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Chapter 1:  System Setup
First Time User Login

The first time you start Shop Logic for Windows, you will see a User Login Window.  This is used for security purposes.  The first time you login, use the following codes:

User Code: SLW

Password:   WIN
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Enter the User Code and press TAB or ENTER.  Then enter the Password and press TAB or ENTER.  Your password will not be displayed, but will display asterisks in the place of each character.  This is done for security purposes.

After Logging On for the first time, you should remove the pre-set password and set up your own user code and password.  Refer to Setting Up Security later in this chapter.

System Setup

When you install Shop Logic for Windows, there is some system setup required.  Below is a list of items that you should setup, where they are located and the purpose for which they are used.

	Setup Item
	Location
	Purpose

	Company Setup      
	Main Screen/Files Pull-Down Menu
	Contains your company name, address, phone numbers and company slogan or license #.

	Shop Rates Setup      
	
	Contains your Shop Rates and disclaimers attached to those rates.  Unlimited # available.

	Repair Order Setup      
	
	Contains your desired starting Repair Order #.

	Printer Setup      
	
	Windows Printer Setup.

	Fleet Setup      
	
	Contains names, addresses and phone #’s of frequently used customers.

	Insurance Company Setup      
	
	Contains names, addresses and phone #’s of frequently used insurance companies.


Company Setup 

To enter or change your company information, from the Main Menu click “File” then click “Company Setup”.  You will see the Company Setup Window.  You cannot change your company name.  Houston Digital codes your name into the system when you order your software and it cannot be changed.  If your company name changes or if the name is incorrect, please contact Houston Digital Corporation for a name change disk.  Here are the steps for entering your company information:

Here is a view of the Company Setup window:
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            Company Setup Window
Shop Rates Setup 

To enter your shop rates, from the Main Menu, click “Files” then click “Shop Rate Profiles”.  You will see the “Shop Rates” Window.  Your options buttons are located at the bottom of the window.  Your options are Change Rates, Delete Rates, Add Rates and Exit.  You must first add your shop rates by following the instructions below:

NOTE:  The estimate and repair order disclaimers appear at the bottom right hand side of the printed reports.  
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Shop Rates Window

Your options are “Change Rates”, “Delete Rates”,  “Add Rates” and “Exit”.  To Change an existing set of rates, highlight the desired rate profile and click on “Change Rates”.  To remove a rate profile, highlight the desired rate profile and click on “Delete Rates”.  You may also add as many rates as you wish.  
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Disclaimers      
Shop Logic allows you to attach to your job rates any disclaimer information you enter.  Whenever you select a certain set of rates to be used on a job, the disclaimers you have attached to that set of rates will appear on the printed estimate, repair order, and invoice.  To edit disclaimers for the Estimate, Repair Order and Invoice:

· Click on the “Disclaimers” button when you are in the Shop Rates Profile setup screen.  You will then see this window:
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· Click the Estimate tab and enter the text you want to appear on the estimate.  You can do the same for Repair Orders and Invoices.  After entering the information you want, click "Save".  Please note that the total space available for your disclaimers is limited to the space allowed by these screens.

· You can also Import disclaimers that you have already attached to a different set of rates.  Do this by clicking the Import Disclaimers button.  Then select the rates that have the disclaimers you want to add to this set of rates.
· Click Save on the Disclaimers screen.
· Then click Save on the Shop Rate Profile window.
Repair Order Setup      
Shop Logic for Windows automatically assigns an estimate number for all estimates.  This generally starts with 1000 and is incremented with each new estimate.  This number cannot be changed.  However, the starting Repair Order number can be changed.  From the Main Menu, click on “Files” then click on “Repair Order Setup”.  Enter the number of the next Repair Order.  The system will use the number you type in as the next R.O. number and will increment with each R.O.  You may change this number at any time; however, it is not recommended that you change this number to anything lower than the previous number that it contained.
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Fleet Account Setup      
A fleet account is defined as any customer who frequents your shop.  If you do work for dealerships or have large accounts that have a fleet of vehicles, you will want to set them up as a fleet.  Fleets are used when creating a new estimate.  Instead of having to type in the customer’s information, you can select from one of the fleet accounts and the customer name, address, phone and other information will be automatically entered for you.

To setup a fleet account, from the Main Menu, click on “Files” then click on “Fleet Setup”.  This will access the Fleet Accounts Browse Window.  Your option buttons are located at the bottom of the window. The options are “Add Fleet”,  “Change Fleet”,  “Delete Fleet”,  “Print” and “Exit”.
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To add a new fleet, follow the instructions below:

· Click on “Add Fleet”.  A window will appear allowing you to enter a code for the Fleet Account.  Shop Logic uses this code to access the Fleet Account information when creating estimates.  Note, however, that the system will not allow you to use the same code for more than one Fleet Account.
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· Type in a 3 digit fleet code (We recommend a Short Name, for instance, if the fleet account name were “Bob Rice Ford”, you might type the code as “BRF”).  It is up to you, just type in something that is easy for you to remember.  Click OK.  Now the Fleet Setup window will appear.
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Insurance Company Setup      
Shop Logic for Windows allows you to setup your most commonly used insurance companies.  Once you have set up an insurance company, you may select it when creating a new estimate.  To set up an insurance company, from the Main Menu, click on “Files” then click on “Insurance Company Setup”.  This will access the Insurance Companies window.  Your option buttons are located at the bottom of the window.  The options are “Add Company”,  “Change Company”,  “Delete Company”, “Print” and “Exit”.
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To add a new insurance company, follow the instructions below:

Click on “Add Company”; a window will appear allowing you to enter a code for the Insurance Company.  Shop Logic uses this code to access the Insurance Company information when creating estimates.  Note: the system will not allow you to use the same code for more than one Insurance Company.
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· Type in a 3-digit code (We recommend a Short Name, for instance, if the insurance company name were “National Car Insurance”, you might type the code as “NCI”).  It is up to you, just type in something that is easy for you to remember.  Press TAB.
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Default Charges Setup      
You may set up an unlimited number of default charges that you want to be included on each estimate.  For instance, if you wanted to charge $10.00 for covering the car on each estimate, you could add a default charge for it.   Then as you write your estimate, you may select “Add default charges” and anything set up in this default charges setup screen will automatically be added to the estimate.
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The procedures for adding default charge codes are exactly the same as setting up part codes with the exception that you do not have to enter a part code.  Refer to the section titles “Part Code Setup”.
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Setting Up Estimate Sources      
Shop Logic for Windows allows you to track the source of your estimates for marketing information. (Shop Management and Business Management offer Graphs and Charts as well as analysis reports regarding Estimate Source).  As you create an estimate, you may select from your list of sources and attach it to your estimate.  To add a new estimate source, from the Main Menu, click on “Files” then click on “Estimate Sources”.  This will access the Estimate Sources window. Your option buttons are located at the bottom of the window.  The options are Add Source, Change Source, Delete Source, Print and Exit.  To add a new estimate source, follow the instructions below:

· Click on “Add Source”.

· Type in the Source Code (up to 10 characters.)  Press TAB.

· Type in the description of the Source Code.  Click on “Save”.

[image: image15.png](S CUSTOMER REFERR
OR DEALER REFERF
ER EMPLOYER FEFERA
NS, INSURANCE CO
085 OTHER BDY SHOP
05 (OFF THE STREET
L REFERRED BY
RPT REFEAT CUSTOMER
i TEST AEFER
v T.v.ADDS
Wi WALKIN
N YELLOW PAGES
=N )
AddSouce | ChoSouce | Delte Source Bt Edt





To add or change an estimate source, click on “Add Source” or “Chg Source”.  You will then see the following window:
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Type in the desired information and then click on “Save”.

G/L Interface Setup       (For Business Works users only.)

To access this option, from the Main Menu, click on “Utilities”, then “G/L Interface”.  The General Ledger Interface Setup is used only if you have purchased the Accounting Interface Kit for Shop Logic for Windows.  This Interface Kit allows you to create export files that are readable by your accounting system.  Shop Logic for Windows supports several different accounting formats.  The G/L Interface setup window is where you enter your General Ledger or Sales Account information (depending upon which accounting system you are using).  When Shop Logic exports data to your accounting system, it must know which accounts to update.  If these accounts are not set up properly, the data will not flow into your accounting system properly.  If you have not set up your Chart of Accounts, or if you do not have accounts set up for the categories included on the G/L interface setup window, you should enter them into your accounting system.
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How to fill in the G/L Interface window

	Field Name
	QuickBooks
	Business Works

	Accounts Receivable
	N/A*
	G/L Account # for Accounts Receivable

	Parts Sales
	N/A*
	Sales Account for Parts Sales

	Non-Taxable Parts/Misc.
	N/A*
	Sales Account for Non-Taxable Parts/Misc.

	Body Labor
	N/A*
	Sales Account for Body Labor

	Refinish Labor
	N/A*
	Sales Account for Refinish Labor

	Mechanical Labor
	N/A*
	Sales Account for Mechanical Labor

	Frame Labor
	N/A*
	Sales Account for Frame Labor

	Detail Labor
	N/A*
	Sales Account for Detail Labor

	Body-S Labor
	N/A*
	Sales Account for Body-S Labor

	Paint Materials
	N/A*
	Sales Account for Paint Materials

	Hazardous Waste Removal
	N/A*
	Sales Account for Hazardous Waste

	Shop Supplies
	N/A*
	Sales Account for Shop Supplies

	Towing/Storage
	N/A*
	Sales Account for Towing/Storage

	Sublet
	N/A*
	Sales Account for Sublet

	Sales Tax
	N/A*
	Sales Tax ID


* QuickBooks does not use the G/L interface setup window.  To prepare QuickBooks for the export files, you should refer to “Interfacing to Accounting”.

Setting Up Security      
Shop Logic for Windows has a built in security system.  This security system allows limited access of the management software to subordinates.  You may set up as many users as you like on the system, each having their own code and password.  You should set up at least one set of login codes.  If you do not wish to use login codes, you should set up a blank login code.  To set up security on your system, from the Main Menu, click on “Utilities”, and then click on “Security System”.  This will access the Security System window. Your option buttons are located at the bottom of the window.  The options are “Add User”,  “Change User”,  “Delete User”, “Print” and “Exit”.  To add a new user to the system, follow the instructions below:

· Click on “Add User”.

· Type in a three-character code. (Leave blank if you do not wish to have codes.) Press TAB.

· Type in the users last name.  Press TAB.

· Type in the users first name.  Press TAB.

· Type in the users password.  (Leave blank if you do not wish to have codes.)  Press TAB.

· Type in the security level. Click on “Save”.
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Security Levels are outlined as follows:

99 - Unlimited Access to All Features

75 - Shop Manager, Accountant Access

50 - Estimator/Receptionist

35 - Parts Department/Parts Clerk

25 - Read Only

Interface Setup for ADP, CCC, and Mitchell      
Shop Logic allows you to import estimates from 3 different estimating systems:  ADP, CCC, and Mitchell (See Chapter 5: Estimates to see how to import).  To be able to import estimates from one or more of these estimating programs, you must first enter in Shop Logic the path to each one that you subscribe to.  The path you enter will show Shop Logic where your estimate files are located on your computer or network.  The paths to these programs are entered in the System Path Settings window, as shown in the next section.

System Path Settings Setup      
If you use the Mitchell CDs, an accounting system, or a 3rd party-estimating program, you must set up the path settings.  This tells Shop Logic for Windows where to communicate with these other systems.  There is an additional cost for using Shop Logic for Windows with third party estimating and accounting systems.

	Caption
	What Do I Enter
	Sample

	Export Path
	Complete path where you want the export files sent.  Note:  Do Not End this path with a “\”.  If you want the files to be exported to the root directory on the C: drive, just type “C:”.
	C:\qbooksw

	Export Format
	Format for your accounting system export, for QuickBooks use “I” (Intuit), for Peachtree use “P” and for Business Works use “B”.
	I  (this is for QuickBooks)

	ADP Path
	Path to estimates created in ADP.  This path is necessary to import estimate files from ADP into Shop Logic.
	C:\ADP

	CCC Path
	Path to estimates created in ADP.  This path is necessary to import estimate files from ADP into Shop Logic.
	C:\CCC

	Mitchell Path
	Path to estimates created in ADP.  This path is necessary to import estimate files from ADP into Shop Logic.
	C:\Mitchell

	User Program Caption
	Description of another program you want to run from within Shop Logic. Note:  Placing an ampersand beside a letter in this setup window will underline the letter when it displays on your menu.
	&Word for Windows

	User Program Path
	Complete path for your program that you want to run from within Shop Logic.
	C:\winword\winword.exe
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             System Path Settings

· Export Path - Path where system will send import files (QuickBooks Only.)

· Export Format - Type of Accounting System, Enter “I” for QuickBooks and “B” for Business works.

· ADP Path - path to ADP estimates.

· CCC Path - path to CCC estimates.

· Mitchell Path - path to Mitchell estimates.

· User Program Caption - Name of Program to add to menu.


· User Program Path - Complete Path to User Program.

Default Settings      
Shop Logic allows you to select your preferences for certain things.  This is done in the Default Settings Window.  To get to the Default Settings Window, go to the main screen of Shop Logic, click on the Utilities menu, and select Default Settings.  See below.
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	View Preference:  This determines what view you 
want to appear automatically when you enter 
the Estimates/Repair Orders screen.

New Admin Preferences:  The information you enter 
here will automatically be filled in for you in 
the Customer Tab of every new estimate you 
create.  This is to prevent you from having to 
enter this information manually each time.

New Line Item Preferences:  The information you 
enter here will automatically be filled in for 
you in the Estimate Line Detail of every new 
estimate 
line you add.  This way, you do not 
have to enter these items yourself every time 
you add a new line item.


