Enterprise Control

Enterprise control is a program that allows the user to operate many aspects of a store or a chain of stores from a
central location. Viewing sales and history, and maintaining inventory are just a couple of the things that are able to
be done with the software. When opening the program, one will see that there are multiple tabs: Home, Sales,
Inventory, Communications, and Help. This guide will go over each one and what is accessed from them.




Table of Contents

CHAPTERS

CHAPTER ONE - HOME

1. Fleet Management. ... s 3
2. BSHICKEI & CaIUS. .. ettt 4
CHAPTER TWO - SALES
1. Today's Sales REPOMS. .. ..uie i 5
2. PaSt SAlES REP OIS, .. et 5
3. Cash Drawer and Daily SaleS. .......ccooiriiii i e 6
A, TIMIE ClOCK. ettt 6
5. StatistiCal SAlES REPOI. .. .. ittt e 7
6. EMPpIoyee INCENLIVE REPOIT.... .. . e 7
7. CUSIOMET HISTOTY . .. e 7
8. MaANAGEMENT REPOIS. ... ettt et et ettt et e 9
CHAPTER THREE - INVENTORY
1. Inventory ENterpriSe CONtIOIS. ... e e 11
Maintain Master INVENTONY Fle....... .. e 12
Enterprise INVeNtOry CONIIOL. ... . ... e e e e 12
VIEW INVENLOTY BY STOTE.. . et ettt e e e e e e e e e 14
Change PasSWOIAS. . ... ..ttt ettt ettt 15
Adjustments, ShIpMENTS & TraNSTEIS. ... ..ot 16
BTy 00 .ttt e 18
A 10T 1Yo (U= S] (o] =N =T oo i 19
3. Consolidated StOre RePOMS. . ...ttt e e e 19
Consolidated INVENTONY REPOI. ... .t 20
Master File EXCEPUON REPOIT. ... ..t et 21
INVENTOTY AlBIT REPOI. .. e et en s 21
NON-STOCKE ITEMS REPOI. ...ttt et 21
CHAPTER FOUR — COMMUNICATIONS
Lo AULOPOILNET . . o 22
2. AULOPOILNETL SAIES ONIY. ...t 22
G T U} (o T oL -1 (= 22
A Bl 22
5. ReMOE MaINTENANCE. . ... et e e et e e 22
L0 o N e I o e e 23



CHAPTER 1: Home

The home tab is where “Fleet Management”, “QB Link”, and “eSticker & Cards” can be found. The functionality of
each will be explained in this chapter.

7
’

Inventory Communications \\  Help

AUTO DATA LUBE
123 PEACHTREE ST
ATLANTA,GA 30342

QB Link

Process eSticker™ & Cards
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Figure 1-1

Fleet Management— Certain chains of stores may decide to handle all their fleet information from the back office.
When choosing whether or not to handle fleets from the back office it should be known that all stores will have the
same fleet list. Any changes made to fleets from the office will be applied to all stores. A more in-depth guide to
how to use Fleet Management can be found in the Pos-I-Lube User’s Guide.

SAMPLE FLEET ACCOUNT ADD | GO BACK I

DELETE | PRINT |

Check List l SEND I

Account Number: FLEET COMPANY NAME: o
¢ SAMPLE SAMPLE FLEETACCOUNT Creckl i [pet st
Salesman: © $50.00

'y Full Service Price:

© $20.00
yntheti Serv. Price:
© $30.00
Dollar ($) Discount:
© $5.00
Percentage (%) Discount:

O 0%

Address:
" 6825 GLENRIDGE DR.

Information Required on Receipt
@ NONE I Driver Name I~ vin
i) Call for PO Number prior to ANY service. I~ Name of Fleet Customer I” License Plate
) Additional Services require prior approval from Authorized Person. T~ PO Number I~ Fleet Number
) Driver may only authorize items listed on coupon. I Authorization Number I~ Unit Number
) callforPOifover:  $0.00 I~ Card Number

Figure 1-2

QB Link— QB Link is a feature we offer for a fee that allows you to import sales and other accounts having to do
with Auto Data into QuickBooks.



eSticker & Cards— Many stores print out and email oil change reminders to their customers. With Enterprise
Control, one is able to print out or email all the reminders for their stores from the back office. eSticker is another
feature we offer for additional fee. It allows your customers to download an app specifically made for your store or
chain of stores. The app gives your customers the ability to look at their vehicle’s histories, look up coupons,
schedule reminders, and a number of other things all from their smart phone. A more in depth look into eSticker is
available on our website at: http://autodatainc.com/solutions/esticker.html. A more in depth guide on how to handle
reminder cards can be found in the Pos-I-Lube User’s Guide.

Print Samples Setup Options

Auto Data, Inc. Copyright © 2013 All Rights Reserved - Version 9.3.0090 Workstation #0

Figure 1-3


http://autodatainc.com/solutions/esticker.html

CHAPTER 2 : Sales

Inventory

Management
Customer History Reports
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Figure 2-1

Today’s Sales Reports- Clicking this will redirect to the Autopoll.net website. Here one can view a store’s sales
reports and charts that are updated every five minutes throughout the day, as well as view the previous day’s full

sales report. The end of month report can also be accessed from autopoll.net. In addition, Autopoll.NET Plus is
available, which has a number of other useful reports.

Past Sales Reports- Past sales reports from the office work very much the same way they do at the store level,
with the exception of the statistical sales report.

Sales Reports

Cash Drawer

Employee Incentive

ko ~ SITE #0001 oNew  Workstation #0
PAuto Data, Inc. Copyright © 2014 All Rights Reserved < e-Mail!  Version: 9.3.0105

Figure 2-2


http://autopoll.net/Account/LogOn?ReturnUrl=%2f

e Cash Drawer and Daily Sales reports will generate the same report that is generated at the store level,
with the main difference being how the date range is chosen. Both will ask for a month and a year, and
once those are chosen a grid is generated including all the dates the stores were open.

DAILY SALES REPORT for 05/14

1|2 |3 (4 )5 [ |7 (8 |8 [0 (41 |12 [43 |44 [15 |16 |17 (48 |19 (20 |2 (22 |2 |24 (25 |26 (27 |2 (28 |%0 ¥

Select Month and Year puk

Print Grid | Clear Grid Combine By Store Go Back

Figure 2-3

o To choose a date or range of dates, either click individual green squares, or click and drag to select
multiple dates. Once the date range has been selected, one can either combine all the dates selected
into one report by clicking “Combine,” or view each individual dates reports for each store by clicking
“By Store”. Note that the “Combine” option is not available for the Cash Drawer report. Each individual

day’s Cash Drawer reports would be generated instead of a summary report of all the days that were
selected.

e Many store chains do payroll from the enterprise location, and the employee Time Clock report can be
very useful for this. The back office is able to generate time clock reports for all their stores’ employees.

o First, select the store number that the employee or employees work. A list of employees from that
store will be generated. Select one or multiple employees to be included in the time clock report.

EMPLOYEES
DANIEL THOMPSON

Select Store Number

Select ALL
CANCEL

Figure 2-4a

o Select the dates from the calendar to be included in the time clock report. Click ok and an Employee
Time Clock report will be generated including the dates and hours the employees have worked.

scroll | Print Current Page | PrintALLPages | [ GoBack |

INDIVIDUAL TIME CLOCK REPORT

Individual Time Clock Report

Friday 7/25/2014 Store #0011 from OFFICE Page 1
< June » 4 2014 »

Tu We Fr Sa

Employee: STEVE THAMES

3 Date In - Out In - Ouc In - Out Hours
3| 4 6 | 7 || b -

06/02/14

10 1 13 14 06/03/14

06/03/14
Clear Month 06/06/14
17 18 20 21 06/07/14

06/09/14

Bl

06/10/14  &:

06/11/14  S:34AM
24 25 27 28 06/13/14
06/14/14
06/16/14

5
s
g
4

06/27/14 8594 _ 5t o112
06/28/14  9:034 - 61 see
0K 06/30/14  sisean - e1zem Y

GRAND TOTAL :  203.73

Figure 2-4b



e The Statistical Sales report is available at the Enterprise level, but not the store level. Statistical Sales
report can be viewed by month for multiple stores, or by year for a single store.

e The Employee Incentive report shows what tickets and commissionable services certain employees have
been assigned to over a selected date range. Like the time clock report, a store number is selected and a
list of employees from that store is generated. Select the employee or employees to generate a report for
and then select a date range.

Customer History- Here, one is able to access customer history by VIN number, license plate, or by last name.
The ability to reprint receipts by license, receipt number, or fleet is also available. Changes can also be made to a
customer’s information from the back office and sent to the stores.

Customer History

Customer History Customer History
Lookup by Acct. # Lookup by Last Name

Reprint Receipt
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Figure 2-5

e Customer History Lookup by Acct. # has to with looking up a customer by their license plate, their VIN
number, or an account number that is generated from their VIN. If a customer is initially entered into the
store’s point of sale by their license plate and cashed out, then their history will be looked up by their
license plate. If the customer is entered by their VIN, then they can either be looked up by their VIN, or the
account number that is generated from the VIN. A license plate customer cannot be looked up by VIN and
vice versa.

Edit Customer History

Send To Stores ‘ View / Print / Email History Report ‘

- Edit Customer
) Name: MR JOHN

O Street: 5825 GLENRIDGE DR
O zip: 30328 ) Phone: 800-582-5823
O Email:

I~ Do Not Email I~ No Reminder

- Vehicle Info
Acct#: J88145102 VIN: 1J8GS48K68C145102 Last Oil: MOBIL5W20 B

CarID: 2008 JEEP GRAND CHEROKEE Total Visits: 19

Engine:

- Last Visit
Store: 0011 Invoice: 370020 Date: 11/1/2013 Mileage: 101600

Figure 2-6
o Once the customer’s account number has been entered, their “Edit Customer History” page will show.
Here, their customer info can be edited and sent back to the stores. One can also view, print, or emalil
that customer’s history report.



Customer History Lookup by Last Name is the same idea as looking up by account number, but with last
name. Typing in a customer’s last name will bring up a list of people with that last name or close to it. From
there, the same “Edit Customer History” window will show on screen.

Reindex Customer History is a process that organizes the customer history at the back office if there
seems to be any issues with it. Depending on how many customers are in the system, the process can take
some time. The first thing that is asked is if you want to purge old customers. Clicking yes will remove any
customers that haven’t returned to the store in two years. From there the reindex process will run.

Database Maintenance

REINDEX CUSTOMER HISTORY

Do you want to

PURGE OLD CUSTOMERS

at this time?

Figure 2-7

Reprint Receipt allows the back office to reprint, view, or email receipts from any of their stores. Receipts
can be generated from account number, receipt number, or fleet account.

REPRINT RECEIPTS

Server Status: Logged On to autopoll.net

LICENSE #

FLEET #
GO BACK

Tip: Its always a good idea to View these receipts on the Screen before
Emailing or Printing them. Just to make sure the content is what you
expected.

Figure 2-8
o Looking by “LICENSE #” means looking up a customer’s history by their license, VIN, or account
number, and being able to access all of their receipts.

o Looking up by “RECEIPT #” is just that. Select a store to pull an invoice from and type in the receipt
number.

Select Store Number

Enter Receipt Number

Press Enter when Finished - Esc to Quit.

CANCEL

Figure 2-9
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Looking up receipts by “FLEET #” has to do with viewing all of the invoices for a fleet or multiple fleets
over the last month. This process is good for keeping up with any outstanding payments that are
owed.

Fleet Sales Report

This will print ALL of the receipts

for the entire month
for each Fleet Account selected.

Do you wish to continue?

Figure 2-10a
= Choose a year and month to reprint receipts from. Then choose which fleet or fleets to reprint
receipts for that month.

FLEET NAME
Select Month and Year

CANCEL

Select ALL

CANCEL

Figure 2-10b
= “PRINTER”, “EMAIL”, and “VIEW ON SCREEN” are the options given. “PRINTER” will print all of
the receipts for the chosen fleets for the selected month. “EMAIL” and “VIEW ON SCREEN” will
generate a PDF file that contains all the receipts. “EMAIL” will allow one to email those receipts,
and “VIEW ON SCREEN?” allows one to view the receipts on their monitor.

Management Reports- Management reports refer to the “Sales Tax Exemption”, “Fleet Sales”, and “Hourly
Performance” reports.

Management Reports

o/?/

Sales Tax Exemption Fleet Sales

Hourly Performance
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Figure 2-11




o For the Sales Tax Exemption report, select a month and a year, then select a store number. Once these
have been selected a report will be generated showing all the invoices for that month and what amount was

not taxed on them.

Go Back

Print Current Page | Print ALL Pages |
SALES TAX EXEMPTION REPORT
Friday 8/15/2014 Store #0011 ATLANTA
STORE #0011 for 10/13
i e e sz e
10/01/13 365772 GF595 MR.
10/01/13 365773 1RR65S MR.
10/01/13 365775 HJYS521 MR.
10/01/13 365777 CG60563 M.
10/01/13 365778 1M5438 MR.
10/01/13 365779 J1G390 MR.
10/01/13 365780 4AC4464 MS.
10/01/13 365782 FHW671 MR.
10/01/13 365785 REUWALT MR.
10/01/13 365786 EX2259 MR.
10/01/13 365787 1PA1S6 MR.
10/01/13 365788 CPN68S MR.
10/01/13 365789 GAQ304 MS.
10/01/13 365790 TX12998 MR.
10/01/13 365791 AF2787 MR.
10/01/13 365792 AGG43S MR.
10/01/13 365793 MS.
10/01/13 365794 MR.
10/01/13 365796 . QUICK CHECK
10/01/13 365797 M
10/01/13 365798 MR.
10/01/13 365799 MR
10/01/13 365801 MR.
10/01/13 365803 MR.
10/01/13 365804 MR
10/01/13 365805 MR.
10/01/13 365807 MR.

Figure 2-12
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o With the Fleet Sales report, choosing a month and a year, and then selecting a fleet or multiple fleets will
generate a report showing that month’s invoices for those fleets and the amount of the invoice. This report
can also be useful for keeping up fleet payments.

PﬂntCun@ntPage‘ Print ALL Pages

Go Back

FLEET SALES REPORT

Friday 8/15/2014 Store # 0005 LAKELAND
Fleet Acct: AMSO1 Salesman:
Fleet Name: A.M. SEIGLER FU
(863) 425-1131 33811
Date Store Invoice Account Zmount
000s 173902  X14368 $39.95 (cash)
0002 262075  GN4100904 80.68 (cash)
TOTAL SALES
- CASH SALES
NET SALES 50.00
- - - Continued on Next Page - - -
Friday 8/15/2014 Store #0002 LAKELAND
Fleet Acct: AITEOL Salesman:
Fleet Name: Al CONTRACT STAFFING

Date  Store Invoice Account
261563  EN8020447
263545  GNA191175

Figure 2-13
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e For the Hourly Performance report, select a month and a year. This will produce a grid showing all stores
and the dates they were open for that month. Choose individual dates, or click and drag to choose multiple
dates. Choosing to view the reports “By Store” shows each individual day’s hourly performance report.
Choosing “Combine” creates a report that combines all of the stores and days hourly performance report’s

into one report.

Scroll | Print Current Page | Print ALL Pages Scroll Print Current Page Print ALL Pages Go Back
HOURLY PERFORMANCE REPORT i CONSOLIDATED HOURLY PERFORMANCE REPORT
Friday 8/15/2014 Store #0001 for 11/01/13 Page 1 Friday 8/15/2014 Store # 0000 LAKELAND Page 1
Stores and Dates Included for Month of 11/13
UL IR AUTO  GEAR R ALL cars First 0001 1,2, ,4,5,6,7,8,9, ,11,12,13,14,15,16, ,18,19,20,21,22,23, ,25,26,27, ,29,30,
FROM - TO  SERV FILTER TRANS  BOX  WASH OTHERS SERVICED + Page 0002 1,2, ,4,5,6,7,8,9, ,12,13,14,15,16, ,18,19,20,21,22,23, ,25,26,27, ,29,30,
————————————————————————————————————————————————— . 0004 1,2, ,4,5,6,7,8,9, 1 ,18,19,20,21,22,23, ,25,26,27, ,29,30, ,
0005 1,2, ,4,5,6,7,8,9, ,18,19,20,21,22,23, ,25,26,27, 29,30,
0 [ 0 0 0 0 0 o Page 0006 1,2, ,4,5,6,7,8,9, ,18,19,20,21,22,23, ,25,26,27, ,29,30, ,
0 [ 0 0 0 0 [ 0% up
s 0 0 0 o 2 4 5%
s 1 0 0 ) 2 s 111 FULL AIR  AUTO  GEAR CAR  ALL CaRS
10 o ] 0 o 5 10 14% Page FROM - TO SERV FILTER TRANS BOX WASH OTHERS SERVICED 3
4 0 ) 0 0 3 6 8% pownf | T e .
s 3 0 0 o 6 6 ex
11 ) 0 0 o 4 11 15% 0 o 0 ) 0 0 o 0%
9 o [} o o 2 10 14% Last L] o L) o [} 7 6 0%
4 0 0 0 o 5 s 7% Page 382 47 0 5 52 183 473 7%
6 3 0 0 ) 7 s 12% 595 75 0 3 0 361 679 108
5 o ] 0 o 2 5 7% 729 99 [ 11 58 375 842 12%
0 o 0 0 o 0 0 ox 729 % 0 15 58 420 840 123
0 o 0 0 o 0 0 ox 729 o1 0 6 72 209 856 123
0 0 0 0 o 0 0 ox 624 86 0 12 62 391 807 112
0 0 0 0 o 0 0 o% 649 87 0 s 47 359 738 108
0 0 0 0 o 0 0 o% 623 73 0 B 6 352 739 108
0 o ] 0 ] ] 0 0% 565 a ] 13 33 329 668 9%
********* 315 45 o 3 19 201 369 5%
19 1 0 o 0 s 22 os
TOTAL ~ RECEIPTS PBRINTED 74 0 o 0 0 0 0 o o8
0 0 0 0 0 0 0 0%
- - - Continued on Next Page - - - 0 o 0 0 0 0 0 08
0 0 0 0 0 0 o 0%
0 ] ] o ] 0 o 0%
HOURLY PERFORMANCE REPORT
TOTAL RECEIPTS PRINTED 7,039
Friday 8/15/2014 Store #0001 for 11/02/13 Page 2

Figure 2-14
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CHAPTER 3 : Inventory

One of the most useful features of the Enterprise software is to be able to adjust and make changes to inventory
from the back office. Inventory Enterprise Controls, Individual Store Reports, Consolidated Store Reports,
and Automatic Parts Reordering are all accessible from the inventory tab. This chapter will go over the function of
each one.

Inventory

Communications

Individual Consolidated Automatic
Store Reports Store Reports Parts Reordering

Workstation #0
Version: 9.3.0107

Figure 3-1

Inventory Enterprise Controls- With Inventory Enterprise Controls, the Back office can make inventory changes
to their stores that will be received that night.

/ Inventory Enterprise Contl;fsié—

Maintain Master Enterprise Inventory View Inventory
Inventory File Control

-

Entry Log Adjustments

Passwords Shipments & Transfers

. SITE # 0001 Workstation #0
"Auto Data, Inc. Copyright © 2014 All Rights Reserved Version: 9.3.0107

Figure 3-2




Maintain Master Inventory File is where one can add inventory items to be to able to edit or add to the
store level. If the item is not in the back office master inventory file, then it cannot be accessed in
Enterprise Inventory Control, meaning changes cannot be made to it and it cannot be added to stores. If
the item already exists at the store level and you want to be able to make changes to it at the back office,
you must make sure the spelling in the master inventory file is the same as in the store inventory. If you
want to make changes to it or add it to the stores, then it has to be in the Master Inventory File.

SERVICES Setup for Master File

- Description 1MOBIL SPEC
Service Name 1MOBIL SPEC
Description MOBIL PECIAL FULL SERVE 1

SERVICES Setup for Store 0040

Description
Service Name 1MOBIL SPEC (OO UPER
4MOBIL SYNTH
Description MOBIL SPECIAL FULL SERVE . /sMOBIL1FS

Because the service is named the same on both the Mas-
ter Inventory File and the Store 0040 Inventory file, you
will be able to make changes to it from the back office.
The same applies to parts, coupons, anything else in the
inventory...

Figure 3-3

Enterprise Inventory Control: Once inventory items have been added to the Master Inventory File, you
will have to ability to make changes, add or delete them from the stores. The inventory you are looking at
when you click Enterprise Inventory Control is the Master Inventory File. If you make changes to a certain
item and that item exists at one of your stores, the store will receive that change once the back office
autopolls and once the store autopolls, which will be explained in the next chapter.

ENTERPRISE

Inventory Setup
0034 Select ALL
INVENTORY 0040 |
0421
CONTROL
Clear ALL
Highlight the stores that you want
change.
Go Back

These changes will be sent out the
next time you use AutoPOLL.NET.

Receipt
Message

Email
Function
Keys

Figure 3-4a

o First, select the store, or stores to edit the inventory for.



- PRODUCT CATEGORIES

Enterprise Inventory Control

O PACKAGES

SERVICES
PARTS
LUBRICANTS
COUPONS

)
V. 3

Inventory Setup

DISCOUNTS

Go Back EMPLOYEES

FULL SERVICE ADD-ONS

O O O O 0O O O

Figure 3-4b

o Next, select the category of inventory to be edited.

‘ Inventory Control for SERVICES

Description 1MOBIL SPEC
= : FULL SERVICE
/A Service Name 1MOBIL SPEC OILCHANGE
%- \ Description MOBIL SPECIAL FULL SERVE REG OIL CHGE
) ) : SUPERSYN
> \\\\\ Product Code 1 - Service Properties
',ﬂ\\\\ @® Retail Pri $25.00 [~ Commissionable
- emo & clalk Erice . I~ Non-Discountable
VRO e @ Taxable Amount $25.00 I~ Award Club Point
- SetUp Features — ~Service Interval ——
Price Service By Parts N I 0
Call Up Parts N Months: 0
Call Up Quantity of Parts N PM Category
Call Up Lubricants N [<NoNE> -]

- Global Change
Only the data marked with @ will be changed.

NO, Cancel Changes YES, Make Changes

Figure 3-4c

o Inthe example in Figure 3-4c shows a full service where the retail price and the taxable amount have
been changed. Like Figure 3-3 shows, the same service exists at site 0040, so these changes will be
made to site 0040 and any other sites that were selected that have the same service.

o If a certain service doesn’t exist at a store, clicking “Add” to the selected service will add it to their
inventory.

o To delete a certain service that does exist at a store, choose that service and click “Delete”

o The process for stores receiving changes usually goes:
1. The Back office makes inventory changes then autopolls.
2. Those changes are now waiting for the stores on our server.
3. The stores close down and an automatic autopoll runs.
4. Stores receive those changes and they will be made that night.



e View Inventory By Store will show each store’s inventory. It is useful for looking at each store’s inventory
and see what is missing from the Master Inventory File, and to check spelling. This is also where
“Employee Permissions” can be set:

o To edit an employee’s permissions, first select the store number that the employee works at.

Select Store Number

Figure 3-5a

o Select the “Employees” option. An inventory menu with all the employee’s names at the store will
appear.

| Employees Setup for Store 0040
Description ANDREW
Employee Name MATT CASLIER
Emp. Full Name MATT RYAN
Product Code 81
Hourly Rate of Pay $10.00
Phone Number

Inventory Setup

~Inventory Setup

Set Permissions | Go Back

Figure 3-5b

o Choose “Set Permissions” and a menu with all the employee permissions will appear. At the top left,
check off whether or not to designate that employee as “Store Manager”. Check off which permissions
to give that employee, and then give them a 4 digit PIN at the bottom left.

Set Permissions for MATT RYAN

[ MATT RYAN is Designated as Store Manager

|f~7 Designate As Store Manager [~ Change Fleet Info I~ Print End Of Month Report
|7 PIN Required for Time Clock ~ I~ Test Cash Drawer ¥ Perform AutoPoll
I~ Perform Opening Procedures I~ Purge Customer History ™ EMail Access
¥ Perform Closing Procedures I~ Add Inventory ltems ™ Close Scanner Program
¥ View Todays Sales ™ Change Inventory items ¥ Close Push Sales Program
™ View Past Sales ™ Delete Inventory ltems ~ Edit Past Time Clock
I~ Perform End Of Year Closeout I~ Adijust Inventory Levels " Change Message on Receipt
I~ Clock Other Employee InfOut ™ Add Employees I Export EMail Addresses
I~ Save Customer ™ Change Employees ¥ View Inventory Setup
¥ Cancel Customer V¥ Delete Employees
I~ Void an Invoice ™ Receive New Shipments
I~ Payout ™ Transfer Inventory
I~ Clear a Customer's History I~ Create Automatic Parts Order
™ Reprint a Receipt ™ Receive Automatic Parts
™ Change Store Info ™ Print Inventory Reports
Set PIN for MATT
O PIN (4 digits) HHkE Check All Clear All Print Go Back

Figure 3-5¢c



o

If an employee is designated as the store manager, the only permissions that the other employees will
have access to are the ones that have been checked off for the manager. Look at Figure 3-5c¢ and
you will see that the employee has been checked off as the store manager. Now look at the employee
in the below Figure 3-5d and you will see there is only access to the permissions that have been

checked off for the manager.

Set Permissions for ANDREW CARDWELL

| MATT RYAN is Designated as Store Manager

| ™ Designate As Store Manager
| PIN Required for Time Clock
Perform Opening Procedures
Perform Closing Procedures
View Todays Sales r

B

View Past Sales
Perform End Of Year Closeout

Clock Other Employee InfOut I~
Save Customer
I~ Cancel Customer B

Void an Invoice

Payout

Clear a Customer's History
Reprint a Receipt

Change Store Info

Set PIN for ANDREW
O PIN (4 digits)

*kkk

Change Fleet Info Print End Of Month Report
Test Cash Drawer " Perform AutoPoll

Purge Customer History EMail Access
Add Inventory ltems Close Scanner Program
Change Inventory ltems ™ Close Push Sales Program
Delete Inventory ltems ™ Edit Past Time Clock
Adjust Inventory Levels Change Message on Receipt
Add Employees Export EMail Addresses
Change Employees ™ View Inventory Setup

Delete Employees

Receive New Shipments
Transfer Inventory

Create Automatic Parts Order

Receive Automatic Parts

Print Inventory Reports

Check All Clear All Print Go Back

Figure 3-5d

= Designating no one as the store manager will make all the permissions available to select for any

employee.

Sef Permissions for ANDREW CARDWELL

| I No Employee is Designated as Store Managerl

™ Designate As Store Manager I

] I~ PIN Required for Time Clock

~
I~ Perform Opening Procedures I
Perform Closing Procedures r
View Todays Sales r
View Past Sales L
Perform End Of Year Closeout I~
Clock Other Employee IfOut I
Save Customer n
Cancel Customer -
Void an Invoice r
Payout r
Clear a Customer's History r
Reprint a Receipt |

-

mmEE EEEE R & E

" Change Store Info

Set PIN for ANDREW
O PIN (4 digits)

*kkk

Change Fleet Info

Test Cash Drawer
Purge Customer History
Add Inventory ltems
Change Inventory ltems
Delete Inventory ltems
Adijust Inventory Levels
Add Employees
Change Employees
Delete Employees

TSN TR T VT 1O T T T |

Receive New Shipments
Transfer Inventory

Create Automatic Parts Order
Receive Automatic Parts
Print Inventory Reports

Check All Clear All

Print End Of Month Report
Perform AutoPoll

EMail Access

Close Scanner Program
Close Push Sales Program
Edit Past Time Clock
Change Message on Receipt
Export EMail Addresses
View Inventory Setup

Print Go Back

Figure 3-5e

Once the permissions have been selected, click “Go Back” and a prompt will appear asking if you want
to send the changes to the selected stores. Choosing yes means the store’s employee will receive the
changes at closing that night after the back office has autopolled.

e Change Passwords: Stores have three levels of passwords: Owner, Manager, and Cashier. The “Change
Passwords” option allows the back office to change those passwords.

O
O

The OWNER level password will allow access to everything in the store software.

The MANAGER level password allows making changes to employee rate of pay, but does not allow
changes regarding inventory QUANTITIES and any SALES figures regarding DAY/MONTH/YEAR
Cashier is the same as manager but will not be able to see employee rate of pay or have access to set

up codes.



Adjustments, Shipments & Transfers: The back office also is able to keep track of inventory quantities and
make changes to them.

/ Inventory Quantity CQnt;;I-

New Shipments

’,t

=
¢

Inventory

Transfers In Transfers out

e ——
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Figure 3-6

o New Shipments are where shipments that a store has received will be entered.

1. First, choose the store number where the shipment was received.
2. Then choose whether it is PARTS or LUBRICANTS quantities to add to the inventory.

- PRODUCT CATEGORIES

Inventory - New Shipments #0040

O PARTS

New Shipment

Go Back

O LUBRICANTS

Figure 3-7a

3. For parts, choose the category of parts where new shipments have been received. In this
example, we’ve chosen oil filters.

| PARTS Setup for Store 0040

Description <

Part Number M995

Description OIL FILTER

Product Code 1

Add On Price $8.00 Taxable Y

HexShipenent Your Cost $7.16
- Quantites ———— - Sales History -
Quantity On Hand 0 Units Gross et
Beginning Quantity 0 Day to Date 0 $0.00 $0.00
Quantity Received 0 Month to Date 0 $0.00 $0.00 3
Adjustments 0 Year to Date 0 $0.00 $0.00
Trepsforsing OUC || Total toDate 0 $0.00 $0.00
Quantity On Order 1 b
Quantity In a Case 1
Average Mo. Usage 0 | New Shipments
Enter Quantity Received:
Go Back | Enter Data |

Figure 3-7b



4. Click “Enter Data” and enter the quantity received from the shipment and press enter. You will

see that the “Quantity Received” quantity will now show the quantity that was entered.

-New Shipments

Enter Quantity Received: ##10 E>

Go Back Enter Data

Figure 3-7c

- Quantities
Quantity On Hand 0
Beginning Quantity 0
Quantity Received 10
Adjustments 0
Transfers In / Out 0
Quantity On Order 1
Quantity In a Case 1
Average Mo. Usage 0

5. Run an autopoll and the new shipments will be ready for the store to receive once they close.

6. For “Lubricants”, choose the lubricant that the store received and, in quarts, input the amount that

was received.

Transfers In works very much same as new shipments, but you only want to use transfers if the parts
or lubricants that were received came from another store. Transfers Out works the same, except that
you choose the store that the parts or lubricants came from, and the number you are inputting is being

taken out of the inventory.

Adjustments are usually made towards the end of the month when most stores are going through
inventory. Adjustments should be entered whenever there is a difference between the “Quantity On

Hand” number in Auto Data, and what is physically on hand.

= Adjustments works the same way as New Shipments and Transfers until you get to the point

where you enter the adjustment.

PARTS Setup for Store 0040

Description CUSTOMER OWN -~
Part Number M972
Description OIL FILTER
Product Code il
Add On Price $5.00 Taxable Y
Adlisments Your Cost $5.32
- Quantites ———— - Sales History -
Quantity On Hand 4 Units Gross Net
Beginning Quantity 4 Day to Date 0 $0.00 $0.00
Quantity Received 0 Month to Date 0 $0.00 $0.00
Adjustments 0 Year to Date 0 $0.00 $20.00
Ti T In/ Out 0
LANSTEES DY oY Total to Date 0 $0.00 $20.00
Quantity On Order 0
Quantity In a Case 1
Average Mo. Usage 0 | rAdjustments
Enter Adjustment:
Go Back | Enter Data |
Figure 3-8a

= When entering in the quantity for adjustments at the back office, you will see that the
“Adjustments” will be filled out with whatever quantity you entered. Adjustments can be either
negative or positive numbers, whereas new shipments and transfers can only be positive.

Adjustments

Enter Adjustment: :

Go Back Enter Data |

Figure 3-8b

- Quantities

Quantity On Hand 6
Beginning Quantity

Quantity Received 6
Adjustments 10
Transfers In / Out 0
Quantity On Order 0
Quantity In a Case 1
Average Mo. Usage 0




= Once the store receives the adjustment, the quantity entered at the back office will either be
added or subtracted to the quantity on hand, depending on whether the quantity was negative
or positive.

Figure 3-8c

Entry Log is where reports for inventory changes from the back office can be viewed. Entry log reports show
any changes that have been made in “Enterprise Inventory Control”, as well as adjustments, shipments, and

transfers.

1. Select the store number to view entry log reports for, and a list of enterprise changes made will be
generated.

Delete - Leave Last 5 Dates

Figure 3-9a

o Select a date to view an entry log report for. The report will show any inventory changes that were
made on that date, as well as shipments, transfers, and adjustments.

INVENTORY ENTRY LOG

Wednesday 9/10/2014 Store # 0040

ENTERPRISE CHANGE on 09/05/14 at 3:25PM

Action Code Part Number Description

1MOBIL SPEC $40.00
CAF1764 CABIN AIR FILTER $0.00
SAMP BREATHE  BREATHER $0.00
M610 OIL FILTER $0.00
M968 OIL FILTER $0.00

Figure 3-9b



Individual Store Reports are the same reports that are accessible from the store. Just select a store number to
view reports for. The only difference is the “End Of Month” report, which will direct you towards Autopoll.net, where
you will be able to access the end of month report for any of the stores in the “Inventory Reports” section.

 §
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Figure 3-10

Consolidated Store Reports contains the “Consolidated Inventory Report”, “Master File Exception Report”,
“Inventory Alert Report”, and the “Non-Stocked Items Report”.

J‘,),

, j Imventory Consolidated Reports
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Figure 3-11




e Consolidated Inventory Report will show what services, parts, lubricants, coupons, discounts, and full
service add-ons exist at what stores and what the price and usage of each is. It also shows quantities for
parts and lubricants.

Figure 3-12a

o Choosing “SERVICES”, “COUPONS”", “DISCOUNTS?”, or “FULL SERVICE ADD-ONS” will generate a
report that shows the price, taxable amount, month to date and year to date usage.

[
| scrol | PrintCurrent Page Print ALL Pages

CONSOLIDATED INVENTORY REPORT

Friday 9/12/2014 Store # N/A for 09-12-2014 Page 1

PART NUMBER: 1MOBIL SPEC

STORE  DESCRIPTION
#0001  Not Found in Store File
#0008 Not Found in Store File
#0011  Not Found in Store File
#0017  Not Found in Store File
#0032 Not Found in Store File
#0034  Not Found in Store File
#0040  MOBIL SPECIAL FULL SERVE
#0421  Not Found in Store File

PART NUMBER: 4MOBIL SYNTH

STORE ~ DESCRIPTION
#0001  Not Found in Store File
#0008 Not Found in Store File
#0011  Not Found in Store File
#0017  Not Found in Store File
#0032  Not Found in Store File
#0034 Not Found in Store File
#0040  MOBIL SUPER SYNTHETIC FS
#0421  Not Found in Store File

PART NUMBER: FULL SERVICE
STORE DESCRIPTION

#0001 FULL SERVICE
#0008 Not Found in Store File

Figure 3-12b

o Choosing “PARTS” or “LUBRICANTS” will generate a report that shows will show price, cost, month to
date, year to date, and quantity numbers.

oot | ocursmeage | pomaiiesges | [GoBiE

CONSOLIDATED INVENTORY REPORT E

Friday 9/12/2014 Store # N/A for 09-12-2014 Page 1

PART NUMBER: CUST OWN THE FOLLOWING ARE: OIL FILTER

MO DAYS QTY TO OPTIMUM QTY ON CASE
USE SUPPLY REORDER ON HAND HAND QTY MTD YTD

Not Found in Store File

Not Found in Store File

Not Found in Store File
1 o

3
Not Found in Store File

Not Found in Store File
Not Found in Store File

PART NUMBER: M1SP THE FOLLOWING ARE: OIL FILTER

MO DAYS QTY TO OPTIMUM QTY ON CASE
USE SUPPLY REORDER ON HAND YID cosT

Not Found in Store File
Not Found in Store File
Not Found in Store File
Not Found in Store File
Not Found in Store File
Not Found in Store File
Not Found in Store File
Not Found in Store File

Figure 3-12¢



e The Master File Exception Report shows everything that exists in the store inventories that does not exist
in the Master Inventory File. This includes services, parts, lubricants, coupons, discounts, and full service
add-ons, but not employees and packages.

Scroll Print Current Page Print ALL Pages
MASTER FILE EXCEPTION REPORT v
Friday 9/12/2014 Store # N/A for 09-12-2014 Page 1
The following Part Numbers are NOT in the Master Inventory File.
===msmm——emme—eema=  STORE #0001 ——— First
Page
Part Number Product Code DESCRIPTION Cost Price
__________ Page
BD7169 1 OIL FILTER $16.70 $13.00 uP
CUSTFILTER 1 OIL FILTER $0.00 -$2.00
10349 1 OIL FILTER $7.00 $5.00
NAPA1088 1 OIL FILTER $5.55 $3.45
NAPA1091 1 OIL FILTER $14.34 $14.45 Page
NAPA1144 1 OIL FILTER $12.11 $9.45 ROWN
NAPA1145 1 OIL FILTER $7.32 $9.45
NAPA1170 1 OIL FILTER s12.81 $10.45
NAPA1223 1 OIL FILTER se.50 $8.45 Last
NAPA1226 1 OIL FILTER se.s8 $8.45 Page
NAPA1228 1 OIL FILTER $10.50 $12.79
NAPA1231 1 OIL FILTER $8.77 $8.45
NAPA1243 1 OIL FILTER $4.20 $3.45
NAPA1283 1 OIL FILTER s8.99 $5.45
NAPA1310 1 OIL FILTER $4.67 $3.45
NAPA1314 1 OIL FILTER $4.47 $3.45
NAPA1324 1 OIL FILTER $5.00 $4.45
NAPA1333 1 OIL FILTER $9.87 $7.45
NAPA1342 1 OIL FILTER s4.89 $3.45
NAPA1371 1 OIL FILTER s8.86 $7.45
NAPA1374 1 OIL FILTER $4.75 $2.45
NAPA1385 1 OIL FILTER s9.89 $11.45
NAPA1512 1 OIL FILTER $5.71 $3.45
NAPA1521 1 OIL FILTER $5.46 $3.45
NAPA1602 1 OIL FILTER $4.80 $4.45 &
Figure 3-13

o This report is useful for making sure anything that exists at the store level is in the Master Inventory
File, so that changes can be made to it.

e The Inventory Alert Report shows what parts and lubricants are in low supply compared to what their
optimum quantity is. Once a store has been in business for a couple months, an optimum quantity can be
calculated according to how often shipments of certain parts are entered into the system and what the
guantities of those shipments are. The report also shows what the average monthly usage of those parts or
lubricants are.

Scroll Print Current Page Print ALL Pages Go Back
INVENTORY ALERT REPORT [

Friday 9/12/2014 Store # 0040 ATLANTA Page 1

PART PART AVERAGE DAYS OPTIMUM QTY

NUMBER DESCRIPTION MONTHLY SUPPLY QTY ON-HAND First
Mae OIL FILTER 3 0 12 -2 Page
M159 OIL FILTER 2 0 12 -3 Page
M500 OIL FILTER 7 0 12 -7 1 Jl
M3614 OIL FILTER 5 0 12 -5 Page
M4006 OIL FILTER 2 0 12 -1 DOWN
M4612 OIL FILTER 6 0 12 -6
SW20 BULK MOBIL SPECIAL BULK S5W20 43 0 800 -92
S5W30 BULK MOBIL SPECIAL BULK SW30 46 0 775 -68
M1 OwW20 MOBIL 1 ECON 0W20 11 0 20 -22
M1 Sw20 MOBIL 1 SW20 BTL 17 0 20 -25
M1 SW30 MOBIL 1 SW30 BTL 17 0 20 -24
MS HM S5W20 MOBIL SUPER HM S5W20 7 0 & -11
MS HM SW30 MOBIL SUPER HM S5W30 i3 0 12 -18
MS HM 10W30 MOBIL SUPER HM 10W30 3 0 6 -5

Figure 3-14

¢ Non-Stocked Items Report is a report that is available with an extra feature of the software called
POS-I-PLUS.



CHAPTER 4 : Communications

Communications /T-
elp |

Inventory

Auto Update

AutoPoll.Net

- SITE # 0001 Workstation #0
Inc. Copyright © 2014 All Rights Reserved = -Mail! Version: 9.3.0105

Figure 4-1

Autopoll.net — For stores to get any of the changes made at the back office, an “Autopoll” must be run. This is the
process of sending back office changes to our servers, so that when a store closes, and autopoll automatically

runs, they will receive the changes. Running an autopoll also will grab store sales and inventory numbers so the
back office is able to view them.

Autopoll.Net sales Only — Choose this option to receive sales numbers from the stores without sending out any
inventory changes that may have been made.

Auto Update - If there are ever any version updates that should be made to the back office software, “Auto
Update” is how they are received. We will make it known to back offices if there are updates available.

E-Mail — With the E-Mail option, the back office can send emails to their stores or to us for support. This is also
where to access any e-mails that have been sent from stores.

/ Communications E-Mail

Delete All
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Figure 4-2

Remote Maintenance — “Remote Maintenance” is a program that is used by Auto Data Technical Support to
connect to the computer remotely. It will be used if the back office is in need of technical support.
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Help

Inventory Communications
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Figure 5-1

The Help tab is where one can find information on our office and how to contact us and our tech support line. The
User’s Manual can also be accessed from here, as well as some Video Help Files about the Auto Data system.



Frequently Asked Questions

Inventory

Why are changes that | have made in Enterprise Inventory Control not appearing at the store?
e There could be several different reasons for this:

1. First, if the inventory item you're trying to make changes to already exists at the store, you
will want to make sure that the spelling and labeling of it is the same at the store as it is in
your Master Inventory File.

2. After making inventory changes, make sure to run an Autopoll.net. If this hasn’t been run,
the changes will not be sent to the store at closing when they Autopoll.

3. Stores will not receive inventory changes in the middle of the day. Stores receive changes
at closing, so when making inventory changes from the back office, do not expect the
store to get them the same day.

4. Make sure the store has a running internet connection. Inventory changes may be waiting
to be received from the store, but if the store has no internet connection, they will not be
able to receive them.



