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START-UP
Welcome to Systems 2000 Infinity Company and Employee Information Set-Up Manual
Before fully operating the Infinity System, it is essential that you take the time to enter your company and employee information carefully. Once all the information has been correctly and completely entered, Infinity will operate efficiently and exclusively to your company needs.

We recommend that your system administrator sit down with the manager of each department in your dealership when filling in each different screen (Parts manager for the Parts Information screen, Service manager for the Service Information screen, Accounting manager for the Accounting Information screen and so on…) to insure that the proper information is entered.


Note: If your company has multiple locations, or multiple companies need to be set-up with Infinity on your server, PLEASE contact the Systems 2000, Inc. technical supports staff at (407) 358-2000 before continuing. The initial setup is extremely important and should be configured correctly.
INFINITY COMPANY SET-UP
Set-Up General Company Information
On the Infinity Company Information screen (CI. 1), click on the General Tab located on the left side of the screen.

This action takes you to the General Information Screen.
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    GENERAL INFORMATION SCREEN 
Enter the following information:  
· Company Number – Identifies each company you are going to track on the system. If you have multiple companies you will be able to print individual and consolidated reports for various companies you have entered. Do not confuse this with multiple lots or locations under one corporate entity.
· Company Name, Address, City, State, Region, County, Country, Postal/Zip Code, Phone Number, and Fax Number

· Sales Tax Number – Enter your sale tax identification number.
· Federal & State ID Numbers – Enter your Federal and State identification numbers.
· Sales Tax Percent Labor – If your state or county charges taxes on service labor enter the percentage to be charged here. (Note: Enter whole numbers – 3 for 3%)
· Sales Tax Parts – Enter the sales tax percentage for your parts.
· Sales Tax Percent Extra – Enter any county surtaxes or discretionary taxes.
· Sales Tax Percent GST – (for Canadian Dealers Only)
· Sales Tax Percent Luxury – Enter the luxury tax percentage, if applicable.
· Auto/RV/Marine – Enter the primary mode of business this company will handle. Type A for Auto, R for RV, or M for Marine. 
· Company Location – Enter the default location identifier. If you only have one lot location, enter 01.  
· DBA (Doing business as…) – Enter the company name under which you are doing business if different from the name entered in the Organization Name field.
Cash clearing accounts: Cash clearing assists in balancing the cash drawers and deposits going to the bank. When cash sale transactions are completed and sent to accounting, the cash clearing account will be debited. The total of these transactions will be the amount to drop in the bank. At the end of day one, an entry will be made to move the total amount from the clearing account into your bank account. This amount should match the bank deposit and the account will clear and return to zero for the following day.
· Service Cash Clearing – Enter GL Account Number. The number you enter here should match your company’s pertaining account number on the list of GL accounts.
· Parts Cash Clearing – Enter GL Account Number. The number you enter here should match your company’s pertaining account number on the list of GL accounts.
· Sales Tax GL Account – Enter the GL Account Number for sales tax payable.
· Merge Parts/Service/F&I to Accounting – Check for Yes, blank for No as to whether or not you want transactions from the Parts, Service and Finance modules to integrate to accounting.
· Dealer ID Numbers 1 and 2 – Enter your dealer identification number(s).
· Auto Number Stock Numbers – Checking this box will allow Infinity to automatically numbered new additions to your existing stock as you enter them.
· New Stock Number – The number entered here will be the next stock number used to begin the auto-numbering process.
· Number of Digits for Auto Stock Number – This field pads each of your stock numbers with the appropriate number of zeros to the left when using the auto-numbering process. For example: if you want all of your stock numbers to be 4 characters long and your “New Stock Number” is currently at 9; when you add a new unit, the system will assign “0009” and update the “New Stock Number” field to 0010. If you set the Digits field to 6 then your stock number would be “000009”.
· Multiple Vehicle Bus Deals – Check this box only if you sell wholesale buses and you would like to have the ability to put several of them on one finance invoice.
· Cash Drawer Beginning Amount – Enter the amount that each cash drawer will have at the start of a new shift.
· Time Clock Time Server – When using the time clock module for employee clock-in/out purposes, do you want the time to come from the server or from the individual workstation? We suggest the Time Clock Server because it will more efficiently standardize your system unless you have multiple locations that span across different time zones.
· Transfer to Accounting as Company Number – Some users will have multiple companies set up under different company numbers but want all transactions to end up under one company in accounting. Enter the number for the company you would like to use for accounting purposes.
To add additional companies, click the Add button.

Click the Apply button when finished.
FINANCE & INSURANCE COMPANY INFORMATION
Set-Up F&I Company Information
On the Infinity Company Information screen (CI. 1), click on the Finance & Insurance Tab located on the left side of the screen.

This action takes you to the Finance & Insurance Information Screen.
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                    FINANCE & INSURANCE INFORMATION SCREEN
The Company Number, Name, DBA, and Address fields will populate automatically.
Check mark the boxes appropriate to your company:
· Use Dealer Administration Fees as Profit – Check this box if you want your administration fees to be shown in your profit report. 
· Set Pending in Inventory to No on Washout – This field is used for traded units, if this box is checked a “Pending” status in inventory will be associated to that unit until the deal is made. Afterwards, the system will automatically remove the “Pending” description for the unit to be available in inventory.
· Override Motor/Trailer GL Sales if in Package – If this box is checked, the system will override the motor and trailer GL account numbers with the boats account number when a package deal is performed.
· Charge Warranty Tax same as Other Items – If this box is checked, the warranty will be taxed as the same rate as the Aftermarket options. If the warranty tax rate differs from the state or county tax rate, leave this box unchecked, and then you will be able to enter warranty tax rate on a deal.
· Charge GST on Warranty/on Bank Service Fee and on Bank Registration Fee – For Canadian Dealers Only – Check this box if your company needs to charge GST tax on those sales.
· Charge Road Guard Tax using Warranty Rate – Check the box if you want the Road Guard amount to be tax at the same rate as the warranty rate.
· Force Trade Stock Number – If this box is checked, you will be required to enter a stock number for each unit acquired through a trade. 
· Force Washout before Account Summary – If this box is checked, you will not be able to view or send a deal to accounting until the deal is closed.
Enter the necessary information:
· Idle minutes for Auto Logout – If a user’s computer monitor is idle for a selected period, the system will automatically log that user off the server. Enter the period in minute in this field. This is for security purposes as well as to release software licenses for others to use.
· Systems 2000 Account Number – This account number is given to you by Systems 2000, Inc.
· F&I Forms Printer Name – Choose the printer from the drop down list to be the default F&I printer.  Most finance and insurance printers are dot matrix (impact) printers.  Please identify them by name so that the server knows the correct settings for the customized printing of forms. Once the printer is selected, all forms will automatically be sent to it unless a user manually changes it.
Click the Apply button when finished.
PARTS COMPANY INFORMATION
Set-Up Parts Inventory Company Information
On the Infinity Company Information screen (CI. 1), click on the Parts Tab located on the left side of the screen.

This action takes you to the Parts Information Screen.
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          PARTS INFORMATION SCREEN
The Company Number, Name, and Address fields will populate automatically.
Check mark the boxes appropriate to your company:
· Separate P/S Departments – If this box is checked, it means your dealership has separate Parts and Service Departments. Your Parts Department personnel will be able to see the labor on a service ticket but cannot add/modify the labor. Likewise, the Service Department staff will only be able to view the parts on a service ticket. If your parts and service departments are combined and one person handles both departments keep the box unchecked. This will allow that person to add/modify both parts and service at the same time. 
· Cashier – If you have a centralized cashier, check this box. When a parts or a service employee closes a ticket, that ticket will appear on the cashier screen ready to receive the customers’ payment. If you do not have a cashier, keep the box unchecked. This will display a cash-out button on the parts and service screen that will allow the staff to cash out and take payments at their respective terminals.
· Show Retail on Invoice – Check this box if you want the retail price of each part to show on the invoice.
· Show Accounting on Invoice – Check this box if you want the break down of all the GL accounts used throughout a parts or service transaction to show on the invoice.
· Send Inventory Receiving to Accounting – Check this box if you want your inventory receiving parts transaction to go to accounting directly when received from the manufacturers.
· Do Not send Special Order to PO Automatically – If you check this box, the system will send all Special Order to a special order screen and it will not create a Purchase Order automatically. If unchecked, the system will create a purchase order for the vendor and add the part to the purchase order automatically.
· Do Not show Non-Parts on Special Information – If you check this box, every special order part that does not have a category starting with P will not show on the special order screen. (Ex: propane, oil…)
· Display Secondary Sales Tax as BO (Business Operating) Tax on Invoices – Option for Canadian Dealers – This changes the display label on the invoice and does not affect the calculations.
· Parts Inventory Synchronization: Main Location – This is for multi-location dealerships sharing one main inventory. If you check this box, the Infinity system will know that you are the main location and only your site can modify inventory. The other locations will only be able to view and take parts from the inventory. 
· Cost Method (Average vs. Replacement) – When parts are purchased, their costs are recorded in both the accounting and the parts departments. 
Average Cost Example: Day 1: you purchase a part for $1, on Day 2 you purchase that same part, but with inflation, it now costs $2. You now have two parts with a total cash outlay of $3. Your average cost is $1.50. If at any time, you multiply your part quantity by your average cost it should match the amount you have posted in accounting.  

Replacement Cost Example: Day 1: you purchase a part for $1, on Day 2 you purchase that same part, but with inflation, it now costs $2. You now have 2 parts with a total cash outlay of $3. Your replacement cost is $2. If at any time, you multiply your part quantity by your replacement cost it will not match the amount you have posted in accounting unless you make an adjustment entry to accounting for the $1 inflation value.  

We recommend the Average Cost Method.
· Default Scan Type (Dealer Number vs. Supplier Number vs. UPC/Manuf. Number). Many industries have manufacturers and suppliers that may or may not attach barcode labels to your parts inventory. You may decide to put your own in-house labels on the parts or use a particular supplier.  Whichever you decide set the default scan type to that bar-coding schema.
Enter the default pricing information:

Each time a new part is added, you can save input time by setting default price categories. 

Before setting up your price points, discuss this matter with your Parts Manager. In another section – where customers are inputted – each customer will have a designation, such as Retail, Wholesale, etc. The system will look at the customer’s price designation and charge them according to the price set for each part.
For example, if you designate a customer as Retail (price category A) and they are purchasing part #123. Part # 123’s price category A may have 100L. If the MSRP of this part is $1.00, the customer will be charged $1.  However, if you had set the parts category A at 90L – all categories A customers would pay $.90 for this part.

L= percentage of list (MSRP)
C= percentage over Replacement Cost

A= percentage over Average Cost

M= Profit Margin Discount = percentage of the difference between Replacement Cost and List.
If the List Price (MSRP) is $2, and the Replacement Cost is $1, and the Average Cost is $.50 with a Margin of $1, then:
100L=$2

90L= $1.80

30C= $1.30

30A= $.65

10M=$1.90
These categories can be set differently on a part-by-part basis. You are only setting the defaults at this time.
· Price A – Retail 
· Price B – Wholesale 
· Price C – Internal 
· Price D – Special 
Parts & Service Operating Date – This is the cut off date for parts and service invoices. If your parts department closes at 4pm and the Parts End of Day process is completed, this date will roll over to the next day. If a ticket is cashed out after the EOD process, it will be credited to the next business day, keeping all of your EOD reports in balance with your accounting module.
Click the Apply button when finished.
Next, click on the Other Tab. The following screen will appear:
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Check mark the boxes appropriate to your company:
Example:
· Default Quantity to 1– If this box is checked, the part quantities will default to 1 when selling a part on an invoice. This is useful when parts are being scanned with a barcode reader. The system will automatically input all information, set the quantity sold to 1, and then move to the next line on the invoice, ready to scan the next item.
· Cash Drawer Number – If this box is checked, the cash drawer number will print on the invoice. This option is useful when you have more than one cash drawer and there is a cash drawer discrepancy or an audit.
· Parts Employee Number – If this box is checked, the system will prompt for an employee number when creating an invoice. This feature is needed if you want to analyze your parts employees’ performance or pay commissions based on sales to individual parts employees.
· Reference Number Defaults to PO Number – A reference number is required when receiving inventory. If checked, the PO number used will default to the Reference number field. When an order is placed with a supplier, a Purchase Order number is automatically generated. Upon receiving the order, the system will set up a payable transaction in accounting. If the supplier’s invoice number is not available, most users will input the PO number used on the order. This option will save a step by defaulting the reference number to the PO number. If you have the supplier’s invoice number, you can type over the default.
· Run Suggested Re-Order from History – If this box is checked, when running a suggested re-order report or creating a Purchase Order using the suggested re-order method, it will run using the history of the parts sold. We recommend that this box remains unchecked for the first year that the Parts Module will be used. This will allow the report to include seasonal trends from your first year of sales history. With this box unchecked, the report will calculate the suggested re-order by using the Min/Max quantities setup for each part in the master inventory.
Enter the necessary information:

· Default Parts Advisor – For smaller Parts departments, one employee could be doing most of the computer work. You can set the default parts advisor to that person by entering their employee number.
· New Customer Number – If you are using the auto-numbering system for customers, enter the next customer number to be used and the computer will start numbering from that point forward. 
· New Supplier Number – If you are using the auto-numbering system for suppliers, enter the next supplier number to be used and the computer will start numbering from that point forward.
· New Part Number – If you are using the auto-numbering system for parts, enter the next part number to be used and the computer will start numbering from that point forward. Auto numbering for parts is used on miscellaneous parts that do not have a part number.

· Default Vendor for Parts – Enter your main supplier in this field.
· Default Non-Stock Days – The system has the ability to track items that you normally do not stock and change their status to stocked items for a temporary period that will appear on your suggested re-order report. This is done by setting the number of days and quantities sold within that number of days. For example: if you sell 10 of a particular non-stock item in a 60 day period then the system will automatically switch the part status to a stocked item. This screen setting is just the default and can be changed on a part-by-part basis. 
· Default Non-Stock Quantity – Enter the quantity sold for the above non-stock days period.
· Accounts Receivable Account – When an approved customer is charging invoices to an account the computer will post the A/R transaction to the account entered. This is only a default and can be overridden on each individual customer screen.
· GST Purchase Account – For Canadian Dealers Only – The computer will post a transaction to accounting for GST on purchases made.
· GST Tax ID – For Canadian Dealers Only 
Import Parts List: 
If you are using a third party parts lookup system (sometimes referred to as, Electronic Parts Display) that has the ability to build and save a list of items selected, you can point the parts invoicing module to the location and filename where the third party software will store the list. The invoice module will then automatically input all parts into the invoice for you.

Note: To Import a Parts List, enter or browse for the File Path, enter the File Name, and then enter the File Extension (ex: A Microsoft Word document might have the extension “.doc” Other extensions include .data, .exe, and .txt)
Click the Apply button when finished.
Next, click on the Printer Settings Tab. The following screen will appear:
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Check mark the boxes appropriate to your company:
· Print Company Name on Parts & Service Tickets – If this box is checked, the company name will print in the header section of the parts and service tickets. Uncheck this box if you already have your company name and logo printed on your parts/service invoices.
· Verify Printing of Invoices (Y/N) – This requires the user to verify that an invoice was printed; in addition, the user can change the quantity of invoices printed. This may be a time consuming step in high volume parts stores. 
· Verify Printing of Pay on Account (Y/N) – If this box is checked, the user will be prompted to verify the printing of an invoice when a payment on account is received. The user can also change the quantity of invoices printed.

· Parts – Use Default Printer (Y/N) – The system allows you to have one central printer for your parts tickets and another for your service tickets. You can tell the system to print to the default printer for that terminal. The disadvantage of using a central default printer is that when you have specific paper in that printer, for example; paper to print checks, and this box is marked. The parts invoices will go to your default printer. If it is not check, all invoices will go to the designated parts invoice printer. 

· Parts Use Plain Paper Invoices to Print – Do not check this if you have pre-printed forms that you will be printing to. If it is checked, the software will print all lines, graphics, and disclaimers on plain paper.
· Parts – Use Ticket Printer (Y/N) – Check this box if using a ticket printer for parts. Ticket printers are also known as receipt printers.
Note: only approved receipt printers will work with this software. 

· Print Pick Tickets (Y/N) – Check this box if using a pick ticket printer in the shipping area to alert employees that there are parts to be removed from bins and shipped or supplied to a customer.
· Number of Plain Paper Invoices to Print – Set the number of copies to print. This is used in conjunction with “Parts Use Plain Paper Invoice” set to YES. 
Note: the Accounting Copy will print automatically. If only the accounting copy is needed, enter 0.

· Number of Tickets to Print – Set the number of pre-printed copies to print. This is used in conjunction with “Parts Use Plain Paper Invoice” set to NO. 
Note: the Accounting Copy will print automatically. If only the accounting copy is needed, enter 0. 

· Number of Inches to Feed the Ticket Printer After Printing – How many inches of receipt paper should be ejected to allow for proper tear off. 

· Number of Accounting Parts Invoices to Print - Set the number of accounting copies to print.  Accounting copies show the cost and accounting transaction summary.
· Barcode, PO, Fax, Parts Printers, and Tickets Printer – Select the printer from each drop down pick list that you would like to use as the default printer. Since each of these printers may have specific paper in them such as Barcode labels, you will want to tell the software where to print different documents.
Click the Apply button when finished.
Next, click on the Disclaimer Tab. The following screen will appear:
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Enter any Parts and Ticket Disclaimer you would like to appear on the invoices.

Check mark the Show Disclaimer on Invoice (Y/N) box if you would like your disclaimers printed on the invoices.
Click the Apply button when finished.
Note: The Synchronization tab will be available in the future.
SERVICE COMPANY INFORMATION
Set-Up Service Company Information
On the Infinity Company Information screen (CI. 1), click on the Service Tab located on the left side of the screen.

This action takes you to the Service Information Main Screen.
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                                                              SERVICE INFORMATION SCREEN
Check mark the boxes appropriate to your company:
· Verify Unit Mileage – If this box is checked, Infinity will remind you to enter the mileage of the unit before allowing you to close out a ticket.

· Display Secondary Sales Tax as BO Tax on Invoices (Y/N) – Option for Canadian Dealers – This changes the display label on the invoice and does not affect the calculations.
· Show Mechanic Cost on Invoice Screen (Y/N) – If this box is checked, the system will show the total hours for repairs when the invoice is printed. (Retail &Warranty Customer Copies)
· Use Auto Numbers for Customers in Service (Y/N) – If you have chosen to use the auto-numbering system in the Parts Module, then it is highly recommended you do the same in service.
· No Sales Tax if No Parts Sold – Checked this box only if you are in an area where labor only tickets are not taxed.
There are three fields on each repair or job. The actual time that a mechanic worked on the job, the hours you are going to pay the mechanic, and the hours you are going to bill the customer or the warranty company. These may vary; for example: the customer is quoted 2 hours and billed, the mechanic does the work in 1 hour, but you may pay him for 2.  
· Update Actual Hours with Mechanic Flag Time Hours – If this box is checked, then when flag times are entered the total hours from the flag time screen will update the actual hours on the repair order.
· Update Payable Hours with Mechanic Flag Time Hours – If this box is checked, then when flag times are entered the total hours from the flag time screen will update the payable hours on the repair order.
· Update Billable Hours with Mechanic Flag Time Hours – If this box is checked, then when flag times are entered the total hours from the flag time screen will update the billable hours on the repair order.
· Pop Up Flag Time Window – If this box is checked, then the actual hours worked is modified on a repair order. The flag time window will automatically pop up.
· Require a Flag Time for each Repair – If this box is checked, you will not be able to close out a ticket without entering a flag time for each repair.
· Labor Ops hours update only the Billable Hours – If this box is checked, the hours designated by warranty labor Ops will update the billable hours. 
· Always Update Billable and Payable from Actual Hours – If this box is checked, the customer is billed only for the actual time on the job and likewise the mechanic is paid only for the actual time on the job. 
· Separate Warranty Clerk – By checking this box you can displays all completed warranty work on an independent screen so that your warranty clerk can process the claims.  
· Mechanic Number – If this box is checked, the system will require a mechanic number when a repair is entered on an invoice.
· Service Advisor Number – If this box is checked, the system will prompt for a service advisor number when an invoice is created.
Enter the necessary information:

· Defaults Service Advisor – From the pick list, choose the service advisor to be used as default. This is helpful if you have on main service advisor. However, it is not recommended if you have many advisors since the system will not prompt the other advisors for their employee number; they will have to remember to change the number to their own.
· Default Warranty Company – From the pick list, choose the warranty company to be used as default. Select your most used company.
· Warranty Receivable Account Number – Enter the warranty receivable account number that corresponds to your default warranty company
· Internal Cut Off Days – Enter the number of days allowed for internal work to be performed on sold units. If an internal invoice is started after the cut off day, the system will not allow the invoice to be cashed out without the internal cut off password.
· Internal Cut Off Password – Enter the password you want for managers to approve internals that are past the cutoff days
· Service Registration Number – The number entered in here will print on all service invoices under the company information.
· Parts & Service Operating Date – This is the cut off date for parts and service invoices. If your service department closes at 4pm and the parts End Of Day process is completed, this date will roll over to the next day. If a ticket is cashed out after the EOD process, it will be credited to the next business day, keeping all of your EOD reports in balance with your accounting module.
Click the Apply button when finished.

Next, click on the Other Tab. The following screen will appear:
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Check mark the boxes appropriate to your company:
· Prompt If No Supplies on Cash Out or Close of RO – If this box is checked, you will be prompted if there is no shop supplies applied to an RO when it is cashed out or closed. This will alert your service department to add shop supplies and the ticket can be sent back to service and re-opened to add the shop supplies.

· Only Payroll can set flag times as paid – If this box is checked, the system will allow you to only set the flag times as paid through the payroll department. The payroll department will automatically import and pay the flag times (after verification by the payroll clerk). By checking this box – The system locks out the service departments ability to change the status of a flag time and passes control to the payroll department.
· Prompt for Unit Sold Date on Warranty Repair Orders – Most warranty claims require the unit sold date. In most cases with vehicles sold on the system, the unit sold date will already be recorded. However, if the unit was purchased at another dealership and/or does not have a sold date, the system will prompt for the date before allowing the ticket to be closed out.
· Warranty Credits in Service Enabled – The system has the option of inputting warranty credits (payments from the warranty company) through either service or accounting. If your accounting person input these credits, then un-check the box to prevent double entries or tampering by your service personnel.
· Require a Service Tag Number for each RO – Service tags are an easy way to identify each unit in the service department and track the keys for that unit. This option requires every RO to have a tag number assigned. If you do not check this option, you can still enter service tag numbers but they will not be required to start the RO.
· Lock the first screen of the RO – The first screen is the customers’ information.  In certain cases, where service employees might accidentally type over current information, this screen can be locked with this option checked. The service personnel will have to click first an ‘Edit’ button before being able to enter or modify customer information.
· Require Vehicle Type for each RO – Certain automotive manufacturers and RV warranty companies require the vehicle type on every claim. The vehicle type, such as Car/Truck/Travel Trailer will be required before being able to close the RO.
· Display Recall Open RO List by Employee Number – If this box is checked, the on screen Open RO listing, which is used to recall and modify an RO, will be filtered to show only the logged on employees ROs. For example, if you have three service advisors and they only want to see their open tickets, the system will pick up their logon information and display only tickets that have their employee number assigned.
· Populate the Date out field on Cash Out of an RO – If this box is checked, this option will automatically put today date in the Date Out field (if it is blank) when the ticket is cashed out. This may or may not be the true date the work was completed since the unit may be sitting for a few days before the customer comes in to pay for the work.

· Customer Estimate Required – If your state or dealership policy is to provide an estimate before doing any work or changing an RO, check this box.  

· Allow to move a SO off an RO on Close or Cash Out – If a special order has been tagged to an RO and you want to close the RO, you will have to either tell the system to drop the special order or move if off the RO. If this option is not checked then the Special Order cannot be removed and the RO cannot be closed out.
Import Parts List:
If you are using a third party parts lookup system (sometimes referred to as: Electronic Parts Display) that has the ability to build and save a list of items selected, you can point the service invoicing module to the location and filename that the third party software will store the list. The invoice module will then automatically input all parts into the RO for you.

Note: To Import a Parts List, enter or browse for the File Path, enter the File Name, and then enter the File Extension (ex: A Microsoft Word document might have the extension “.doc” Other extensions include .data, .exe, and .txt).
Next, click on the Printer Setting Tab. The following screen will appear:
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Check mark the boxes appropriate to your company:

Example:
· Verify Printing of Invoices (Y/N) – When this box is checked, the system will require a user to verify that the invoice was printed; furthermore, the user may change the quantity of invoices printed. This may be a time consuming step in high volume service stores. 

· Verify to Print Warranty Customer Copy – Check this box, if you want to print a customer copy of the warranty work done. The customer’s copy will not display the prices charged to the warranty company.
· Print RO on Close Button – If this box is checked, when an RO is closed and sent to the cashier, a copy will automatically print. If it is not checked then the user must click the print button to print a copy. Many service shops do not print a copy automatically when clicking the close button on an RO since the cashier will print a final copy when the customer comes for pick up.
· Service Use Dot Matrix Printer – If this box is checked, service transactions will print to the Dot Matrix Printers. You will need to purchase pre-printed RO tickets from Systems 2000, Inc. when using a dot matrix printer.
· Service Use Laser Printer – Laser printers use plain paper. Checking this option tells the system to print all graphics (lines, logo’s etc).
· Print Laser Hard Copy – If you are using heavy-duty plain paper for your mechanics working copy check this option.
· Number of Laser RO’s to Print – When using laser or plain paper printer, you will need to tell the system how many copies to print. For example, a customer copy, service copy, and a cashiers copy is a total volume of 3. An accounting copy always prints regardless of the number set unless it is turned off.
· Name of Laser Printer – If you use multiple printers or share a printer, input the name of the printer that you want your RO to print to.
· Name of Hard Copy Printer – If you use laser mechanics working copies, you will need to tell the system the name of the printer so it can direct the RO information to that printer. If you have a 2-drawer laser with plain paper in one drawer and heavy-duty paper in the second, just identify the second drawer.  Since many printers have different specification, you may have to refer to your printer’s manuals.
· Verify to Print Accounting /Totals Copy – If checked, you will be prompted to verify that the accounting copy printed correctly.
· Print accounting copy – You may wish to save paper and not print an accounting copy if you are interfacing with the accounting module.  

· Print Totals Copy – A totals copy recaps and prints the totals on the service ticket by labor type (Customer Pay, Warranty, Internal, etc).
· Number of AccountingCopies to Print – When using laser or plain paper printer, you will need to tell the system how many copies to print. Enter the number of accounting copies to print. 
Note: The accounting copies show the costs and you will need to determine which employees should have access to these copies.
· Show Totals on Original Customer Copy – Some users prefer the original copy not to display Totals since no work has been done at this time. If you do not wish totals to appear on the original customer copy, do not check this box.
· Show Non-Customer Pay Totals on Cash Out Repair Order – Leave this box unchecked if you do not want to print the non-customer pay totals such as warranty and internal work.
· Print History after VIS (vehicle information search) – Check this box if you want to print a vehicle history along with the customers original copy.  

· Show Time In and Out on RO’s – If you are tracking the time in/out of the Service department employees and you want those times to be printed on the customers copy, check this box.
Click the Apply button when finished.

The Disclaimer Tabs allow you to create up to three separate disclaimers to be printed on each ticket. 
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Enter any Service Disclaimer you would like to appear on the RO and then check the appropriate box.

Click the Apply button when finished
Cross Reference: this feature will be available in the future.
ACCOUNTING COMPANY INFORMATION
Set-Up Accounting Company Information
On the Infinity Company Information screen (CI. 1), click on the Accounting Tab located on the left side of the screen.

This action takes you to the Accounting Information Screen.
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(CI. 11)

               ACCOUNTING INFORMATION SCREEN

Check mark the boxes and enter the information appropriate to your company:
· GL Current Month – Enter the month number (ex: January = month 1). This will not stop you from posting into future months.
· GL Current Year – Enter the current year.
· Fiscal Difference – Enter the month that your fiscal year begins. If your fiscal year begins in February then enter two, for March enter 3, ect.
Accounting Updates Master Inventory – This is a Critical change – If you check this box, the system will ask you to call Systems 2000, Inc. to obtain a password. Checking this box will update your master inventory to make the figures agree with accounting figures. In certain cases, where users in the accounting modules are too far behind the current month, they may want to uncheck this and keep the inventory up-to-date manually.  
Note: if you are not using the Accounting Module or your accounting information is not up-to-date you’re your inventory DO NOT check this box, if you do so, the system will over-write the current vehicle inventory information with the current accounting information.

· View Accounting Transactions in Inventory – There are two different sets of transaction files that are related to the vehicle inventory. First, there is the manual transaction history and second, there is the accounting generated history. Most sites want to display the accounting transaction, but a few want to display manual ones that may have some fictitious amounts. If this box is checked, the system will display in the Vehicle Inventory Module all the accounting transactions related to the unit you are viewing.
· Restrict Cash Disbursements – If this box is checked, only checks can be use to pay suppliers that have balances in accounts payable. If it is not restricted, the user can enter the payee information and expense the amount off. Many companies use this as a safe guard, where one clerk will input the invoices and another will write the checks.
· Include Secondary Unit Audit – The Infinity system warns you when you have sold units on which you still owe Floorplan amounts. By default, units with a zero inventory balance in accounting are considered sold. Check this box to have the audit report determine if a vehicle is sold using the sold check box in vehicle inventory instead of looking for a zero inventory balance.
· Don’t Consolidate Warranty Transactions – Multiple warranty transactions on a repair order can either post to accounting as individual transactions or be combined into one transaction representing the sum of all the repairs.
· Select Printer When Printing Checks – Checked this box will require that a printer be selected before printing each check, in order to ensure they are sent to the correct printer. This is useful if you have remote sites with blank stock check printers located at the remote site. The system can print a check anywhere in the world to blank check stock, eliminating remote checkbooks and multiple checking accounts.
· Use Old Print Routine – Certain types of old printers will need to use this option. If you are experiencing trouble printing, check this box.

· Statements on Letterhead – If this box is checked, your name and address will not print at the top of your statements; check this box only if you are using pre printed letterhead paper.
· Laser Checks – Check this box if you are printing laser checks; uncheck this box if you are printing Dot Matrix (8.5x7 in.) continuous feed checks.

· Blank Stock Checks – This box is associated with printers with magnetic ink. Check this box if you are printing on blank checks. This means the computer will be printing your name, address, and other information on the check. Click on the Checking Account Information button below this box to enter the information to be printed on the checks.

· GL Check Printer – Select the default printer to be used for printing checks.
      Note: if the Select Printer When Printing Checks box is checked, there will be no default printer used.

Select the appropriate GL Account Numbers for the following accounts: 
· Default Discount Account – If a supplier gives a discount for paying an invoice early, this GL account will be used to post discounts amounts taken on those invoices. Enter the associated account number in this field.
· GL Account for Retained Earnings – When the year-end process is complete, the system will move all profit or loss to the account specified. Enter the associated account number in this field.
·  GL Adjustment Account – This account is used to post rounding amounts and fractions of cents when using departmental splits, or costing of parts inventory (39 parts for $55 = $1.4102ea). Enter the associated account number in this field.
·  AR Late Fee Sales Account – If you are going to have the system automatically charge late fees on past due amounts, you will need to specify the revenue account that you want the charges posted to. Enter the associated account number in this field.
·  Default AR Account Type – Select the default type for Account Receivable accounts. Type B=Balance forward, O=Open Invoice, and D=Detail. Balance forward customers will have all transactions totaled into a beginning balance at the end of each month. Open invoice will store each invoice until it is paid and balances to zero. You will have to identify which invoice a supplier is paying for. When the open invoice is paid it will no longer display on the reports. Detailed accounts do not consolidate, they will display all invoices, and payment until the account type is changed. This type can use an enormous amount of paper.
·  Default AP Account Type. Select the default type for Account Payable accounts. Type B=Balance forward, O=Open Invoice, and D=Detail. Balance forward suppliers will have all transactions totaled into a beginning balance at the end of each month. Open invoice will store each invoice until it is paid and balances to zero. You will have to identify which invoice a supplier is paying for. When the open invoice is paid it will no longer display on the reports. Detailed accounts do not consolidate, they will display all invoices, and payment until the account type is changed. This type can use an enormous amount of paper.
· Lock Posting in Restricted Months – This will prohibit manual posting to any month/year specified and the months preceding it. This excludes Y1, Z1, and automatic posting. If this box is checked, specify the Restricted Month & Year to the right of the checkbox. This prevents accidental posting to an unclosed month.
  
Note: Only the controller with administration rights can post to a restricted month.
Vehicle Inventory Presets: 
Selling Price Markup Percentage – The system can automatically update the suggested selling price of a unit.  Enter the percentage markup you would like and then check how you want that percentage applied.
· Above Pac Cost  
· Above Total Vehicle Cost 
· Above Purchase Price of Vehicle + Add-On 
· Adds Internal RO Amount to the Selling Price – If checked, the total amount of the RO will be added to the selling price of the unit when an internal service RO is cashed out.
· Deal Pac Percentage – Enter the default PAC percentage. This percentage will automatically change the PAC amount as the cost of the unit changes.
· Deal Pac Amount –Enter a flat rate PAC amount
  Note: You can have both a percentage and a flat PAC amount.
Choose between the following methods of calculation for PAC Cost.
· Above Purchase Price of Vehicle 
· Above Total Cost of Vehicle 
· Above Purchase Price of Vehicle + Add-On 
Click the Apply button when finished.

PAYROLL COMPANY INFORMATION
Set-Up Payroll Company Information
On the Infinity Company Information screen (CI. 1), click on the Payroll Tab located on the left side of the screen.

This action takes you to the Payroll Information Screen
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(CI. 12)

           PAYROLL INFORMATION SCREEN
The Company Number, Name, DBA, and Address fields will populate automatically.
Enter the following information:

· Trade Name – Enter the trade name you would like to appear on Federal Form 941.

· Pay Periods Per Year – This determines the number of pay period worked per year, and is used within the federal income tax calculations. It is also used as a default setting for the employees and to determine the total hours worked for a pay period when interfacing with the time clock module.
· Pay Week Begins – Select a day from the drop down list. Your selection will Work in conjunction with the pay periods per year to determine the time clock cut off date and automatically set the payroll dates for the upcoming payroll.
· Number of Days from Period End to Check Date – Enter a whole number, which will be used to calculate the check date. For example: if your pay week begins on Tuesday 01/01/06 and the number of days is 2, the check date will default to Friday 01/03/06.  
· Time Card Type – Select Regular or Military from the drop down list.
· Worker’s Comp Experience Mod Rate – Enter your worker compensation rate and the computer will estimate your escrow premiums and print your Workers Comp audit reports.
· Worker’s Comp Discount Offered –Enter the discount percentages offered, if any.
· Check Printer – Select the default printer used for printing checks. Warning: make sure the printer you are selecting is not a shared printer in a public environment. The information printed from the payroll system is sensitive and confidential.
· Payroll Uses Laser Checks – Check this box if you are printing laser checks; uncheck if you are printing Dot Matrix (8.5x7 in.) continuous feed checks.

· Use Old Print Routine – Certain types of old printers will need to use this option. If you are experiencing trouble printing, check this box.

· Payroll Uses Blank Stock Checks – This box is associated with printers with magnetic ink. Check this box if you are printing on blank checks. This means the computer will be printing your name, address, checking account number and other information on the check.

· Select Printer When Printing Checks – This requires that a printer be selected before printing each check, in order to ensure they are sent to the correct printer. This is useful if you have remote sites with blank stock check printers located at the remote site. The system can print a check anywhere in the world to blank check stock, eliminating remote checkbooks and multiple checking accounts.

· Auto numbering turned off – If you are using blank stock checks or checks without pre-printed check numbers, you will want your computer to auto number each check. So be sure this box is left unchecked.
· IRS E-File Phone Number – If you are filing your federal deposits by phone, the number in this field will print on the deposit notes for easy access.
· IRS E-File Account Number – If you are filing your federal deposits by phone, the number in this field will print on the deposit notes for easy access.
· IRS E-File Pin Number – If you are filing your federal deposits by phone, the number in this field will print on the deposit notes for easy access.
· Time Sheet Disclaimer – This comment box will print on the employee time sheets. Your local government may have a mandated disclaimer or you can use this field for your own internal purposes.

Click the Apply button when finished. 
ELECTRONIC COMMUNICATIONS COMPANY INFORMATION
Set-Up Electronic Communications Company Information
Electronic communication allows your dealership direct internet connection to vendors. 
This is useful for ordering parts or obtaining warranty company information.
On the Infinity Company Information screen (CI. 1), click on the Electronic Communications Tab located on the left side of the screen.

This action takes you to the Electronic Communications Information screen.
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                             ELECTRONIC COMMUNICATIONS IN FORMATIONS SCREEN
As Systems 2000, Inc. creates interfaces with third party companies; they are listed on this screen. You will need to contact the third party company and obtain a Username, Password, IP Address, and Account Number. Once you have entered this information, you will need to click the Active (Act) check box.  
Note: There may be additional charges associated with these communication interfaces. 
B. INFINITY EMPLOYEE INFORMATION SET-UP
EMPLOYEE INFORMATION MAIN SCREEN
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                   (CE. 1)
        INFINITY EMPLOYEE SCREEN
The left of the screen will show you a list of all your employees. By highlighting the name of the employee, his or her First Name, last Name, Address, and Phone Numbers will appear on the right of the screen. For Mechanic employees their hourly rate will show as well.
The Employee Pick Lists will show the duty allocated to that staff member.

GENERAL EMPLOYEE INFORMATION

Enter Employee Information
On the Infinity Employee Information Main screen (CE. 1), click the Add button located on the bottom of the screen.

This action takes you to the General Employee Information screen. 
Note: The Employee Number assigned in Employee Information will be the number used to identify this employee throughout the Infinity system.
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     (CE. 2)

                      GENERAL EMPLOYEE INFORMATION SCREEN
The Entity # will populate automatically.

Fill in the necessary information associated with each individual employee.
If your mechanics are paid with different hourly rate, make sure you enter the appropriate amount in each field.
For the Employee Pick Lists, check the boxes related with the employee. The member of your staff can accomplish as many duties as you would like. 

Note: Do not forget, each task has a different level of security associated with it. This security level is set-up in the Infinity Security module.
Click the Save button when finished. The new employee name will appear on the Employee List located on the left of the screen.

To add more employees, click the Add button, and a blank new screen will appear.
Enter Additional Addresses
Click the Addtl. Addresses Tab, located in the General Employee Information screen (CE. 2). The Addtl. Address screen will open.
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To add addresses, click the Add Address button, and type the additional information.
To select a Default Address for the employee, check the Default box. (The first address will automatically be set as default)

For maps and directions, click MapQuest. The www.mapquest.com site will open instantly.
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View Employee Information
If you need to access employee information quickly, you can use the Search feature located at the bottom of the General Employee Information screen (CE. 2).
The Employee Search Screen will appear.

Fill in one or more of the following fields:
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(E. 3)

     EMPLOYEE SEARCH SCREEN
Click on the Ok button to view the information.
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View Employee List
On the General Employee Information screen (CE. 2), click the List button located at the bottom of the screen.
The Employee List screen will appear.
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You can click on the employee name and then the OK button to view a detailed screen of his or her information.
Click the OK button when finished.
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