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Getting Started

Start DragonDMS from either your Desktop shortcut or the Programs Menu.

Dragon2000 Login - CB222 (x64)

DragonDMS

User Name Password
lusernams pririiee
E Passaards are case sensteo

Cancel Login

The Login screen will appear with the username of the last user. If the last user was not you,
you must enter your username and fill in your password and click Login. You can also press the
Enter key if you prefer. All passwords are case sensitive.

Main Menu Overview

Once you have successfully logged in the Main Menu will appear.

ARG IR Be0c@a 4
DragonDMS
A product by Dragon2000
e

You will see all of the DragonDMS Module icons; however you will only be able to access the
Modules that have been enabled on your user account.
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Service Module
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Bealcog 4

At the top of the Service Menu are the Action Tabs. From left to right they are:

Create Estimate — Add new Service Estimates

Create Booking — Add new Service Bookings

Create Service — Add new Service Jobs

Diary - Visual tool to see your current availability and book future jobs into the workshop
MOT Scheduler — Planning tool to schedule your MOT bookings

Workshop Loading — Visual tool to allocate jobs to specific bays and at specific times

Templates — Common jobs can be setup as templates, which can then be applied to multiple
jobs saving time and maintaining consistency

Utilities — Allows Estimates, Bookings and Services in Progress to be deleted

Repair Times - Service Repair Times from Autodata are available for you to receive directly into
your DragonDMS. For more information on this, please contact our Sales Team on 01327
222333 (option 2).

Job Items — Allows you to create and manage your Stock Oils, Non Stock Parts, Non Stock Oils
and Extras.

The Information Summary appears below the Action Tabs. It groups jobs by the following:

e Pending Website Bookings — only available with a Dragon2000 hosted Website

e Vehicle Health Checks

e Service Estimates

e Service Bookings — this will show in red if you have any pending Job Card Requests
e Services in Progress

e Service on Hold

e Completed Services

e Works Orders

If you use the Staged Job feature you will also see Staged Services in Progress and Stages
Complete.

Just click on any of the groups to view a full list of the jobs.
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Customising Your Data
Searching

If you want to filter the any of the lists of jobs you can enter your search criteria into the search
box. Multiple search criteria can be added, just make sure you have a space between each

word.
Bealeoqg 4

e Fayearn | D ez e

= - Search al Serviom n Frogress
AN B - R

Serwces In Progress - AR Bays
Mage Cusomer Descripticn Staten
2 M INTEWRIA Ui Vahle P Truinge
wehhiac. wior T by

Tmein Tim... Farts Statin
[ ]

service M Regsirabon Dt b
154 TGN TS

as isErT

To remove the search criteria click on the Clear button to the right of the search box.

Sorting

The lists can easily be sorted and ordered to help you organise your jobs. Decide which
column you want to sort by, click on the column heading to sort the list Z to A, click on the
column heading again to sort A to Z. If the column has numerical data it will sort highest to
lowest first and then lowest to highest.

Re-Ordering

The order of the columns can be changed by dragging and dropping the column headings,
allowing you to get the data the way you want it.

Click on a column heading and drag left or right until you see two red arrows where you want
the column to be, and then drop the column heading.

Dragging and Dropping
To ‘drag’ click and hold the left mouse button and at the same time move the mouse. When

you get to the position you want you can ‘drop’ by releasing the left muse button.

Work In Progress [ vem | @ . | Clear | Showai
Service Mo Registration | Make Model Custorner Description Estimated Hours Date In Estimated Hours
16818 BWOITHG Aston Martin - One-77 W12 Hatchbac,., Mr Hamish Mchurne Engine Cwerheating - investigation required "Workshop 06/06/2014

If you drag a column heading up or down you will see a black cross, the column of data will be
removed when you drop the column heading.

Work In Progress [ vem | @ | clear | show s
Service Mo | Registration  Make hodel Customer Description Estimated Hours | Status Date In
Estirmat,
16818 BVOITHG  Aston Martin One-T7 V12 Hatchbac.. MrHarrish Mcbume  Engine Overheating—a—_—\S TN e Workshop  06/06/2014
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Extra columns of information or columns that have been removed can be added back to the
list. Right click on any of the column headings and a list will appear showing the column
headings available.

Drag Fields onto the Menu

% Complete -
Action

Advisor

Agreed Delivery
Eooking Mo
Branch

Brand

Chassis Mo

Courtesy Cars
Customer &/C

Date In

Date Out

Days In Stock

Driver

Estimated Hours
Estimated Labour Ho...

Hours Charged -

Close

The list of fields available will vary depending on which list you are editing. Drag and drop
these column headings to add them back into your lists.

After you have added or removed columns the new list layout will be saved and this layout will
be displayed to each of your users when they login.

Custom Fields

Custom fields can be used to log any additional information that you require on the Service
Record. You can create up to 20 Custom Fields by going to Settings > Service > Settings >
Custom Fields. For each Custom Field, you can either create your own dropdown list of answers
or leave it blank for free text entry.

These Custom Fields can then be dragged and dropped to customise your data on the Service
screen by right clicking on any of the column headings as per the process above.
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Motor Trade Tools within DragonDMS
VRM

The VRM tool can be used to return full vehicle details, enter the vehicle registration into the
box to the left of the search field and then click VRM.

SABTVWK | vRm 9| Clear

The details of the vehicle will be displayed on screen.

VRM Lookup Result
<« ST 8
Closs Report SBervice
Main Additional Technical
VRM Result For SA67VWK

Make Hyundai Engine Number D4FDHZETE650
Model Tucson coz 119
Variant CRDi Blue Drive Sport Edi Speed 109
Fuel Diesel 0-52MPH Time (Secs) |0
Engine Size 17 Max Power (BHP) 114
Body Style suv Torgue (Ib/ft) 207.23
Transmission Manual WPG (Combined) 81.7
Model Year 2017 WPG (Urban} 52.3
Mumber of Doors 5 MPG (Extra Urban) 67.3
Model Series Previous Owners 2
Description 1.7 CRDi Blue Drive Sport Edition SUV Sdr Diesel (z  Date Registered 260092017
Colour Beige Last V5 Issued 14122M7
Chassis Number TMAJ3815L11431527 MOT Expiry 25052021

You can print a report of this information, or if you want to create a service record for this
vehicle, click on Service, then select either Estimate, Booking or Service.
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Service Departments

Service Departments are used to control a number of settings on a Service Job. To view the
existing Service Department settings go to Settings > Service > Defaults> Departments.
Double click the relevant Service Department to view the details.

it Service Department
Save Cancel Re-apply

Depatment  Senvice (Retail)

Geneial Disclaimers Morminal Sales Codes Nominal Purchase Codes  Additional Codes

Default? il Obsolete [ ]

Intamnal Cost Depantmant? [

Departmeant Typa Warkshop

Branch

Marqua

Default Template Find

Hourly Rata 80.00

Apprax Cost Per Hour 45.00

MOT Prica 54,85

Ratest Pnce 0.00

MOT Std Hrs 1.25

Retest Std Hrs 0.00

VAT Rate 20.00%

lssue Parls At Issue Oils At
© Retail Pice  minus 20 % © Retail Prce minus |0 %
() Cost Price plus [ (_)Cost Price  plus %

Service Departments set the default values for the following:

Hourly Rate — This is the labour hourly rate. When a labour line is created with x“hours
charged, DragonDMS will use the hourly rate of the Service Department to calculate the Net
Price for the labour line.

Approx. Cost Per Hour — This is the approximate cost per hour of your Technicians. When
Technician actual time is added to a labour line, DragonDMS will use this cost per hour to
calculate the cost of labour. This figure is used on the Job Analysis to determine service profit.

MOT Price — Enter the standard MOT fee that your charge.
Retest Price — Enter the standard MOT Retest fee that you change.

MOT Std Hrs —If you are an MOT Test Centre, enter the expected time taken to undertake an
MOT by your Technicians. This value is used when calculating MOT efficiency.

Retest Std Hrs — If you are an MOT Test Centre, enter the expected time taken to undertake an
MOT Retest by your Technicians. This value is used when calculating MOT Retest efficiency.
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VAT Code - Internal Services are zero rated by default (code 0) and Retail Services are standard
rate by default (code 1).

Parts / Oils Pricing — Set the default pricing structure for Stock Part and Stock Oils. Choose
from Retail Minus x % or Cost Plus x %.

Disclaimers — Edit the standard Invoice, Job Card, Expanded Job Card and Estimate disclaimers.
Nominal Codes — Edit the standard Sales and Purchase Nominal Codes.

Obsolete — For any Service Departments that are no longer in use, they are can be marked as
Obsolete. The department will still show in your list but will be moved to the bottom and
marked as Obsolete. Once marked as Obsolete, the Service Department cannot be selected on
a booking or service record.

Creating New Service Departments

Go to Settings > Service > Defaults > Departments and click on the New Department button.
Enter a department name and edit all of the other settings as per the previous page.

When you name your Service Department, only use the word INTERNAL in the name if you
want to use this new Service Department for vehicles in stock. This is because DragonDMS
requires a stock ID for Service Departments with the text INTERNAL in the name.

Goodwill Service Departments

The value of Goodwill Services can be journaled directly to a Rectification Nominal Code in
your Sage50 Accounts.

Go to Settings > Service > Defaults and either create a New Service Department, or edit an
Existing Service Department. Tick the Internal Cost Department option. This will allow you to
select a Rectification Nominal Code on the Nominal Purchase Codes tab.

Printing the invoice on a Goodwill job will display the Customer’s details along with a
GOODWILL reference in red.

A Customer copy can be printed. This will detail all the work undertaken on the vehicle along
with a list of parts and oils, but will display no values.

After a Goodwill Service is invoiced and the Sage integration is run, the value of the job will be
journaled to the Rectification Nominal Code selected on the service goodwill department.

Mo ¥ |Type |Nominal |Details Tax|T/C |Paid | Amount Paid |
231C 4081 Inv 26841:Job 25142:reg ABC123 12/07/2017 26841 114,50 000719 Y 114,50
221C 4071 Inv 26841:Job 25142:reg ABC123 12/07/2017 26841 30.75 000718 Y 30,75
21(3C 1003 Inv 26841:Job 25142:reg ABC123 12/07/2017 26841 145.25 0.00|T% |Y 145.25
20 1D 5310 Inv 26841:Job 25142:reg ABC123 12/07/2017 26841 145.25 000719 Y 145, 25'
1910 4091 Inv 26841:Job 25142:reg ABC123 12/07/2017 26841 145,25 0.00|T% (¥ 145.25
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Deleting Service Departments

Service Departments can only be deleted if no services have been created that use the Service
Department. The name of the Service Department can be edited so you may wish to change
the name to DO NOT USE, to stop users selecting this Service Department in the future.

The Booking Diary

Click on the Diary Action Tab to view the Booking Diary. The Booking Diary shows the next ‘x’
working days, as determined by you. To edit this go to Settings > Service > Workshop Loading
> Workshop Loading Calendar Options.

For each day you can see the Total Hours Available, Unsold Hours and Number of Available
Courtesy Cars. Each day has a visual colour bar to show at a glance the percentage availability.
The diary is a tool to show availability, it will not stop you adding a booking if the availability is
already 100%.

Unsold Hours are calculated by taking the hours available less any hours booked.

The Total Hours Available is calculated from the daily total Technician hours as setup in
Settings > Service > Workshop Loading > Service Bays. In addition, any Technician holidays or
overtime will be subtracted / added to this figure.

e

Cumomer Dasertion Job Card Dal.. Heurd' Telophana Motia Caur. MOT Bocked e
TR Usad yaters prapsid plerss. 5 [t (3 5
Nr Fred Jores Warronty Jab L) Llee B Mo

* Calioes B Deinnt

o] OewomerWamsg ] ey Focknp Becaben g Wemarcg SaesTod Pt das Caste

If you use Branches, you will be able to allocate a branch to each service bay created. In
settings, you can choose if the Booking Diary is set to show the bookings for All Branches or
the Employee Default. This will allow you to control which users can access the booking diary
for each branch. To set your company default go to Settings > System > Defaults > Service
Diary.
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Navigating the Diary

You can use the scrollbar below the diary to move through the dates. The left and right arrow
buttons will move the calendar dates forward and back by the pre-set number of days that you
specified to show in the Diary in settings. If you want to view a specific date you can enter it
into the Jump to date box and press enter.

Locking Dates on the Diary

Locking a date will stop any further bookings from being taken on these dates. This feature is
often used to block off public holidays, or to lock dates that have existing bookings to prevent
further bookings being taken on that date. The ability to lock and unlock dates on the booking
diary is a user permission.

Sending Bulk Booking Text Reminders

You can send a pre-set text message to customers who are booked in that have provided you
with their mobile phone number. Tick the box to the right of each booking and then click Send
Text.

Pre-set text messages can be setup in Settings > System > Text Messaging > Alerts.

Printing Bulk Job Cards

Job cards can be printed off in advance for all of the bookings on a given date. Tick the box to
the right of each booking and click Job Card. You will then get a message advising of the
number of job cards that will be printed.
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Workshop Loading Calendar

The Workshop Loading calendar is an alternative tool and is designed to be used by the
Service Manager to schedule Service Jobs to different service bays. All bookings created that
have not been allocated to a bay will show in the Unallocated column.

Tue 1h Sop 2020

Jobs can be dragged from the Unallocated column into the relevant bay and moved from bay
to bay. Adding jobs to a bay will update the hours remaining for that bay. The hours available
is colour coded from green to orange to red.

Tus 1F Sep 2033
Uralisceted ey 1 Bey 2 By 3 Bayd
250 Urolioizhed Hous [T e——— L b Aetaaion B3 b Reasiricy B0 Hums Bemainity

Colour Coding Jobs

Jobs are colour coded based on the service status of the job. Service Statuses will automatically
update when you receive in a booking, clock on and off a job, complete all labour lines and
invoice the job.

You can edit the colours assigned to the service status in Settings > Service > Settings >
Statuses.

Updating the Calendar

Service bookings and Technicians holiday can be added straight onto Workshop Loading by
right clicking on the relevant day and time slot and selecting from the following:
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e Create Booking — This will take you to the service booking form where all the details of
the booking can be added (see page 13 for more information)

e Create Service — This will add the vehicle straight into the workshop and will skip the
booking stage.

e Create Event — Add Technicians holiday, sickness etc to the diary. The hours will be
deducted from the available hours for that bay.

Splitting Jobs across Multiple Days

For jobs that require different resources/technicians, you can split the job hours across multiple
bays. Right click on the job and select Split. Enter the hours required for each split. Both splits
of the job will show in the original bay and can then be dragged and dropped into a different
bay. A job can be split multiple times if it is required in multiple bays.

For more information on setting up Workshop Loading, click here: Using Workshop Loading -
Knowledgebase (dragon2000.co.uk)
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Creating a Service Booking

Creating a New Booking

From the Service Main Menu, click on the Create Booking action tab. Alternatively, if you are in
the Diary you can click on the date that you wish to make the booking for, then click Create
Booking on xx button in the top right hand corner.

Bookings can be created by entering either a Vehicle Registration or Chassis Number and
press enter. If the vehicle has been serviced previously through DragonDMS, then the vehicle
details will be populated using the details from the last service record for this vehicle. If the
vehicle has not been serviced by you before you can click on the Lookup button to populate
the vehicle details.

Cancel Confirm

Registration |+« KM20PX * || Lookup
Customer Find
Make Mercedes-Benz w
WModel GLE Class w
Wariant GLE300d AMG Line w
Fuel Type Diesel w
Engine Size 2.0 o
Body Style sSuv w
Transmission Automatic ~
Model ear 2020 v

Use an Existing Record

Stock Number | ... £
Branch w
Department Service (Retail) i
Template V

You can also create a booking by searching for an existing Customer’s details. Click on the Find
button and enter in your search criteria then click Search.

DragonDMS will return any matching Customers and you can see their vehicle details. Double
click to select the correct Customer and this will return you to the Create Booking screen. Click
Confirm to proceed.

If you use the Vehicle Sales module in DragonDMS, the system will automatically check the
registration of the booking against all of the vehicles currently in stock. If a match is found, the
booking will be created as an Internal Service. If no match is found, the booking will be
created as a Retail Service.
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On the Booking Details tab select the relevant dates, enter a brief description of the work, the
estimated hours (this will then reduce the available hours in the booking diary for this day) and
allocate a Courtesy Car if required. You can also select if a Vehicle Health Check is required by
ticking the box.

If you know the Technician that the job will be assigned to the job, they can be selected from
the Main Technician drop down list.

Create Booking For KM20YPX

Cancel View History Confirm Confirm & Open
Booking Details Job tems
Customer Due Customer Details
View Service Diary Boock MOT Siot Customer Account BROWNA Find | Clear
Title / First Name Wrs. w | |A
Date of Arrival 117052021 Time 08:00 ~
Surname Brown
Date Required 11/05/2021 Time 17:00 ~
Address 1 The Oid Mill
Dat t Confirmed
ste not Confirmed [] Address 2 Stoke Road
Courtesy Car NONE | Branch v Town
*11 vehicles available County Northamptonshire
Brief Description Post Code NNT 30B
Full Service
Investigate rattling sound Home Telephone 01327 222333
Work Telephone
Mobile

Send Confirmation SMS to Customer? []
Email Support@dragon2000.co.uk

Marketing Consent

Vehicle Health Check Required? Customer wating? [ Edit Marketing Consent | Print / Email Reconsent

Estmated Hours 200 Schedule Marketing consent was last given: Unknown
Main Technician Ryan e Please re-seek marketing consent.
Upselling  (®) Service Advisories () Outstanding VHC ltems
Previous Advisory Invoiced Follow Up Add | gervice Due
No Outstanding Advisories MOT Due 180372023 O

Cambelt Next Due
Calibration Next Due
Inspection
‘Warranty Expires

Habitation Due

If you have seen the vehicle before and it has any outstanding advisories or outstanding VHC
items, these will be shown in the Upselling section at the bottom of the booking form.

The Customer details can also be edited on this screen. It is useful to check contact numbers
and any other additional details such as email addresses and mobile numbers that can be used
to send future service and MOT reminders. Previously entered follow up dates are displayed at
the bottom of the screen.

Adding Job Items to a Booking

If you know the components that need to be added to the job, this can also be done at the
booking stage by clicking on the Job Items tab.
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Create Booking For KM20YPX

Cancel View History Confirm Confirm & Open

Service Department | Service (Retail) + | Hourly Rate 9400, Estimated Hours 2.00
Job Items
Description Hours Qty Net Price

No Job Items have been added

Repair Times Add ftem

Templates
Template Name

Mo Templates have been Applied

Unapply Templates

Click on Add Item to build up the job and add the relevant Labour, Parts, Qils, Extra’s and any
Costs. Work your way through the tabs to enter the details.

If you have multiple labour lines, parts or oils to add, click Add Another after each one has
been entered. Once all of the items have been entered, click Save.

If you use the Templates features and would like to add a template to the booking, this can be
done by clicking the Templates option. Select the relevant template from your list and all
elements of the template will be applied to the booking record.

For more information on creating Templates, please refer to the Template section of the
manual on Page 46.

Once all of the job items have been added, return to the Booking Details tab. Click Confirm
once all of the details have been entered to save the booking or click Confirm and Open to
open the Booking Record.

The Repair Times feature allows you to capture repair times for the work required through
an integration with Autodata. If you would like more information on this feature, please
contact our Sales Team on 01327 222 333 (option 2).
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Editing a Booking

Once a booking has been created none of the fields are locked. This means you can edit any
aspect of the booking. When the booking date is changed any courtesy car booking will be
removed so double check the availably of courtesy cars on the new booking date and then
reallocate a courtesy car to the booking.

Cancelling a Booking

Open the Booking Record and on the Overview> Booking screen click on the Cancel Booking
button.

Booking Record for: CE22AA4B (Booking No: 1048)

e e o008 00w

Mr Dave Jones Cvervisw Customer Apps Tempistes Job Items invoising

Clesa

BOOKING RECORD 1048 Estimate Beoking GIvicE Works Orders Additonal Detail Custom Fields
Stock Number [ | B

Booking Detfaila
Registration CE224A8 | Lookup |

Booting Mo 1048 Estimated Hours 300 Scheduls

Wake lsuzu W — : JE— ' B

e Booting Taken On 21112025 Service Department |Sarvice (Retail) ~
Model D-Max V : d -
Variant TODL20 7 Booting Taken By Japk v Courtesy Car | e
Fuel Type Diesel |- | Amount | - Main Technician v Service Advisor 'A_h??‘ w
Engine Size 18 .| Engine llo xD2338 Customer Due In
Body Styke Pickup V Date OF Arrival 211025 |Time [pE00 | Crany Diocits Dty
Transmission Manual V : i : - 1
Wodel Year 2027 = Uale omurad | 2meeas  [Tme {800 | ciepmerwating? [ Collect&Defver [
Number of Doors 14 Series = _ o

| i i E— — 1 Brief Booking Description l’ Internal Notes [ Tech Comments ()}
Description 11.5 TO DL40 Pickup Double Cab 4dr Diesel Manua!
1 |Full Service & MOT

Colour Blue W
Wileage Wl e
Date Registersd 200042022

Chassis Humber M} OCETINTO00101
| Frint Condition Repart Service History

Received into Wishop

Date Collected

Service Status Fending e
Action on Completon T ] ] V.
Brand / Branch [ §u|ipuﬁt e e

This is the most recent record for this vehicle I Caneel Baoking I Receive Into Wortshop

A list of all cancelled bookings can be found from the Service Main Menu. Click on Service
Bookings and then on Cancelled Bookings on the right hand side.

C o o= o= B O = BB * R 3
el | G fwoue v e | Swse T | acm warare | Dima e cmn P P o
| Crsnimem  Camicday | Cemies | ey L e T i Hager Tews bt
- sparch Al - & - soarch Al serdoe Bockings - =

Pending Vet Sookings - (1

g Peraling Rockigs - 7 Fec)
Vehiche Vel Clecks i v fokingg, (e

By double clicking on a cancelled booking you will have the option to revive it. Click the Revive
Booking button at the bottom right of the record.
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Courtesy Cars

To add a list of Courtesy Cars that you use, go to Settings > Service > Courtesy Cars.

Search

Courtesy Cars {Double Click to edit)
Branch Stock No Reg Make Model

‘Morthampton 2189 BVOBPLM Honda Matiz Se 0.8 3d Hatchback Petrol :
Morthampton 2302 CC10PMHM Toyota Movano 3500 Lwb H/r Cdti 2.5 Panel ...
Milton Keynes Ue000247 15R4M0OE48928882 Renault Clio Renaultsport Lux Hatchback 1.6 ...
Milton Keynes Ue000663 YVS1VSY Volkswagen Golf Mk4 Se Estate 2.0 Manual Petrol
Milton Keynes 6000752 KP13TYF Ford Fiesta Zetec 5 1.0 3dr Hatchback Ma...

News Courtesy Car

To add a new vehicle, click on the New Courtesy Car button and enter the vehicle details. Each
vehicle will be allocated a stock number. If you use Branches, you will also be able to specify
which car is available at which branch. This allows you to control the courtesy cars the users
have access too.

Be aware that if you also use the Vehicles Sales module in DragonDMS, these Courtesy Cars
will show in the Vehicles in Stock list with a status of Courtesy Car.

If you don't want your courtesy cars to be visible to your sales staff you can remove the
employee access right called ‘Can View Courtesy Cars'.
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Job Card Requests from Sales Department

The Job Card Request feature allows the Sales Department to identify work to be carried out
on the vehicle and send the request through to the Service Department. You can have multiple
job card requests for a sales vehicle, for example you may have an initial PDI request, followed
by any remedial work, or the fitting of extras sold during the sales process.

All Job Card Requests that have been sent will show in the Service Bookings menu list with a
sub-heading of Job Card Requests from the Sales Department.

The Service Bookings will show in red if there are any Pending Job Card Requests.

Email notifications can also be setup for the Service Department to notify when a Job Card
Request has been raised by Sales. To set this up go to Settings > Service > Settings > Record
Creation and enter the email address in the Job Card Request Email section.

Double clicking on the request will open the request form that the Sales Department have
completed. This will show any information they have included about the work to be done and
a requested date for when they would like the work to be done.

The request will also show the currect Sales Status of the vehicle and the Agreed Delivery date
if applicable. This will help users to plan the urgency of when the work will need to be
completed by.

| Service Request ‘

Service Request from the Sales Department

€—  \Vehicle: U3 Bmw 3 Series BREJ:F‘ Bma;‘_e
Cckse Requested Date: ASAP Requested by: Dragon ooking | Booking
Service Request Details Message from the Sales Department
Requested Date ASAP pEU=EEE=
View Service Diary
Reguested By Dragen
114052021
Vehicle Status
Sales Status: For Sale
Agreed Delivery:
Vehicle Details
Stock No us7? Open
Registration YZ29MES Transmission Automatic
Make Bmw Engine Number 90356487
Model 3 Series lWodel Series E90
Wariant 320D Es Colour Silver
Body Style Saloon Engine Size 20
Date Registered 28i03/2007 Model Year 2007

Chassis Number WBAWVC32000VA34342 Humber of Doors 4

From within the request there are two options: Reject Booking which would remove the
request from the Service Bookings list or Make Booking which would open the booking form
to be completed.
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At each stage of the job, the Sales Department will be able to see the status to keep track of
the progress:

e Rejected - The job has been declined by the service department

e Pending - The request is awaiting approval

e Booked in - The job has been booked in for a future date

e Workshop - The job has been received into the workshop to start work
e Finished - The job has been completed

In Vehicle Sales there is a list of Job Card Requests showing all job card requests and the
current Status of the request.
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Receiving Bookings into the Workshop

When a booked vehicle arrives at the workshop it needs to be received into the workshop. This
action changes the record from a Booking Record to a Service Record. The Service Record will

now show in the list of Services in Progress from the Service Main Menu.

We recommend using the Diary to receive your jobs into the workshop as this will give you a
list of all the vehicles due in on a given day. Double click on the booking. It will open on the
Overview Menu showing the Booking details. Take this opportunity to double check the
Customers contact details and update the booking with any additional customer requests or
job in the Brief Booking Description, then click on Receive into Workshop.

Booking Record for: CE22AA4B (Booking No: 1048)

D-Max TD DL4D EY o ' v r (é ' =
& ceams ’t B C:- 9) .) | |
in Mr Dave Jones Cvervisw Customer Apps Tempistes Job Items invoising Documenis
BOOKING RECORD 1048 Estimate Beoking Works Orders Additonal Detail Custom Fields
Stock Number [ PR AR
Booking Detaila
Reqgistration CEZ254B | Lookup Booting No 1048 Estimated Hours 3.00 Scheduls
Make lsuzu v : — -
- Booting Taken On 21112025 Service Department |Sarvice (Retail) w
Wodel I-Max v ;
Variant T0DL4D 7 Booting Taken By Japk v Courtesy Car | e
Fuel Type Diesel ., | Amount | o Main Technician v Service Advisor A_Iex v
Engire Size 18 . | Engine No | XD233% Customer Due In
Body Stye Pickup e Date OF &rrival 2111102025 | Time  [02:00 . Opan Booking Diary
Transmission fanual v . — ot
Wodel Year 2022 = tale fomarad 2112025 [Time [18:00 | cyepmerwating? [ Collect&Defver [
Number of Doors 4 Series = _ ]
L — ;. . E— . | Brief Booking Description Internal Notes [ Tech Comments ()}
Description 11.5 TO DL40 Pickup Double Cab 4dr Diesel Manua!
|Full Service & MOT
Colour Blue W
Wileage Wl e
Date Registersd 200042022
Chassis Humber M} OCETINTO00101
| Frint Condition Repart Service History
Received into Wishop
Date Collected
Service Status Fending e
Action on Completon I ) o
Brand / Branch §u|ipuﬁt e e
This is the most recent record for this vehicle Caneel Baoking I Receive Into Wortshop

Brief Booking Description

Be aware that any information that you enter into the Brief Booking Description will
show on the Customers printed invoice.

If you wish to add information about the booking for internal use only, then use the Job

Card Details. This can be done by clicking the Job Items button and entering the
information under Job Card Details.
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Printing Job Cards

The Technician should use the Job Card as a working document to write up the work

undertaken on the vehicle, parts added, oils added, current mileage, actual Technician time

taken and where possible next MOT due and Service due dates.

To print Job Cards, open the Service Record, click on the Job Items section and then click on
the Job Card tab. Click the Job Card button for a Standard Job Card, or click the Barcoded
button for a Job Card that breaks out each labour line.

Once the work has been completed by the Technician the customers invoice can then be

created and the service record updated.

Job Card Options

There are a number of options that you can activate on the Job Card. To do this go to Settings

> Service > Settings > Invoices.

Support - Dragon2000 - Settings

&« Settings and System Defaults

Ciose
Payments - Record Fields Record Creation I Rec ns Menu
Attachments -
Text Messaging | Job Card Style Invoice Style
Email Q1. Standard (7 2. Restorer © 1. Standard () Z Restorer
Vehicle Looku
P. idle Lookups Job Card Options Invoice Ophons
rintin
9 B Stow customer’s details [ Show labour subcategary totals
Branches
Defaults
GDPR =
Use Citroen pb card
Vehicle Data =

CardM B Show date ponted and by which employee
an acnine

Wallet Transactions WP parts it
Payment Integration

i CRM

# Matorhomes

B Show Erief Descrption on barcoded job cards.

¥ Vehicle Sales
t Apps

i Advertisng
i Contacts

B Show closed labour fines on barcoded job
cards

B Show sgnature baxes
= Serice
Settings
labour & Costs
Defaults

Courtesy Cars Numbar of blank’ barcodes shown on

barcoded Job Card

Workshop Loading

{8 Show Job Card Details on barcoded job cards.

Templates Currency Symbaol

Clocking

B Show advsories at bottom of invoice

(B Print VHC with Senice Invoice

" Prevent pnnting if job hows exceed hours
charged

| Show MOT as Labour line for Goodwill
semces

Automatically Set Collectad Data
When Invoice is Frinted

Oves

Mandatory Fields Custom Fields

()3 Project

["] Exclude Paris Discounts
B Suppress Part Numbers
"] Suppress Part Quantitiss

[7] Suppress per line Part Prices
"~ (Hides all Pnces, VAT rates & Discounts)

B8 Show hours charged on invoices
|8 Show Customer Telophone No on
imoices

("] Show Customer Email on invaices

[ ] Exclude Oils Discounts
(] Suppress il Quantities

(7] Suppress pet line Oil Prices
(Hides all Prices, VAT rates & Discounts)

No

If you use the Barcoded Job Card, you can also set the number of blank barcodes to be shown

on the printed job card.
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Adding Labour to a Service

Labour should be used for all work undertaken by your technicians. If work is undertaken by 3™
parties, i.e. bodywork, this should be added to the job as an Extra.

Adding Labour Lines

From the Service Booking Record, click the Job Items tab and then Labour to open the Labour
Details screen. Click on Add Labour button.

Service Record for: KM20YPX (Service Mo: 16450)

« 2;:; o?:;s GLE300d AMG Line :l.’t & D €f @ @ ﬂ

Mrs A Brown Overview Customer Apps Templates Job ltems Invoicing Documents.

Clozs

SERVICE RECORD 16450 New Stege Job Card Parts ois Tis Costs

Stock Number

Labour

Registration KM20YPX Lockup Estimated Hours 1.50 Job Start Time ~
Make Mercedes-Benz w Hourly Rate 94.00 Hours Taken Hours Charged  |2.00
Model GLE Class | || MOT Hours Taken MOT Standard Hours
Variant GLE300d AMG Line ~
Fuel Type e o — = Description Hours Charged Item Total Taotal
Engine Size 20 | | Engine No [§5492080665910 No Labour to display
Body Style suv ~
Transmission Automatic ~
Model 'ear 2020 ~
Number of Doors 5 Series
Description 2.0 GLE300d ANG Line (Premium Plus) SUW Sdr [
Colour Black ~
Mieage Mis e
Date Registered 180032020
Chassis Number WAN1BT11924154737

Print Condition Report Service History
Received into Wizhop 11/05/2021
Date Collected
Service Status WORKSHOP ~
Action on Completion "
Branch v 0.00

This is the most recent record for this vehicle Up | Down Repair Times Add Labour

Start typing the Labour Line description. If the Labour Line has been used before and saved the
system will pick this up. If not you can free type the Labour Description.
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Save Cancel Add Another Delete

Labour Detatts Date 14/07/2026 Show Under Subheading

Description Carry out serace. Change engine oil & filters as listed

Labour Code Hours Charged 200 Met Charge 150.00
% Discount Rate 0.00%
VAT Rate 20.00%
Total Gross Amount 228.00
Estimated Hours 200

Technicians Internal Notes Job ltems
© Time Spent ' Workload Techs Assigned (1) () Tech Comments (0}
Technician Hours Date

No Technicians have worked on this job

_| Close Labour Line Add Technician Time

Enter the hours to be charged and the system will work out the Net charge based on the
hourly rate setup for this job (see service departments for how to setup up hourly rates).

Click on Save to Save and Close this form. If you have additional Labour Lines to add you can
click on Add Another to save this and create another Labour Line.

When you save a new Labour Line the system will ask if you want to save the details for future
use.

If you wish to create lots of Labour Lines for future use you can do this by going to Settings
> Service > Labour & Costs > Labour, click on the New Labour Line button.

To remove a Labour Line double click on the Labour Line and click the Delete button.

Once labour lines have been added, you can reorder the lines using the Up and Down buttons
at the bottom of the screen. Select the labour line you wish to move and then use the buttons
to reorder the labour line.

Adding Labour Subheadings

Labour lines can be grouped under subheadings such as Mechanical, Bodywork etc. To add a
labour line to a subheading just select the relevant subheading (on the right hand side of the
form) when setting up the labour line.
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Edit Labour

Save Cancel Add Another Delete

Labour Details

Date 11052021 Show Under Subheading
Description Full Service ~ | »
Hours Charged| 150 Net Charge 141.00) [ MOT
% Discount Rate n00%| ||Dagnosk
Service
VAT Rate 20.00% Other
Total Gross Amount 169.20 Cooling System
Estimated Hours 150 Transmission
Brakes + Suspension
Internal Notes Job tems Tech Scheduler Exhaust
Tyres
@ Time Spent O Workload O Techs Assigned (1) O Tech Comments [OI VHC
Technician Hours Date

Mo Technicians have worked on this job

Click a row to enter the Technician's workload [] Close Labour Line Add Technician Time

By default there will be no subheadings setup. You can add your own list of Labour
Subheadings by going to Settings > Service > Labour & Costs > Labour. Once
Subheadings have been created you can decide the default order that they will show on

Customer’s invoices. Select the Subheading and use the up and down arrows to adjust the
order.

Adding Technician Times to Labour Lines

You can manually add the time a Technician has spent on a Labour Line. Recording this
information will give you the option to run Technician Efficiency Reports.

Open the Service Record and go to Job Items > Labour and double click on the Labour Line.
Click on Add Technician Time.

Add Technician Time
Save Cancel Add Another
Technician Hours Date
Ryan v 1 12/05/2021) e

Select the Technician and enter their actual hours and the date the work was undertaken. If

you have multiple Technicians working on a single Labour Line, click on Add Another and log
the time taken for the second technician.

For a Technician’s name to appear in the Technician drop down list, they will need to be

added as a Technician in the Employee Settings. To do this go to Settings > System >
Employees. Find the employee and tick the Show as Technician box.
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Allocating Technician Estimated Times to Multiple Technicians

If you have multiple technicians working on a single labour line you have the option to allocate
a percentage split of the Estimated Hours between the technicians. Once you have added the
Time Spent, Click on Workload and enter the workload percentage.

() Time Spent () Techs Assigned (0) () Tech Comments (0)

Technician Workload
‘Ryan 75.00%!
Sam 25.00%

Total Workload  100.00%

This will then allow you to run efficiency reports based on their split of the estimated hours. If
you don't enter a percentage workload split then DragonDMS will defaut to split the estimated
hours equally between the number of technicians on the job.

Run the Service Efficiency Technicians Lines report to see the efficiency by technician.

Adding Parts to a Service

DragonDMS gives you the option to add either Non Stock Parts or Stock Parts to a Service job.

Stock Parts can only be used if you are using the Parts Module within DragonDMS to manage
the Parts you have in stock, creating Parts Orders from your Suppliers and receiving the Parts
into stock. Using the Parts Module will give you a full audit trail of the purchase and sales
history of the Parts, and includes options to return and credit them.

Non Stock Parts is designed to be used where parts are not held in stock, but purchased
specifically for a particular Service Job. The Part will arrive and be fitted to the vehicle
straightaway. There is no option to raise Supplier returns as no order has been created.

Adding a Non Stock Part

From the Service Record click the Job Items button and select the Parts tab. Click the Add Non
Stock Parts button and enter the Part Details and Net price.
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Add Men Stock Part

Save Cancel

Non Stock Part Details

Part Number 1234571F

Description Oil Fiter

Quantity 1
Cost Details

Supplier |GSFCARPA .. | Gsf Car Paris

Suppliers Ref 12471

[[)Do not post to Accounts

Edit

Met Selling Price
% Discount Rate
Met Seling Total
WAT Rate

Total Gross Amount

Add Another

«+ | Sales Nominal Code
Hotes.
0.00
0.00%
0.00
20.00% -
0.00

Edit Find | Clear

Net Cost
VAT Rate

Total Gross Cost

20.00| CostDate
20.00% .- | Purchase Nominal Code:
24.00

Delete

4402

21/08/2026

~

5402 ~

You can also add the Cost and Supplier of the Part. If you use the Sage Integration you can
setup the cost details to post to Sage50 for you. This will reduce the amount of manual entry
of Supplier Invoices. Adding the cost also allows you to work out overall profit on a Service

Job.

Use the Edit button to apply a selling markup to the cost.

Save Cancel Add Another Delete
Non Stock Part Details
Pari flumper  [1234571F | 5ales Nomnal Code 44017
Description Oil Fitar lotes
Quizntity 1 Het Seling Price 0.0
% Digcount Rate 0.00%
Het Seling Total 000
Edit Selling Price ==
9 VAT Rate 20.00%
Cancel OK ctal Groas Ameunt 0.00
e Currant BP 0.0
5 Herk Up % -100.00% “Edt | Fnd || Clear
5| Standard 57 0.00 Het Cost 20.00] Cost Date 211032026
AT Rate 20.00% ., | Purchace Nomnal Code 5402 e
|_| Da ot post o Azcounts Total Gross Cost 24.00|
L A

Click Save to save and close the form or click Add Another to save and add another Non Stock
Part.

Removing Non Stock Parts
To remove a Non Stock Part, double click on the Part Line and click the Delete button.
Adding a Stock Part

In the Service Record go to the Job Items option and click on the Parts tab, then click Add
Stock Parts. Search for the Part by Part Number or Description. Select the Part from the list on
the left and click Confirm Selected to allocate the Part to the right hand side. Repeat this
process for all required parts.

You can use the + / - buttons to increase or decrease the quantity of Stock Parts issued to the
job. When you have all the Parts selected click on Issue to Job.
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The parts issue screen is displayed where you can edit quantities or the selling price of Parts
for this job by double clicking on a Part Line and editing the details. Click Close to issue parts
to the service and return to the service record.

| €— | service Number 16450 . KM20YPX I%) ey

Frok List
Vehick Make  Marcadss-anz Dal= Aegistersd (13132020 lszue Mo 15315
‘ehicie Mada! 3.0 GLEI00D AME Line [Premium Pus; SUY Sdv Diesel G-Tronc aMATI Chassis Kumier [Vl (1671 1624154797 lssuz Date 120502021
Rafarance
Mumber Display Humber Dascription qry Price Total Source Girder Mo
P03 B CFOZ640 7023 Engine Cil Filtar 1 11,18 13.42 PMA i
Seleci 4 Deselect Al | Remove Selecled fems st To Order Al Mukiple bz
Add Single kem
o riBar on Bad
Mamo o 6ooear on Beue et laaus Total TR
b ) VAT Amount 274
Parts already on order for this jod (notyet recened) -
Iasue Tatal 1342

Cost of Stock Parts

There is no requirement to log cost details for Stock Parts as the system will look at the
current Stock levels and will apply FIFO (First in, First Out) to determine the buying price.

Removing Stock Parts

To remove a Stock Part, double click on the Part Line to open the Parts Issue screen. Select the
part(s) that you want to remove and click on Remove Selected Items and then click Close to
return to the Service Record.

Stock Parts Status

The Parts Status has been designed to give a visual indicator to the user to let them know if
the Parts issued to the Booking/Service are in stock, on order or out of stock.

Booking No  Registration Make Model Customer Description Date In Date Out Time In Time Out Parts Status

453 OVSTAAX Nissan Cabstar xc 34.11 Swh Shr Pu ... Miss Kate Richards service and mot 15/09/2017 15/09/2017 08:00 1730 | ]
451 PEGSKMY Audi A3 Tdi § Line Hatchback 1.6 M... Mr Brian Jones  Full Service and Replace Cambelt MOT 14/08/2017 14/08/2017 08:00 17:30 [ ]
450 AUBOXCO Mazda Mazda 3 Takuya Hatchback 1... INTERNAL STD INTERNAL 29/01/2018 29/01/2018 08:00 17:30

246 GWESPLK Audi A4 2.4 Estate 2.4 Manual Petrol INTERNAL Used Car Prep & Valet 14/07/2017 14/07/2017 08:00 17:30

444 WF1GFMY Mercedes € Class C220 D Se Saloon 2.1 ... INTERNAL DAF conversin 6x2 to 8x2, Mini Service 12/03/2018 12/03/2018 08:00 1730 | ]
442 ABCI123 Ford Fiesta Mr Reg Replace exhaust 06/03/2018 06/03/2018

38 ABC123 Ford Fiesta Freestyle 1.25 16V Hatc... INTERNAL Used Car Prep & Valet 12/03/2018 12/03/2018 08:00 17:30

436 MVOSAXN Volkswagen Beetle 8V Convertible 2.0 Aut.. Mr John Smith  test 26/06/2017 26/06/2017 09:00 17:30

The three colour statuses are:

Green — All parts issued to the Booking/Service are currently in stock
— At least one Part is currently not in stock but is on order
Red — At least one Part is currently not in stock or on order

The Parts Status only applies to Stock Parts that are issued to a Booking/Service job.
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Creating a Parts Order from a Booking/Service Record

Open the Booking or Service Record, click on Job Items > Parts and double click on any of the
Stock Parts to open the Parts Issue screen.

Service |ssue
( Service Number 16396 - FP10MTZ I%D 4@
Close i Print
Vehicle Make  BMW Date Registered |08/05/2010 Issue No 15265
Vehicle Model 3.0 635d Sport Coupe 2dr Diesel Automatic (183 g/km, 286 bhp) Chassis Number WBAEAT2090CZ43816 Issue Date 04/05/2021
Reference
Number Display Number Description Qty Price Total Source
BP11 BP11 Number Plate Pair 1 22.10 17.82 GUILDFO1
61619449958 61619449958 Wiper Arm RH 1 70.86 @ 79.51 VINESBMW/
DOT 4 Brake Fluid P... DOT 4 Brake Fluid P... DOT 4 Brake Fluid Per L 1 8.99 2.92
AQ55S BSC3397118955 Front Wiper Blade Set 1 36.65 28.00 PMA
WYN11979 WYN11979 Tyre Fix 1 12.45 10.82 PMA
SelectAll DesslectAl | Remove Selectad tems Add To Order Add Multiple ftems
Add Single ftem
Memo to appear on Issus Net Issue Total 11589
@ Megative Stock Issued.
VAT Amount 23.18|
Paris already on order for this job (not yet received)
Issue Total 139.07
m

Parts not currently in stock will show in Red. To create an order for items on the issue screen,
select the Part Lines and click on Add to Order.

Choose if you want to add the Parts to a New Order or to an Existing Order.

After the Parts Order has been created the issue screen will show the Part as still out of stock
(text in red) but highlighted in with the Order Number displayed.

Viewing the Order

The Parts Order can be viewed by double clicking on the Part Line and clicking Open next to
the Order Number.

Edit Stock Part
Save Cancel Add Another Delete
Stock Part Details Added to order 1780 | Open Order
Part Number 1234568524 « | Location Location 1 o
Description Brake Pads s | Actual Stock : 1
Quantity 1 Net Selling Price 120.00| Avaiable Stock : -1
. On Order : 1
i % Discount Rate 0.00%
Discount Standard BP : 80.00
Net Seling Total 120.00) standard SP: 120.00
Set Buying Price: VAT Rate 20.00%|. Nominal Code 4081 "
Total Gross Amount 144.00
Assign | v
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When the Parts Order is received into stock the Parts Status for the job will update to Green as
all Parts will then be in stock.

A list of parts that have been allocated to service bookings or jobs that are not currently in
stock can also be viewed from the Parts Module of Dragon. From the Parts Module click on
Orders > Suggested Orders — Components on Jobs Not in Stock. This will show you all of
the parts that have been allocated to jobs that are Out of Stock and have not yet been
ordered.

Adding Oils to a Service

DragonDMS gives you the option to add either Non Stock Oils or Stock Oils to a service job.

Stock Oils can only be used if you are using the Stock Oils Manager tool to manage the oils
you have in stock by creating orders from your suppliers and receiving the oils into stock. This
option is therefore used by those who hold oils in stock.

Non stock oils is used where oils are not held in stock, but purchased specifically for a
particular service job. The oil will arrive and be added to the vehicle straightaway.

Oils should be used for any liquid / item that you want to add in litres, so it can be used for
brake fluid, antifreeze etc.

Adding a Non Stock Oil

From the Job Items option click on the Oils tab, then click Add Non Stock Oil. Enter the Part
details and Net price. You can also add the cost and supplier of the oil.

Add Non Stock Oi
Save Cancel Add Another Delete
Non Stock Oil Details
Description Engine Oil - | Sales Nominal Code 4403 v
Quantity (Litres) 5 Net Selling Price Per Litre 4.37| Notes
% Discount Rate 0.00%
Net Selling Total 21.85
VAT Rate 20.00%
Edit Total Gross Amount 2522
Cost Details
Supplier |(GSFCARPA .. | |GsfCar Parts Edit Find || Clear
Supplier Ref Met Cost Price Per Litre 3.12| Cost Date 210872026
VAT Rate 20.00% .. | Purchase Nominal Code 5404 e
[[)Da not post to Accounts Total Gross Cost 1872
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If you use the Sage integration you can set up the cost details to post to Sage50 for you. This
will reduce the amount of manual entry of supplier invoices. Adding the cost also allows you to
work out overall profit on a Service Job.

Click Save to save and close the form or click Add Another to save and add another Non Stock
Oil.

Removing Non Stock Oil
To remove a Non Stock Oil, double click on the Part Line and click the Delete button.
Adding a Stock Oil

In the Service Record go to the Job Items option and click on the Oils tab, then click Add Stock
Oil. Similar to adding Stock Parts, search for the Oil by Oil Number or Description. Select the
Oil from the list on the left and click Confirm Selected to allocate the Oil to the right hand side.
Repeat this process for all required parts.

You can use the + / - buttons to increase or decrease the quantity of litres issued to the job.
When you have all the Oils selected click on Issue to Job.

The oils issue screen is displayed where you can edit quantities or the selling price of Qil for
this job by double clicking on a Oil Line and editing the details. Click Close to issue oils to the
service and return to the service record.

Cost of Stock oils

There is no requirement to log cost details for Stock Oils as the system will look at the current
stock levels and apply FIFO (First In First Out) to determine the buying price of the selected
QOils.

Removing Stock Oils

To remove a Stock Oil, double click on the Qil Line to open the Oils Issue screen. Select the
oil(s) that you want to remove and click on Remove Selected Items and then click Close to
return to the Service Record.

Adding an Extra

Anything that you wish to charge to your customer that is not your Technicians Labour, Parts
or Oils should be added as an Extra.

From the Job Items option of the Service Record click on the Extra tab, then click Add Extra.
Either type in the description or select using the drop down list, enter the quantity and selling
price.

Page 31



Click Save to save and close the form, or click Add Another to save and add another stock oil.
Cost of Extras

In some cases like Sundries, which is made up of a bit of grease, plastic gloves, rags etc, there
may be no direct cost for this charge, i.e there will be no single invoice from a Supplier that
relates to this Extra.

Removing Extras

To remove an Extra, double click on the extras line, then click Delete.

Adding Costs

There may be instances where a cost has been incurred on a job that can’t be charged back to
the customer. This can be logged as a stand-alone cost. Click on the Add Cost button and
enter the details.

The costs screen will log and group all costs that have been added to the job.
Editing Costs

If you are posting your costs to Sage50, you will be unable to edit the details of a cost if it has
already been posted to Sage. You can tell if a cost has been posted to sage as it will display a
Sage Reference.
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Linking Job Items to Labour Lines

Job Items can be linked to Labour Lines which will then show under that particular Labour Line
on the Service Invoice. Any un-assigned items will show under the relevant section on the
Service Invoice (parts, oils, extras).

To link items to a labour line, create your Service as you normally would and add on any
Labour Lines and job items needed. Double click on a Labour Line, then click on the Job Items
tab:

Save Cancel Add Another Delete
Labour Details Date 130712026 Show Under Subheading
Description Full Service
Labour Code Houwrs Charged 200 Met Charge 100.00
% Discount Rate 0.00%
VAT Rate 20 00%
Total Gross Ameunt 120.00
Estimated Hours 2.00
Techricians Internal Notes Job ltems
Tick to assign a job tem 1o this labour line, drag and drop to reorder | Suppress all Job ltems on Invoice
Assi... Type Number Description * Fitt... Fitted By Date Fitted Qty Total
= Assigned
P Part DELLP3535 Brake Fad Set - Front LH/RH | 1.00 46.99
=l Not Assigned
[0 Part DELLP3535 Brake Pad Set - Front LH/RH [] 1.00 46.99
Part FRACF11178 Cabin Filter - Standard I 1.00 15.44
@ ol 12 red oil O 0.75 11.25
Up | Down

[N

You will then see a list of items you have added to the job that are Not Assigned to a Labour
Line. Tick the Assign box next to the relevant items that you want to link to that particular
labour line. They will then show under an Assigned heading:

When you have finished linking items to that particular labour line, click Save. You can then

open the next Labour Line and assign any relevant items as above.

Please note that you do not need to link all job items to Labour Line if you do not wish too.

When you print your Service Proforma, Invoice or Estimate, it will have the linked items
showing under the relevant Labour Lines, and any ‘Un-assigned’ Parts showing under their
relevant section (parts, oils, extras).

The invoice will show the cost of the labour and then the individual prices for the job items
linked to that labour line.

If you wish to suppress per line job item prices on Service Proforma, Invoices and Estimates,
there is a setting which allows this. Click on the Settings button, then Service > Settings >
Invoices and tick Suppress per line Part Prices (Hides all Prices, VAT rates & Discounts).

Once ticked, this will group the cost of the labour and job items linked to that labour line into
one total cost rather than showing the individual costs.
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Adding an MOT

Before adding an MOT to a service job, ensure that you have the correct MOT defaults setup,
go to Settings > Service > Defaults > MOT Options. Read through the options and select the
one that reflects your business.

MOT Default

@Approved MOT test centre (Tax code T9)

The fee you charge for carrying cut an MOT test may be treated as outside the scope of VAT provided that it does not exceed the statutory maximum fee.

OTreat MOT as disbursement (Tax code T9)

“ou may treat the MOT as a disbursement and outside the scope of VAT providing that one or more of the following conditions are met:
*ou acted as the agent of your client when you paid the third party.

“our client actually received and used the goods or services provided by the third party (this condition usually prevents the agent's own traveling
and subsistence expenses, phone bils, postage, and other costs being treated as disbursements for VAT purposes).

“our client was responsible for paying the third party (examples include estate duty and stamp duty payable by your client on a contract to be made
by the client).

“our client autherised you to make the payment on their behalf.

“our client knew that the geeds or services you paid for would be provided by a third party.
“Your outlay will be separately temised when you inveice your client.

“ou recever only the exact amount which you paid to the third party.

The goods or 2ervices, which you paid for, are clearly additional to the supplies which you make to your client on your own account.

Any amount you charge your customer over and above the amount charged to you by the test centre is taxable and should be added as an extra.

O Charge VAT on MOT price (Tax code from service department)

“ou must account for VAT on the full invoice amount if you cheose not to treat the amount charged to you by the test centre as a disbursement, or you do
not satisfy one or more of the conditions set out above.

Having applied the correct MOT option in settings, go back to the service record, click on the
Invoicing menu and then on Invoice. Use the dropdown list next to MOT and select Yes.

Invoice Payments Nominal Codes Job Analysis
Net Total VAT Customer Invoice
Labour 125.00 25.00 Invoice Number
Partz 95.10 15.02 Inveice Date 2000212018
Qils 4710 9.42 Print Invoice
Extras 3.00 0.60 Credit Date 2002208
Additional Discount 0.00 0.00
Sub Total 270,20 54.04
[ wot Yes 54.85 0.00
WMOT Retest No 0.00 0.00
Gross Total 325.05 54.04
Invoice Total 379.09
Excess 0.00
Expected Payment Type "
Payments Made 0.00
Print Proforma Components
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Doing this it will mark the job as having had an MOT and will automatically update the next
MOT due date to be 52 weeks from the date of invoice. It will also populates the MOT fee (this
figure is taken from the default Service Department settings).

If you have selected the setting to confirm you are an MOT Test Centre, when you select MOT
Yes on the invoicing screen, it will automatically add an MOT labour line onto the service
record. This labour line will not show on the invoice but will allow you to record the time your

Technician has spent.

Save Cancel

Description MOT

Labour Details Time spent exceeds hours charged

Date 180572021
w MOT Labour Line

Net Charge 5agg|  Thislabour line was automatically

] generated from the MOT section
% Discount Rate 0.00%|  on the invoicing page. This line wil
VAT Rate v not be_s ownin the labour section

of the invoice.

Total Gross Amount 54.85/
Estimated Hours 0.00

Tech Scheduler

Click a row to enter the Technician's workload

@ Time Spent O Workload O Techs Assigned (0) O Tech Comments (0)

Technician Hours Date

Sam 0.50 18/05/2021
Total 0.50

[] Close Labour Line Add Technician Time
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MQOT Scheduler

The MOT Scheduler allows you to manage your MOT bookings by creating MOT slots and
allocating them to services or bookings.

Before you can use the MOT Scheduler, you will need to set up your MOT bays and slots. Go to
Settings > Service > Workshop Loading > Mot Scheduler and click on the Add Mot Bay
button.

Save Cancel Delete
Bay Name MOT Bay
MOT Class Class 4 ~

Branch w
Working Week [ Mon ] Tue Fwed Thu B Fri sat []Sun

MOT Slots

Start End Default Technician
:08:30 09:30

09:30 10:30

10:30 11:30

11:30 12:30

12:30 13:30

13:30 14:30

Delete Selected Add MOT Slot

Bay Name — Enter the name of your bay, i.e. MOT Bay 1

MOT Class — Select the class of MOT to be carried out in this particular bay

Branch —If you have different branches, you can assign the MOT Bay to the relevant branch.
This allows you to control which users can view/book MOT's for this bay.

Working Week — Select the days that MOTs can be carried out

Once completed, click the Add MOT Slot Button and you will then be able to select the start
and end time for each MOT Slot and also add a Default Technician if you wish. You will then
see a list of your available slots with your new bay.

Booking an MOT

From the Service Module, click on the MOT Scheduler tab and you will be taken to a calendar
showing all of your MOT Bays and Slots that you have set up in Settings. Free MOT Slots will
show in Green and booked slots will show in Blue.

You can add an MOT directly by double clicking on a free MOT Slot and creating a booking.
Double clicking on a booked MOT Slot will take you to the Job Card.
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You can also book an MOT from an existing Service or Booking Record. Open the Record and
click on Job Items. At the bottom you will see the MOT Scheduler tab. Click on Book Mot Slot
and this will take you to the Mot Scheduler Calendar. Double click on the relevant date and
time slot to add the Record.

Changing booked MOT Slots

Booked MOT Slots change be changed, swapped or removed directly on the MOT Scheduler
or from within the Service Record > Job Items > MOT Scheduler.

Double click on a booked slot and you will see the following options:

e Change to a free MOT slot

e Swap with a booked MOT slot
e Remove MOT slot from service
e Open the service record
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Creating a Works Order

Works Orders can be added to service jobs and have been designed to be used to track
vehicle parts that go offsite to be reconditioned.

To add a Works Order go to the Overview tab of the service record and click on Works Orders
and then Add Works Order. Select a Supplier, enter the Works Order details, the suppliers’
reference and the date the order is due back.

The Works Order can be printed and sent to your supplier. DragonDMS will allocate an Order

Number.
Works Order
Save Cancel Add Another Delete
Account WHEELBAS ~ | Edit | Find | Clear | Invoice Address Order No. (AutoMumber)
Name Wheel Baze Order Date 1310572021
Organisation Name  Wheel Base Suppliers Reference 15873
Telephone Numbers | Email support@dragon2000.co.uk Status (@) Open (O Closed
Order Due 17I05/2021
Stock Number
Works Order Details Internal Notes
Fefurb\sh x4 Alloy Wheels
Add as Extra Select Artwork w Print

Any information that you want to record, but you don’'t want to show on the printed Works
Order can be entered in the Internal Notes section.

A list of all Works Orders can be viewed on the main Service screen by selecting the Works
Orders list. Works Orders due in the next week will show in Orange and those due today or
overdue will show in Red.

Closing a Works Order

When a works order has been completed, the order should be marked as Closed and the
amount to be charged to the customer added as an extra with the cost to the business logged.
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Invoicing

When a Service Job has been completed it is good practice to print a Proforma Invoice in the
first instance. The Proforma is exactly the same layout and content as the Service Invoice, the
only difference is that the Proforma has no invoice number and as such will not lock the
Service Record on printing.

Proforma Invoice

The Proforma can be used to check the details of the invoice and it can also be used to show
to the customer prior to printing their invoice. If any changes are required they can be made
very easily, however if the service invoice had been printed the invoice would have to be
credited in order to make any changes.

To print a proforma invoice go to the Invoicing menu and click on the Invoice tab, then on the
Print Proforma button.

Service Invoice

The Service Invoice should only be printed when you have gone through the pricing with the
customer. Printing the Service Invoice will allocate the invoice number and will lock the Service
Record so that no amendments can be made.

There are 3 exceptions:
1. Adding Payments — Payments can be added after the invoice has been printed.

2. Adding Costs — Invoices for Parts or other services may not arrive until after the Service
Invoice has been printed. You can keep adding costs to a Service Record once printed.

3. Adding Technician Time — The time taken by the Technician on Labour Lines can be
added to the Service Record after the invoice has been printed.

Sage Postings

If you are using the Sage 50 integration, the action of printing the Service Record in
DragonDMS will mark the invoice as ready to be posted to Sage 50. The invoice will then post
to Sage 50 the next time the Sage integration is run.

When you preview the Proforma or Invoice you have a couple of options. Closing the print
preview (red cross) will not mark the invoice as printed, but an invoice number will be allocated
to the invoice and it state the Invoice has been previewed.

Choosing to Print, Email or PDF will create the relevant output and mark the invoice as printed.
Email can only be used if you have full Microsoft Outlook installed on your computer, Outlook
must be open in order for the DragonDMS to create the Email.
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Printing a Service Invoice will automatically update the Service Status to Finished. You will see
a warning symbol next to the Date Collected.

Received into Wishop 07022018
Date Collected (T
Service Status Finizhed v

Action on Completion

Branch Avonmouth o

The Date Collected should be filled in when the customer has picked up the vehicle and the
vehicle is no longer on your site. Entering a date collected will move the Service Record from
the list of Services in Progress to the Completed Services list.

Recording a Payment

Any payments taken prior to the Service being printed will be recorded as a Deposit payment.
Once the invoice has been printed, any payments will be Balance payments.

To log a payment go to the Invoicing menu, click on the Payments tab, click on Add Payment
(or Add Deposit). Enter the deposit or payment amount to be paid or if the whole invoice is
being paid, click Pay All. Click Add Payment once the Payment Amount has been entered.

Cancel Options
Customer . Method:
Customer Details: @ Credit Card (O Debit Card (O Other...
Account BROWNA || Edit Info: Contact Dragon2000 to link your Card machine
Name Wrs A Brown
Organisation Name

Invoice Type Date Reference Outstanding Payment Amount
EService Invoice 13/05/2021 Inv Mo. 23261 SRV: 16450 KM20YPX - Mercedes-Benz 2.0 G... 541.93 541.93§
Totals 541.93 541.93
Pay Al Pay Selected Add Payment

Select the payment method that is being used and enter a reference number if applicable. A
receipt of the payment can be printed by clicking on Print Receipt. Click Save once completed.
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Payment Details

Save Cancel Print Receipt
Payment Details Nominal Code
Payment Amount 54193 Bank Nominal 1200 -
Payment Method Credit Card -
Payment Date 13052021

Reference |

A log of any payments made will then be recorded under Payments Made and also in the
Transaction Log of the Customer Record.

Sage Postings

You can choose if you wish to post payments to Sage 50. When a payment is posted to Sage
50 it will automatically be assigned to the correct invoice and mark the invoice as paid. This
setting can be changed in the Accounts Module on Dragon.

Crediting an Invoice

To raise a credit go to the Invoicing menu, click on the Invoice tab, click on Raise Credit.
Raising a credit will unlock the Service Record and allow any changes to be made.

The Credit Note will have the same information as the original Service Invoice with a heading
in red Service Credit Note.

You can view a full history of all invoices & credits for a Service Record by going to the
Customer menu, then Transaction tab. Double click to view the full details of the invoice /
credit.

User Access Rights

Only users who have been given the permission to print credit notes will be able to do so. Your
DragonDMS administrator will be able to edit your user settings, Settings > System >
Employees > Access Rights.
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Job Analysis

The Job Analysis screen will show you the full breakdown of charges to the customer and the
costs to the business, giving you a total job profit figure.

To view the Job Analysis for a Service Record click on the Invoicing tab and then Job Analysis.

Invoice Payments Nominal Codes Job Analysis

Service Department Service (Retail)

Labour ils

Hourly Labour Rate 50.00 Total Mon Stock Qils Charged 2613
Total Hours Charged 250 Total Mon Stock Oils Discount 0.00
Labour Charged 125.00 Total Non Stock Oils Cost Price 17.16
Total Discount on Labour 0.00 Mon Stock Oils Profit a 07
Actual Labour Charged 5. )

a uriharg 125.00 Total Stock Oils Charged 2097
Approx. Cost per Hour 27.00 Total Stock Gils Discount 0.00
Total Hours Taken 0.00 Total Stock Qils Cost Price 5.73
Total Labour Cost

urt-o 0.00 Stock Oils Profit 11.24

Labour Profit 125.00

Extras
Parts Total Extras Charged 203.00
Total Mon Stock Parts Cl?arged 12.32 Total Extras Discount 000
Total Mon Stock Parts Discount 0.00 Total Extras Cost Price 165.00
Total Mon Stock Parts Cost Price 0.00

Extras Profit 38.00
Non Stock Paris Profit 12.32 Total Other Costs 1475
Total Stock Parts Charged a7.45

) Profit

Total Stock Parts Discount 467 .

Total Inwoice Charges 52972
Total Stock Parts Cost Price 44 24 ) ) -

Total Discount {inc. Additional) 4 67
Stock Parts Profit 3854 Total Costs 250.88
MOT Total Job Profit 27417
Total MOT 54 85
Total MOT Retest 0.00 Profit Markup 109.28%

Profit Margin 52 22%
MOT Profit 54.85 a Print Job Analysis

Labour Costs

Labour costs can only be calculated if you enter the actual time the technicians have spent on
each labour line and as long as you have set an approx. cost per hour within the Service
Department settings. Settings > Service > Defaults > Departments (See setting up Service
Departments).
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Follow Up Dates

When a Service Job has been completed it is good practice to enter in some follow up dates.

By doing this you will then be able to take advantage of the CRM Mailshot and reminders tools

to contact your customers and remind them that their MOT / Service is due.

When you print the Service Invoice you will be prompted to enter the next Follow Up dates.

These can also be entered on the Overview page of the Service Record and then click

Additional Details, and enter the relevant follow up dates.

MOT
Service
Cambelt

Warranty
Calibration
Ingpection

Habitation

Service Follow Up Information

Service Due Dates

Keep Current

302021 (@)
09/07/2021 (@

®

® ® ®© ®

Confirm

O 0 0 C 0o oo

Update Next

E

Setting up Standard Labour Lines with Follow-Up Dates

When you create a new Labour Line you are given the option to Add to the list. If you choose
to add the Labour Line you can then flag the Labour Line to be scheduled in x number of

weeks.

Save Cancel
New Labour Line
Service - 20,000 Miles
Charge Hours 22

Labour Code

Internal Notes

Scheduled Work

Estimated Hours

Subheading

Flag for next event in 52 weeks

© Senvice ()MOT (7)Cambeit (O) Inspection

() Not scheduled work - do not set a follow up date

22

() Calibeation

Select the number of weeks and the type of follow up (Service, MOT, Cambelt, inspection or

Calibration).
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This Labour Line will now be added to your list of Labour Lines and can be used in any Service
Record. When this Labour Line is used the pre-set follow-up date will be automatically added
to the Service Record.

Adding Advisory Notes with Follow-Up Dates

Advisory Notes can be added to the customers invoice. Go to the Invoicing menu in a Service
or Booking Record and select the Invoice tab.

Advisories (Prints on Invoice)

Advisory Follow Up Date  Include
‘Front Brake Pads: Front pads starting to wear low. 15/05/2022 Mo
Exhaust System [/ Catalyst: Exhaust starting to corrode 15/05/2022 I

Copy Advisories Add Advisory

Notes can be added here and will show on the customer invoice. If you wish to mark the
Advisory Note with a follow up date, click in the follow up date box and select a date.
Adbvisories with follow up dates will then show in the CRM mailshot tool which allows you to
send reminder letters, emails or text to customers.

If you do not wish to include the Advisory on the customer invoice, untick the Include box.

You can customise the colour and font used for Advisory Notices in settings. Settings > Service
> Settings > Recommendations. Make sure you remove the tick ‘Disable Advisory Formatting’
if you want to apply your own formatting.

Booking Process — Highlighting Follow Up Dates

You can also colour code follow up dates to show on the booking record in either Amber or
Red when the follow up date is approaching. This can be done from Settings > Service >
Settings > Record Creation. From here you can select the relevant number of days for the
follow up to be highlighted.
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Warranty and Insurance Invoices

To print an invoice for a Warranty or Insurance Company you will need to add a Warranty or
Insurance Company to the Service Record. To do this click the Customer menu, then go to the
Wty / Ins tab.

Customer History Wiy / Ins Transactions

Warranty / Insurance Company

Company AAVARRA ~ || Edit || Find || Clear
Name A Viarranty

Address 1 ‘Warranty House

Address 2 Warranty Road

Town Warrington

County

Post Code VW1 2V

Country

You can select the Warranty or Insurance Company from the drop down list (provided they
have been previously added as a contact).

If you have a specific Service Department for Warranty work with different hourly rates and
parts / oils pricing you can change the Service Department within the job by going to the
Overview menu, then clicking on the Service tab and selecting the Service Department from
the dropdown list.

On the invoicing screen there are two sections, Customer Invoice and Warranty / Insurance
Invoice.

Invoice Payments Nominal Codes Job Analysis

Net Total VAT Customer Invoice
Labour 70.00 0.00 Invoice Humber
Parts 4531 0.00 Invoice Date 21022018
Oils. 0.00 0.00 Print Invoice
Extras 0.00 0.00 Credit Date 21022018
Additional Discount 0.00 0.00
Sub Total 116.31 0.00
WoT No = .00 .00 Warranty / Insurance Invoice
10T Retest No [w 0.00 gog) | Mvoiee Number
Gross Total T ] Invoice Date 21/0272018
Invoice Total 116.31 Print Invoice
Excess 0.00 Credit Date 21/02/2018
Expected Payment Type v
Payments Made 0.00

Print Proferma Components

By default all of the jobs and total costs will show on the Warranty / Insurance Invoice and the
Customer Invoice will show all the work and parts added to the invoice but the amount due
will be £0.00.

It is important that both the customer invoice and the Warranty / Insurance Invoice are
printed.
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Customer Excess

Any Insurance Excess should be entered in the Excess field on the main invoicing screen. The
value of the excess will be added to the Customers Invoice and deducted from the Warranty /

Insurance invoice.

Vat Registered Customers

Customers who are VAT registered will have the VAT element of the job added to the
Customers Invoice and deducted from the Warranty / Insurance Invoice. To mark a customer
as VAT registered you must enter their VAT number on their contact record.

Internal Work

When you create a Booking or Service Record for a vehicle that is ‘in stock’, DragonDMS will
automatically set the Service Department to Internal. This means that the customer will
automatically default to Car Sales Department.

You still need to print a copy of the invoice upon completion as this will then post the value of
the service as a cost to the Vehicle Record.

Once the invoice has been printed, you will also have the option to print a Customer copy of
the invoice. This will have all of the work detailed but will not display any costs.
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Staged Jobs

Service jobs can be separated into different stages and each stage has its own invoice. Stages
are often used for long term work where interim payments are required or they can also be
used when there are two or more parties paying towards the work.

Once a Service Job has been created the option to create a New Stage is available just below
the blue band at the top of the Service Record.
Mazda 6 D Sport Nav

BK15KFN
Cloze Mr Bob Bobbington

SERVICE RECORD 637 New Stage

You can create as many stages as required. Once created you can assign a stage to the
different customers (if required) and assign different Service Departments (if required).

You can create a stage before the invoice components have been assigned to the job,
therefore you can have blank stages that are waiting for you to add the required details.
Alternatively, you can add the invoicing components onto the service job and then create a
new stage when you know what work is to be charged to each stage.

Labour, Parts, Oils and Extras can be transferred from one stage to another.

Job Card Labour Parts Qils Extras Costs

Labour

Estimated Hours 0.0 Job Start Time v

Hourly Rate 94.00 Hours Taken Hours Charged 5.50

MOT Hours Taken MOT Standard Hours

Description Hours Cha... tem T... Total  Transfer

‘Repair Exhaust 2.50 235.00 235.00 Choose an o... |~ :

Carry out major service 12,000 miles 3.00 282.00 282.0(Choose an option
Move to stage 2
Copy to stage 2

517.00
Up ||Down Transfer Repair Times. Add Labour

Select the component that you wish to transfer and select the Transfer option using the
dropdown list and then click on the Transfer button. A message will then be displayed to say

Transfer Successful.
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Service Templates

Service Templates can add any number of Parts, Labour lines, QOils, Extras and Costs to a
Service Record in one activity. Service Records can be created from a template, and templates
can be used to add a part AND its fitting in one go.

Once items have been added to your job from a template you can alter and remove those
items like any other.

The template feature is very flexible and can provide the following facilities in DragonDMS:

e Standard House Charges and procedures on every job such as Service Wash, Post Work
Inspection etc.

e Barebones Scheduled Service templates to set the most common procedures

e Common service procedures predefined for specific models

e Part and Labour for it's fitting added in one go

e (Categorise your templates and relate them to specific Make and Model categories

e Templates linked to your marketing activities to speed the booking process. For
example, Winter Check Offer.

Creating Service Templates

You can create a Service Template from an existing Service Record which is either In Progress
or Completed. In the Service Record go to the Templates and click Create From Service.

A list of all the components that have been added to that service job will be displayed. All
items will be added to the template as default but you can decide which items, if any, you want
to omit from the template.

You will need to specify a name for your template. Once it has been created you can edit the
template to remove or add components.

The vehicle details form the Service Job will show on the template so if you are creating a
generic template you should remove these specific fields of information. You may choose to
select a Category, Make and/or Model for this template. Each of these pieces of information
will assist your users when they are looking for a template to use.
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Editing Templates

To edit your templates go to Settings > Service > Templates. Select the template you wish to
edit and double click to view. You can add to the template, delete or alter lines as you would a
live service job. By assigning Parts to a template, you will not alter your Parts Stock in any way.

When you apply a template you can decide how you wish the pricing to be handled. The
template will have the prices that were valid at the time that the template was created.

By default, when a template is added to a Service Job you will be asked if you wish to
recalculate the template prices (Labour Rates, Parts / Oil Retail Pricing). You can change this in
settings.

In Settings > Service > Templates you can specify if you would like to always use new pricing,
always use template pricing or ask the user each time what to do.

Template Options
(C)Use the new prices () Use the template prices (@) Ask the user what to do Apply department

If a template has been setup as a Fixed Price Template the price of the template will always be
applied to the service regardless of the template options.

If you need to update the labour rate or stock parts/oils prices on multiple templates go to
Settings > Service > Templates > Update Templates

Update Templates
[[] Exclude Fixed Prica Templales | \yngate Pans Prices | | Update Ofl Prices ~ Hourly Rate | 0.00 ypaate L abour Rates

Using Service Templates

Templates can be applied to an Estimate, Booking or Service. If your selected template includes
stock Parts, they will affect your Parts Stock in the following situations:

e If added to an Estimate there is no effect on stock.

o If parts are added to a booking, stock parts are allocated to the booking as soon as the
booking is created.

o If parts are added to a job they are physically taken from stock when the job is created.

From within an Estimate, Booking or Service Record click on the Templates > Templates and
search for the template you wish to use. Double click on the template and a list of all the
components on the template will be displayed, you can click OK if you want all the items, or
deselect various items that you don't require and then tick OK. You can add as many templates
to a job as required.

Page 49



Default Templates for Specific Service Departments

If you have a template which is to be used for all jobs created for a specific Service Department
(such as Service (Retail) or Service (Bodyshop) for example) you can assign each department a

default template as follows:

Go to Settings > Service > Defaults, select the department that requires a default template on
the General tab select the default template using the drop down list. Any new services created
using this service department will automatically have the selected template applied.
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Service Estimates

Estimates are designed to give you a way to record your customer requirements and your
estimate of the work and parts required. There are two types of estimates that you can create
in DragonDMS.

Simple Estimates

Minimal information is required for these estimates, there is no allocation of job components,
simply write the information of the labour and parts and enter the values for each.

Cancel Confirm
Notes

Earry out replacement of exhaust and replace rear brake pads

Labour Details

Ramove and replace exhaust system

Remave and replace rear bresk pads

Carry out wheel balancing Labaur Tatal

240.00

Paris Details
1 x axhaust systam
1x set of rear break pads

Parts Total
300.00
Brand Branch MOT | No
Support Car Sales VAT @ 20 00%
VAT Amount 108.00
Estimate Total 648.00

You will be prompted to enter the customer details when you click on Confirm, you can then
print and save the simple estimate.

Simple Estimates as the name suggests are quick and easy to create and give you the benefit
of having the estimate saved in DragonDMS for future reference. Simple Estimates cannot be
edited or revised. Simple estimates cannot be transferred to a booking or service record as
they are not made up of job components.

Detailed Estimate
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Detailed Estimates are created very much like a booking or service record, the vehicle details
are required along with the customer details, and the estimate is then built by adding job

ESTIMATE RECORD 508 REVISION 1 Y
RVBEFCZ ’ 0)
Mrs Amber Brown T
e Overview Job hems
Totals Labour Stock /NS Parts | Stock/ NS Oils Extras / Costs
from Job Card
Labour Total 240,00 T Lo Labour
Stock Parts Total 00| | ASIShkran Estimated Hours (4,00
Hourly Rate 60.00 Hours Taken Hours Charged 4.00
Non Stock Parts Total 0.00 | Add Non Stock Parts
MOT Hours Taken MOT Standard Hours
Stock Qils Total 0.00 Add Stock Dils
Description Hours Ttem Total Discount  Total
Non Stock Qils Total 0.00 | Add Non Stock Oils h
iRemove and Replace Exhaust System 2.50 150.00 0.00% 150.00
Extras Total o Add Extras Remove and Replace Rear Brake Discs & Pads 1.50 90.00 0.00% 90.00
Additional Discount 0.00 Carry out wheel balancing 0.00 0.00 0.00% 0.00
MoT No [ 0.00
MOTRetest [No | 0.00
Sub Total 240.00|
VAT 48.00
Total 288.00
Estimate Date 24/08/2021
Vald to Date 23/09/2021
Select Artwork
Support ~
Total 240.00
Print Proforma Print Estimate
Up Down Repair Times Add Labour

A Detailed Estimate will have one of the following statuses:

Open — the estimate can be edited.

Printed — the estimate is locked at the point of printing to ensure that the saved information in
DragonDMS matches the customers printed copy. If changes are required the estimate needs
to be revised.

Approved —the estimate has been approved and is now either a booking or service in progress
record.

Declined — the estimate has been declined.

Revising a Detailed Estimate

From the Printed Estimates list, open the record and on the overview screen, double click to
open the printed estimate.

At the bottom right of the Overview screen click on the Revise Estimate button. A new copy of
the estimate is created which is unlocked and components can be added, removed or edited.

The original estimate created will now show a status of Revised to show that a revision has
been created.
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Approving a Detailed Estimate

Only the current estimate can be approved. Open the relevant estimate and at the bottom left
of the Overview screen you have the following options:

Create New Booking — This will create a booking record for the customer with all of the work
detailed on the estimate included.

Create New Service — This will create a service record for that customer with all of the work
detailed on the estimate included and will show on your Service in Progress list.

Add to Existing — This option will only be available if you already have an existing booking or
service record created for that customer. This will give you the option to add the estimated
work straight onto the booking or service record that has already been created. If the service is
already in progress, you will also have the option to add the estimated work as a new stage.

Estimate for Emerging Work

If you want to create an estimate for a vehicle that is currently in the workshop, you can create
an emerging work estimate. Within the service record of the job in progress click on the
Overview menu and then on the Estimate tab, click on the New Estimate button at the bottom
right of the screen, then create the estimate as normal.

After printing the estimate you will have the options of Create New Booking (if the customer
wants the work undertaken at a date in the future), Create New Service or Add to Existing (this
adds the estimate to a current in progress job).

Stock Parts

Stock parts allocated to an Estimate or Booking will be allocated in stock but will not be taken
out of stock until the Estimate / Booking is received.
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Stock Oils Management

From the Service Module main menu click on the Job Items action tab.

Within Job Items you can manage your stock oils by creating orders from your suppliers and

receiving the oils into stock. Stock Oils should be used for any liquid / item that you want to

add in litres, so it can be used for brake fluid, antifreeze etc. in addition to standard oils.

Service Job tems

Close Create ltem Create Oils Order  issue Oils to Job Oil Utilities
Stack Oils Stock
Non Stock Parts Orders
Non Stock Cils Returns
Extras Issues

Stock Oils - Stock (First 200 shown) P Ciear | ShowaAll

Number Description Stock Qty  Unit Location On Order
[1212 Premium engine oil 526 Litre WORKSHOP 9.59 208 |
15151 oil 320 Litre WORKSHOP 7190
3425 superhigh grade oil 719 Litre WORKSHOP 7.190
45124/4 super grade oil 225.5 Litre WORKSHOP 9.59 0
4578124 Brake Fluid 229.5 Litre WORKSHOP 7.07 208
50/25W Super grade engine oil 254.5 WORKSHOP 9.50 0
50/25W Synthetic 50/25W SYNTHETIC 293.4 Litre SHOP 6.30 0
5645161 test oil 336.4 Litre drum 1 3.840
786y Super grade oil 189.5 Litre WORKSHOP 10.79 0
98736 super brake fluid 243.5 Litre WORKSHOP 3850
987653 Anti freeze 189 Litre WORKSHOP 7.19 0
ab001 Ad blue 164.25 Litre WORKSHOP 9590
ABCOIl HEAVY OIL 194.75 g WORKSHOP 4.27 400
AF594999 ANTI-FREEZE KT 15 Litre SERVICE DEPART... 2.64 10
BF0O1 Brake Fluid tbd -1 Litre Worksjop 8340
CT001 Coating 001 47.25 stores 7.190
150/50w special oil 1087 Litre WORKSHOP 4800
0-9957889 HIGH GRADE ENGINE OIL 5 Litre BLUE BARRELL 2.76 30
Rygor123 Air Con Gas 98.5 bin 3 1800

Adding a New Oil Record

Click on the Create Item button, select Stock Oil and enter the details. Note that the default

unit of measure is Litres and the RRP and Purchase prices are per litre and the prices are Net.

Display Ol Number
Supplier
Descrption

Default Location
RRP

Purchase Price
Markup %

Selling Price

VAT Rate

Quantity

Create New Stock Oil
Cancel Add Another
Item Type Stock Oil
Branch
il Number BROO1

Brake Flud

WORKSHOP

Save and Close

Price File

Edit | Find

6.95 . VAT
475

46.32%
6.95
20.00%

0.00

Save and Open
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Stock Quantity — if you already have this oil in stock you can enter the current stock quantity in
litres, if you are going to order the oil in for the first time you should leave the stock quantity

as 0 and then create an order for the new stock

When you have filled in all of the details click Save and Open to confirm all of the details. If

you wish to create additional records click on the Add Another button and a new record will be

displayed.

Creating an Oils Order

Click on Create Oils Order and search for the Oil/s you are wanting to order. Select the oil and

click on the Confirm button. Quantities can be adjusted on the right hand side by using the +/-

buttons. If you want to do bulk increases, select the Oils and enter a value into the Amend

Quantity by box. Once you have selected all of the oils, click on Create Order.

“ » ® * « 4
Cions Gooda b Surcharges | Use Scenner Facrdar Confen Ordar Pret
Account OiLoo1 Edit  Find Clear  Supghier Address |1 Oil House OrderNo
Name Ois RUs Odl Drive Order Date 20/08/2026
Organisation Name Oils R Us Due Date
[Mobile 01234567890 Reference
Email Suppiier 001100 Company Support
Depantment Standard
Branch Sikarstone 12
Number Display Number Description Qty Good.., Outst... Net Unit Price  Source Total Job/I... Issue ...
{BFO01 Brake Fluid 50 0 50 4.75 285.00 [
Select All Deselect All Remove Selected ftems | Select Outstanding = Receive Selection  Return Selected Issue ToJob | Create Invoice Add Muttipie ltems
Add Single ltem
Retums IMemo to appear on Order Net Drder Total 237 50
Return No. Date Status Surcharge 0.00
Postage -+ 0.00
VAT Amount 4 4750
Order Total 285.00
Dutstanding Qty 60
iid Net Outstanding Total 237 50

Enter the Supplier details by either clicking on New to create a new supplier or Find, to search

for an existing supplier. Enter the suppliers invoice number into the Reference box.

Additional oils can be added by clicking on either Add Multiple Items or Add Single Item.

Confirm Order

Pressing the Confirm Order button will allocate an Order Number and will lock the order. Once

the order is locked, no changes can be made.
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Print Options
When selecting Print, you will have the option to print the following:
Order Form — Printing an order form will lock the order and no changes can be made.

Proforma — Printing a Proforma Order will allocate an Order Number but the order will not be
locked. These means items can still be added, removed or edited.

Delivery Note — A print out of the items and quantities that have been ordered.

Received Summary — A summary of all items on the order that have been received.

Receiving an Oils Order

From the Job Items menu click on Stock Oils > Orders. This will show a list of all orders that
have been created.

Open the relevant order and if all items have been received and there have been no alterations
to the pricing, click Select Outstanding to highlight all items with outstanding quantities and
then click Receive Selection. DragonDMS will bring the items selected into stock and the
outstanding column will now be 0, showing that all the items have been received.

If you have received part of an Order, select the lines of the items received and check that the
quantity matches the number of items received. Click Receive Selection. DragonDMS will bring
only the items selected into stock.

If you have ordered an item that has arrived at a different quantity than you have ordered,
double click the relevant Oil on the Order. Click Receive and you can enter the actual received
quantity and/or received price. Click OK to save and close the record. The outstanding items
will remain on the order.

Oils Purchase Invoice in Sage 50
If you are posting received oils orders to Sage 50 using DragonDMS sage integration, the
purchase invoice will use the received date to post the purchase invoice.

Marking an Oils Order as ‘Goods In’

Alternatively to receiving the oils in, the oils may have arrived, but you have not yet received
the invoiced. This could cause issues as you are unable to receive them into stock as the final
price is not yet known but the workshop needs to know that the oils are now on site and
available to use.
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Within the order you can select the goods in button along the top when the oils arrive onsite
and enter the quantity of good that have been delivered. This doesn't receive the order
meaning pricing can still be edited when the invoice is received.

When the suppliers invoice is received, you can go into the part order and edit the unit prices
to match the suppliers’ invoice. Then, as before, highlight all the lines on the order and click on
the Receive Selected button.

Returning an Oils Order

Oils can only be returned to the original supplier via the original Order. Highlight the oil that
you wish to return and click on Return Selected. If you are not returning all of the oils on the
order, a Partial Return will be created. When the return note is displayed, you can edit the
quantity that is being returned by double clicking on the oil.

When you are happy the return details are correct, click Print. A return number will be
allocated and the oil will be removed from stock

Work in Progress

When a service job has been received into the workshop, it becomes 'In Progress’, job
components that are added to the job automatically become work in progress and increase
the invoice value of the job.

If you are using the Sage 50 Integration you have the option to include or exclude Work In
Progress (WIP) journals from the Sage Integration.

If you choose to include WIP journals in your integration then each time an integration is run a
work in progress figure will be posted to Sage 50 for each ‘in progress’ job. This figure is then

reversed when the invoice has been printed. The date used to post the work in progress figure
is taken from the received date of the service job, the date used for the reversal of the work in

progress figure is taken from the invoice date.

For most businesses service jobs are received in and completed / invoiced off within one or
two days, and the posting of Work in Progress is not an issue.

For businesses that undertake long term service jobs where the vehicles are In progress for
days / weeks even months, they may wish the invoice value of the job to reflect the actual work
that has been undertaken and the actual parts that have been fitted. This is especially the case
if you have created an Estimate / booking that has all of the components on the job, in this
scenario, when you receive the Estimate / Booking into the workshop the job would
automatically have the value of all the components as the work in progress figure.

The default setting in DragonDMS is: Add Job items to Work in Progress automatically
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If you want to control what components are deemed Work in Progress Contact Support
at Dragon2000 and request that we change your setup to use the Manually add job
items to Work In Progress Work In Progress option.

How to Manually Mark a Component as Work in Progress

When a service job is received into the workshop, all of the components from the Booking /
estimate will show as Pending, and there will be no invoice value.

Job Card Labour Parts. Qils Extras Costs

Labour
Estimated Hours 4.00 Job Start Time %
Hourly Rate 93.00 Hours Taken 0.00 Hours Charged 0.00
MOT Hours Taken  |0.00 MOT Standard Hours
From  Description Locked Tech... Hour... tem... Esti... Disc... Total Transfer
= Pending
Book... Remove and Replace Exhau... Mo 2,50 232.50  2.50 0.00% 232.50 ]
Book... Remove and Replace Rear ... Mo 1.50 139.50 1.50 0.00% 139.50 ]
Total  0.00
Up |Down Transfer Collapse Al Expand All Repair Times Add Labour

To add components to work in progress, tick each of the components that you want to add to

Work in Progress then click on Transfer.

Job Card Labour Parts Qils Extras Costs

Labour

Estimated Hours 4.00 Job Start Time v

Hourly Rate 93.00 Hours Taken 0.00 Hours Charged 0.00

MOT Hours Taken  |0.00 MOT Standard Hours

From  Description Locked Tech... Hour... tem... Esti... Disc... Total Transfer
=] Pending

Book... Remove and Replace Rear ... Mo 1.50 139.50  1.50 0.00% 139.50 ]

=l Work In Progress

Remove and Replace Exhau... No 2,50 232,50  2.50 0.00% 232.50
Total 232.50
Up ||Down Transfer Collapse All Expand All Repair Times Add Labour
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The selected components will move from the Pending section to the Work in progress and the
value of the work in progress components will make up the invoice value, this is the figure that
will be posted to Sage50 as Work in Progress.

Mandatory Fields

You may wish to make sure that certain fields within the service record are added by all
employees, you can do this by making a field mandatory.

If a mandatory field is set you will be unable to close the record if the field has not been
populated, you will be advised of the field that needs to be entered.

To create a mandatory field go to Settings > Service > Settings > Mandatory Fields

By default there are no mandatory fields, if you wish to create one, click on the New
Mandatory Field button, using the dropdown list select the data field, then select the condition
(i.e. when this field should be mandatory).

Save Cancel Add Another
Choose Mandatory Field  |Brief Description “~
Mandatery When

(®) For all records
() Only with customer recorded
O On invoice printing

] Only applies to Services

Conditions explained:
For all records — field will be mandatory when you close the record.

Only with customer recorded — field will be mandatory when you close a record if the customer
has been added.

On invoice Printing — field will be mandatory when you click to print the invoice, the invoice
will not print if the field has not been populated.

Only when invoice has been printed — field will be mandatory when you close a record if the
service invoice has been printed.

Only applies to Services — field will be mandatory for service records only

Use of Mandatory Fields

It is recommended that you use mandatory fields sparingly, if you make too many fields
mandatory you run the risk of users entering ‘rubbish’ information just to allow them to close
the record.
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Utilities Menu

From the Service module click the Utilities action button. There are 2 actions that you can do
within Utilities.

1. Receive bulk bookings into the workshop
2. Delete estimates, bookings or service jobs

Service Utility Menu
Close

Select a service you wish to Orecelve into workshop @de\ete Services currently selected
,@‘ Clear Fiter

Reference Registration  Make Model = Reference Registration  Description
iBooking: 2 LVOSTKY Audi Audi A6 Tdi Quattro Se Est... E

Booking: 7 HKS1FWB Citroen Citroen Xsara Sx Hdi Picas...

Booking: 8 MIS8YLH Volkswagen Golf S Tsi Dsg Hatchback 1...

Booking: 9 MIS8YLH Volkswagen Golf S Tsi Dsg Hatchback 1...

Booking: 11 EYS7HAA Ford Ka Sportka Se Hatchback 1...

Booking: 14 W349THR Iveco Daily 35C11 C/C 3.7M Drop...

Booking: 26 EDE73C Volvo Volvo 121 121 Saloon 1.8 ... 4

Booking: 35 DEOZVOV  Peugeot 307 Gix Hatchback 1.6 Man... EITmEITED

Booking: 47 YLO3VGD Vauxhall Astra Envoy Dti Car Derive...

Estimate: 3 GUD21SY Toyota Dyna 300 Swb F/U Dropsid...

Estimate: 6 GI6OKHY Volkswagen  Golf Se Tdi Bluemotion Hat... I —

Booking: 65 GI6OKHY Volkswagen  Golf Se Tdi Bluemotion Hat...

Estimate: 4 S300GAS Jaguar/Dai... X-Type S Saloon 2.2 Manu...

Estimate: 5 AE13ZMY Volvo ¥c60 DS R-Design Awd Est...

Estimate: 7 N453LBM Land Rover 2.5 5dr Hatchback Diesel

Booking: 102 EASSSEE Bmw X5 D Sport Estate 3.0 Auto...

Booking: 108 OVD4GUF Vauzxhall Signum Direct 16V Eleganc...

Booking: 130 FAD7DSX Volkswagen  Golf Gt Sport Tdi 170 Hatch...

Estimate: 8 NUSTKWW Peugeot Partner 800 Lx Swh Cdv Ca...

Estimate: 9 YGS7HYA Bmw Bmw 3 Series 3301 Se Cou...

Estimate: 10 BIS7ATV Ford Galaxy Lx Tdci Mpv 1.8 Ma...

Estimate: 11 HNS7VZF Volkswagen Beetle Luna 8V Convertible...

Booking: 153 BG15NPA Land Rover  Range Rover Evoque Sd4 A... |+

Deselect All Remove Remove All

Receive Into Workshop

Select this option at the top of the form, then select the bookings that you wish to receive
from the list on the left hand side then click the Confirm Choice button, this will transfer all of
the selected bookings to the list on the right hand side. To receive these bookings click on the
Receive Selection button.

Deleting Service Records

The delete utility is designed to remove Estimates, Bookings or Service jobs that have been
cancelled or added in error. Select the Delete option at the top of the form, then select the
records that you wish to delete from the list on the left hand side then click the Confirm Choice
button, this will transfer all of the selected records to the list on the right hand side. To delete
these records click on the Delete Selection button.

Staged jobs
You can only delete stage 1 of a staged service job, once all the other stages on the job have
been deleted
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Customer Relationship Management (CRM)

The Customer Relationship Management (CRM) tool can be used to keep in touch with your
customer base to reminder them of future MOT, Service, Cambelt changes, in addition to this
you can send reminders to customers who had advisories on their invoices. All of this depends
on the follow-up dates being added to the service records and the correct Marketing
Preferences being updated for your customer.

Template Manager

Standard letters, emails and text messages can be setup within the Template Manager, saving
time and ensuring consistency to your communications. To get the most out this tool you
should personalise the messages as much as possible, so that the customer’s details and
vehicle details appear in the communication.

Creating a Template

From within the CRM module click on the Template Manager action button, a list of saved
templates is displayed.

Click on the New button and select the type of templates (Letter, Text message or Email), then
select the department (Either Vehicle sales or Service) then select the type (Either Custom or
Standard, you can then only use the template in the relevant mailshot sections). Click Continue
and you can now compose your Letter, Text Message or Email.

Use the Insert fields to personalise the message. Any text that you see which looks like this
<%xxxx%> is an insert field and will be populated with the correct information for each
customer at the point of printing the mailshot.
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Arial w12 ~ Insert ... ~ ‘ B | s | o |

<%date%>

<% Title%=> <%Surname%:=

<%fullname%:=>

<%address1%:3|

<%address2%:>

<%address3%:>

<%address4%:>

<%postcode¥o>

Dear <%ContactName%:=>,

You visited us on <%lastvisitdate%= with your vehicle <%make%> <%model%> <%registration%=.
We advised you of some important maintenance that was required to your vehicle : <%advisory%=.

If you would like to book your vehicle in for the above mentioned work, please do not hesitate to contact our
service team on 01327 811115,

Kind Regards

Dragon2000

For any email templates, if you select Unsubscribe Message from the list it will insert the

’

following line to the bottom of the email: 7o unsubscribe, please replay with “Unsubscribe”

Click on Save to save and close the template. When creating new templates you can also
choose to copy from an existing saved template.

Standard Follow-ups
The following have been setup in DragonDMS as standard follow-ups:

Contacts Due — Service follow-ups added to Customer Records that fall into the date range.

Advisory Due — Advisories added to finished service jobs where a follow-up date has been
entered.

MOT & Service Due — Customers that have both an MOT and service due at the same time.
MOT Due — Service Records with an MOT due follow-up date.

Service Due- Service Records with a service due follow-up date.

Cambelt Due — Service Records with a Cambelt due follow-up date.

Warranty Expired — Service Records with a warranty expiry date.

Inspection Due - Service Records with an inspection due date.

Habitation Due — Service Records with a habitation due date.

Standard Follow ups can be sent to customers that have due dates that fall into the following
ranges:
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e Next 7 Days

e Next 14 Days

e Next 21 Days

e Next 30 Days

e Next 31-60 Days
e Next 60-90 Days

The customer results that match each of the time frames are dynamic, that means that over
time a follow-up will flow down from Next 60 — 90 days into Next 31 — 60 days and so on until
the due date of the follow up is overdue.

Running a Standard Mailshot

Select the time frame and follow - up type (In the example below the timeframe is Next 14
days and the follow—up type is MOT Due.)

Mew 31 - 50 Days

Oherrine

The default mailshot action is taken from the preferred contact method selected on the
contact record. If a preferred contact method is not selected it will default to Letter.

The default action can be changed on each contact by just clicking on the Action type and
selecting an option from the drop down list (Letter, Email, Text Message, No Contact, Move
Due Date). You can also change the Action for all of the contacts by selecting Change Action
To.

DragonDMS will check that the Customer Record has the relevant information for the selected
action (If text message is selected, DragonDMS will check for a mobile number, if Email is

selected, DragonDMS will check for an email address). It will also look at the customers

marketing preferences. For examples, if a customer has opted out of receiving marketing
emails, you will not be able to select email as a contact method.
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Once the relevant Actions have been selected, click on Next. Select the template that you want
to use for each of your selected mailshot methods. The dropdown list of templates will only
show Standard Service Templates for each mailshot method. (New templates can be setup in
the Template Manager). Each of the mailshot methods should be previewed to ensure the
correct template has been selected and the letters, emails, text populated correctly, then click
Continue.

[ Mailshot Templates ‘

Close Labels... Continue
Letters (7)

Template: |Service reminder letter ~

Preview Delete Edit New

@ Use my Company logo O Do not use my logo

Text messages (3) Credits remaining: 841

Template: |Service reminder w
Preview Delete Edit New

Emails (2)

Template: |Service Reminder w
Preview Delete Edit New

Aftachments:

Aftach

Click OK to print / send follow ups. If you are sending emails you will need to have Microsoft
Outlook open, if you are sending text messages you will need to have enough text credits.

| Dragon2000

You are about to...

print 4 |etters,

send 1 text which will cost you 1 credit and

leave you with 940 credits remaining,
" send 1 email

Conce

All follow ups sent from within the CRM module will automatically create a correspondence log
on the Customer’s Record. (Go to the Customer record, click on the Contact menu and then on
the Activity tab.)

Awaiting Response

When a follow up has been printed / sent the follow up then moves into the Awaiting response
list. This will have a combination of all the follow ups sent. When you create a service booking
for a customer that has been sent a follow up you will be asked if the booking is in response to
the mailshot that has been sent. Clicking Yes will remove the contact from the Awaiting
Response list.

Custom Mailshots
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Custom Mailshots can be used to create a mailshot (letter, email or text message) to a custom
dataset of customers. Examples may be all customers who all have a specific make and model
of car for a product recall, or all lapsed customers who have not been to the service
department for over 1 year.

From the CRM module click on Custom Mailshots, and click on the New button at the bottom
of the screen. On the next screen select the Mailshot Criteria, Advanced Criteria and Method of
Contact.

1. Mailshot Criteria 3. Method of Contact
Select the demegraphic for your Mailshot. For example: Select the method of your Mailshot.
| am writing to Customers - Who have bought Used Vehicles (@ Letters
. Those with an address and not opted out of postal marketing
1 am writing to Customers s
() Text Messages
who have had Services ~ Those with mobile numbers and not opted out of SMS marketing
(O Emails
Those with an Email address and not opted out of Email marketing
D Write to the vehicles driver if available
(O call sheet
Remove Duplicate Contacts Those with a telephone number and not opted out of telephone marketing
2. Advanced Criteria (O Labels
Use the Advanced Criteria to drill down inte the specific details about the demegraphic. The optiens
below are based on the options selected above in Mailshot Criteria. View who wil receive mailshot Wiew who wil NOT receive mailshot
Field Expression Value 4. Quick note about this mailshot (optional)
Days Since Collected + | |is equal to or more than |+ 365
and |Days Since Collected | |is less than or equalto |+ 730
and ~ ~ ~
and

~ ~ ~

TIP: Before clicking the Load > butten, enter one or more characters in the Value box to just load values
beginning with those characters

View Records Clear All Criteria Record Count

Click on Continue, and select the template that you wish to use. If the template has not been
setup you can click on New to create a new template.

If you want to save this mailshot for future use click on the Save button and give your mailshot
a name.

Mailshot History

A log of all Mailshots sent from the CRM is displayed in Mailshot History. Mailshots can be
reverted by selecting the mailshot and clicking on the Undo Mailshot button. This is useful if a
mailshot is printed with the wrong letter template. By reverting the mailshot the affected
records will be removed from the awaiting response list and appear back in their original
follow-up list, allowing you to run the mailshot again.
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Reports

The Reports that are displayed are controlled by the level of access given to the User.
To view all reports the User must have access to Management Reports.

Select the Report you want to run and double click, this will display the Report Criteria.
The details on this screen will change depending on which Report you are running,
generally you can enter the date range that you wish to report on.

Report Filters

Select the Report you want to run and double click, the Report Criteria will be
displayed. The details on this screen will change depending on which Report you are
running, generally you can enter the date range that you wish to report on.

Cancel Preview
Service In Progress
Company Suppart
Group by Ascending
Order by Senice Number Ascending
Filter
Saved filters: Retail jobs not Invoiced
Field Expression Value
Departmeant Equals Load > Senice (Retail) x
AND Imvoiced Yes/lo Equals Load > No X
O A O OR Save Reset Add Criteria Row

The Fields options allows you to add Criteria to filter the report data. You can add more filters
by clicking on the Add Criteria Row button. You can also decide if you wish the additional
filters to be ‘AND’ (a filter in addition to the other filters) or an ‘OR’ (a filter that either meets
one of the filters or the others).

Click Preview to view the Report. Once the Report is on the screen you can view each of the
pages (if there are more than one) by clicking on the arrow next to the page number at the
bottom left of the screen. To zoom in and out of the Report simply click the mouse on the
Report pages.

Printing Reports
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To print the Report click the Print Options button at the top left of the screen. You can choose
to print, email (If you use Microsoft Outlook) or PDF the Report. If you do not wish to print the
Report at this time then click the Close Print Preview button to return to the Reports Menu.

Most Popular - Standard Reports

Service Sales

Daily Sales - Needs Job Status as ‘Finished’ and requires specific ‘Collected’ date for this
report.

Service In Progress

Service in Progress — Displays jobs not collected, showing current amounts for Labour,
Parts, Oils & Extras added to the service.

Service in Progress List — Shows the list of jobs from the Work in Progress screen, including
Customer Name, Brief Description of Work and Status.

Service in progress — Cost Summary — Cost on open jobs.

Open Jobs with Deposits — All open Bookings and un-invoiced Services that have deposit
payments.

Oils & Parts

Oils Orders — Shows oils that have been ordered within the given dates.
Oils Orders Received - Shows oils that have been received within the given dates
Oils Stock — Current oils and stock value.

Services Received

Services Received — All services ever received between two given dates.

Service Calendar — Events — Lists all calandar events affecting available workshop loading.
Service Bookings — All vehicles booked in to the workshop that are due to arrive between
the given dates, showing Customer, Registration and Chassis Number.

Deleted Services — Shows details of all services deleted, date and time it was deleted and
who it was deleted by.

Service History

Service History — Requires Registration Number of Chassis Number and shows all instances
of Service Work to this vehicle regardless of owner.
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Most Popular - Management Reports

Attendance

Time on Site Analysis — Compares the daily hours onsite with the total Productive Hours
and Non Productive Hours to give a figure for unaccounted hours.

Service Efficiency

Service Efficiency Detailed — Compares individual labour line Hours Charged and Hours
Taken to calculate labour efficiency for Service Jobs. Shows all Service Jobs where the date
received is between the two dates entered.

Technician Times Detailed — Details Technicians hours against individual labour lines where
Date of Work is between the two dates entered. The report is grouped by technician.
Technician Non Productive Time - Details Technicians hours against non productive
clocking's between the two dates entered. The report is grouped by technician.
Technician Times CSV Report — Contains Technician clocking details between the selected

dates.

Service Sales

Daily Sales — Payment Types — Service invoice totals for chosen date grouped by payment
type. Does not include internal invoices.

Invoice Log — Totals— Hours taken, hours charged and breakdown of Service invoice
amounts. Calculates approximate workshop profit taking time taken and approximate

labour costs into account.

Service Credits

Credit Note Log — All credit notes issued between two given dates. Only shows those that

have been printed.

Job Card Reports

Service Job Card Report —Includes all Services which have been allocated an invoice

number, whether printed or not.
Service Job Card Report — Not Invoiced — Includes all Services which have been collected

but not invoiced.

Page 68



