help.

TOPPSoft Computers Verson4.0 5811 Memorid Hwy Suite 204
Copyright © 1996 All Rights Reserved Tampa, FL 33615 (800) 771-2378







Tobeginusng CAP TRACKER!, you must complete the following tasks:

#

#

Ingal the CAP TRACKER! software
Check your computer configuration
Start the CAP TRACKER! program
Load your adminigtrative data

Set and maintain your password

Install CAP TRACKER!

Follow these stepsto ingtal CAP TRACKER! to your hard drive:

1.

2.

Pace the Ingdlation Diskette into your floppy drive.

From the DOS Prompt, type the drive letter of the floppy drive where you placed
the diskette. For drive A, enter the following commands:

C\>A'E
A:\ > NSTALLE

The ingdlation procedure will begin when you press the second E key.

Follow the online screen prompts until the inddlation is complete  If you have
CAP TRACKER! ingdled in a directory other the CT on the hard disk, you must
enter the name of directory where it is indaled indead of usng the C\CT
sdection for the first prompt.

Check Your Computer Configuration

The ingdlation program will autometicaly update your CONFIG.SYS program. |If you are unsure
about whether the changes were properly made, you can verify the settings in the CONFIG.SYS
sysem file. This file is located in the root directory of your boot disk. On a hard disk system,
thisistypicdly the'C drive,
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To find the CONFIG.SY Sfile, enter the following commands from the DOS prompt:

A\>C E
C.\BAT>CD \E
C:\ >TYPE CONFI G. SYSE

These commands should display the CONFIG.SYS file on your screen. If your computer boots
from adrive other than 'C', subdtitute that drive letter for C: on thefirst line.

% If your computer has a menu system, you must completdly exit the menu prior
to executing the above commands.
% If your computer automaticaly loads Windows, you must exit Windows before

entering the above commands. From the File menu in Program Manager, sdect
the Exit Windows...option. Answer OK to the "This will end your Windows
sesson” confirmation prompt.

Your CONFIG.SYS File should contain the line FILES=150. This number must be a least 150
for CAP TRACKER! to run properly. Certain menu systems and Windows may aso require a
minmum number of files to run.  This minimum number of files must be added to the 150
required foo CAP TRACKER! to configure your sysem properly. Consult the user manua for
your menu program and the Windows user manud for the number of files necessary to run these
programs.

If no line reads FILES=150, edit your CONHG.SYS file and add the line FIL ES=150 to the top
of the file. If the line exigs, but is less than 150, edit your CONFIG.SYS file and modify this
line  Use your favorite ASCIl editor (not your word processor) to make necessary changes.
Reboot the computer after you have saved your changes.

% If you are unsure how to change your CONFIG.SYS file, cal the TOPPSoft
Computer Solutions help line for assstance. Have a bootable floppy disk or
your origina DOS diskeites handy when cdling.

Start CAP TRACKER!

To start CAP TRACKERY!, type the following commands:

C:\>CD \CTE
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C.\ CT>CTE

The CAP TRACKER! log in screen will appear. If you have CAP TRACKER! ingdled, continue
to use your exising employee accounts and passwords. Otherwise, enter the initids MGR and
press E twice to enter the program the fird time, as illudsrated in Figure 1.1 on the following

page.

CAP TRACKER!
Developed especidly for Y our Company!

License # X0000000KK

Log into Sysem

Initids MGR

Password: | |

Use Arrow Keys or thefirst letter of your selection and press Enter.
Available memory: 113K (800) 771-BEST Press F1 for help.

TOPPSoft Computers  Veson4.0 5811 Memorial Hwy  (800) 771-2378
Copyright © 1996 All Rights Suite 204 Tampa, FL 33615
Reserved

Figure1l.l TheCAP TRACKER! L ogin Screen

@% See Appendix B: System Messages for detailed explanations and step by step
Solutionsiif you have problems garting CAP TRACKER!.

Load Your Administrative Data
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Basc information describing your company, your employees, the manufecturers you ded with,
and the models of caps you stock must be entered to customize CAP TRACKER! to work for
your busness. This information must be initidly loaded via the CAP TRACKER! Management
and Maintenance Menus. Both of these menus are accessed from the Main Menu (See the cover
page of this chapter for an illugtration).

You should complete some preliminary paperwork before sarting the initia set up procedure.
Caefully read the ingructions and photocopy the forms contained in Appendix A: Initial Setup
Forms for help organizing your data entry information and creating meaningful, practica
computer codes for your data.

Upon completion of the preliminary paperwork steps detailed in Appendix A, you are prepared to
begin the data entry process. It is a good idea to fill out al paperwork before initiating the data
entry process. This ensures no information is forgotten during your initid setup procedure.
Follow the steps outlined below to begin the initid setup procedure:

Store L ocation(s)
Y ou will need to enter your different ot location(s) first. Follow the steps outlined below:
1. Choose Management Menu from the Main Menu.
2. Sdlect the Stes option from the Management Menu.
3. Enter the information detalled on esch of your Site forms. As you enter stores,
they will disolay on the Site Table. Press <Insert> to enter each new site. Repeat
step until al dtes have been entered. If you wish to change an entry now, highlight

it, press E and make your changes. This information may be dtered a a later time
by users with manager security clearance.

System Settings

Next, you will need to enter information describing your business. System Settings are the generd
stup parameters necessary for overal operation of CAP TRACKER! You only need to
complete thisinformation once per ingdlation. Follow the steps below:

1. Choose the System Settings option from the Management Menu.
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Enter the information detalled on the System Settings form you filled out earlier.
This information may be updated a any time by users with manager security
clearance.

Refer to Chapter 7: The Management Menu for more detalled ingtructions.

Employee Templates

Employee information should be entered upon completing the System Settings form.  The
employee template is where you specify each individua employees commisson rates and
security clearance. Only employees with templates will be able to enter the system.

1.

2.

Choose the Employees option from the Management Menu.

Enter each employee's persond information as detailed on your Employee forms.
This information may be updated a any time by users with manager security
clearance.

Employee sdes history will be logt if employee initids are modified. Do not ater
exiging employee initids after you have sold inventory from CAP TRACKER!.

Manufacturer Templates

You ae now ready to enter your manufecturer information. The manufacturer entry screen is
located on the Maintenance Menu. Follow the steps outlined below:

1.

2.

Choose the Maintenance Menu option from the Main Menu.
Select the Manufacturers option from the Maintenance Menu.

Sdlect m for the proper lis. Enter the information detailed on each Manufacturer
foom. This informaion may be modified a any time by users with management
security clearance.

Manufacturer datistica hisory may be lost if manufacturer codes are modified.
Do not dter existing manufacturer codes after your initia dataload.

Truck and Color Templates
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There are three more tables you need to become familiar with before you begin loading your
inventory information. Follow the steps detailed below to inspect and possibly modify the truck,
color group, and color tables:

Select the Trucks option from the Maintenance Menu. This table has been pre-
loaded with current truck size information. We define domestic trucks as full-szed
pickups and import trucks as dl mini-gzed trucks (including Ford Ranger, Chevy
S-10, Toyota, €tc.).

Inspect the pre-loaded truck information. If necessary, enter or modify the
information from your forms detaling each truck type. This information may be
modified a any time by users with manager security clearance. If you wish to
change the truck codes, it should be done now before your initid dataload.

Choose Color Categories from the Maintenance Menu. This table dlows you to
define color categories for more meaningful anadyss of color trends in your day
to day sdes.

Inspect the pre-loaded color group entries. If necessary, enter or modify the
descriptions for each category. This information may be modified a any time by
users with manager security clearance.

Sdect Colors from the Maintenance Menu. The color table is the last reference
table you need to inspect. Over 800 color codes have been pre-loaded for your
convenience.  This lig incudes the complete lig of manufacturer truck colors
from 1990-1995 and most color codes from 1988-1989. You may add new colors

as necessay.

Fedl free to use the codes we have defined or to customize this information to best
suit your needs. This information may be modified a any time by users with
management security clearance.

Model Templates

u
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Model Styles
Creating a new Record

Code 141

Descri ption
Account Code

Figure 1.2 Screen Shot for Creatinga New Modd Style

The CAP TRACKER! Model Templates require careful consgderation. Each cap mode you stock
has unique characteristics that must be itemized to ensure the grestest accuracy in inventory
management. These characteristics are the model style, window style, and the standard options
you normaly order for each specific cgp modd. Follow the procedure below to inspect the
charecterigtics that are pre-loaded into CAP TRACKER! You may use the preloaded
categories, enter new information or change exiding information to customize CAP TRACKER!
for your individua needs.

To effectivdy use the mode templates, you should create only one template to describe each
type of cap you stock. For example, if you stock one manufacturer's tops and they have six
modds of fiberglass and three duminum models, you will have a tota of nine entries in the Model
Templates lis. Each entry describes how you typicdly order a stock unit. The mode templates
do not contain information about specific units in stock such as the type of truck it fits, the color,
or the windows and ingtalled options.

% By sdtting the option and window vaues in the modd template, you are only
edablishing a dating point for individua unit orders. Each unit may 4ill be
ordered with any windows or options.

1. Sdect Model Syles from the Maintenance Menu. A modd gyle is a generd
category defined for each type of cap mode (i.e. the Leer 100 series and the
Triglas Laser are both CABHI modd styles).

2. Inspect the pre-loaded model styles. If necessary, enter or modify the Model Styles
detaled on your sgtup forms.  This information may be modified a any time by
users with management security clearance.

3. Choose the Window Styles option from the Maintenance Menu.
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Inspect the pre-loaded window styles. If necessary, enter or modify the Window
Syles detailed on your setup forms. This information may be modified a any time
by users with management security clearance.

Higtoricd data may be lost if window style codes are atered. Do not dter these
codes after your initid data load.

Select Options from the Maintenance Menu.
Inspect the pre-loaded options. If necessary, enter or modify the Options detailed

on your sgtup forms.  This information may be modified a any time by users with
management security clearance.

Now that dl possble variations of syle have been entered, you can define your mode templates.
The modd templates contain the standard characteristics of each cap. You will want to detail on
the mode template al options, window styles, etc. that you typicaly order for each of your cap
models. As you will soon see, this will make ordering, receiving, and sdling caps quick and essy.

7.

8.

Choose the Model Templates option from the Maintenance Menu.

Enter the information detailed on each of the Modd forms you have completed.
This information may be modified a any time by any user with manager security
clearance.

Model sdes hisgory and inventory information will be lost if model codes are
modified. Do not ater model codes after your initid dataload.

Load Inventory

At this point, dl prdiminary set up information has been entered and you are ready to begin
loading your current inventory. Follow the ingtructions detailed below:

1.

2.

Sdlect the Load Inventory option on the Management Menu.

Enter the site code and stock date. The stock date will be used as the ordering and
receiving dete for your inventory.

Enter the information detailed on each Cap Inventory form you have completed.
Each form adds one current inventory item for use in CAP TRACKER!. Mogt of

u
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this information may be dtered a any time by users with manager security
clearance.

You are now ready to begin working with CAP TRACKER!. Choose the Reports option from the
Main Menu. Sdect the Print Stock Report option from the Reports Menu. Make sure your printer
is turned on and ready to print. Enter the site code for the data you have just entered. Verify the
accuracy of your inventory by inspecting your stock report for data entry errors and making any
necessary changes. Y our system is now fully configured and ready to go into production!

Set and Maintain Your Password

Each employee with authorized access to CAP TRACKER! has a personal account with a
confidentia password. Each employee's account name is defined on the Employee Table on the
Management Menu. Under norma circumstances, each employeg's account name is set to be their
fird, middle, and last name initids. If you are unsure wha your account name is, please ask the
person responsible for initidly setting up the program.

The firg time each employee logs in to the system, no password is required. After logging into
the system for the firgt time, each employee should sat a confidential password.

The process for setting your password for the first timeis as follows:
1. Select Change Password from the CAP TRACKER! Main Menu.
2. PressE.
3. Type your confidential password and pressE.
4, Retype your new password and press E to confirm the change.

@% Your password will not be changed if the characters typed in steps 3 and 4 do
not match exactly or if your old password is entered incorrectly.

It is a good idea to change your persona password often. This practice adds an extra level of
security to the system. Follow the steps below to periodicaly change your password:

1. Sdlect Change Password from the CAP TRACKER! Main Menu.
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2. Type your old password and pressE.

3. Type your new confidential password and pressE.

4. Retype your password and press E to confirm the change.
Password protection is the only mechanism for preventing unauthorized persons
from accessing your data. Each employee password should be kept confidentia for

security reasons.  Change your password immediately if you suspect someone has
learned it.

Using the Suggestion Box

To assg us in implementing program enhancements and other suggegtions for improving CAP
TRACKER!, we have included a Suggestion Box on the Main Menu.

To use the Suggestion Box:
1. Select Suggestion Box from the CAP TRACKER! Main Menu.
2. Enter your suggestion.
3. To complete the form, press CE.
4. Fax the suggestion to us or fold, stamp and mail it.

Customers covered under our support program receive firg priority for al enhancements. As we
integrate your suggestions into our program, we give them to you a no charge as pat of your

support package.
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Chapter 2
The Orders Menu

CAP TRACKER!
Developed especidly for Y our Company!

License # xo0000aKK

OrdersMenu
Orders Need Posting

Create Orders
Post Orders
Receive Orders
Receive Repair
Cancd Orders
Main Menu

Use Arrow Keys or thefirst letter of your selection and press Enter.
Available memory: 113K (800) 771-BEST Press F1 for help.
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Ordering Overview

There are severd tasks associated with ordering and receiving. In dl cases, Pending Orders are
created that can be reviewed from Create Orders prior to posting. Once the orders are correct,
they are posted. Posting generates a purchase order for each supplier, prints the order, and
prepares the sysem for recept of the item. Pending orders for seridized inventory items are
created three different ways.

1. Generate a customer order from the Customer Sales option of the Sales Menu.

2. Stock reorders are automatically created when a stock unit is sold using the Customer Sales
option of the Sales Menu.

3. An item can be manualy entered onto the order by pressng the <Insert> key from the
Create Orders table on the Orders Menu. Customer Orders and automatic stock orders can
be adjusted from this table when they have been created by methods 1 or 2.

Other related tasks are:

# Recelve Repair
# Cancel Order

After your initid data load, dl incoming stock must be entered through the CAP TRACKER!
order process. Dates should dways be accurate on orders and receipts. This practice ensures the
accuracy of your gatigtics.

Idedly, different people should be responsble for ordering inventory and receiving inventory.
For security purposes, sales personnd generdly should not perform either of these functions.

Create Orders

| I Phone: (800) 771-BEST



Speci fications

Truck

Model

Col or :

Front Access :

W ndows- Left :
-Ri ght:

Order Nunber :

Cap Order Form
Creating a new record

Year: 00
PI C FS BOOT ACCBOOT NONE OTHER

Figure2.1 Creating an Order Form

To create an order, go to the Orders Menu and select Create Orders. If any unposted orders exig,
the Cap Orders Table will display on your screen. If there are no unposted orders, you will
automatically be placed in the Cap Order Form. From the Cap Orders Table, the keys detailed in

Table 2.2 below are active.
Function Key Description
! View online help for the current task.
Insert Add anew cap order.

= Ddete the highlighted pending order.

E Change the highlighted pending order.

@ View/edit options for the highlighted pending order.

X Return to previous menu

Table2.2 Valid Function Keysfor the Pending Orders Table
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Following is a description of each field located on the Cap Order Form:

Truck

M odel

Color

Front Access

Enter the truck code for the specific truck the cap is designed to fit. Leave
the entry fiedd blank and press E if you are unsure of the correct code for
a truck. A scrolling table will appear if an invaid code is entered or if the
fidd is left blank. From this point, use Rapid Scan to find the desired truck
and press E. A description of the truck will display to the right of the truck
entry field on the order form.

Enter the model code for the cap. If you don't know the correct code, leave
the entry fidld blank and press the E key to bring up a lig of vdid
sections. A description of each modd will display to the right of the
modd entry field on the order form.

Enter the color code for the cap. A scrolling table of colors will appear if
an invadid color code is entered or if the color entry fied is left blank when
you press E. The color name will display to the right of the color entry
field on the order form.

Enter the front access ordered from the manufacturer. Select from thelig
of choices appearing to the right of the field. The standard you established
in the Model Template will automaticadly display for sdection.  Your
choices are detailed in Table 2.3.

Standard Access Description
PIC Picture Window
FS Front Slider
BOOT Sponge Boot
ACCBOOT Accordion Boot
NONE No Cutout
Other Cutout (Use the notes field a
OTHER the bottom of the screen to detall the
cutout for future reference.)
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Table2.3 Standard Front Access Choices

Windows Enter the left and right window styles for the cap. A lig of vaid window styles will
appear if an invdid Syle is entered or if the entry fidd is left blank. A description
of the window style will display to the right of each window entry field on the order
form. The standards you chose in your modd template are automatically displayed.

Order
Number Enter your interna P.O. number to identify this order when receiving inventory.

Site Code Enter the lot location a which the order will be received. The E key displays a list
of your lots. A description of the sdected dte will display to the right of the Ste
fidd. Thedefault setin System Settings is autometicaly displayed.

Post Orders

This option performs two different tasks. If the print order option is set to Yes on your System
Settings screen, it prints your pending orders from the Create Orders screen for gpproval. Next,
you are prompted for permisson to proceed with posting the confirmed orders to the pending
receiptslist. Enter Yesto post your orders when you are satisfied the orders are correct.

If you respond with No when asked if Orders are Correct, a three second beep will sound from
your computer and no orders will be posted to pending receipts. You have the opportunity at this
time to correct the orders from the Create Orders screen before reprinting and posting your
corrections.

% Orders must be posted before they can be received or sold.

Receive Orders
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Recei ve I nventory
Record will be Changed

Speci fications Ordered

Truck Type :Jeep Conmanche Short Bed
Model :

Manuf act ur er:

Col or :Atlantic Blue

W ndow Styl e:

Order PO # :108496

Total Cost : $1,100.00

Recei ving I nfornmation

Shi ppi ng I nvoi ce:

Base Cost :$1, 100. 00
Dat e Recei ved .11/ 03/ 97
Serial Nunber

Locati on

Figure 2.4 Recevelnventory Order Form

Once an item is ordered, it must be received to enter physica inventory. When recelving an
order, you have the cgpability to change the instdled options on each cep as needed. This is
accomplished on the Cap Options Table. Serid numbers for each item must be unique. The serid
number must not be the same as any in exigting inventory.

To receive an order, go to the Orders Menu and sdect Receive Orders. If no outstanding orders
exig, the system will begp and return to the menu. From the Outstanding Orders Table, the keys
detailed in Table 2.5 are active.

Function Key Description

! View online hdp.

Receive a cap order.

E
@ View/edit options for the highlighted order.
X

Return to previous menu

| I Phone: (800) 771-BEST




Table2.5 Valid Function Keysfor the Receive Orderstable
and the Receive Repaired Inventory table

Thefollowing is a description of each field displayed on the Recelve Inventory form:

Shipping
Invoice Enter the invoice number on the shipping label. There should be a number for each
ddivery from each manufacturer.

BaseCost  Enter your wholesale cost for each unit. The standard cost from the Model
Template will automaticadly display and may be overridden a this point. This
feature dlows you to make adjustments to accommodate rebates or other specia
pricing. This should be the base cost only and must not include any codts detailed
in the Cap Options liging.

Date

Received Enter the date that the inventory was actually received. This date is used to
cdculate inventory turnover rates and for aging reports.  The date will autometicaly
st to the current system date in your computer.

Serial

Number Enter the serid number for each cap. A seriad number can only be present in
current inventory once. The computer will beep and remain at the prompt awaiting
a vdid serid number if you enter a number that is currently in use by the system.
The serid number is used for inventory control and warranty purposes.

L ocation Enter a rack number or some other location code. This code can determine the sort
order of the Stock Report to make physcad inventory counts proceed more quickly.
Thisfidd isoptiond.

Once the lagt field on the form is completed, the Cap Options Table is displayed. This table details
the options ingtdled on the current cap. From this table, options can be added, changed and
deeted. Use <Insert> to add an option, = to ddete the highlighted option, and E to change the
highlighted option.

% Inventory items must be received before they can be sold.
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Receive Repairs

Custoner Cap Inventory Return
Record will be Changed

Speci fications Ordered

Truck Type :Dakota Short Bed
Model :

Manuf act ur er :

Col or : Amazon Bl ue Met
Left W ndow : 30" Jal

Ri ght W ndow: 18" Jal
Order PO # :100025

Cap Return Information

Dat e Received: 11/ 03/ 97

Serial Nunber: 5664655423

Not es :Return of scrap plus issue RVA#
Locati on

Figure 2.6 Receive Repair Screen

If an item has been sent back to the manufacturer for repair, it must be received again to return
it to your physica inventory. When receiving a repair, you have the option to change any indaled
options. Items out for repair print on a separate page of the Sock Report.

To receive arepair, go to the Orders Menu and select Receive Repair. If no items are out for repair,

the system will beep and return to the menu. From the Receive Repaired Inventory table, the keys

detailed in Table 2.5 are active.

The following is a description of each field on the Receive Repaired Inventory form.

Date

Received Enter the date that the inventory was actudly received. This date is used to
cdculate inventory turnover rates and for aging reports. The date will automaticaly
< to the current system date in your computer.

Serial
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Number Enter the serid number for the cgp. The origind serid number for the cep is
displayed. The serid number may be changed if the manufacturer replaced the unit
rather than repaired it. The serial number for each item must be unique. It must not
be the same as any exiding inventory. This number is used for inventory control
and warranty purposes.

Notes Enter any notes related to this receipt.

L ocation Enter a rack number or some other location code. This code can determine the sort
order of the Stock Report to make physica inventory counts proceed more quickly.
Thisfied is optiond.

% Repaired inventory items must be received before they can be sold.

Cancel Order

Cancel Order
Record will be Changed

Speci fications Ordered

Truck Type
Mbdel

Manuf act ur er :
Col or :
W ndow Styl e:
Order PO #

Press Enter to Cancel Order or ESC for nenu.

Figure 2.6 Cancel Order Screen

If a cap order is cancdled, the cancdlation must be reflected in the sysem to maintain the
accuracy of your reports. Canceling an order creates an activity record which displays on your
Inventory Exception Report. If you eect not to use the system to cancel an order, canceled units
may accidently be received into inventory. In addition, your current order datus daigtics will
be inaccurate.
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To cancel an order, select the Cancel Orders option on the Orders Menu. Highlight the desred
order and press E. A confirmation screen will display. To confirm the cancellation, press E
again. To refuse the cancellation, press X.
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Chapter 3
The SalesMenu

CAP TRACKER!
Developed especidly for Y our Company!

License # xo0000aKK

Sales

Customer Sales
Available Stock
L ayaways
Sales Returns
Research Sales
Loaner Return

Use Arrow Keys or thefirst letter of your selection and press Enter.
Available memory: 113K (800) 771-BEST Press F1 for help.
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From the Sdes menu, you can perform the following functions

Sal es Menu

Cust oner Sal es
Avai | abl e St ock
Layaways

Sal es Returns
Research Sal es
Loaner Return

Mai n Menu

Figure 3.1 SalesMenu Screen

Customer Sales, Orders, and Quotations

The firg option on the Sales Menu dlows you to creste customer invoices and sdl inventory items
from stock, create customer orders, and create quotations. Only stock sales post invoices. Once
a sde is poged, the inventory database is automaticaly updated to reflect the sde.  The following
types of line items may appear on asadesinvoice.

Accessory
Inventory Non-seridized inventory kept in quantities. Examples include bed liners,
toolboxes, and lights.

Serialized

Inventory Uniquely identifiable inventory such as caps where each item has some unique
identifying number (serial  numbey). These items are tracked in the
CAP TRACKER! module Poging sdes from CAP TRACKER! rdieves
seridized inventory autometically.

Serialized
Inventory
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Options

Nonstock
Iltems

Remarks

Options sold with seridized inventory.  Each option is priced and tracked
separately.  These items are connected to the preceding seridized inventory item
on theinvoice. Each seridized inventory item may have severd options.

These are items which may be sold, but are not considered stock items. They are
not consdered inventory and are not tracked in the inventory datistics. Some
examples of nongtock items may include such components as clamps or footage
of boot materid. You have the option to inventory any type of item, but have the
flexibility to sdl items not established in inventory.

Entries on the invoice with no associated dollar vaue. Remarks may be used to
create white gpace on an invoice or to provide space for more detailed descriptions
or notes on an invoice.

These items may be mixed on a sngle invoice dlowing great flexibility in the credtion of
customer receipts.

To create an invoice, select Customer Sales from the Sales Menu. A blank invoice will appear with
the cursor positioned in the Invoice fied.

Site

Qty

Invoice : [______1 (F2F9) Customer Phone #:(000)000-0000
SHeType E Stock/Order/Quote

Sde Date [
saei
:

Yr Bed Make Modde Cab Color
Item Description Unit Cogt Ext. Cost
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ESC. Exit Current Invoice F1. Help F10: Save changes

Figure 3.2 Screen Shot of an Invoice

You may ether press @ for a liss of open invoices (or quotes), press (to generate the next
sequentid invoice number or manudly enter an invoice number and press E). If an exiding, open
invoice matches the number entered, the information for the open invoice will be displayed for
editing. Otherwise, a new invoice will be created and you may enter information about your sale.
You may disable credtion of new invoice numbers out of sequence from the System Settings Menu
accessble from the Management Menu. If you enter an invoice code for an invoice that has
already been pogted, the computer will beep and display the line items for the invoice. The
following lig of filds must completed to create avdid invoice:

Invoice Enter the customer's receipt or invoice number. You may enter up to ten
characters to create this value. If the user is creating a new invoice, Smply enter
the new invoice number and a blank invoice form will be prepared for data entry.
Altenativdy, use @ to view a lis of open invoices and quotes, or press ( to
generate the next available invoice number.

% The Customer Invoice must dways be unique.

SaleType  Sdect the type of invoice you intend to creste. For the following list of
transactions, use the identified type.

Stock Sdle STOCK
Customer Order ORDER
Create Layaway for an order ORDER
Accept Payment for future pickup ORDER
Create Layaway for stock unit QUOTE
Customer Quotation QUOTE

Sale Date Enter the date of sde for the invoice. This fidd will automaticdly set to thedate
kept by your computer.

Employee  Enter the sdes person's initids. It is automatically set to the user who is currently
logged into the system at this station. Delete the preset vaue and press the E key
to digolay alist of current sdes Saff.
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Site

Customer
Phone #

Enter the Ste code. The standard value will be set to the Ste code entered on the
System Settings form.  If you wish to sdect the ste from the Site Table, set the Site
fidd to 0 and press E. The Ste Table will gppear ready for sdection. Highlight the
desired site and pressE.

Allows you to select a repeat customer. Enter the customer phone number and
press E. You can omit the area code if it matches your stores area code. If the
customer is dready in your database, their information will appear. If not, you will
be prompted to enter their name and address. The ligt of valid customers can be
searched by last name or company name by pressng the @ key. If you wish to
update a customer record, press CE to edit the highlighted customer's information.
Press # to toggle the sort order between last name and company name. Press E to
sdect the highlighted customer entry.

With the customer's information, you can enter an aternate phone number to reach
them. For tax exempt sdes enter the tax exemption number under the TaxID
prompt.
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Truck
Parameters You may dso enter descriptive information about the customer's truck. Following
isasample of vaues you may wish to use for each prompt.

Yr Last two digits of truck year (95 = 1995)

Bed LB =LongBed, SB = Short Bed, SS= Step Side

Make Chevy, Ford, Toyota, Dodge, GMC, etc.

Model K 1500, F150, T100, 2500, Sonoma, €tc.

Cab Reg=Regular Cab, XCab = Extended Cab, CCab = Crew Cab
Color Industry color code, WA Code, or just the name of the color

The Color Table is available by pressng the @ key. All truck description fields are
optiond.

Once you have completed the basic information for the Sales Invoice, you are ready to enter line
items. If you are editing an exiging invoice, the fird detal line of the invoice will be highlighted.
Otherwise, on a new invoice, you will immediaidy be pogtioned to enter the firgt line item. The
keysliged in Table 3.3 are active at this point.

Key Description
! View online hdp
E Edit the highlighted line item
<Insert> Add anew lineitem to theinvoice

= Delete the highlighted line item
) Post the current sdle

X Return to previous screen

TABLE 3.3 Valid Function Keysfor the Customer Invoiceform
Thefdllowing fidds exis for eech line item:
Qty Enter the quantity sold. If the Qty fidd is set to 0, the line is consdered a remark
and the Item and Unit Cost fidds will be skipped. For seridized inventory, and
vaue greater than one will automaticaly be adjusted back to one.

[tem This field will accept three different types of values. You may enter an accessory
part number, a serid number, or any other code for nonstock items.
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If you wish to sdect an accessory pat number or a serid number from your
inventory ligt, press E while the field is blank. When adding a new record, you are
given a choice to select caps or accessories, each sorted severa different ways.
You may dso sdect Tint if you ingdled the Tint feature. You may then sdect the
desired item from the appropriate list. For a new line item, the Description fidd
will automaticaly be st to the description of the sdected item. For customer
orders, you can select to order accessories or truck caps.

Choose Item and Sort Order

Accessories Truck Caps Other
Part # Serid # Tint

Truck Truck

Category Model

Stock Sales and Quotations

Choose Item and Sort Order
Accessories

Truck Caps

Customer Orders

With Customer Orders, the sales person is prompted for the necessary information to create the
order. For truck caps, the specifics of the cap will be entered. For accessories, the Part number
is entered.

Labor - A hot key is available to add Labor to specific line items and change the
account code for the inventory record. Once the line item requiring labor is
highlighted, press @ to access the Sdes Line Options Form.  On this form, you
may enter a labor charge and change the account code for this inventory item. The
l[abor will be totded separatdly a the end of the invoice or receipt. For seridized
invertory, the Qty field will automaticaly adjust to 1 if a higher number is entered.
Also, the details of the truck cap will be presented on additiond lines of the invoice
with additiond pricing, when applicable,
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{ =

For saridized inventory, the Qty fidd will automaicdly adjust to 1 if a higher
number is entered. Also, the details of the truck cap will be presented on
additiond lines of the invoice with additiond pricing, if necessary.

To enter a nongtock item, enter a part number not found in the inventory system. This item
will not affect inventory quantities or datistics when the sde is completed. It will dso
prompt for the taxable tatus of the item.

{ =
{ =
{ =

Description

Unit Cost

Ext. Cost

Nonstock item taxable status refers to the item, not the cusomer. If the item
is normally taxed in your tax didrict, answer yes. You will tell the system to
make the entire invoice tax exempt on the I nvoice Summary Screen.

It is good practice to standardize codes for nonstock items to whatever extent
is practical in your business. For instance, you may wish to aways use the code
LABOR for labor chargesif they exist on a separate line items.

To change a line item type to Seridized or from Seridized, delete the existing
lineitem and re-enter it.

When adding a new accessory or cap line item, the description fidd is
automaticdly set to the standard description for the sdlected item. If necessary,
you may edit the sandard description. When editing exiging line items, the
existing description will be maintained, but can be changed by the user.

For dl line item types except remarks, you may edit the unit cost. As withthe
Description fidd, the sandard price is set when adding anew line item.

The extended cost is automaticaly caculated by multiplying the quantity by the
unit cos.

Once dl line items have been completed, you must save and continue to complete the transaction.
To do s0, press the ) key. The next screen is either the Customer Invoice Summary for Stock and
Quotation transactions or the Customer Order Summary for cusomer orders. The following fidds
must be completed on the Customer Invoice Summary screen:

Taxable

Shipping

This fidd determines whether or not sdes tax is cdculaed for this invoice The
vaue is automaticadly determined by the presence of a Tax Exempt ID in the
customer database. If it exidts, the valueis set to Not taxable.

Enter any shipping costs associated with this sdes invoice. These codts will be
included in the totd for the invoice.
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Pay Type Select the pay type for the invoice. Split payments should be indicated on the notes
line described below. For quotes, Pay Type and Payment Reference are no longer
entered.
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Payment
Reference

Notes

For checks, credit cards, A/R and split payments, you can enter information such
as check number, authorization code, driver's license number, account number, etc.
For cash sales, thisfidd is skipped.

Enter any notes about the sales invoice such as split payments, or specia terms for
the sale.

Once the fina field is completed, the user is prompted to confirm the totals on the sdes invoice
and press E to complete the sde. The customer's invoice or quotation will now print if printing
has been enabled.

The following fields must be completed on the Customer Order Summary screen:

Taxable

Shipping

Deposit

Pay Type

Payment
Reference

Notes

This fidd determines whether or not sdes tax is cdculated for this invoice The
vaue is determined by the presence of a Tax Exempt ID in the customer database.
If it exigts, the valueis set to Not taxable.

Enter any shipping costs associated with this sdes invoice. These costs will be
included in the totd for the invoice.

Enter the amount of the deposit to be paid.
Select the pay type for the invoice. Split payments should be indicated on the notes
line described below.

For checks, credit cards, A/R and split payments, you can enter information such
as check number, authorization code, driver's license number, account number, etc.
For cash sales, thisfidd is skipped.

Enter any notes about the sales invoice such as split payments, or specia terms for
the sale.

Once the find fidd is completed, the user is prompted to confirm the totals on the sdes invoice
and press E to complete the sde. The customer's payment receipt will now print if printing has
been enabled and pending orders will be created for review by the inventory manager.
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Available Stock

If the sdes person wishes to check for the avallability of stock or verify the price of an item
without cresting an invoice or order, they may do so by sdecting the Available Stock option from
the Sales Menu.

After pressng E on this option from the Sales Menu, identify the sort order you wish to use to
view the stock. Your choices are by Seria #, by Truck, or by Model. You may Rapid Scan® by
your sdlected sort order to quickly find the desired item.

L ayaways

Process Layaway Paynment

I nvoi ce : PA108540
Cust omrer :

Taxabl e

Total Sale

Tot al Labor

Tax :
Shi ppi ng & Handl i ng:

TOTAL

Paynment Date :11/ 03/ 97

Figure 3.4 Layaway Screen Shot

There are three steps in processing layaways. Each step is handled by a different menu option in
CAP TRACKER!. The folowing summary should guide you in cregting and updating layaways.

Create Layaway for a stock unit Customer Saleson Sales Menu
Create as QUOTE

Create Layaway for an order Customer Saleson Sales Menu
Create as ORDER
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Add payment to Layaway Layaways on Sales Menu
Close Layaway (Sold and Ddlivered) Customer Sales on Sales Menu
Create as STOCK

For Layaway payments, select Layaways from the Sales Menu and press E. You will be presented

with the Open Invoices and Quotes table. At this point you may use any of the keys lised in Table
3.5.

Key Description
! View online hdp
E Add a payment to the highlighted invoice
@ View theinvoice
N Mwe the highlight bar to different
invoices
Rapid Scar® Enter the invoice number to quickly find it.
X Return to previous screen

TABLE 3.5 Valid Keysfor the Layaway Table

After you have highlighted the invoice for which you intend to post an additiond payment, you
mus press E. Now smply complete the Layaway Payment Form by entering information into the
fdlowing fidds. A new payment receipt will print to the invoice printer (if enabled in System
Settings).

Notes Enter any notes about the sdes invoice such as split payments, or specid
termsfor the sale,
Date Enter the payment date.
Pymt/Deposit Enter the amount of the additional payment made at this time. It will
increase the deposit amount listed on the right sde of the form.
Sdlect the form of payment.
Payment Ref For checks, credit cards, A/R and split payments, you can enter

information such as check number, authorization code, driver's
license number, account number, etc. For cash sdes, this fidd is
skipped.
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Sales Returns

Occasondly, a customer may wish to return an item. These items must be accounted for in
inventory as they are returned. To facilitate proper accounting, use the Sales Returns function to
log dl sdes return activity. Highlight Sales Returns on the Sales Menu and press E. A lig of
posted Sdes will appear. At this time, you may enter the sades invoice number to quickly locate
the proper sde. Highlight the desred sdes invoice and press E. The detaled line items for the
invoice will appear on screen.

To process the return of a line item, highlight it, press E, and press E agan to confirm the return.
Enter the account number to post the return. The item will be canceed from the sdes invoice and
an entry will be posted that prints with the Inventory Exceptions Report.

Resear ch Sales

To review the higory for a particular invoice, you may wish to view it online. The View Invoices
feature dlows viewing of invoices created in both CAP TRACKER! and ACCESSORY PACK!.

To view a saes invoice, highlight the Research Sales option on the Sales Menu and press E. A lig
of sdes invoices gppear. At this time, you may enter the sdes invoice number to quickly locate
the proper invoice. Highlight the sdles invoice and press E. The line item detal for the invoice
will appear on screen.

If you wish to reprint the invoice, smply press # and it will print on your invoice printer. Use the
$ key to view the accounting transactions generated by the highlighted invoice.



Chapter 4
The Reports Menu

CAP TRACKER!
Developed especidly for Y our Company!

License # X000000KX

ReportsMenu
Print Daily Sales Report Print End of Month
Print Daily Transactions Print Aged Inventory Report
Print Cap Transfer Sheet Print Inv Exceptions Report
Show Statistics Summary Print Tax Report
Print Stock Report Print Outstanding
Deposits
Print Sales | nvoice Report Print Options Margin
Report
Print Serialized Sales Report Maintenance Reports Menu

Use Arrow Keys or thefirst letter of your selection and press Enter.

Available memory: 113K (800) 771-BEST Press F1 for help.
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The Reports Menu dlows you access to the various reports avalable in CAP TRACKER!. All
reports prompt you for information alowing you to customize how that report operates. Each
report can be generated for a sngle location or for al locations if you have more than one gSte
defined in your System Settings. Thefollowingisalig of CAP TRACKER! reports:

Report Menu

Print Daily Sales Report Print Aged Inventory Report
Print Daily Transactions Print Inv Exceptions Report
Print Cap Transfer Sheet Print Tax Report

Show Statistics Summary Print Qutstandi ng Deposits
Print Stock Report Print Options Margin Report
Print Sal es Invoice Report Mai nt enance Reports Menu
Print Serialized Sal es Rpt Mai n Menu

Print Comm ssions Report

End of Month is now a separate program (Type EOM at CT pronpt).

Figure 4.1 Report Menu Screen

Daily Sales Report

The Daily Sales Report provides detailed information on your sdes for a single day. The report
includes detailled information about each sdes invoice and each customer. See Figure 4.1 for a
diagram of the report layout.
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Daily Sales Report
Site: Central Office
October 9, 1996

Cost Ext. Price _Margin

Invoice: RP1235
Sold to: Your First Customer

1 BLSBFU Bedliner, SBF, Under $139.00 $199.00 302%
1 Aluminum Cap, used $200.00 $390.00 48.7%
1 Labor $ 000 $ 000 O00%
90 Day Warranty $ 000 $ 000 00%
1 Miscellaneous Items $ 600 100.0%
Lineltem Totals: $339.00 $595.00 43.0%
Other Totals: Tax: $ 3868
Labor: $ 000
Shipping: $ 000

Invoice: RP1236
Sold to: Y our Second Customer

1 BGSBFBLK Bug Guard, SBF, Black $ 3993 $ 8900 551%
90 Day Warranty $ 000 $ 000 00%
Lineltem Totals: $ 3993 $89.00 551%
Other Totals Tax: $ 579
Labor: $ 000
Shipping: $ 000
Lineltem Totals: $ 0.00 $ 000 0.0%
Tax Total: $ 4447
Labor Total: $ 000
Shipping Total: $ 000
TOTAL SALESFOR OCT $ 000

Figure 4.2 Daily Sales Report L ayout

Totals are caculated for costs, sdling price, and margins. These totals appear at the bottom of
the report. Accounts with Management Rights can disdble printing of costs and margins by
accessing the System Settings functions.

To generate the report, sdect Print Daily Sales from the Reports Menu. Enter the date and Site code
you wish to report. Any vdid date may be entered. This feature provides flexibility for reporting
on historic sdes as wdl as current sdes. Enter the Ste code to report for a single Ste or enter
0 to report for dl sStes. A scrolling list of vdid Stesis available by pressng @.
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t__________________________________________________________________________________________________________________J
Daily Collections and Deposit Report
All Sites
For Oct 24, 1995

Description Amount
Cash Total $447.00
LESS: Starting Cash Drawer Balance $150.00
Bank Deposit Total $297.00

OTHER RECEIPTS

Total Other Receipts

Bank Deposit Total $297.00
PLUS. Total Other Receipts

PLUS: Previous Deposits

LESS: New Deposits

LESS  A/R Payments

TOTAL FOR DAILY SALES REPORT $297.00

Figure 4.3 Daily Collections and Deposit Report

Daily Transactions

The Daily Transactions Report shows total collections for the day. It shows a tota for cash and
credit cards and itemizes checks collected for the bank deposit.  Please note: This report will be
blank for any dates prior to ingaling your update.

Cap Transfer Sheet

The Cap Transfer Sheet is an inventory tracking device. Inventory Transfers are lised separatdy
on the report and shows totas at the bottom of the report. Also reports information such as, the
name of the person who received this transferred cap and the date.
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Statistics Summary

The Satistics Summary is a daidicd andyss tool.  Statistics are generated by modd,
manufacturer, color group, mode style, employee, zip code and more. Each datigtica report can
be viewed on your screen prior to actualy printing it. Also, more detaled sdes and inventory
datistics are available for each on screen item at the touch of a button.

To generate these datistics, select Show Stats Summary from the Reports Menu and enter the date
you wish to detal. Any vdid date may be entered. This feature provides flexible reporting on
higoric sdes as well as current sdes. Statistics will be compiled for the twelve months prior to
the date entered. Enter a site code to report for a single site or enter O to report for al dStes.
Press @ to display aligt of vaid sites.

At the Summary Type prompt at the top of the screen, enter the category you wish to view. Press
the code number of the category you wish to view to activate the summary. Pressng ! disolays
the following list of category codes.

0 Modd Summary 5 Zip Code Summary

1 Manufacturer Summary 6 Color Groups Summary

2 Materids Summary 7 Modd Category Summary
3 Sdes Person Summary 8 Customer Type Summary

4 Taxable/Nontaxable Sales Summary

Once a category has been sdlected, you may use Rapid Scan to quickly find specific information
detailed in the disgplayed lis. See Table 4.4 on the following page for active keys on the Stats
Summary Screen.
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Function Key Description

! Digplays context-sengitive help for the current function.

Returns to the Summary Type prompt. Press X again to exit
the Stats Summary Table.

Digplays detailed gatistics for the highlighted entry in the
E table. See the descriptions below for more information on
detailed statistics.

Digplaysthe Sales and Order Satistical Reports Menu. See
the descriptions below for more information about each

report. All reports are available as options for the End of
Month Reporting Process.

B&

TABLE 4.4 Activekeysfor the Statistics Summary Screen

The Detailed Satistics screen is avalable by pressng E.  This feature displays the following
information about the highlighted record:

Current

MTD Sales Current number of units sold this cdendar month up to and including the
date entered on the report options form.

Current

YTD Sales Current number of units sold this caendar year up to and including the date
entered on the report options form.

Prev. Year

Sales Number of units sold during the caendar year prior to the date entered on
the report options form.

Avg. Growth

Rate The amount of sadles growth expressed as a percentage.  This number is

cdculated by prorating the current year to date (YTD) sdes and comparing
them to the prior year. If sdes from the previous year are incomplete, this
number will be overstated.
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Month to Date
SalesVVolume

Year to Date
SalesVVolume

Inventory
Turnover

Current Value

SalesHistory

Current dollar vaue for units sold this caendar month up toand
including the dete entered in the report options form.

Current dollar value for units sold this cdendar year up toand
including the dete entered in the report options form.

The inventory turnover rate is caculated by comparing the number of units
in stock to the number of units sold to determine how many months it will
take to sl dl in-stock inventory a the current rate. Shorter turnover rates
indicate sdles are hedthy, while longer turnover rates may indicate that you
are overstocking certain items.

Current wholesale cost for dl in-stock units.

On the right 9de of the Detailed Statistics screen, unit sdes for the
twdve months prior to the date entered in the report options are
displayed. To obtain hisory for earlier time frames, regenerae the
datigics usng an earlier date.

Pressng B& displays a menu of Statisticd Reports available as output to your printer. The
following is adescription of each report.

Models

Manufacturers

Materials

The Model Summary Report prints the month to date (MTD) and year to date
(YTD) orders and sdes in the system as of the date specified on the report
option form. It dso caculates the current number of units in stock and on
order.  This information prints for each modd defined in your Mode
Template

The Manufacturer Summary Report prints MTD and YTD orders and sdes in
the sysem as of the date specified on the report option form. It aso
cdculates the current number of units in stock and on order.  This
information prints for al modds and istotaed by manufacturer.

The Materials Summary Report prints MTD and YTD orders and sdes in the
sysem as of the date pecified on the report options form.  Also printed is
the current number of units in stock and on order. This information is

u
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summarized for aluminum, fiberglass, and Rovel® material types.
Miscellaneous materid types are summarized in the Other category.

Sales Staff The Sales Saff Summary Report prints MTD and YTD unit and dollar saes
in the system as of the date specified on the report option. MTD and YTD
commissions for each employee are included on thisreport as well.

Tax Status The Taxable Sales Summary Report prints MTD and YTD unit sdes in the
sysem as of the gpecified date on the report options form.  This
information is summarized for taxable sales, non-taxable sdes, and unknown
tax status (non-saes).

Zip Codes The Zip Code Summary Report prints MTD and YTD unit and dollar sales in
the system as of the specified date on the report options form.  This
information is summarized for each zip code. This feature illugstrates where
your customers come from and provides you vauable information that can
be used in target marketing campaigns.

Color Groups The Color Groups Summary Report prints the MTD and YTD orders and sales
in the system as of the date specified on the report options form. Also
printed are the current number of units in stock and on order. This
information prints for each color group.

Model Styles The Modd Styles Summary Report prints MTD and YTD orders and
sdes in the system as of the dae specified on the report options
foom. Also printed are the current number of units in stock and on
order. Thisinformation printsfor each modd syle.

Cugtomer Type The Customer Type Summary Report prints the MTD and YTD sdes in the
sysdem as of the dae gpecified on the report options form.  This
informetion prints for each customer type defined in the system to dlow
you to review the relaive szes of your various markets.

Stock Report

The Stock Report lists the inventory currently on the designated lot. Select Stock Report from the
Reports Menu and enter the Ste you wish to detail in this report. You may sdect the ste from a
lig if you are unsure of the correct ste code by pressng @. Select 0 to generate report for dl
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stes. You may aso designate the sort order for the report. This report may be sorted by seridl
number, truck type, or location code.

The Stock Report prints in checklis format. It is a lig intended for use during your physicd
inventory process. Serial number, truck type and modd codes, color, front access, and left and
right window gyles disolay on a single line. Ingtdled options (if any) are displayed in list format
on subsequent lines. The inventory for each Ste is grouped together and then sorted by serid
number. At the end of each sSite section, you will see a count of the totd number of units as well
asthetotd inventory value for thet lot.

In addition, the stock report may print cost information depending on the vaue of the Print Costs
on Reports flag found on the System Settings menu from the Management Menu. To make the report
complete, dl outstanding repairs and loaners are itemized on the find page(s) of the report.

Sales I nvoice Report

The Sales Invoice Report prints a summary of sdes or other activities for a specific range of dates.
You specify the starting and ending dates and sdlect the dte (enter O for all sites) to be reported.
The available activity codes include Open, Posted, and Cancded sdes transactions.  Each invoice
prints on a sngle line.  This dlows a large number of sdes to be summarized on a minimal number

of pages.

Each line of the Sales Invoice Report displays the invoice number, sde date, sales person, retail,
labor, tax & shipping and handling, the dollar total, and the pay type. If Print Costs are enabled on
the System Settings screens, the report also totals costs and displays the gross margins for each
invoice. The report is sorted by invoice number. Totas for Retail Price, Labor, and Tax &
Shipping and Handling are located at the end of the report.

Serialized Sales Report

The Serialized Sales Report prints a summary of sdes or other activities, sorted by serid number,
for a specific range of dates. You specify the starting and ending dates and sdlect the Ste (enter
0 for al dtes) to be reported. Each serid number prints on a single line. This dlows a large
number of salesto be summarized on aminima number of pages.
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Each line of the Serialized Sales Report displays the serid number, truck, model, color, and window
dyles. If Print Costs are enabled on the System Settings screens, the report also totas costs and
displays the gross margins for each seriaized cap.
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Commission Report

The Commission Report displays the commissions for dl sdes dtaff between a given date range.
Once you enter the darting and ending dates, the report displays invoice totas for each invoice
in the date range and the tota commission for each sdes person. The report is first sorted by
salesperson and then by invoice number. Totals are generated for each salesperson.

Aged I nventory Report

The Aged Inventory Report details dl caps that have been on your lot longer than a specific number
of days. You specify the number of days as pat of the report criteria  The report may be
generated for a dngle dte by entering a ste code or for dl sStes by entering O a the site code
prompt.

Each line of the Aged Inventory Report displays the serid number, truck type and mode codes,
color, and the number of days the unit has been on the lot. Report items are sorted by date
received with the oldest unit printed first. At the bottom of the report, the total number of aged
units as well as the total wholesdle value of aged inventory are calculated.

I nventory Exception Report

The Inventory Exception Report generaes a lig of adjusments and changes to inventory tha are
non-sales related. This report details irregular transactions created by loaning, returning for
repair, and deleting inventory items. It cgptures cost changes and lot transfer activity as well. This
report enhances the security of the CAP TRACKER! sysem by forcing an audit of dl abnormd
transactions.

To generate this report, specify a date range. This report displays Ste code, dispostion, serid
number, truck type and mode codes, color code, front access, and left and right window styles for
each unit.

Tax Report
The Tax Report prints saes tax collections for a specific date range. You specify the starting and

ending dates and sdlect the site (enter O for al stes) to report. Each sale prints on a single line.
Each tax category is detailed on a separate column of the report.
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Outstanding Deposits

The Outstanding Deposits Report prints a list of al open invoices with depodts pad. Each invoice
printsonasingleline.

OptionsMargin Report

The Options Margin Report tabulates the quantity sold, tota cost, and gross revenues for each
option. It then caculates profit margins for each option and for dl options together. To run this
report, select it from the Reports Menu, enter the starting and ending dates, and the site you wish
to report.

Maintenance Reports

Severd reports exit on the Maintenance Reports submenu. These reports print information
contained in some of the reference tables avalable in CAP TRACKER! and in
ACCESSORY PACK!. The fdlowing is a lig of mantenance reports avaladle in
CAP TRACKER!:

Manufacturers Prints areference list of manufacturers sorted by company name.

Models This report displays the modd code, description, manufecturer, retaill saes
prices and ingdlation charges for each cap configured in the system.

Trucks Prints a reference list of trucks sorted by truck name. Bed sizes ae
included on this report as wdl. This new submenu dlows printing of basc
information used by CAP TRACKER!. The following reports are avallable

from this menu.

Window Styles Each window style is printed on this report sorted by the style codeswith
the associated description for ease of reference.

Options All available cap options are listed for reference in aphabetica order with
theretall price.
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Chapter 5

The Maintenance Menu

CAP TRACKER!

License # X000000KX

Developed especidly for Y our Company!

M aintenance M enu

Model Templates
Cap Inventory
Model Styles
Manufacturers
Trucks

Colors

Color Categories
Cities

Customer Types
Window Styles
Options

Payment Types
Main Menu

Available memory: 113K

Use Arrow Keys or thefirst letter of your selection and press Enter.
(800) 771-BEST

Press F1 for help.
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The Maintenance Menu contains dl of the adminidrative databases used for reference purposes
inCAP TRACKER!. Thefollowingisalis of databases available from this menu.

Mai nt enance Menu

Model Tenpl at es
Cap I nventory
Model Styl es
Manuf act urers
Trucks

Col ors

Col or Categories

Cities
Cust onmer Types
W ndow Styl es

Options
Payment Types

Mai n Menu

Figure 5.1 Maintenance Menu Screen Shot

The standard keys that are active on the Maintenance Menu reference tables are described in Table
5.2. All keys are active unless otherwise indicated in the description for each reference table
below.

Function Key Description

! View online help for the current task.

Insert Add anew entry to the table.
E Change the highlighted entry on the table.
@ View/edjt options and cross references for
the highlighted entry.
X Return to previous screen.

Table5.2 Valid Function Keysfor Reference Tables

Copyright © 1996 TOPPSoft Computer Solutions. All Rights Reserved. | I



Mode Template

The Model Template is used to add and modify general cap modd information. To access this
form, sdlect Model Template from the Maintenance Menu. It is important to accurately maintan
the information found in these templates Having the current information as Sandard entries in
your ordering and sdes screens will save you time during data entry.  All standard keys listed in
Table 5.1 with the exception of @ are active on the Model Templatetable.

% The values entered in the Model Template are used as standard vaues when
cregting orders and sdlling inventory.  For individud units, these standard values
may be overridden.

Thefdlowingisalig of fidds found on the Model Template

M odel Enter the cap mode code. This code must be unique in the system.
Refer to Appendix A for guidelines on creating codes.

Manufacturer The Manufacturer Table automaticadly displays dlowing sdection of the
correct manufacturer.

Standard Front

Access

Standard Window -L eft

-Right
Congtruction
Installation Price
Description Enter a description for the modd!.

Cost (Domestic) Enter your codt for versions of this cap modd that fit full-size trucks.
Cog (Import) Enter your cost for versions of this cap modd that fit mini-size trucks.
Retail (Domestic)  Enter your retail price for versons of this cap modd that fit full-sze trucks.

Retail (Import) Enter your retall price for versons of this cap modd that fit mini-sze
trucks.
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Rather than enter additiond price levels for each item individudly, use the new utility program
TSTOOLS! to make changes to a range of items based on supplier, manufacturer, and inventory
category. To access this new program, exit to DOS, type TSTOOLS!, and press E. Access
requires management level initids and a password. From the Main Menu, sdect Multi-Level Pricing
and then select St Modd Prices. Choose a price leve to st and the parameters for the
cdculation. The example in the middie of the form show the results for your caculaion. Sdect
the filters to determine which modelswill be affected and press E to confirm and proceed.

TOPPSoft TSTOOLS! Utility

Multi-Level Price Entry for Cap Models

Valueto Adjust :1 Import Domestic Both

SelectalLevel ABCDE

Adjustment Basis : Std-Cost+ Jobber+ Fixed
MSRP-Discount Price A-Discount

Adjustment Type : Percent Dollar

Adjustment : %

Zeroif Basis= oYy Yes No

Example-Basis  $100.00 Result: $0.00

Filters UseOfor dl; F2 for list.
Manufacturer : 0

Supplier : 0

Materials : All Alum F/G Rovell Other

Units Affected 0

Model Style Select the style category that best describes the cap. This style will be used
to generate saes datitics.

Standard

Front Access Enter the front access ordered most often for this cap model. See

Table 5.2 for adescription of front access types.

Standard Windows Enter the left and right window styles ordered most often for thiscap
modd. A lig of vdid window styles will appear if an invdid syle is entered
or if the entry fidd is left blank. A description of the window style displays
to theright of each entry field.

Congtruction
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Material

Standard Options

Select the congtruction materid of the cap modd from the lig of materids.
Use the fird letter of the item or the Q and R keys to highlight the entry.
Press E to choose the desired option.

Select the standard options normaly ordered with this cap. Up to five
standard options can be included as pat of the mode template. When
ordering a cap, these standard options will automatically generate as part of
the order. Select None as the last standard option for al cap modds with
less than five standard options.

Cap Inventory

The inventory database tracks every serialized unit that passes through your lot. The Cap Inventory
form is used to edit exiding inventory items. Only non-sendtive fidds may be edited from this
form. Sengtive fields, such as cost, can be modified from the Management Menu. To reach the
form, sdect Cap Inventory from the Maintenance Menu. All standard keys lisgted in Table 5.2 with
the exception of the <Insert> key are active on the Cap Inventory table.

Once you sdlect the sort order for the list, the Cap Inventory Table displays the site code, seria
number, truck type, model code, color, date out, disposition code, and invoice number for each
cap. You may update the following fields for each record:

M odel

Truck Type

Color

Enter the modd code for the cap. If you are unsure of the correct
code, press E while the fidd is blank. This action, as well as entering
an invadid code, will present the Models Table. The Models Table
dlows you to sdect the correct model by name. Once a code has
been entered, a description of the modd displays to the right of the
entry fied.

Enter the code for the truck that fits the cap. If you are unsure of the correct
code for the truck, press E while the field is blank. This action, as well as
entering an invaid code, will present the Trucks Table which dlows you to
sdect the correct truck by name. Once a code has been sdected, a
description of the truck displays to the right of the entry field.

Enter the color code for the cap. A scrolling table of colors will
appear if an invalid color code is entered or if the color entry field
is left blank. The color name displays to the right of the color entry
fidd.
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Access Order

Window Style

L ocation

Notes

Access is the front access ordered from the manufacturer. Select
from the lig of choices gppearing to the right of the fidd. Your
choices are detailed in Table 5.3 on the following page.

Front Access Description
PIC Picture Window
FS Front Sider
BOOT Sponge Boot
ACCBOOT Accordion Boot
NONE No Cutout
Other Cutout (Use the notes field a
OTHER the bottom of the screen to detail the
cutout for future reference.)

Table5.3 Standard Front Access Choices

Enter the left and right window styles for the cap. A list of valid window
syles will appear if an invaid syle is entered or if the entry fidd is left
blank. A description of the window style will be displayed to the right of
each window entry field.

Enter a rack number or some other location code. This code can determine
the sort order of the Stock Report to make physical inventory counts proceed
more quickly. Thisfidd isoptiond.

Enter any notes pertaining to the cap. You can clarify non-standard
specifications, etc. with this fidd. These notes will print on the Sales
Invoice and on some of the reports. Use of thisfield is optiondl.

Model Styles

The modd syles database provides sales Satistics of your inventory by grouping different models
into Smilar categories. The Model Styles Form is used to add and modify new modd syles. To
access the form, sdect Model Styles from the Maintenance Menu. All sandard keys listed in Table
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5.2 with the exception of the @ key are active on the Model Style Form. The modd syle code is
generated automaticaly by CAP TRACKER!. Enter the description of the style to create a new
dyle or to edit an existing style. Once a new modd style has been created, models may be added
to the group from the Model Template

M anufacturers

Manuf act urer Form
Creating a new Record

Manuf act ur er:

Long Nanme

Cont act

Addr ess

Zi p Code

Phone # : (000) 000- 0000
Fax # : (000) 000- 0000
Order phone : (000) 000- 0000

Figure 5.4 Screen Shot to Create a Manufacturer Form

The Manufacturer Form is used to add and modify manufacturers, suppliers, and OEMs. To access
this form, sdect Manufacturer from the Maintenance Menu. All standard keys listed in Table 5.2
with the exception of the @ key are active on thisform.

Prior to viewing the table, you must decide which type of company you wish to view. The vdid
options are detailed in Table 5.5

| Values DescriEtion

M Desgnates the manufacturer of inventory items.

S Indicates supplier sources for inventory.

Indicates Originad Equipment Manufecturers. These are
the originating sources for items like color codes.
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Table5.5 Manufacturer Table category codes

Thefollowing lis detals fidds found on the Manufacturer Form:

Manufacturer Enter a short name for the manufacturer. This name will be used on forms
and reports where the long name would consume too much space.

Long Name Enter a long name for the manufacturer. This name will be used onforms
and reports where it fits eadly.

Contact Enter the name of your contact person for the manufacturer.

Address Enter the manufacturer street address.

Zip Code Enter the zip code for the manufacturer. If the zip code is dready inyour
reference table, the city and sate will automaticaly display to the right of
the zip code field. If the zip code is not defined, the Cities Table will appesr.
This table dlows entry of new zip codes. Zip+4 and internationa zip codes
are supported up to 10 characters. To view the Cities Table, press @.

Phone # Enter the manufacturer phone number.

Fax # Enter the manufacturer fax number.

Order Phone Enter the phone number you use to place orders fromthe

manufacturer.

Trucks
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Truck Form
Creating a new Record

Code:
Nane:

Type: Donmestic | nport

Bed Si ze-Length 0. 000"
W dt h 0. 000"

Figure 5.6 Screen Shot to Create a New Truck Form

The Trucks Form is used to add and modify truck types. Select Trucks from the Maintenance Menu
to access this form. The function keys listed in Table 5.2 are active on the Trucks table. The
following isalig of fiddslocated on the Trucks Form:

Code Enter a unique code for the truck. Be sure to use the guidelines in Appendix A for
assistance in devel oping workable codes.

Name Enter a descriptive name for the truck. To make the trucks easier to find, use the
most dgnificant piece of information (such as the Make) firs in the description.
A description that is easy to find might reed GMC, Sonoma, SB, XCab, 94+.

Type Select Import or Domestic by usng the R and Q keys or by pressing the first letter
of the desired option to highlight it. Press E to select the highlighted item.

Bed Size

Length If known, enter the length of the truck bed. This vaue should be entered using
inches,

Bed Size

Width If known, enter the width of the truck bed. This value should be entered

using inches.
Colors
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Col or Form
Creating a new Record

Code
Name

Start Year :00
Color Group : O
Manuf acturer: O

Figure 5.7 Screen Shot to Create a New Color Form

The colors database keeps track of manufacturer color codes. The Colors Form is used to add and
modify manufacturer color codes. Select Colors from the Maintenance Menu To access this form.
The function keys listed in Table 5.2 with the exception of @ are active on the Colors Form. The
following isalig of fiddslocated on the Colors Form:

Code Enter the manufacturer color code. Each code in the sysem must be unique.

Name Enter the full name for the color.

Start Year Enter the first year this color was used.

Color

Group Select the corresponding color category from the Color Group Table. These
groups are used to generate daidtics by color to identify color trends in
your saes.

Manufacturer Press E to sdect the origind equipment manufacturer (OEM) from the list.

Color Categories
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Col or Groups
Creating a new Record

Code Ci-thles
Descri@tdn ng:a new Record

City :

Figure 5.8 Screen Shot to Create a New Color Group

‘ Zip

Figure 5.9 Screen Shot to Create a City

The Color Categories database provides sales datistics of your inventory by grouping different
colors into like categories. The Color Categories Form is used to add and modify Color Categories.
To access the form, seect Color Categories from the Maintenance Menu. All standard keys listed
in Table 5.2 with the exception of @ are active for the Color Categories Form. The color category
code is generated automatically by CAP TRACKER!. Enter the description of the color category
to create a new or to edit an existing category. Once a new color category has been created,
colors may be added to it from the Color Table.

Cities

The Cities database keeps track of city names and zip codes for al your customers. These cities
are used in addresses throughout CAP TRACKER!. The Cities Form is used to add and modify
new cities and zip codes. To access this form, sdect Cities from the Maintenance Menu. All keys
liged in Table 5.2 with the exception of @ are active on the Cities Form. The following is a ligt
of fields located on the Cities Form:

City Enter the name of the city.

State Enter the two character abbreviation for the state or province.

Zip Enter the zip code. Zipt4 and internationd zip codes are supported up to ten
characters.

Customer Types
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Customer Types are logicd groupings for specific cusomers adlowing datisticd reporting of the
customers by your target markets. Sdes datistics are created using these categories. New types
can be easly entered from the Customer Types table on the Maintenance Menu by pressng
<lnsert>. You may aso wish to edit an existing type. This action is accomplished by pressng
E while highlighting the desired record and completing the following required fields:

Description  Enter adescription for the color category.

Account Enter the account from your chart of accounts where you wish to post revenues for
this market segment.
Window Styles

W ndow Styles Form
Creating a new Record

Code:
Name:

Figure 5.10 Screen Shot to Create a New Window Style

The window styles database provides descriptions for the left and right windows ingtdled on caps.
The Window Styles Form is used to add and edit window styles. To access this form, select Window
Syles from the Maintenance Menu. All standard keys listed in Table 5.2 with the exception of @
are active on the Window Styles Table. The following is a list of fields located on the Window Styles
Form.

Code Enter a unique code for the window syle. Refer to Appendix A for guidelines on
selecting codes.

Name Enter adescription for the window style.

Options
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Option Form
Creating a new Record

Code : 85
Description :

Add' | Desc Req'd: No Yes
Jobber : $0. 00

Domesti c
Cost : $0. 00
SRP : $0. 00
Price A : $0. 00

Figure5.11 Screen Shot to Create an Option Form

The Options database provides descriptions and prices for the options ordered and ingtaled on
caps. The Options Form is used to add and modify Options. To access this form, sdect Options
from the Maintenance Menu. All sandard keys listed in Table 5.2 with the exception of @ are
activefor the Options Form. Thefollowing isalig of fieldslocated on the Options Form.

Name Enter a description for the option.

Domestic

Cost Enter your cost for the option when adding it to a full-szed truck. This fidd is
optiond.

Import Cost Enter your cost for the option when adding it to a mini-truck. This field is optiond.

Domestic

Retail Enter your retall price for the option when it is ingdled on a full-szed
truck. Thisfiddisoptiond.

Import

Retail Enter your retail price for the option when it is ingtdled on a mini-truck.
Thisfidd isoptiond.

Desc

Required Set this flag to “y” if you will require an additiond description line for this ingaled
option when it is used. An example of this could be when a Pin Stripe is added to
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the cap. You may wish to require that your sdes and ordering staff specify the
color of the dripe.  Setting this flag to “n” would alow, but not require entry of an
additiona description.

Payment Types
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Chapter 6
The Customers Menu

CAP TRACKER!
Developed especidly for Y our Company!

License # xo0000aKK

Customer Menu

Customer Table
Print Labes
Export Labes

Main Menu

Use Arrow Keys or thefirst letter of your sdlection and press Enter.
Available memory: 113K (800) 771-BEST Press F1 for help.

TOPPSoft Computers Veson4.0 5811 Memoriad Hwy  (800)
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The Customer Menu dlows you to perform three basic functions:

Cust omer Menu

Cust oner Tabl e
Print Labels

Export Label s

Mai n Menu

Figure 6.1 Screen Shot for the Customer Menu

Maintain Your Cusome Database

The Customer List is accessed by sdlecting the Customer Table option from the Customer Menu.
If no customers exig, you will autometicaly be placed in the Customer Form where you may enter
anew customer.

The Customer Table provides the flexibility of viewing your customer list dphabeticaly ether by
company or name. The current sort order is indicated by the name of the table. To change the sort
order, press the # key. Press @, to see a detalled sdes history for the current customer. If no
history exigts, the computer will begp and remain on the Customer Table.

The Customer Table uses the Rapid Sca® feature. Rapid Scan® locates records based on the
current sort order. New customers may be added by pressing the <Insert> key. To change an
exiding customer record, highlight the cusomer you wish to modify and press E. See Figure 6.2
below for an illugtration of the Customer Form.
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Cust oner Form
Creating a new Record

Conpany

First Nane

Last Nanme

Phone Nunber :(000)000-0000

Al't Phone # :(000)000-0000 Type:

Addr ess

Zip :
Tax Exenpt |D:
Type :
Price Leve
Payment Terns:
Conmment

Figure 6.2 The Customer Form

The following list describes each fidd found on the Customer Form:
Company For commercid cusomers, enter the company name. For private
customers, leave thisfidd blank.

Firsg Name For commercid customers, enter the firs name of the company contact.
For private customers, enter the first name of the customer.

Last Name For commercid customers, enter the last name of the company contact.
For private customers, enter the last name of the customer.

Phone Number Enter the phone number where the customer can be reached.
Alt Phone# Enter an adternate phone number where the customer can be reached.
Alt Phone Type Enter a short description of the alternate phone number. Examples might be

home, work, beep, cell, Mom, etc.

Address Enter the customer street address.
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Zip Enter the cusomer zip code. |If the zip code is dready in your reference
table, the city and date will automatically display to the right of the zip code
fidd. If the zip code is not listed, the Cities Table will appear, dlowing you
to enter the new zip code. Zip+4 and internationa zip codes up to ten
characters are supported.

Zip Code Entry. Zip Code entry has been smplified wherever zip codes are used (customer and
Ste addresses). If the zip code is not found in the database, the entry form will pop up and ask for
the city and state. This match is based on the standard 5 digit zip code. To dlow for international
postal codes, the first step in the match is the check for a dash in the sixth postion of the posta
code. If the dash is present, everything past the dash is ignored for the purpose of finding a match.
If the sixth character is not a dash, the entire field is used to determine a match in the City
database. The following examples illugtrate the values used to meke a match for specific zp
codes.

If you enter this... The program will match this...
33615 33615

33615-3535 33615

1H5 F5V 1H5 F5V

1H5F5V 1H5F5V (different due to spacing).

Tax Exempt ID For commercia accounts, enter the Tax Exempt ID.

Type Choose between commercid, retail, manufacturer, dealership, etc.

Price Level These price levels can be set to A through E. Price level A is your normd,
or ligt price.

Comment List any additiond information about this customer in the comment field.

Two reports are available from the Customer Menu. You have the option to print out mailing labels
or to export your label information for use with word processing programs.

Print Customer Labds
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To print labels, you must enter the low and high zip codes for your labels. The labels will print
sorted numericaly by zip code. You may aso specify a date range to only include customers with
invoices within that range. To include dl customers, use dates that include dl possible invoice
dates in your sysem. The Label Report is designed for use with one inch, single column (one-up)
labels.

Export Customer Labels

For printing other label formats or for advanced mail merge functions, use the Export Labes
option. This option creates an ASCII file suitable for use with many word processors. To export
your labels, enter the low and high zip codes for your labels. Next, enter the dedtination file name
for the merge file Use sandard DOS naming conventions when naming your output file. Refer
to your DOS manua for more information on file naming conventions. Your labes will export
sorted numericaly by zip code. You may aso specify a date range to only include customers with
invoices within that range. To include al customers, use dates that include dl possible invoice
dates in your system.

CAP TRACKER! comes with a baich file that crestes a merge file suitable for use with
WordPerfect®. To use the batch file, export your labels in a range of zip codes and make note of
the output file name you entered. Exit the program and go to the DOS prompt. Assuming
WordPerfect® is in your search pah, you can run CVT immediady. Enter the following
commandsto run CVT.

C.\>CD \CT
C:\CT\ >CVvT ??

cT isthe CAP TRACKER! directory and 27 is the file name you entered when exporting your
labels. When prompted for characters to exclude, enter a double quotation mark ('). This key is
the <Shift> key. Two single quotes are not the same as one double quote. Your file has been
converted and a new file named CAPTRACK. MRG exists. CAPTRACK. MRG is a WordPerfect® secondary
merge file. Refer to your WordPerfect® Reference Manua for more information on working with
mergefiles.

% The merge file described above can be created only if WordPerfect® is indalled
on your computer. Refer to your word processng software manua for
indructions on creating mall merge files from an imported ASCII file if your
word processor is not WordPerfect®.
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Chapter 7
The Management Menu

CAP TRACKER!
Developed especidly for Y our Company!

License # xo0000aKK

Management Menu

Dispose of Cap
Cancd Invoice
Transfer Stock
Change Costs
Employees

Sites

Load Inventory
Resear ch Receiving
System Settings
Main Menu

Use Arrow Keys or thefirst letter of your sdlection and press Enter.
Available memory: 113K (800) 771-BEST Press F1 for help.
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The Management Menu contains tasks redricted to employees with management security
clearance. Thesetasksinclude:

Managenment Menu

Di spose of Cap
Cancel Invoice
Transfer Stock
Change Costs

Enmpl oyees

Sites

Load Inventory
Research Recei vi ng
System Set tings

Figure 7.1 Screen Shot for the Maintenance Menu

Dispose of Cap
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Di spose of Inventory
Record will be Changed

Recei ving I nformation
Serial Nunber :1586495
Purchase Order: STOCK
Dat e Received : 8/07/96

Speci fications
Truck Type :Chevy Long Bed

Model :

Manuf act urer:

Col or : Bl ack Jade Pearl
W ndow Style: 18" Ja

I nformation
Reason di sposed: R Return Loaner Deletion
Not es :Who knows if this prints on the invoice

Figure 7.2 Screen Shot for Disposing I nventory

This screen dlows you to temporarily or permanently remove items from inventory. Inventory
is temporarily removed to accuratedly maintain your inventory count while caps are on loan or out
for repair. Items detailed above the dotted line display for reference purposes only. The entry
fields on this screen are asfollows:

Reason

Disposed Select the reason the cap is being disposed by entering the first letter of
your selection or by using Q and R and pressing E. Return is for temporary
returns to the manufacturer for repairs or other reasons. Loaner logs a
loaner out to a customer. Deletion permanently removes an item from
inventory.

Notes Enter any facts necessary to properly log the disposition of the cap.

% All caps processed through the Dispose of Cap option are detailed on your

Inventory Exception Report for auditing purposes.
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Cancd Invoice

Occasiondly, you may need to cancd an entire invoice. Since invoices cant be modified once
they are posted, it is best to cancd an invoice and re-enter it to make any changes. This provides
the added benefit of providing an audit trall for invoice changes. When an invoice is canceed,
items on the invoice are returned back to stock. To cancd an invoice, highlight Cancel Invoice on
the Management Menu and press E. A list of posted Sales will appear. At this time, you may use
the keys detailed in Table 7.3. Use Rapid Scarf to quickly locate the proper invoice. Press # to
cancd theinvoice. To view the detailed line items for the invoice, pressE.

Function Key Description

! View online help for the current task.
# Cancel the highlighted invoice,

E View the highlighted invoice on the table.

View the accounting transaction(s) crested

$ by the highlighted invoice.

X Return to previous screen.

Table 7.3 Valid Function Keysfor Cancel Invoice Table.

Transfer Stock
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Transfer Inventory Form
Record will be Changed

Recei ving I nfornmation
Serial Number :1586495
Purchase Order: STOCK
Date Received : 8/07/96

Speci fications
Truck Type :Chevy Long Bed

Model

Manuf act ur er :

Col or : Bl ack Jade Pearl

W ndow Styl e: 18" Jal

ad site ;01

I nformati on

New site :01 Central Location

Figure 7.4 Screen Shot for the Inventory Transfer Form

The Transfer Sock option alows you to log transfer of stock between lots. Items above the dotted
line display for reference purposes only. The sole entry fiddd on this screen is New dte.  Enter
the code for the dte you wish to trander the item to or press E while the fidd is empty to display
alig of valid stes. Completing thisfield creates the stock trandfer.

% All caps processed through the Transfer Stock option are detailed on your
Inventory Exceptions Report for auditing purposes.

Change Costs

The Change Costs option allows you to change the cost of any unit currently in stock or for a range
of units based on your sdection criteria. Fiedds above the dotted line display for reference

purposes only.

To edit only a sngle unit, sdect Sngle Unit from the Change Cost Menu. You may Rapid Scaf
the serid number. Once the proper unit is highlighted, press E to sdect it. The sole entry field
on this screen is New Cost. Enter the new cost into the field and press E to complete the cost
change.
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With some manufacturers, you may receive rebates based on volume retroactively. To properly
account for cost changes on units affected by the rebate, you may need to update a range of units.
To do s0, select Range of Unitsfrom the Change Cost Menu. Complete the following fields.

Earliest Date
Received

Latest Date
Received

M anufacturer

Material

Category

Enter the earliest receiving date for caps affected by this cost change.

Enter the latest recelving date for caps affected by this cost change. These
two dates determine the range of units affected by this process.

Enter O for dl manufecturers or press @ for a lig to sdect the
manufacturer.

Sdect the materiad of condruction for this process. This vaue will be
compared to the Construction Material fidd in the Model Template for a
maich. If Every is sdected, al caps, regardiess of material type will be
selected.

Sedlect the cap category from the Model Template for this process. This
vaue will be compared to the Category fidd in the Model Template for a
match. If O is sdected, al caps, regardless of category will be sdected.
Otherwise, press @ for alist of cgp categories and sdect from thislist.

At this time, the number of units affected will be counted. This smple redity check identifies for
you the scope of the change you are about to implement. If the number of items affected seems
odd, use the X key to retreat. Changes made based on the results of this screen are irreversible.

Total Rebate

{ =

Enter the tota amount of the rebate recelved. This tota will be
evenly divided among dl the items meeting your sdection criteria
The remainder will be incduded with the firg unit to match your
criteria. By pressng E a this time, you will change the cods for the
sdected units. A detailed report will be generated which identifies
your sdlection criteria, the units affected, the old and new costs, and
displays the totd number of units affected and the totd amount of
the rebate,

All caps processed through the Change Inventory Cost option are detailed on
your Inventory Exception Report for auditing purposes.

u
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Employees

Enpl oyees
Record will be Changed

Initials : MGR

Last Nane > none

Fi rst Name > none

Soc Security #:000-00-0000
Addr ess Line 1:

Addr ess Line 2:

Zi p Code : 00000

Pri mary Phone :(000) 000- 0000

Al't Phone : (000) 000- 0000
Spouse' s Nane :
Sal es staff Y Yes No

Caps Accs
Sal es Percent : 0.000% 0.000
Gross Percent : 0.000% 0.000
Management 01
Site :01 Central Location
Cl ear Password: N No Yes

Figure 7.5 Screen Shot to Enter New Employees

The Employees option dlows you to add and modify employee informetion. The following fieds
are located on the Employees template:

Initials Each employee must be asigned a unique st of initids  Typicdly, you
would use the initids from the employegs name.

Once this code has been sat and sdes have been made by the employee, do not change

. the code. Changing the code will cause errorsin your statistics and other reports.
Last Name Enter the last name for the employee.
First Name Enter the first name for the employee.
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Social Security
Number

Addressl
Address2

Zip Code
Primary Phone
Alternate Phone
Spouse’s Name

Salesper son

Sales % age

Gross % age

M anagement

t =

Enter the Socia Security Number for this employee.

Enter the Street address of this particular employee.

Enter Apt # or Additiona Street information.

Enter the Zip Code of the employee.

Enter the phone number a which the employee is most commonly reached.
Enter an dternate phone number for employee if gpplicable.

Enter spouse’s name if applicable.

Indicate whether the employee is a sdesperson by entering Yes or No or by
usng Q and R to highlight the desred option. Only employees desgnated
as sdes daff are presented on the table. If No is sdected, the Sales %age

and Gross %age entry fidds will be skipped.

Enter the commisson percentage the sdesperson recelves from their own
saes.

Enter the commisson percentage the salesperson receives from saesfor
the lot. This might be used for Sdes Managers or for other upper leve
geff.

Indicate whether the employee should have management
authorizetion.

Management level access should be redricted since it gives unlimited access
to the system.

I Make sure that at least one employee has management access. If management access
. isremoved from all employee accounts, noone can access this screen to add it back!

Site

Identify the Ste where this employee will be located. If no vdid Ste code
is entered, the Ste Table will be presented for selection.
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Clear Password In the case where an employee has forgotten their password, it can be
cleared from this screen. They should immediady log in and creste a new
password. Select Y to clear the password.

Sites

Site Form
Creating a new Record

Site Nane:

Addr ess

Zi p Code :

Phone : (000) 000- 0000
Fax : (000) 000- 0000
Cont act

Tax Cal cul ations

State Tax on Products : 0.000
State Tax on Labor . 0.000
Federal Tax on Products: 0.000
Federal Tax on Labor . 0.000
Tax M xed Labor :Y Yes No

Figure 7.6 Screen Shot to add a Site

The Stes option dlows you to add and modify dtes. The following fields are located on the Sites
template:

SiteName  Enter the name of the dte. If dl dtes have the same company name, you'll want to
use some other identifying characterigic as pat of the name. For example, if your
business is cdled Tops, Inc. and you have two locations-one on Man Stregt and
one on Park Avenue, you might designate them as Tops, Inc. - Main Street and Tops,
Inc. - Park Avenue.

Address Enter the Street address for the Site.

Copyright © 1996 TOPPSoft Computer Solutions. All Rights Reserved. | I



Zip Code Enter the Zip Code for the site.  If the Zip Code is not listed in the database, the
Cities Table will display adlowing you to select another Zip Code or to add the new
Zip Code to your list. Zip+4 and internationa zip codes are supported up to 10

characters.
Phone Enter the phone number for the Site.
Fax Enter the fax number for the Ste. Thisfield isoptiond.
Contact Enter the primary contact person for the ste. This might be the Branch Manager

or another key contact person for the site.

Tax Calculations

State Tax on Products

State Tax on Labor

Federal Tax on Products

Federal Tax on Labor

Tax Mixed Labor

Enter the taxable rate for goods in your state or province.

Enter the taxable rate for labor in your state or province. Use O if
[abor is not taxed in your area.

For internationa ingtdlations, enter the federa tax rate for goods.
For ingdlations in the United States, this fidd may be used to detall
loca taxes on goods.

For international instalations, enter the federd tax rate for labor.
For ingdlations in the United States, this fidld may be used for loca
taxes on labor.

Different  tax jurisdictions have distinctive methods of caculating
tax on labor when it accompanies the sde of tangible goods. Some
digricts tax goods a a normal tax rate, and others don't tax it at al.
If your taxing didrict taxes labor at the same rae as the tangible
good when it accompanies the sde of those tangible goods, enter
Yesfor thisfidd. Otherwise, enter No.

Load Inventory

u
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Load Cap Inventory Form
Creating a new Record

Speci fications
PO Nunber : STOCK
Order Date : 9/06/97
Recei ve Date: 9/06/97
Site :01 Central Location
Serial #
Model
Truck Type
Col or :
Front Access: PI C FS BOOT ACCBOOT NONE OTHER
W ndow Styl e: L-
R-
Base Cost : $0. 00 wi t hout options
Ret ai | : $0. 00
Not es :
Locati on

Figure 7.7 Screen Shot to Load Cap Inventory

The Load Inventory option adlows you to add new inventory to the system directly without working
through the ordering and recelving process. All items entered through this process are given the
preset stock date as the Order and Recelve dates. The preset stock date is established in your
System Settings Form but is updated when this selection is executed. All items are dso assigned
a PO number of STOCK. Items may be added using this form. Changing and deleting stock items
is not permitted from this form. Use the Cap Inventory sdection from the Maintenance Menu to
modify existing stock items. You will repeatedly receive the Load Inventory Form until you press
X to return to the Management Menu.

Site Identify which ste the unit belongs with. The vaue is determined by the Ste code
entered on your System Settings Form.

Serial # Enter the Seria Number for the unit. Each cap currently on the lot must havea
unique Seria Number.

M odel Enter the modd code for the cap. If an invaid code is entered, or if no code
is entered, a list of models will appear dlowing you to sdlect the correct
modd.
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Truck Type

Enter the truck type the cap fits. If an invalid code is entered, or no code is entered,
alig of trucks will appear dlowing you to select the correct truck.

Color Enter the manufacturer color code for the unit. If an invaid code is entered,
or if no code is entered, a list of colors will appear dlowing you to select
the correct color.

Front

Access Select the type of front access currently installed on the cap. You may either enter
the first letter of the desred sdection, or use Q and R to highlight the desred
selection. Once your selection has been made, press E to accept it.

L eft Window

Style Enter the window style for the driver sde window ingdled on the cgp. If an invdid
code is entered, or if no code is entered, a list of window styles will appear
dlowing you to sdlect the correct style.  The window style is preset by the model
template.

Right Window

Style Enter the window style for the passenger sde window indalled on the cap. If an
invdid code is entered, or if no code is entered, a list of window styles will appear
dlowing you to sdlect the correct style.  The window style is preset by the model
template.

BaseCost  Enter the amount you paid for the base item without options. The standard cost is
determined by the model and truck type of the item. Option costs will be accounted
for on the optionsligt.

Notes Enter any notes relating to the unit.

L ocation Enter a rack number or some other location code. This code can determine the sort

order of the Stock Report to make physicad inventory counts proceed more quickly.
Thisfidd isoptiond.

Resear ch Receiving Activity

System Settings

u
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The System Settings option is used to ater settings that affect the operation of CAP TRACKER!,
to capture specific facts about your company, and to describe your equipment. System Settings has
been split into four screens, company, reports, custom, and hardware, which logicaly group the
various settings. For each screen, the following fields can be entered.

Company

Company

Enter your company name. This name will display on many of the screens and
reportsfound in CAP TRACKER!.

Def. Site

Code Enter the Ste code for this ingtdlation. This code will be presented as the preset
vadue when ordering and creating inventory and when prompted for Ste code on dl
report options screens.

Address Enter the address for your company headquarters or adminigtrative offices.

Zip Code Enter the Zip Code for your company headquarters or adminigrative offices. If the
Zip Code is not liged in your database, the Cities Table will gopear dlowing you to
sdect another Zip Code or add the new Zip Code to the list. Zip+4 and
internationa Zip Codes are supported up to 10 characters.

PhoneNo.  Enter the phone number for your company headquarters or administretive offices.

Fax

Number Enter the fax number for your company headquarters or administretive offices,

Def. Stock

Date Enter the stock date for your initid data entry of inventory. This date will be used
for Order and Receive dates on items that are entered directly into the database.

Reports
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System Setti ngs- Report Processing
Record will be Changed

Print the follow ng during End of Month Processing?

Manuf act urer Sunmmary? Yes No Custoner Sunmaries ?
Model Summary ? Yes No I nventory Except ?
Mat eri al s Summary Yes No Model Styles Sunmary?
Sal esman Sunmmary Yes No Col or Groups ?
St ock Report Yes No Tax Col | ecti ons ?
Taxabl e Sal es Yes No

?
?
?
?

Sort Order for Stock Report :L Serial Truck Location

Print Orders :N Yes No

Sal es I nvoi ce Copi es :0 O disables printing of invoices

Print company info on invoice:Y Yes No

I nvoi ce Layout 1 11" Form 7" _Form Letterhead Custom
I nvoi ce Message: Thank You. Please conme again.

F1: Help ESC. Previous field Ctrl-ESC. Abort to previous screen

Figure 7.8 Screen Shot to adjust Report Processing System Settings

End of

Month For each report, indicate with a Y or an N whether it should automatically be printed
when the End of Month procedure is executed from the Reports Menu.

Sort Order

for Stock

Report For the End of Month procedure, indicate how you wish to sort the Sock Report.

Print Orders Indicate with Y or N whether you wish to print orders during the Post Orders

procedure.
Sales I nvoice
Copies If your company requires multiple copies of saes invoices and payment receipts,

indicate how many copies should print. When you are usng multi-part forms, the
number you enter here will determine the number of times the invoices print. With
a three pat form and a seting of two, you will end up with Sx copies of your
invoice. To disable invoice printing, enter O for the number of copies.
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Print Company

Infoon
Invoice

Invoice
M essage

Enter N to disable printing of your company information on the top, left corner of
invoices and payment receipts. You may wish to do this if you are using preprinted
invoice forms with your logo.

Enter the message you wish to have printed on the bottom of each invoice and
payment receipt. To turn off the message, leave this entry blank.

Custom

System Settings- Cust om Feat ures
Record will be Changed

Default Stock Date : 09/ 06/ 97

Al | ocat e Shipping costs: N Yes No

Cash Drawer Start Bal. : $150.00

Cap Auto-Reorder Limt : O Enter O to automatically reorder all stock.

Enter 999 to disable automatic stock reorders.

Cap Model for Used

Al'low Edit of Invoice # ?N Yes No

Catal og part for Nonstock? F2 for Catalog by Item

I nvoi ce nunber prefix ?PA Last used invoice # : 00108561
Credit Menp prefix ?CM Last used Credit Menp #:00107274
Print costs on Reports ?Y No Yes

Type of costs for Accs ?S Average Last Standard

I nvoi ce nessage: Thank You. Please cone again.

F1: Hel p ESC. Previous field Ctrl-ESC. Abort to previous screen

Def. Stock

Date

Allocate

Figure 7.9 Screen Shot to adjust Custom Featur e System Settings

Enter the stock date for your initial data entry of inventory. This date will be used
for Order and Receive dates on items that are entered directly into the database.
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Shipping When usng CAP TRACKER!, shipping costs may be distributed among al non-
seridized inventory items received on an order. Indicate whether shipping codts
should be distributed by entering Yes or No or by usng Q and R to highlight the
desired option. Press E to confirm your selection.

Print Orders Indicate with Y or N whether you wish to print orders during the Post Orders
procedure.

Sales I nvoice

Copies If your company requires multiple copies of saes invoices and payment receipts,

indicate how may copies should print. When you are usng multi-part forms, the
number you enter here will determine the number of times the invoices print. With
a three pat form and a setting of two, you will end up with sx copies of your
invoice. To disableinvoice printing, enter O for the number of copies.

Allow Edit of
Invoice # Indicate with Y or N whether you wish to print orders during the Post Orders
procedure.

Invoice

Number

Prefix Enter a two character prefix that will be used on your automatic invoice
numbering. If you don't require a prefix, you may leave this field blank. This
prefix could be used to ensure unique sequences between different stores,
to establish different sequences by year, or any other criteria you may be
concerned with. The prefix can be composed of |etters or numbers.

Last Used

Invoice # Enter the last invoice number used in your automatic numbering sequence. The
system will use this vaue to generate the next available number.

Credit Memo

Prefix Enter a two character prefix that will be used on your automatic credit
memo numbering. If you dont require a prefix, you may leave this field
blank. Since credit memos are stored in the same database as invoices, you
should give it a prefix that is different from the invoice prefix. We highly
recommend usng some type of prefix. The standard of CM is easy to
remember. For a company with several sStes, you may wish to use C1, C2,
etc.

Last Used

Credit

| I Phone: (800) 771-BEST



Memo # Enter the last credit memo number used in your automatic numbering sequence.
The system will use this vaue to generate the next available number.

Print Costs

on Reports  If you dont want to see cost and margin information on standard reports from the
Reports Menu, induding the End of Month Reports, sdlect N. Otherwise, sdlect Y to
display costs and margin information on your reports.

Type of Costs

for Accs Indicate how you want costs caculated for the reports and tracking. The system
tracks your average cost, your last cost, and a standard cost. You may use any of
these costs to generate your historical cost basis for stock and margin reporting.

Invoice
M essage Enter the message you wish to have printed on the bottom of each invoice and
payment receipt. To turn off the message, leave this entry blank.

Hardware
System Set ti ngs- Har dwar e
Record will be Changed

Report Printer :43 HP Laserjet I1/111
Report LPT Port :LPT1 LPT1 LPT2 LPT3

I nvoice Printer :34 PANASONI C KX- P1124 / LQ 2500
I nvoice LPT Port:LPT1 LPT1 LPT2 LPT3

Cash Drawer Port: DI SA DI SABLE COML COW COM3 COV4
Cash Drawer Ctrl: O 0 0 0

F1: Hel p ESC. Previous field Ctrl-ESC. Abort to previous screen

Figure 7.10 Screen Shot to adjust Hardwar e System Settings

Report

Printer Sdect your printer type from the list of avalable printers. If your printer is not
soecificdly listed, consult your printer manud for a list of compatible printers. If
your printer manua offers no help, try the HP LaserJet option for laser printers or
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Report
LPT Port

Invoice
Printer

Invoice
LPT Port

Cash Drawer
Control

Cash Drawer
Port

the Epson FX option for dot matrix printers. If neither of these printers work
properly, select Generic Printer from the list of available printers.

If you sdect Generic Printer, reports that require compressed print capabilities
may not fit on a printed page. You will need to set compressed mode manualy
on your printer in this circumstance. Please refer to your printer manual for
directions.

Select the port your report printer is connected to. On a network, this port would
correspond to the logica printer connections established by your system
adminigrator.

Sedlect your printer type from the list of avalable printers. If your printer is not
specificaly liged, consult your printer manud for a lis of compaible printers. If
your printer manua offers no help, try the HP LaserJet option for laser printers or
the Epson FX option for dot matrix printers. If neither of these printers work
properly, select Generic Printer from the list of available printers.

Select the port your invoice printer is connected to. On a network, this port would
correspond to the logica printer connections established by your system
adminigrator. If your reports and invoices go to the same printer, you would use
the same setting as Report LPT Port. Be sure to change forms if necessary when
switching between report and invoice printing.

Enter the ASCII codes necessary to control your cash drawer. Please refer to your
manua for the cash drawer to identify the proper codes. ASCII codes range from
0 to 255.

Select the seria port your cash drawer is connected to. If you are unsure, try
COM2 first and COM2 next.

Accounting

u
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System Setti ngs- Accounti ng Codes
Record will be Changed

Cust oner Deposits G.: 2100

Sel ect the correct account for each type
Cash GL Account : 0030 Cash

Checki ng GL Account :0036

AR GL Account : 0031 Accounts Receivabl e

F1: Hel p ESC. Previous field Ctrl-ESC. Abort to previous screen

Figure 7.11 Screen Shot to adjust Accounting Codes System Settings



Appendix A
Initial Setup Forms

The following pages contain forms corresponding to menu choices from the CAP TRACKER!
Maintenance and Management menus. These forms were designed to closdy match actua data
entry screens.  Completing these forms before using the computer will make it easer for you to
plan ahead and will shorten the time necessary to configure CAP TRACKER! to meet your
custom gpecifications. The forms contained in Appendix A may be fredy duplicated for the
purpose of entering your datainto CAP TRACKER!.

% After your initid sysem setup is complete, store your completed setup
foms in a safe location off ste. They may save you some work should a
disaster occur.

A large pat of the levd of success you will achieve usng CAP TRACKER! depends upon the
codes you sdlect for your inventory items. Spend some time thinking about the codes you wish
to use. You may wish to create your codes and enter some test inventory to test out your coding
scheme. Rengdl CAP TRACKER! and start fresh when you are satisfied with the codes you
have developed. Y ou will need to devise a coding system for each of the following categories:

# Cap Modds

# Window Styles

# Truck Sizes

# Options
CAP TRACKER! comes preloaded with quite a bit of vauable information. Over 750 truck
colors are included. Many truck types are loaded complete with bed sizes and other hepful
information. These codes have been tested to maximize ease of use and to minimize ambiguity.
You are free to use as many of our codes as you wish. You may dter any codes which do not meet
your specifications.
Sgnificant data corruption and/or data loss may result from changing existing

codes after inventory data has been loaded. Make al changes to your codes
BEFORE entering your data.



Creating Good Reference Codes

Cregting good reference codes is an essentiad pat of getting the most benefit out of
CAP TRACKER!. Good reference codes have the following characteritics:

M odular

Consistent

M eaningful

Concise

Flexible

Codes should be congructed using smal components that identify key features of
the item you wish to define. By putting these components together, you can create
codes that uniquely identify items.

Codes should aways be crested using the same components in the same order.
When you use a component of an item, keep the same designation for al codes that
use tha component. For example, if you use R for Ranger, use R every time
Ranger appears as a component of an item.

Codes should relate in some way to the item they describe. Using components that
identify key features of the item make the code meaningful. A meaningful code is
dways easer to remember. If you use an abitrary value, such as sequentia
numbersor A, B, C, ..., the codes will have to be committed to memory.

Don't put extraneous information into your codes. If two components are sufficient
to uniquely define an item, don't use three.

Many of the databases contained in CAP TRACKER! will change with the times
Manufacturers will release new truck syles, new cap manufacturers may enter the
market, existing truck styles may change bed sizes and so on. Make sure your
codes are flexible enough to accommodate future growth.

Paying attention to these characteristics will make your codes easy to use. Even smple codes
such as truck codes require careful consideration. For example, codes need to be developed for
trucks that uniquely identify the truck, yet are short and farly easy to remember. To create a
unique, meaningful code, you should start by identifying al of the characteristics about a truck that
differentiate it from another. These factors are the bed size (in inches or feet), modd, make, year,
and type of cab. You may identify other features, but this list will be used for example purposes.

Bed Size

Usng the length of the bed can be very helpful in defining a truck code. The bed
gze is a critical €ement that must be consdered when customers order caps.
However, different trucks may have the same bed length yet not provide a good fit
for the cap. This means that some other component would have to be used to
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M odel

Make

Y ear

Cab Sze

uniquely identify the truck. For the bed sSze, many people commonly refer to full-
Sze domestic trucks as eight foot trucks. Yet import truck beds aren't necessarily
a round number of feet in length. It would be easer to refer to mini-truck bed szes
in inches. For any model year of a truck, you may wish to smply refer to the bed
size aslong bed, short bed, or narrow bed.

This is a very descriptive feature that can be used as a component. It lacks
the uniqueness tha is required unless truck name is used with another
component to create a unique code.

This component is very generd. It describes a group of trucks rather than a specific
truck. You may decide that the mode informetion is sufficient. In ether case, be
sure to include the Make in the description to alow searching on this important
piece of information.

Here is another criticd component that is not specific to any single truck. Often
times, it isthe only feature that differentiates two different trucks.

Many trucks have optiona features such as extra cabs that affect the dimensons of
the vehicle. Thismay need to be referenced if it is afactor.

It is evident after examining this lig of potentid components that no single component would
serve as a unique truck code. To determine the best possible combination of facts, for the above
example, use the fallowing list of generd datements:

1. Some accessories are not impacted by specific characteristics of the truck. For instance,
hood accessories generdly do not change if the bed sze is different between two different
trucks of the same model.

2. Many trucks have names that are commonly used to refer to them. The name is sometimes
the make and sometimes the modd. Examplesinclude Toyota, Ranger, and Sonoma.

3. Full-sze truck bed dzes have traditionally been more sable. Many mini-truck
manufacturers change the bed sze regularly—even two or more timesin amodd year!

4, Manufecturers have been known to change the bed sze of a truck without changing any
other listed component. The only differentiating factor isthe modd year.

5. The type of cab can affect many accessories.
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Basad on these statements, the following guidelines were devel oped for trucks.

1. For mini-szed modds, use the length in inches as the initid component. For full-gzed
trucks, specify long bed (LB) or short bed (SB).

2. Use the manufacturer initid as the next component since the lig of manufacturers is fairly
gsable.  Where two manufacturers, such as Mazda and Mitsubishi have the same initia, use
two initids (MA for Mazda and M| for Mitsubishi for example). The only exception
would be early full-sze trucks with eight foot beds where the cap would fit both Chevy and
Ford. This might be designated as U for universd.

3. Add any other code necessary to completely differentiate trucks with different bed sizes.
For instance, use EC for extra cab, KC for king cab, and the modd year for a year where
it isthe only component that changed.

Code Truck Code Truck

LBU long bed (8) universd LBC long bed Chevy
91T 91" Toyota 76R 76" Ranger
SBCEC short bed Chevy, extra cab SBF short bed Ford

TABLE A.1 Possible Truck Codes

Table A.l illudrates truck codes developed using the above guiddines. By following a smilar
method of reasoning, you can be assured that your codes will work for your company and can grow
with you. Insummary, here are the steps necessary to develop good, meaningful codes.

1.

2.

Identify the key features that are used to describe the item.

Determine how many different features would be required as part of the code to ensure the
code uniquely describes the item.

Sdlect the most important components to provide the information necessary to identify the
item. Determine how each component should be used in the code  This includes
determining the number of characters needed, the placement of components in your code,
and any specia considerations that are particular to each component.

Identify possible exceptions and define how those exceptions should be handled.

Create your codes.
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SteForm

Site Name

Address

Zip Code
Phone
Fax )

Contact

TAX CALCULATIONS

State Tax on Products

State Tax on Labor

Federal Tax on Products

Site Name

Address

Zip Code
Phone )
Fax )

Contact

TAX CALCULATIONS

State Tax on Products

State Tax on Labor

Federal Tax on Products

Instructions:

Site Name

Address

Zip Code
Phone ) -

Fax ) -

Contact

TAX CALCULATIONS

State Tax on Products

State Tax on Labor

Site Name

Address

Zip Code
Phone
Fax

Contact

TAX CALCULATIONS

State Tax on Products

State Tax on Labor
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Use this form to describe physcd information about each of your lot locations. The contact fied
should befilled in with the manager name for each lot.
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Sysem SatingsForms

COMPANY

Company

Default Site Code : F2: Lig
Address :

Zip Code X
Phone No. () -

Fax Number () -

Default Stock Date )

Instructions:

< Enter your company information as prompted.

designated to represent the lot location you are setting up.
< The Default Stock Date is the default ordering and receiving date for al stock entered
during the initid set up procedure. This could be the date you actually begin entering data.

REPORTS

Print the following during end of month processing?

The Default Site Code is the number

Manufacturer Summary ? Y YesNo Customers Summaries ? Y YesNo

Models Summary ? Y YesNo Inventory Except ? Y YesNo

Materids Summary ? Y YesNo Modd Styles Summary ? Y YesNo

Sdesman Summary ? Y YesNo Color Groups ? Y Yes

Stock Report ? Y YesNo No

Taxable Sdles ? Y Yes Tax Collections ? Y YesNo
No

Sort Orders for Stock Report __ Serid Truck Location

Print Orders? —___ Yes No

Sdes Invoice Copies . (ODisanles printing of invoices)

Print Co. info on invoice? —__ Yes No

Invoice Layout . 11"Form 7" Form L etterhead Custom

Invoice Message

Instructions:
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Choose Yesfor the reports you wish to print automaticaly at the end of each month.
Choose Yes for Print Orders if you wish to print orders for verification or to send to your
suppliers.
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CUSTOM

Default Stock Date S W VR

Allocate Shipping Costs —__ YesNo

Cash Drawer Start Bal $

Cap Auto-Reorder Limit . Enter Oto automaticaly reorder al.

Enter 999 to disable automatic stock reorders.

Allow edit of invoice # ?__ YesNo

Invoice number prefix ? __ LastUsedInvoice# :00000000
Credit memo prefix ?__ Last Usad Credit Memo :00000000
Print costs on reports ?___ YesNo

Type of costsfor accs ?___ AveragelLast Standard

Invoice Message

Instructions:

< Set Allocate Shipping to Yes if you are usng CAP TRACKER! and you wish to digribute
the cost of shipping among non-seridized inventory items.
Enter the number of copies of each customer invoice you wish to print.
Enter a custom message to gppear at the bottom of your customer invoices.

HARDWARE

Report Printer . Your Printer Type
Report LPT Port o LPT1LPT2LPT3

Invoice Printer . Your Printer Type

Invoice LPT Port . LPT1LPT2LPT3

Cash Drawer Port . COmM1COM2CcOM3COoM4
Cash Drawer Control 0 0 0
Instructions:

< Enter the make and modd of your invoice and report printers. Indicate which ports they
are connected to on the computer (LPT1, LPT2, or LPT3).

Copyright © 1996 TOPPSoft Computer Solutions. All Rights Reserved. | I



ACCOUNTING
Customer Deposits GL
Select the correct account for each type:
Cash GL Account
Checking GL Account
A/R GL Accounts

Instructions:

< Enter your Customer Deposits Generd Ledger account number and then choose the GL
account numbers for Cash, Check, and Accounts Receivable
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Employes Form

Initials - Initials

Last Name Last Nane

First Name First Nane

Soci al Security #: - - Soci al Security #: - -

Address 1 Address 1

Address 2 Address 2

Zi p Code Cty, St Zi p Code: City, St

Pri mary phone: ( ) - Primary phone: ( ) -

Al't Phone ( ) - Al t Phone 2 ( ) -

Spouse’ s Nane: Spouse’ s Name:

Sal es Staff Yes No Sal es Staff Yes No
Caps Accs Caps Accs

Sal es Percent: % % Sal es Percent: % %

Gross Percent: _ % % G oss Percent: % %

Management 0 Management 0

Site : __ Conpany Name Site : ___ Conpany Name

Cl ear Passwor d: - No Yes Cl ear Passwor d: _ No Yes

Instructions:

1. Enter each employee's initids and name. Each person must have a unique set of initids.

2. Enter Socia Security number for employee.

3. Enter address information and telephone numbers.

4. Enter spouse’ s name.

5. Enter Y esfor employees of sales satus.

6. Enter sdes and gross percentages each employee receives from hisher sdes of caps and
accessories.

7. Enter employment management status. Default = O, which is No for management datus,
and Yes = 1, which is setting employee to management tatus.  You must have at least one
employee with manager authority. Once a manager has been crested, you should remove
manager authority from the MGR account.

8. Enter Site Code for employment location of employee.
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9. Enter No for Clear employee password.

% For security reasons, very few users should be given management
clearance ( asetting of 1.)
Trudk Form
Code:
Code;
Name;
Name;

Type: Domestic Import (circle one)
Type: Domestic Import (circle one)

Bed Length:;
- Width :
Width :
Code; Code;
Name; Name;
Type: Domestic Import (circle one) Type: Domestic Import (circle one)
Bed Length:; Bed Length:

Code; Code:

Name; Name:

Type: Domestic Import (circle one) Type: Domestic Import (circle one)

Bed Length,_ Bed Length:
Width : Width :
Instructions:

Many truck sizes have been pre-loaded for your convenience. Browse the Trucks Table on the
Maintenance Menu to determine which (if any) truck templates need to be added or modified to
meset your specifications,
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Manufacturer Form
Manufacturer

Long Name

Contact

Address

Zip Code

Phone # ()

Fax # ()

Order Phone ()

Manufacturer
Long Name
Contact
Address
Zip Code X
Phone # ) -
Fax # ) -

Order phone  :(__)_ -

Manufacturer

Long Name
Contact

Address

Zip Code

Phone # ()

Fax # ()

Order Phone ()

Manufacturer
Long Name
Contact
Address
Zip Code X
Phone # ) -
Fax # () -

Orderphone :(__)__ -

Manufacturer

Long Name

Contact

Address

Zip Code

Phone # ()

Fax # ()

Order Phone  : ()

Manufacturer
Long Name
Contact
Address
Zip Code :
Phone # ) -
Fax # () -

Order phone  :(__)_ -

Manufacturer

Long Name

Contact

Address

Manufacturer

Long Name
Contact
Address

u
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Zip Code : Zip Code

Phone # () - Phone # ) -
Fax # () - Fax # () -
Order Phone  :(__) - Order phone  :(__)_ -
Instructions:

Each manufacturer and supplier must have a template. Enter the short and long names, contact,
address, and telephone information.

Modd Style Form

Code : Code
Description : Description
Account Code : Account Code
Code : Code
Description : Description
Account Code : Account Code
Instructions:

Many model styles have been pre-loaded for your convenience. Browse the Model Styles Table on
the Maintenance Menu to determine which (if any) mode styles need to be added or modified to
meet your specifications.

Window Style Form

Code: Code;

Name; Name;

Code; Code;

Name; Name;

Code; Code___
Name; Name;

Code; Code;

Name; Name;
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Instructions:

Many window styles have been pre-loaded for your convenience. Browse the Window Styles Table
on the Maintenance Menu to determine which (if any) window styles need to be added or modified

to meet your specifications.
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Option Form

Code :00 Code :00

Description : Description :

Add’| Desc Reg'd : No Yes Add’| Desc Reg'd : No Yes

Jobber : $0.00 Jobber : $0.00
Domestic Import Domestic Import

Cost : $0.00 $0.00 Cost $0.00 $0.00

SRP : $0.00 $0.00 SRP : $0.00 $0.00

PriceA : $0.00 $0.00 PriceA : $0.00 $0.00

Code 100 Code 100

Description : Description :

Add'| Desc Req'd : No Yes Add'| Desc Req'd : No Yes

Jobber : $0.00 Jobber : $0.00
Domestic Import Domestic Import

Cost $0.00 $0.00 Cost $0.00 $0.00

SRP : $0.00 $0.00 SRP : $0.00 $0.00

PriceA : $0.00 $0.00 PriceA : $0.00 $0.00

Code 100 Code 100

Description : Description :

Add’| Desc Reg'd : No Yes Add’| Desc Reg'd : No Yes

Jobber : $0.00 Jobber : $0.00
Domestic Import Domestic Import

Cost $0.00 $0.00 Cost $0.00 $0.00

SRP $0.00 $0.00 SRP $0.00 $0.00

PriceA : $0.00 $0.00 PriceA : $0.00 $0.00

Code :00 Code : 00

Description : Description :

Add'| Desc Req'd : No Yes Add'| Desc Req'd : No Yes

Jobber : $0.00 Jobber : $0.00
Domestic Import Domestic Import

Cost $0.00 $0.00 Cost : $0.00 $0.00

SRP : $0.00 $0.00 SRP : $0.00 $0.00

PriceA $0.00 $0.00 PriceA : $0.00 $0.00

Instructions:
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Many options have been pre-loaded for your convenience. Browse the Options Table on the Maintenance
Menu to determine which (if any) options need to be added or modified to meet your specifications.
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Modd Template Form

M odel

Description

M anufacturer

Std Front Access
Std Window - Left

Right
Construction : F1:Hep
Installation Price : $0.00 Esc: Prev. Field
Domestic/Full Size Import/Mini
Jobber $0.00 $0.00 Use TSTOOL S to
Y our Cost $0.00 $0.00 set and edit
MSRP $0.00 $0.00 multi-level
Sales Price $0.00 $0.00 pricing.
StdOpt 1: 0 None Cost: $000 Price: $000 Qty: O
StdOpt 2: 0 None Cost: $000 Price: $000 Qty: O
Std Opt 3: 0 None Cost: $000 Price: $000 Qty: O
StdOpt 4: 0 None Cost: $000 Price: $000 Qty: O
Std Opt 5: 0 None Cost: $000 Price: $000 Qty: O
Model
Description
Manufacturer
Std Front Access
Std Window - Left
Right
Construction :
Installation Price : $0.00 F1:Help
Domestic/Full Size Import/Mini Esc: Prev. Field
Jobber $0.00 $0.00
Y our Cost $0.00 $0.00 Use TSTOOL S to
MSRP $0.00 $0.00 set and edit
SalesPrice $0.00 $0.00 multi-level
Std Opt 1: 0 None Cost: $000 Price: $000 OQty: O
Std Opt 2: 0 None Cost: $000 Price: $000 OQty: O
Std Opt 3 0 None Cost: $000 Price: $000 OQty: O
Std Opt 4 : 0 None Cost: $000 Price: $000 OQty: O
Std Opt 5: 0 None Cost: $000 Price: $000 OQty: O
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Model

Description
Manufacturer

Std Front Access

Std Window - Left

Right
Construction : F1:Help
Installation Price : $0.00 Esc: Prev. Fidld
Domestic/Full Size Import/Mini
Jobber : $0.00 $0.00 Use TSTOOLSto
Y our Cost : $0.00 $0.00 set and edit
Sales Price : $0.00 $0.00 pricing.
Std Opt 1: 0 None Cost: $000 Price: $000 OQty: O
Std Opt 2: 0 None Cost: $000 Price: $000 OQty: O
Std Opt 3 0 None Cost: $000 Price: $000 OQty: O
Std Opt 4 : 0 None Cost: $000 Price: $000 OQty: O
Std Opt 5: 0 None Cost: $000 Price: $000 OQty: O
Instructions:
1. Each cap modd must have amode template. Enter the code for each modd.
2. Enter a description of each cap modd and the manufacturer's name.
3. Enter Std Front Access information. This should be the front access you will order most
often for this cap moddl.
4, Enter the standard window code for the left and right window for each cap model. These
should be the window styles you will order most often for this cap modd.
5. Enter the congtruction information for the cap.
6. Enter the standard installation cost for each cap model.
7. Enter your wholesdle and retail cogts for full and mini truck sizes for each modd.
8. Enter gandard options individudly, including codt, price, and gty for each cap modd.

These should be the options you will order most often for each modd. Up to five standard
options may be specified. You may add an unlimited number of options to each individua
order. Enter NONE &s the last standard option for each cap modd with less than five
standard options.
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Color CategoriesForm

Code Code
Description Description
Code Code
Description Description
Code Code
Description Description
Code Code
Description Description
Code Code
Description Description
Code Code
Description Description
Code Code
Description Description
Code Code
Description Description
Code Code
Description Description
Instructions:
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Many color categories have been pre-loaded for your convenience. Browse the Color Categories
Table on the Maintenance Menu to determine which (if any) color groups need to be added or
modified to meet your specifications.

Color Form

Code : Code :
Name : Name

Start Year Start Year
Col or Group : Col or Group :

|
Manuf act urer:

Manuf act urer:

Code i Code o
Nanme Nanme

Start Year _____ Start Year :__
Col or Group : Col or Group :

|
Manuf act ur er:

Manuf act urer:

Code i Code -
Name : Name

Start Year __ Start Year -
Color Group : Col or Group :

Manuf acturer: Manuf act urer:
Instructions:

Many colors have been pre-loaded for your convenience. Browse the Colors Table on the
Maintenance Menu to determine which (if any) colors need to be added or modified to meet
your specifications. Follow the ingtructions listed below to assigt in filling out your forms.

1. Enter the Ste for each inventory item.
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2. Enter the Serial #, Model, Truck Type, and Color codes for each inventory item. The serid
# must be unique for each inventory item. These components will be used to create the
inventory code for each unit.

Circle the front access currently on each inventory item.

Enter the left and right Window Styles currently on each inventory item.

Enter your wholesde cost for each inventory item.

Enter any specia notes you wish to associate with each inventory item. Use of this fied
isoptiond.

o0k w

7. Eptgrritag grtions found on each cap. If a cap has no extra options attached, enter NONE

PO Nundaser

Order Date :

fRecente Gaien for thisunit.
Ste :

&3 fiventory Form

Model :

Truck Type
Color

Front Access PIC FS BOOT ACCBOOT NONE OTHER
Window Style

©® g

Base Cost
Notes
Location

Specifications
PO Number
Order Date
Receive Date
Site
Serid #
Modél
Truck Type
Color .
Front Access PIC FS BOOT ACCBOOT NONE OTHER
Window Style

©® g

Base Cost
Notes
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Location

| I Phone: (800) 771-BEST



Appendix B
System M essages



PROBLEM

SOLUTION

CANNOT BUILD ???- ERROR: A
problem has occurred in the key files for the
??7? database. The database could not be
accessed to repair the key files.

Make sure al users have exited
CAP TRACKER! and restart the program.

CANNOT SHARE ??? - ERROR: The ?7??
database cannot be opened in multi-user mode.
This happens when the files statement in your
CONFIG.SY Sfile has not been set properly or
another station has locked the ?7?? file for
exclusve use. This may occur while running
some utility functions on other stations.

Make sure dl utility programs have completed
successfully. Exit and restart

CAP TRACKER! I[f the problem persists,
you must edit your CONFIG.SY Sfile.
Reference the Getting Started chapter for
further instructions on editing the

CONFIG.SY Sfile.

CHANGED BY ANOTHER STATION:
Another user on your network has aready
made changes to the record on your screen.

CAP TRACKER! will display the current
information in the record instead of saving the
information you have just entered. Re-enter
your changes and then save your work.

CREATESDUPLICATE ENTRY: The
vaue you entered for the current field must be
unique in the system. The value you entered is
aready in use by another record in the
database.

Enter a different value for the current field.
Make sure your new value is unique from any
aready in use by the system.

CREATING A NEW RECORD: Inaform
that alows addition of more than one record at
atime, additional records will be added until you
press X. Pressing X returns you to the previous
screen.

ERROR UPDATING CAP: Occurswhile
transferring a cap from one site to another or
changing the cost of a cap more than onceina
sngle day.

Y ou may either try the transaction on a
different day, or change the system date of
your computer and retry the transaction. Refer
to your DOS manual for instructions on
changing your system date.

ERROR: ?? Adding to ???: Interna error

?? occurred while adding records to database

Contact TOPPSuft Computer Solutions with
the exact wording of this message for
assistance.

ERROR: ?? Deleting from ???: Internal
error ?? occurred while deleting records from
database ?77?.

Contact TOPPS(ft Computer Solutions with
the exact wording of this message for
assistance.

u
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FILE NOT FOUND: A required database
file was not found by the program.

Make sure you are in the correct directory
when launching the program. If you arein the
correct directory, some of your database files
may have been deleted. Call TOPPSuft
Computer Solutions for technical support.

INSUFFICIENT MEMORY: Your
computer does not have enough available DOS
memory (RAM) to run the program. At least
550K of RAM memory must be available.

Type MEM or CHKDSK fromtheC: \ >
prompt to verify the amount of available RAM.
If this command verifies that you are short of
memory, disable any auxiliary programs that
may be consuming your computer memory.

INVALID KEY FILE: One of database key
files has been corrupted.

Delete al of the key files with K?? extension
for the database and restart the program. Y our
keyswill be rebuilt. NOTE: On anetwork, no
other users can run the program while the keys
are rebuilding.

INVALID LICENSE NUMBER: Aninvdid
license number has been installed for the
software.

The ingtallation program automatically adds
your license number. Reingtdl the program to
reset the license number. Refer to the Getting
Started chapter of this manual for further
instructions. If the error is not resolved,
contact TOPPSift Computer Solutions
technical support.

LICENSE ERROR 01: Thelicense
database is not in the current directory or is
locked by another station.

Exit and restart CAP TRACKER! to clear
the error.

LICENSE ERROR 02: The license number
in use by this station no longer existsin the
license database.

Exit and restart CAP TRACKER!. If the
problem persists, reinstall the program to reset
the license number. Refer to the Getting
Started chapter of this manual for further
instructions.

LICENSE IN USE: Too many stations are
attempting to access CAP TRACKER! This
error may occur if you do not own enough
license numbers for all users on your network.

Contact TOPPSuft Computer Solutions to
purchase additional network licenses of the
software.

NO LICENSE EXISTS: No legd license
number has been installed for the software.

Reingtal the software. Refer to the Getting
Started chapter of this manual for further
instructions.
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PASSWORD NOT CORRECTLY TYPED:
An error occurred while changing your
password. Your password was not changed.

Retry your changing your password.

Press Enter to Delete: Pressing E will
delete the entry on the screen. Press X to
return to the previous screen without deleting
the current entry.

REBUILDING KEYSFOR ??: Thekeys
for database ?? were deleted. The program is
rebuilding your keys.

Wait until the rebuild process has completed
and continue with your work.

RECORD NOT FOUND: The record you
are looking for does not exist in the database.

RECORD WILL BE ADDED: A new item
is being added to the current database.

RECORD WILL BE CHANGED: An
existing entry in the current database is being
modified.

SECURITY ERROR, PLEASE RETRY::
An error occurred while logging into the system
or during the password change process.

Retry your current action.

UNKNOWN MATERIAL TYPE: This

error may occur while generating Summary
Statistics. The error indicates possible data
corruption in your model templates.

Cdl TOPPSoft Computer Solutions for
technical support immediately.

USER ABORTED BY CONTROL
BREAK: The C-Break key combination was
pressed.

This key sequence abnormally leavesthe
program. Check your data for possible data
corruption.

VIRTUAL MEMORY ERROR: The
virtual memory alocated to the program has
errors.

Disable the use of virtua memory. See your
DOS manuas for more information on this
topic.
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ERROR CODE 47- INVALID RECORD DECLARATION

Problemt Ariseswhen file layout doesn’t match fields, usually during upgrades. Get entire error
message from customer and write it down before moving on.

Solution:

Sep 1: Ask the basic troubleshooting questions.

Sep 2: Gotothe MAIN Computer

Sep 3: Insert the latest update disk
NOTE: Insert CT!, If you haveit, AP! If you don'’t.

Sep 4: Type CD=\CT to change directories

Sep 5: At C:\CT.> type A\CT### (where ### isthe version #, e.g. CT359, for CT! 3.59)
The number will differ per customer and iswritten on the front of the update disks.
Say NO to each question to overwrite EXCEPT
UPDATE.DAT will automatically be created and won't ask.

Sep 6: Turn onthe CAPS LOCK

Step 7: Run CFIL UPDATE.DAT filename P=PRINTER.DAT on each file that receives this
error. (For example, file SALESHD) CFIL UPDATE.DAT SALESHD P=PRINTER.DAT
**Thefile name used isfound in the initial error screen encountered by the customer.** If the
command is entered incorrectly, or if file does not exist, customer will be prompted into the
Clarion Filer screen (press ESC. to return to prompt).

Step 8: When step 7 is compl ete the system will return to the CT Prompt. Repeat for any other
filesthat have the same error.

==space As of: 8 March 2000
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PROBLEM WITH RETURNING INVOICES

Problemt Appliesto CT! and AP! returning entire invoice

Symptom: Rather than deleting items line by line cancel the entire invoice
Sep 1: InCT! Go to Management

Step 2: Go to Cancel Invoice

Step 3: Find the invoice that needs to be deleted

Step 4: Select theinvoice and delete it by pressing F3

*The system will not ask you if you are sure that you want to ddete this item, make sure
to sdect the correct invoice.

Thisddeted invoices will appear on every End of the Month report.

Asof:8 March 2000
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ERROR CAN'T SHARE FILE filename

Prablem: Occurs when trying to install Demo disks, CT!, and AP! and computer isn’t setup to
handle alarge number of databasefiles.

Solution:
Sep 1. Ask the basic troubleshooting questions.

Sep 2: Get to the MS-DOS Prompt and backup critical boot files
Type CD\ to change directory to C:\
TypeMD b \BOOT
Type COPY=AUTOEXEC.BAT=BOOT
Type COPY=CONF G.SYS=BOOT
One file copied will appear on screen for each command.
Sep 3: At C/TYPE=CONFIG.SYS
*A “Bad command or file name” problem due to misgpdling. Look at the
FILES= gatement minimum is 130 (recommended 150) If FILES= datement
is not at a minimum of 130, continue with step 4. FILES= datement is at a
minimum of 130, continuewith sep 5.
If FILES= doesn’t exigt, add it, go to the FILE menu SAVE and EXIT. (See

Step 4 for details)

Sep 4: At C:\ prompt type EDIT=CONFIG.SYS
Scroll down and change FILES= to a minimum of 130, (recommended 150)
Go to the FILE menu SAVE and EXIT.

Sep 5: At C:\ type FIND="SHARE"=/I=AUTOEXECBAT
Found- continue with Step 6.
Unableto find, now type FIND="SHARE’=/I=CONFIG.SYS
Found- continue with Step 6.
Not Found- type SHARE, Press<ENTER>, If no error, Reboot, Go to Step 7.
If error “SHARE aready |oaded” appears, do clean boot, with F8 key.
Check for SHARE statement. Wherever SHARE stmt. loads, go to Step 6 to fix it.

Sep 6: SHARE statement has minimum parameters of “/F:8192/L.:130", Go To Step 7.
SHARE statement has incorrect parameters
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Depending on where the SHARE statement is located: (Most likely in Autoexec.bat)
At the C:\, type EDIT=AUTOEXEC.BAT OR

Type EDIT=CONFG.SYS

Scroll down and edit the parameters (Add to End of line as necessary).

Go to the FILE menu SAVE and EXIT.

User MUST reboot the computer to access again.

Sep 7: Try to Rebuild the Keys (MUST COMPLETE THIS STEP!)
Exit dl PC’'sfrom Windows and be at the CT prompt(meaning Cap Tracker)
Typein CD_\CT
All PC' sare at the CT prompt type DEL=FILENAME.K??
Press<ENTER>
Restart the program

==gpace Asof: March 8, 2000
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ERROR CODE 46- REBUILD KEYS (License Error)

Problemt Problem with license numbers (More licenses were used than what the client paid for)
Solution:
Sep 1: Ask the basic troubleshooting questions. Press ESC to get out of error msgs.

Sep 2: Isthe user on asingle PC or a Network?
PC- Go to Step 3.
Network- Go to Step 4.

Sep 3: Isthe user running from Windows or the DOS prompt?
DOS prompt- Go to Step 5.
Windows- Hold down the“ALT” and “TAB” key smultaneoudly.
Make a note of how many applications that your system is cycling through.
The application may already be opened or “CRASHED” in a second window.
If already opened. Done.
If application isNOT aready opened, or has“CRASHED,” goto Step 5.

Sep 4: Get al computersin network out of TOPPSoft programs.
MAKE SURE USER ISAT MAIN COMPUTER!
Sep 5: From Windows go to START
Click on MS-DOS PROMPT
Type CD=\ CT (All PC'smust be at the CT prompt)
Type DEL=LI CENSE. K?? (K=KEY FI LES, ??=DOESN T CARE)
If no error, restart the program

NOTE: If user pressed <ENTER> whilethe screen showsthe error message thiswill allow

the person into the application, but will force another on the network out of the
system, and the error message will again appear on the screen.
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==space Asof: 8 March 2000

WIN 95 ERROR ON DI “?”

Problem Problem when trying to print under Windows 95
Solution:

Step 1: Click on START

Step 2: Go to SETTINGS

Step 3: Go to PRINTER

Step 4: RIGHT click on the printer that you are going to be using
Step 5: Click on PROPERTIES

Step 6: Click on the DETAIL Stab that is at the top of the screen
Step 7: At the bottom click on PORT SETTINGS

Step 8: Find the spool M S-DOS print jobs box

Step 9: UNCHECK the box

Sep 10: Press OK to close al open windows
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Glossary






80486. Type of CPU. It desgnates either a modd from a company named Intel or a compatible
model from one of severd other companies.

access restrictions. The levels of access granted to users on a network. Users must have read
and write accessto the CAP TRACKER! directory for proper operation.

ASCII. American Standard Code for Information Interchange. This is a standard format used by
many computers for representing the letters, numbers and other characters on a computer screen.
Using this standard hel ps different computer programs share information.

batch file. A seriesof ingtructions and programs to be executed by the compuiter.

batch process. A batch process is a series of tasks grouped together to simplify operations. The
batch can be initiated and run without any user intervention.

bootable floppy. A floppy disk that is capable of sarting the computer. It has DOS indalled so
that the computer can function properly.

byte. A single character of information. 1024 bytes equa one kilobyte.

cap. Generic term for a unit placed over the bed of a pickup truck It has various names in different
regions. Some names include topper, top, camper top, truck cover, canopy, and shell.

context sensitive help. Online hep that gives you specific information to hdp you with your
current task. All help is accessed by pressing !.

CPU. This Centrd Processng Unit is the bran indde the computer. It handles dl of the
cdculations and ingtructions to cregte the screens and reports found in CAP TRACKER!

current directory. This is the directory that is currently in use by the computer. To run
CAP TRACKER!, the current directory must be the directory where the program and database
files are located.

cursor. The blinking square on the screen that indicates the current location for data entry. New
characters that are typed will appear where the cursor is located.

directory. This is a list of files and other directories found on a hard disk. It can be compared
to a drawer in a file cabinet. Each drawer is a different directory which may contain different files
or smaller drawers.
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disk cache. A buffer used by the computer to speed up a computer program that frequently
accesses the hard disk. Generdly, the larger the disk cache, the faster the computer will run.

DOS. Disk Operating System. This is the control program the computer uses to handle basic input
and output devices connected to the computer. It manages and controls access to these devices
S0 that they can be shared by different programsin the computer.

dot matrix printer. A printer that crestes characters by pressng a group of pins onto the page.
The pattern of pins used determines the character that is printed.  This type of printing is cdled
impact printing. It's advantage is that the printers are low cost and are cagpable of making severd
copies Smultaneoudy using multi-part forms.

fiedd. Each entry area on a form is cdled a fidd. This is where a single dement of data, such as
a phone number can be entered.

file. A sngle collection of characters, or bytes stored in the computer.

font. This is the type face used by the computer. The screen has a set of fonts and the printer also
has a set of fonts. Fonts can be different styles and sizes.

form. Data entry screens which allow users to add and change information in a database. Forms
are usudly accessed from tables.

floppy diskette. A flat object made of plastic used as storage by the computer. They come in two
different szes—3'2" and 5¥4'. They must be inserted into a specia dot (the floppy diskette drive)
in the computer to be used.

floppy diskette drive. This is an input/output device on the computer that reads and writes to
floppy diskettes. A single computer may have severd of these devices.

function keys. A set of special keys found on a computer keyboard. They are usualy found on
the left hand side of the keyboard in two columns or across the top in asingle row.

hard disk. A device usualy found inside the computer that lets you store programs and data.  This
device is described by the amount of Storage available (eg. 200 MB). Information kept on a hard
disk is stored until erased by programs or the user.

hardware. The equipment component of a computer system. Each of the physica parts that you
can touch are considered hardware.
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hot key. A specid key that can be pressed a any time to perform some specid task. Any screen
with hot keyswill have information near the bottom about thet hot key.

IDE. A technicd specification that identifies the type of hard disk ingaled on the computer
sysem.

KB. Seekilobyte.

Kilobyte. 1024 bytes of information. Usualy designated with the abbreviation 'KB." 1024 KB
equals 1 megabyte.

laser printer. A printer that creastes pages by heating the paper with a laser and applying toner
(ink) to the page. This type of printing is cdled non-impact printing. It's advantage is tha the
output is very high qudity and prints very quickly.

license. Each license purchased allows one user to access the system. To use CAP TRACKER!
by more than one person on a network, you must purchase additional licenses. Please refer to your
license agreement for a detailed explanation of the license agreement.

mail merge. The process of creating a quantity of form letters or other reports by combining a
sandard letter with a mailing list on the computer. Each letter would be customized using the
information from the mailing lit.

MB. Seemegabyte.

megabyte. 1024 kilobytes or a litle more than one million bytes of information. Usualy

desgnated with the abbreviation 'MB." CAP TRACKER! uses amost 2 MB of hard disk space
when it isfirs instdled. A megabyte is equivaent to about 250 pages of printed text.

network. A sysem used to connect computers so that they may communicate and share
resources such as printers and hard disks. A network is required to alow several users to access

the same data a the sametime.

pixel. A picture element on the screen. Each little dot that makes up the characters on the
computer screenisapixe.

program. Seethe glossary entry for software.

RAM. Random Access Memory. Temporary storage used by the computer as working space for
programs whilethey arein use. It isautomatically erased when you turn off the computer.
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Rapid Scan®. A feaure that dlows a user to quickly find a single record among hundreds or
thousands by smply entering the first few characters of the key fidd. Within seconds, the correct
entry can be located.

root directory. The top directory of a hard disk or floppy disk. It is the master file cabinet for
each disk in the computer.

SCSI. Smdl Computer Sysdems Interface. A computer standard that is used by a variety of
storage devices like hard disks, tape drives and CD-ROMs. | DE isanother popular standard.

secondary merge file. A mailing list crested and used by WordPerfect® for creating form letters.

serialized inventory. Inventory items that contain serid numbers and can be individudly tracked.
Each seridized item is stored with a complete record of activity for that item. Seriad numbers
must be unique to ensure proper tracking.

software. A st of indructions for the computer that accomplishes a specific task.
CAP TRACKER! isan example of software that manages your cap inventory.

station. A single computer which may be on a network.
string. A segquence of ASCII characters referenced together as a group.

system date. The date that the computer keeps. It is the basis for many of the dates used by the
program. To correct the system date, use the DATE command from the DOS prompt.

table. Ligs of database records that scroll up and down on the screen. Entries on tables may be
selected, changed, added and deleted.

VGA. Video Gregphics Array. A high resolution graphics standard for computer screens and
monitors.  VGA is capable of displaying up to 640 x 480 pixels on the screen in 16 colors or 320
x 200 pixels at 256 colors.
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access, 15, 26, 32, 33, 43, 51, 57, 59, 65,
66, 67, 68, 69, 70, 71, 72, 73,
86, 87, 89, 108, 109, 111,
112, 116, 121, 122, 123

access redtrictions, 121

adminigrative data, 19, 21

ASCII, 20, 79, 80, 93, 121, 123

batch file, 79, 121

byte, 121

Cancel Orders, 29, 36

cap, 1, 9, 10, 11, 12, 14, 15, 17, 19, 20, 21,
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60, 63, 65, 68, 70, 71, 72, 73,
74, 88, 100, 110, 111, 112

CONFIG.SYS, 12, 19, 20, 115

context sengtive help, 121

CPU, 121

Create Orders, 29, 31, 33

current directory, 116, 121

customer, 11, 15, 31, 37, 39, 40, 41, 42, 43,
44, 45, 46, 47, 51, 54, 57, 63,
65, 72, 75, 77, 78, 79, 83,
101, 102

CVT, 79

directory, 19, 79, 115, 116, 121, 123

disk cache, 121

DOS, 10, 12, 19, 20, 66, 79, 115, 116, 117,
121, 123

employees, 21, 22, 81, 83, 85, 86, 103

filg 19, 20, 79, 80, 115, 116, 121, 122, 123

floppy diskette, 122

font, 122

function keys, 12, 13, 15, 32, 34, 42, 65, 71,

hard disk, 19, 121, 122, 123

hardware, 92, 101, 122

help, 1, 11, 13, 14, 15, 17, 20, 21, 29, 32,
34, 37, 40, 42, 46, 49, 55, 63,
65, 75, 81, 84, 92, 93, 113,
121

hot key, 43, 122

inddlation, 9, 11, 15, 19, 22, 61, 67, 90,
108, 109, 116

installed options, 24, 34, 35, 57

inventory contral, 9, 35

kilobyte, 121, 122

license, 1, 9, 10, 15, 17, 21, 29, 37, 45, 47, 49, 63, 75,
81, 116, 122

license agreement, 1, 9, 10, 122

mail merge, 11, 79, 80, 122

manufacturers, 21, 23, 56, 61, 63, 65, 70, 84, 85, 96,
97

megabyte, 122, 123

menu, 10, 11, 12, 14, 15, 20, 21, 22, 23, 24, 25, 26,
27,29, 31, 32, 34, 35, 36, 37, 39, 40,
46, 47, 49, 51, 52, 54, 55, 56, 57, 58,
59, 60, 61, 63, 65, 66, 68, 69, 70, 71,
72,73,75, 77,79, 81, 83, 84, 88, 9,
92, 95, 104, 106, 107, 110, 111

merge, 11, 79, 80, 122, 123

modd, 15, 24, 25, 32, 33, 34, 40, 42, 43, 46, 54, 56,
57, 58, 59, 60, 61, 63, 65, 66, 67, 68,

69, 85, 88, 89, 96, 97, 98, 100, 101,
106, 108, 109, 111, 112, 117, 121

online help, 15, 32, 34, 42, 46, 65, 84, 121

ordering, 9, 11, 25, 31, 65, 67, 74, 88, 90, 100

Post Orders, 29, 33, 90, 91

RAM, 10, 116, 123

Receive Orders, 29, 34

Receive Repairs, 35

receiving, 9, 11, 25, 31, 33, 34, 35, 83, 85, 83, 100

Reports, 11, 17, 25, 34, 35, 36, 49, 51, 52, 53, 54, 55,
56, 57, 58, 59, 60, 61, 69, 70, 79, 86,
89, 90, 92, 93, 100, 101, 121, 122

sales personnel, 31

serid number, 34, 35, 39, 42, 43, 57, 58, 59, 68, 84,
83

seridized inventory, 31, 39, 42, 43, 91, 101, 123
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dte code, 25, 26, 33, 41, 52, 54, 57, 59, 68, 87, 88,
90, 100, 103

software, 1, 9, 10, 11, 19, 80, 116, 123

dation, 1, 41, 115, 116, 123

string, 123

system requirements, 10, 11

video, 123

Warranty, 1, 9, 35

windows, 20, 24, 33, 67, 73
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