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Welcome to Auto Care Software Premier  
 
Auto Care Software Premier is an accounting package designed specifically for 
running your automotive-based business. It provides you with all the tools you 
need to operate your business faster and more efficiently. 
 
This handy user guide is designed to explain you how to use the various 
features of Auto Care Software Premier. Among many others, most importantly 
you will learn how to  
 

¶ Enter customer and supplier details 

¶ Write quotations and job cards 

¶ Create customer and supplier invoices and administer payments 

¶ Enter vehicle details and look up vehicle history 

¶ Enter stock items and do automatic mark-up 

¶ Create assemblies, billing codes and standard jobs 

¶ Allocate parts to specific jobs 

¶ Create automatic purchase orders 

¶ View detailed information on servicemen productivity 

¶ Print your bank deposit slip instead of writing by hand 

¶ Obtain your BAS statement  

¶ Plan your work efficiently by using the Booking Diary 

¶ Create extensive reports from all modules and areas.  
 
The chapters of this user guide are organized in a logical order according to 
how you would build up your database. It contains step-by-step guidelines to 
help you in getting started. Each chapter introduces you to both the basics and 
the more advanced functions of the described module. After becoming 
familiarised with the backbones of how to operate your system, you can always 
return to any chapter for a quick reference or for discovering new features. 
 

System Requirements 
 
To operate the Auto Care Software Premier package successfully, you need: 
 
Operating System (the system will run on any of the following 32-bit or 64-bit 
systems):  

¶ Microsoft Windows XP 

¶ Microsoft Windows Vista 

¶ Microsoft Windows 7 and 8  
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¶ Windows Server 2008  
 

Hardware: 

¶ IBM PC compatible 1 GHZ Pentium computer or faster  

¶ 2 GB RAM (recommended 4 GB) 

¶ DVD drive 

¶ Printer (supported by Windows XP, Vista, Windows 7, 8) 

¶ Uninterruptible power supply 

¶ External hard drive for backup 
 
 

Programme Installation 
Installation on your computer(s) is done by an authorised and trained Auto 
Care Software technician. 
 
 

Signing in to Auto Care Software Premier 
 

 
 

 
Enter User Name* and press Enter. 
Enter Password* and click Continue. 
 
*Your User Name and Password can be found on your invoice under the 
description column.  
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The Menu System 
 
There are six pull-down menus and 10 icons for the most frequently used 
programme modules on the Welcome screen as shown below. 
 

  
 
 
 
 

Company Details  
 
In order to enter your company details into the programme follow the steps 
below. (This option is only available once the full programme has been 
purchased.) 
 

¶ Select System from the menu at the top of the screen. 

¶ Select Company Details.  

There are 10 command 
icons for the most 
frequently used modules 
like stock, invoices etc. 

Modules are available 
from the top row of 
the menu system. 
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¶ Replace sample text with your company details in the various fields on 
the screen.  

¶ Click Exit to return to the main menu. 

 
Operator Names and Passwords  
 
In order to enter the name of the computer operator(s) and the corresponding 
password(s) follow the steps below. (This option is only available once the full 
programme has been purchased.) 
 

¶ Select System from the menu at the top of the screen. 

¶ Select Operators and Passwords. 

¶ Select New Operator (command button is located in the top right hand 
corner of the screen).   

¶ Select New. 
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¶ Enter the name of the operator. 

¶ Click Exit to get back to the Operators box. 

¶ Select the operatorôs name entered in the combo box (situated in the 
top right hand corner of the screen).  

¶ Enter operatorôs password into the Password field. 

¶ Tick the programme module names that can be accessed by the 
operator.  

¶ If the Hide Cost check box is ticked in the Inventory section costs in the 
Stock and Debtors Invoice modules cannot be viewed by the operator. 

¶  Click Exit to get back to the main menu. 
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Stock 
 
The Stock module has been designed for entering stock items, billing codes 
(including labour only) and assemblies (including parts only). If you want to 
create standard jobs consisting of both parts and labour, you can do it in the 
Quotation module (see description under Quotation/Estimates/Standard Jobs). 
In the Stock section of the System Setup module you can select the price 
types you want to use. The appearance of the Stock screen and related 
screens are different according to the chosen set-up.  
 
In order to access the Stock module, click Stock on the Menu Icon Bar.  
 
 
Entering Stock  
 
To enter a new stock item, click New at the bottom of the screen. 
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Enter stock details into the appropriate fields as follows:  
 

¶ Enter stock code in the Code field (maximum 24 characters). The code 
entered in the Code field will be the code used when you raise an 
invoice. Use the Edit button if you need to change the code of a stock 
item. Note that the system will replace the old code with the new one 
wherever it has been used before.   

¶ Enter the stock description into the Description field. 

¶ Enter the unit of the stock (each, litre etc.) into the Unit field. 

¶ Enter the physical location of the stock in the workshop into the 
Location field.  

¶ The Last date of sale is the field where the system automatically enters 
the date when the most recent sale of this particular stock item took 
place.   

¶ You can select either automatic or manual mark-up method for each of 
your stock items. If you want manual mark-up then click on the Manual 
Markup button.  
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To select the mark up percentages, click on the Manual MarkUp List 
button located in the control menu at the bottom of the screen and set 
the markup percentage to the desired value for each stock.  

 

    
      
 
   

 
    

If you want automatic mark-up, click on the Automatic Markup button. 
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In order to use the automatic mark-up feature you need to turn on the 
Stock Categories option in the System\System Setup/Stock module. 
You do not need to categorise your stock if you do not wish to. There is 
an empty line in the in the category field. Select this empty line for all 
your stock if you do not want to categorise your stock. To select your 
mark-up percentage, click on the little box with three dots next to the 
Category field. The Stock Categories and markup % window will 
appear. Enter your mark-up percentages in the appropriate fields. 

 

  
        

 
 

Enter your retail, trade and wholesale mark up percentage for each 
category. Please note that the first empty line represents the 
uncategorized stock items. You can enter an automatic mark up 
percentage for these stock items as well. If you opted not to have stock 
categories (set on the System Setup/Stock screen), but you wish to use 
the automatic mark up option then you have to turn the stock categories 
option ON in the System Setup module, enter your mark up 
percentages and then turn the stock categories option OFF again. 
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¶ The Average Cost field records the average purchase price of the 
particular stock on hand. At the time of entering creditors invoices 
(discussed later in the Supplier invoices module), the average cost is 
calculated for each stock item.  

¶ The Price field(s) indicate(s) the retail, (trade, wholesale) price(s) of the 
stock item. For automatic mark-up items these prices are calculated 
automatically (i.e. average cost plus mark-up percentage). For manual 
mark-up items, these prices have to be entered separately.  

¶ The On Hand field refers to the quantity of a particular stock that the 
company has on hand. This value is updated automatically when 
creditorsô and debtorsô invoices are entered. 

¶ The minimum and maximum stock that is acceptable for the company to 
have on hand can be entered in the Min Stock and Max Stock fields. If 
stock falls below the minimum quantity entered in the Min Stock field a 
note will automatically appear in the purchase order module (discussed 
later). 

¶ You can select unlimited suppliers for each stock item from the 
Supplier list. Click on the Add Supplier button on the right hand side of 
the grid to create a line item for a supplier and use the down arrow to 
select supplier. Enter the supplierôs code for the stock item in the Part 
Number field.  
 

 
 

¶ Last Cost refers to the price of the stock at the last time of purchase 
from the supplier. Note that both Last Cost and the date of Last 
Purchase are entered automatically here when you enter the supplier 
invoice in the creditorsô invoice module.  

¶ Last Purchase is the date when the last purchase of stock was made.  

¶ Under Order refers to the quantity of stock items ordered from a 
supplier.  

¶ Order Date is the date when the last order was made.  
Note that the Under Order and Order Date fields are automatically 
updated from the purchase order module (explained in more detail in 
the Purchase Order section of this manual). 
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¶ To look up active orders for a stock item click on the Active orders 
button next to the grid area. 
 

            
 
 
Copying Stock items 
To make your data entry easier, you can copy a current record to a new one. 
This function is useful when you enter similar items into the database. The 
copied item will have three additional asterisks attached to the original code. 
(Note that each code has to be unique.) 
 
Changing On Hand values 
For security reasons the system keeps a record of the operatorôs name and the 
date and time when the change was made. 
 

¶ On the Stock screen click on the gray box next to the On Hand Field. 
The Enter Stock On Hand window appears. 
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¶ Enter the new quantity or the adjustment value by using the up or down 
arrow next to the appropriate fields and click Save.  
 

           
 

¶ If you want to change the on hand value for several stock items click on 
the Multiple On Hand Change button at the bottom of the Stock 
screen. Make your adjustments and exit. Again, the system will keep a 
record of each changes made.  
 

 
 
Active Orders function key   
For your convenience, you can look up active orders for a stock item from the 
Stock screen by clicking on the Active orders button next to the grid area. 
 

          
 
 
Billing Codes 
 
To enter a Billing Code (labour only items), click New on the stock screen.  

¶ Click on the green arrow next to the Stock field and select Billing Code.   
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Entering billing codes can be done in the same way as entering stock 
items. In addition, you can enter a detailed description for each billing. 
When a billing code is entered on a customer invoice, a detailed 
description of the job is copied to the invoice line and printed on the 
invoice. This description can be modified in the line itemôs Memo field.  

¶ You can check your spelling by clicking on the Abc button. 
 

      
 

¶ Enter the number of hours necessary for the job in the Assigned Hours 
field. The system will automatically collect these hours in the 
Servicemen Productivity Report (discussed later).  

¶ If the Service Oriented Billing Code check box is ticked YES and the    
billing code is used on an invoice the Next Service date will be set 
automatically on the invoice. 
 

 
Assemblies (Bill of Materials or Kits) 
 
In the Stock module you can set up assemblies by using various stock items. 
Note that you cannot add a billing code to an assembly. If you want to have 
billing codes and parts in a group you need to create standard jobs. (Find 
details under Debtors/Quotation / Estimate /Standard Job)  
 

¶ Select ñAò for Assemblies.  

¶ Enter stock details into the appropriate fields. (An entry can be deleted 
by clicking on the Remove Item button next to the grid area.) 
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¶ Press [F9] to enter a new line or click on the Add Item [F9] button.  

¶ The assemblyôs cost and price will be calculated based on the cost and 
price of the components. You can choose manual or automatic 
assembly price calculation method by checking the appropriate button. 
Note that costs and prices exclude GST. 
 

  
 

¶ Click on the Assembly Recalculation button if you want to recalculate 
the cost and price of an assembly in case costs and prices for the 
components have changed. The new cost of the assembly will be 
recalculated based on the new cost of the sub items. (Example: if the 
cost of ball-nuts increases all each assemblyôs cost that contains ball-
nuts will be recalculated.)  
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Note that there are two ways to use assemblies: 

¶ You put an assembly together and manually increase the on hand value 
in the Stock module by clicking on the Put New Assembly to Stock 
button. Select quantity with the help of the up and down arrows and 
click Save. The on hand value of the components will automatically 
adjust (increase or decrease).When you sell the assembly the on hand 
value will automatically decrease. 

 
                
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

¶ You do not change the on hand value manually in the Stock module. In 
this case the on hand value is always zero. If you sell the assembly the 
on hand value of its components will decrease. (This is how it is in Auto 
Care Software Version 13.) 

 
Group Headers 
 

You can create group header codes in the Stock module. (Note that ñLò 
LABOUR, ñPò PARTS and ñMò MISCELLANIOUS group header codes are 
already in your stock.) To enter group headers, follow the steps below:               
 

¶ Click on New on the Stock screen. 
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¶ Click on the green arrow next to the Stock field, select Group Header 
and click OK. 

            
 

¶ Enter Code and description in the relevant fields. 
                         

 
 

Note that the Code and Description fields will appear bold. Do not fill out any 
other the fields on the screen for a group header.  
 

Stock Categories 
 
Care Software Premier allows you to create stock categories. Setting up stock 
categories has many advantages including the option to assign a different 
mark-up percentage to each category. If you want to use stock categories, 
follow the steps below: 
 

¶ Click on the System menu pad on main screen and select System 
Setup. Click on the Stock tab.  

¶ Tick Stock Categories ON. Exit the System Setup screen. 
 

                                
 

¶ Click on the Stock & Billing Codes icon in the main menu. The 
Category combo box appears on the Stock screen.  
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¶ Choose a category from the Category combo box by clicking on the 
down arrow. A list of existing categories appears. Choose the 
appropriate category by clicking on it.  

                            
 

¶ To create a new category, click on the gray box next to the down arrow. 
The Stock Categories and markup % window appears. Click Edit and 
then New at the bottom of the screen. Enter the new category and 
markup percentage. To create more than one new category click New 
again to obtain a new line. 

¶ Note that you can create categories for billing codes as well. In this 
case leave the percentage box empty.  

¶ To calculate stock price based on cost and mark-up percentages, click 
on the Calculate automatic markups across the board button and 
then click Exit. 

 

 
 

¶ You can select your default category by highlighting the category line 
and then click on the Set Default button. 

 

   
 


