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Chapter 2:  Estimates

There are two ways to create a new estimate in Shop Logic. 

· Copying Existing Administrative Data

· Entering New Administrative Data

Copying Existing Administrative Data

Sometimes you will want to create a new estimate using customer information that already exists on your system.  You may do this by using the Copy Administrative Data option.  To create an estimate using the “Copy Admin” feature:

· Go into the Estimates/ROs screen by clicking the Estimates/ROs button or by selecting “Recall Existing Jobs” from the “Estimates” pull-down menu.

· Find the Estimate or Repair Order that has the information you wish to copy and click it once to highlight it.

· Click on the command button “New” (located at the bottom).

You will then see the following window appear:
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If you click on “Copy Header Information From” and then click the OK button, a new estimate will be created using existing administrative data.  You will see the customer and vehicle information in the “Estimates/Repair Orders” browse window with a new estimate number assigned to it.  Highlight the job and click the Select button at the bottom to go in to add estimate lines.

Entering New Administrative Data

To create a new manual entry estimate:

· Go to the Estimates/ROs screen and click the “New” button at the bottom of the screen.

The following screen will appear:  
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Click on the OK button.  The job’s Administrative Screen will appear containing several tabs on which to enter information for the job.  Start by filling the Customer tab.  See below.

Entering Customer Information

When you bring up the Administrative Screen for a job, which has several tabs, the tab always displayed first is the Customer Tab.  If the customer is set up as a fleet account in your system, you can type in the fleet code and press enter. This will automatically fill in the customer information window for you.   If you would like to see a list of fleet codes, double-click on the fleet code box.  This will bring up a list of fleet accounts for you to select from.  If you select a fleet account, all of the customer information from that fleet account will be copied into the current estimate.  If the customer is not set up as a fleet account, press TAB and enter the customer’s name (LAST NAME, FIRST NAME).  We recommend typing the customer’s last name first because it is easier when searching for the customer’s name later.

Complete the rest of the information in this window. Press TAB to move from one field to the next or Shift-TAB to move to the previous field.
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Entering Vehicle Information

After entering the Customer Information, click the Vehicle Tab to enter the Vehicle Information. To enter vehicle information, follow the instructions below:

· Type the Vehicle’s four digit Year  (Shop Logic is Year 2000 Compliant).  Press TAB.  

· Select the Vehicle Make from the list.  Press TAB. 

· Select the Model from the list.  Press TAB. 

· Type in the Style (optional).  The Style field refers to supporting details such as DX, LE, 4 Door, Extended cab, etc.

· Type the Vehicle Color.  Press TAB. 

· You should now see a red vehicle code at the bottom of the window. This code represents the vehicle on the Mitchell.  This code is not applicable, however, if you do not subscribe to the Mitchell Database.

Selecting Job Rates for the Estimate

After entering the Vehicle Information, click the Job Rates tab to enter the job rate information.  You have the option of either filling in the fields every time you create an estimate OR clicking the “Select Rates” button at the bottom to select a set of rates that has already been set up.  

To select a set of rates for the estimate:

· Click the Select Rates button at the bottom of the Vehicle tab.

· Click on the set of rates you want to use on this estimate, and then click the Select Rate button.

· You will notice that the fields of the Job Rates Tab have been filled in for you with the rates you selected. This is a great time-saver!

· Click the Disclaimer button if you want to edit the disclaimers that were attached to the set of rates you selected OR if you want to enter the disclaimers for this job.  Any changes or additions to the disclaimers here will affect only the current estimate.  For information on how to attach disclaimers to a set of rates, refer to “Disclaimers” in Chapter 2 of the manual on the original ShopLogic CD.
NOTE:  When you select a set of rates for the estimate, whatever disclaimers you have attached to that set of rates will also be attached to the estimate.   You can then edit the disclaimers by clicking the Disclaimers button.  See “Customizing Job Disclaimers”.
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Entering Insurance Company Information

After entering the Job Rate Information, click the Insurance Tab to enter information on the insurance company, if applicable.

If the insurance company you want to enter has been previously set up in your system, simply type its code and press the ENTER key.  This will automatically fill in the insurance company window for you.  If you do not know the insurance company code, double click the code box to select from a list of insurance companies.  Otherwise, press TAB and enter the insurance company information.  Press TAB to move from field to field.   See the insurance tab below.
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Entering Estimate General Information

After entering the Insurance Company information, click the General Tab to enter any general information, such as who prepared the estimate, scheduled in and out dates, the RO number, etc. The General information tab may always be accessed later.  For the quickest estimates, click "Save" at the bottom of the Administrative Screen without entering the General information.  Then go back and enter the General information later after adding estimate lines.

To enter General Information:

· Type in the Estimate Source or click on the down arrow to select from a list.  Press TAB.

· Type in your name (System will automatically enter your name if you set up security. Double click to see a list of names).  Press TAB.

· Type in today’s date (System will automatically enter this date.)  Press TAB.

· Click on “Save”.

The other items such as Scheduled In Date, Scheduled Out Date, etc. are for management tracking.  They will be filled in for you as you do different things with the job.  For example, if you print a Thank You letter for the job, the system will automatically fill in the Thank You Letter Date for you in the General Information Tab.
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Customizing Job Disclaimers

When you select a set of rates to use for a job, whatever disclaimers you have attached to that set of rates will also be attached to the estimate.  You also have the option of customizing your job disclaimers for Estimates, Repair Orders, and for Job Invoices.  To do this:

· Go into the  “Estimate/Repair Order” window by clicking on the Estimates/ROs button on the main screen.

· Select the job for which you want to customize the disclaimer.

· Click the “Admin.” button at the bottom and then click on the Job Rates tab.

· Click on the “Disclaimers” button at the bottom of the Job Rates tab.  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".

· 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 job.  
Adding Estimate Lines Manually

Shop Logic for Windows allows you to enter customer and vehicle information without entering estimate lines.  If you wish to enter estimate lines, you must click on the estimate you wish to add a line to then click the “Select” button located on the bottom left area of your screen.  This will open the “Repair Information” window.  

The first thing you will want to do is add an estimate line.  To add an estimate line, follow the instructions below:

· Click on “Add” (This adds a line to the estimate and places you in “ADD” mode.).  If you are starting a new estimate, the screen comes up in “ADD” mode already when you click on “Select”, so you are automatically ready to add your first estimate line.

· Type in the Labor Operation Code.  (Press ENTER to see choices.)   Press TAB.

· Type in the Labor Type Code.  (Press ENTER to see choices.)  Press TAB.

· Type in the Part Description or Code.  (Press ENTER if you typed a code.  To select from a list, leave description blank and press ENTER. )  Press TAB.

· Type in the Type.  (Press ENTER to see choices.)  Press TAB.

· Type in the Part #.  Press TAB.

· Type in the Panel type (Press ENTER for Choices.)  Press TAB.

· Type in the Part Price.  Press TAB.

· Press TAB or the Space Bar then TAB, if this part is non-taxable.

· Type in the Labor Hours.  Press TAB.

· Type in the Paint Hours.  Press TAB.

· Type in who pays for the repair.  You have 4 choices:

· I = Insurance Company

· S = Shop Pays

· C = Customer Pays

· A = Adjustment to Deductible (see the “Indicating Who Pays” section of this manual)

· Once a part has been added to the estimate, you can go back and indicate who pays in two ways: 

· Double-click the line item and enter who pays in the Estimate Line Detail window. 

· Highlight the line item and type the letter “P” for Panel Type.  See “Indicating Who Pays”.

· Click on “Save”.

ADD MODE - you will continue to be presented with new blank estimate lines until you click on the CANCEL button.

IMPORTANT NOTE:  You must select a Panel Type in order to calculate P-Page operations such as clear coat, overlap, three stage, etc.  If a panel type is not selected for each panel, the system will not be able to calculate anything for these items.  (i.e. Overlap, Clear Coat, etc.)

The following is a view of the “Estimate Line Detail” window.
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Inserting Lines in the Estimate

Shop Logic for Windows allows you to insert lines in your estimate between lines already added. To insert a line, highlight the line you want to insert “PRIOR TO” and then press the INSERT key on your keyboard.  The INSERT key is located at the right hand upper side of your keyboard above the arrow keys.

Using the Mitchell CD to add Estimate lines      

The real key to accessing the Mitchell data is the vehicle information.  In the vehicle information tab of the administrative screen, type in the vehicle year using a FOUR digit number.  (Clicking the "Admin" button in the "Estimates/Repair Orders" window will access this.) Next, select the Vehicle Make from the list.  Press TAB. Select the Vehicle Model from the list. If the vehicle you selected has a Mitchell link code you should see an access code appear at the bottom right hand side of the window.   After the code has appeared you should be able to access the Mitchell database by clicking the “Data” button.  
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After clicking on the “Data” button the following should appear.  
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Please note that the Mitchell database comes on two CD’s.  If the data you need to access is on CD one and you have CD two in the drive you will get the following message.
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The Mitchell data access window is made up of the following 4 parts:

2. Major Sections - located at top left of window.  Select a major section and the parts list for that section appears in the middle window.

3. Pictures –located at top right of window.  Pictures will automatically appear when available.

The pictures are sized for convenience, so that all information can be seen on the screen at one time.  If you want to zoom in on the picture, simply click on the picture anywhere and the picture will zoom.  (i.e. an expanded view.)
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This picture may be downsized again by clicking on the picture anywhere.  It is not necessary to zoom in on all pictures, but some pictures may be better viewed in the zoom mode.  

4. Parts - located at the middle of the window.  To select a part for transfer double click on that line.  Also note that upon double clicking of a part, multiple items may appear.

5. Transfer List - located at the bottom of the window.  This is the list of parts that will transfer into the estimate.  Once you have selected all the parts you need click on the “X” in the upper right corner of the window.  This will automatically start the transfer process and produce the following message:

[image: image14.png]Mitchell Database GRAND AM - Pontiac JBH

Would you ke to tanster the data?





Clicking “Yes” will transfer all the part listed in the “Transfer List”.  Clicking “No” will cancel the transfer and close the MDAP screen.  Once the data has transferred into the estimate you may want to check the “LbrOp”, LbrTyp”, “Part Type” and “Panel” because they will always go to the default selection.  

“Line Item” defaults

· “LbrOp” – “RR” “Remove/Replace” or “RF” “Refinish/Repair”

· “LbrTyp” – “B” “Body” or “R” “Refinish”

· “PrtTyp” – “NW” “New”

· “Panel” – This field stays empty

When you select a part from the Mitchell access window, the default is new part.  

If you decide that you don’t want to use the MDAP window, simply click on the “X” button located at the top right corner of the window and then select “No”. 

Indicating Who Pays

When first adding your estimate lines, if you forgot to indicate who is paying for the work, it is very easy to go back and enter this information.  First go to the Repair Information Screen of the job and highlight a line for which you want to indicate who is paying.  Then type the letter “P”.  The following screen will appear:
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You can click the downward arrow to select from the list.  You can enter “I” for Insurance Pay, “S” for Shop Pay, “C” for Customer Pay, or “A” for Adjustment to Deductible.  Click OK to save the information.  Because Shop Logic first assumes that the job you are creating is an "Insurance Pays" job, it already has an “I” in this Assign Pay Type window.

Note:  The ability to enter “A” for who pays is a new feature implemented in version 7.0 of Shop Logic.  To read more about this item, see the next section, “Adding Lines to Adjust the Deductible”.

Adding Lines to Adjust the Deductible (i.e., Betterments)

A new feature beginning with Version 7.0 of Shop Logic is the ability to add lines that adjust how much the customer ends up paying.  Examples include Betterments, Appearance Allowances, Discount for a flat dollar amount, and Markups for a flat dollar amount, etc.  This feature has been added to allow you more flexibility in writing your estimates.

To add a line as an adjustment line, an “A” must be entered for who is paying.  See example below.
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Please Note:  Any line with “A” entered for who pays must not be taxed.  Therefore, you should not enter a checkmark for Tax.
The total of all the lines marked with an “A” for Pays will appear on the printouts (Estimate, Invoice, etc.) as follows:
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Estimate Utilities

Calculating Estimated Profit

Shop Logic for Windows allows you to calculate your estimated profit on an estimate.  This is done using the Job Cost assumptions that you entered when you set up your system.  If you have not set up Job Cost assumptions, refer to section titled “Job Cost Setup” in this manual.  To calculate the estimated profit for an estimate, you must be in the Repair Information window for that estimate.  If you have been reading this guide from the beginning, you are already in the Repair Information window.  Simply Click on the pull-down menu called “Calculate” then Click on “Estimated Profit”.  If you are not in the Repair Information window, follow the steps below:

· From the Main Menu, Click on “Estimates”, and then Click on “Recall Existing Jobs”, or click on the “Estimates/RO’s” Command Button.

· Select the Estimate/R.O. you want by using the arrow keys or mouse, then Click on “Select”, located at the bottom of the window.

· Now you should be in the “Repair Information” window.  Click on the pull-down menu called “Calculate”, located at the top of the window.  

· Click on “Estimated Profit”.
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P-Page Operations (Clear Coat, Overlap, Etc.)

Shop Logic allows you to calculate operations located in the Procedure Pages of your Collision Estimating Guide.  The software will calculate the following procedures:

· Overlap

· Clear Coat/Two Stage

· Three Stage

· Two Tone

To calculate these procedures, Click on “Calculate” from the Repair Information window, and then Click on you choice of the above procedures.

NOTE:  In order to calculate P-Page operations, Shop Logic for Windows must know panel types for each applicable line item.  As you create an estimate, you should type in a Panel Type.   The panel types are “M - Major Panel”,  “A-Adjacent Panel” and “N - Non-Adjacent Panel”.  The system will check panel types as it performs the P-Page calculations.
The calculations used are as follows:

Clear Coat/Two Stage Refinish:


First major panel - Add .4 unit per refinish unit.


Additional panel(s) - Add .2 units per refinish unit.

Three Stage Refinish:


First major panel - Add .7 unit per refinish unit.


Additional panel(s) - Add .4 units per refinish unit.

Two Tone Refinish:

First major panel - Add .5 unit per refinish unit.

Additional panel(s) - Add .3 units per refinish unit.

Overlap:

First major panel - Deduct .4 units from refinish time for each adjacent major panel and deduct .2 units from time for each non-adjacent major panel.  

Adding Default Charges to the Estimate

To add to your estimate the default charges that you have set up, click on “Calculate” then “Default Charges”.  Select the Default Charges you want to add.  You can do this by clicking “Select All” to select all of them or by clicking each one you want one by one.  To de-select a charge, just click that charge again or click “Deselect All” to de-select all of them.
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Adding a Discount or Markup

To add a line for a discount or a markup for certain types of labor, parts, etc., click on the 
Calculate menu and select Discount/Markup.  The following window will appear:
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Check off Discount or Markup, enter the appropriate percentage, select which area of the estimate 
you want to apply the discount or markup to, and then click OK.  The discount or markup will be added as a line item on the estimate.  You will notice that the item description will be filled in for you.

Calculating the Estimate

At any time during the process of entering the estimate repair information (lines), you may calculate the estimate total for on-screen viewing.  To Calculate the Estimate, from the Repair Information window Click on “Calculate”, then Click on “Job Totals”.  The estimate will be calculated and you will see the totals on the screen.  Once you are finished viewing the totals Click on “OK”.

QUICK TIP:  Click on the Job Total located at the top right hand side of the window.
Printing Estimate-Related Items

Printing the Estimate

Once you are ready to print the estimate, Click on “Print/Fax”, then Click on “Estimate”, then click on “Standard Format”.  You can also print a “Customer Format” which, instead of printing codes, such as “RR” for labor operation, will print “Remove/Replace”. You will have a choice of previewing the estimate on-screen or printing it directly.  If you choose to preview the estimate first, you can still print it by clicking on the print button in the preview window.  You may also click on the “Print” button located at the bottom right hand side of the window.  This will activate the pull-down menu.

Printing Job Rate Information

You can easily print out a list of the job rates used for a particular job by going to the Repair Information screen of that job, clicking the Print/Fax menu option, and selecting Job Rate Info.  

Follow Up

(These 2 items can be found by going to the Reports pull-down menu on Shop Logic’s Main Screen)

For Estimates Written      
The estimate follow up list is a report, which lists all customers for which you’ve written estimates that you have NOT sent a follow-up letter.  The report will not list the customer if they have brought their vehicle in for repairs.  The customer name will automatically come off of the report once they have been sent a follow-up letter.        
For Service Completed      
The service follow up report list all customers for which you have completed work, but have NOT been sent a thank you letter.  Customers appreciate being appreciated and will respond positively to being treated well and given good service.
 Creating Supplements      

Shop Logic allows you to easily create supplements for repair orders.  You can create a supplement for a parts price increase, for additional labor and/or parts required for the job. You can create supplements for part price increases at the time you receive parts.  For more information, refer to the section titled “Reconciling Parts Vendor Invoices”. Otherwise, to create a supplement, you must be in the “Repair Information” window.  (The window that displays the estimate/R.O. lines). To enter a supplement, click on the “SUPLMNT” button.  The Supplement window looks like this:
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Supplemented lines appear in blue.  The supplement # appears in the first column.  All lines in the Repair Order are listed in this window.  They are all listed so that you may quickly supplement existing repairs and/or parts simply by clicking on them. 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Parts Price Increases

If you have a parts price increase, it is very simple to create a supplement for the difference.  Highlight the line that contains the price that needs to be adjusted.  Then click on the “Chg. Line” button, you will the following window:
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You will fill in the WHITE items in this window.  First type in the Supplement # (1-9), TAB, then the new part price in the “List Price” box and press TAB. Click on “Save”.  If a line in your repair order has a supplement attached to it, the part description will appear in BLUE.  

You can also create a supplement for a parts price increase by highlighting the line item to be changed and typing the letter “S” for Supplement.  The following window will appear:
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Enter the new price and the number of the supplement you want the price difference to appear on.  Click OK to save the change.  NOTE: This “quick key” method works only for price differences, not new parts.

Additional Labor/Parts

If you have additional parts and and/or labor required, it is very simple to create a supplement for the additional items. Click on “Add”, meaning that you want to ADD a new supplement line.
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You will fill in the WHITE items in this window.  Fill out this window just as you would when adding a line to the estimate, then Click on “Save”. This line will appear in the supplement window and the part description will appear in BLUE because it is a supplement line.

Printing the Supplement 

To print the Supplement, Click on the “Print” button located near the bottom right of the Supplement window. You must now select which supplement you want to print by clicking on the option desired.

Multiple Supplements

If you have more than one supplement for a job, you may view individual supplements by clicking on the “Views” button in the Supplement window.  In order to create multiple supplements, all that is needed is to assign a supplement number to the supplemented item.  

Importing Supplements      

Beginning in Shop Logic 7.0, you have the ability to import supplements from certain 3rd party estimating systems.  These include Mitchell’s Ultramate, ADP’s ShopLink, and CCC’s Ezest.  The process of importing supplements is very much the same as importing estimates as explained in Chapter 5 of this manual, but there are some important things to consider.  Below we will explain the steps in importing supplements.  These steps are the same for all three estimating systems. 

1. Create an estimate in your estimating system.  

2. Commit the estimate.  This is a very important step!

3. Import that estimate into Shop Logic.  For steps on how to import, refer to Chapter 5 of this manual, the Importing Estimates section.

4. Add supplement items to the original estimate.  

5. Save the changes and then import the job again, with its supplement items, into Shop Logic.  This is done the same way as importing estimates.  Shop Logic will recognize that there are supplement 
items and will update the job accordingly.

Important Note

Shop Logic assumes that an estimate being imported is a FINAL estimate.  In other words, that the estimate has been committed before importing.  Changes made to the estimate after committing it are stored in Shop Logic as supplement items upon importing.  However, changes made to an estimate that has been imported but not committed will NOT be imported, and therefore not added to the original estimate you imported.

The Pays field has been entered with “A” to indicate that this line is an adjustment.








