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1.1

1.2

2.1

Overview

Introduction

Auto Maintenance Pro makes it easy to track and organize preventive and repair maintenance
information on your vehicles. However, it is flexible enough to allow you to track as little or as much
information as you like.

Along with helping you organize your vehicle information, Auto Maintenance Pro will also automatically
calculate and report maintenance due for your vehicles. When you start Auto Maintenance Pro,
automated and color-coded PM (preventive maintenance) alerts instantly show you which vehicles and
are due for senice at all times.

In addition to pre-defined maintenance senvices, ranging from changing the oil to performing an engine
tune-up, you have the flexibility to define your own PM senvices and set their desired intervals. When
maintenance is performed on a wehicle, it can be recorded and saved to the history so you can easily
monitor PM, repair, parts, and overall operating costs to help prevent future problems and increase your
resale value. Print detailed reports and specify report-filtering criteria to analyze only the data you need.
Auto Maintenance Pro also tracks vendors, fuel purchases, insurance data, registrations, purchasing
details, and loan/lease information. Auto Maintenance Pro is very flexible and it is also very easy to use.

System Requirements
To use Auto Maintenance Pro, we generally recommend the following minimum requirements:

Pentium 1Ghz or better processor
256MB of RAM

75MB of free disk space

1024x768 screen resolution
Windows 2000, ME, NT, XP or Vista

See also:
Contacting Support

Getting Started

Introduction

Welcome to Auto Maintenance Pro! This section is designed to help you get Auto Maintenance Pro up
and running quickly. If you have already used Auto Maintenance Pro and have an understanding of how
the program operates, some of the information in the "Getting Started" section may be skipped.
Although, there are a few tips included in this section that are beneficial and will save you time.
Therefore, we encourage you to step through the Quick-Start Guide regardless of experience.

Auto Maintenance Pro ships with a small amount of sample data. We recommend using the sample
data provided to try some of the popular features included with Auto Maintenance Pro. After you have a
good understanding of the program, the sample data can be manually deleted.
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The first sections will discuss the Main Menu and the Equipment Manager, which are the primary
screens of the program. Then, we will step through the procedure for setting up the program and
entering your vehicles. Finally, we will cover some of the more common features of the program such as
recording maintenance performed, viewing maintenance history, and reporting.

2.2 The Main Menu

The main menu is the central location where all features can be activated from within the program. Just
like many applications, there is a drop-down menu and also a main menu toolbar that contains the most
commonly accessed features. The main menu toolbar and drop-down menus are discussed below:

The Main Menu Toolbar:

a = H i y & y i ] | = E3| T3 11}
Add..  Edt.. Delete Becord Mtc  Record Fuel Mtc Higtory  Fuel Mic Due P Status P Schedule  Last PM Wendors Parts Graphing

o

Add.
Click the "Add" button to add new \ehicles. Corresponding menu command: File/Add...

=
Edit..
Click the "Edit" button to modify or view the selected wehicle's general information that was entered when

the wehicle's record was first created. Corresponding menu command: File/Edit...

E|
Delete
The "Delete" button will delete the selected vehicle after answering "Yes" to the confirmation message.
Corresponding menu command: File/Delete...

_'IH
Becord kb

The "Record Mtc" button should be used to record maintenance that was performed on a wehicle.
Corresponding menu command: Equipment/Enter Maintenance Performed...

1
|

Heu:u:urﬁ Fuel

The "Record Fuel" button is used to add in fuel purchases for the selected equipment. Corresponding
menu command: Equipment/Record Fuel...

&
[ ﬁistur_l,l
The "Mtc History" button displays the complete maintenance history for the selected vehicle. This
screen will display the preventive maintenance and repairs performed on the selected vehicle.
Corresponding menu command: Equipment/Maintenance History...

Fuel

The "Fuel" button activates the "Fuel History Log" screen, where you can log fuel purchases and to
calculate fuel usage, averages, costs, and vendor purchases. Corresponding menu command:
Equipment/Fuel History...
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e
=l
Mtz Due

The "Mtc Due" button displays a list of maintenance that is currently due (or soon due) for the selected
vehicle. Corresponding menu command: Equipment/Maintenance Due...

5
Pt Statuz

The "PM Status" button displays a list of all of the preventive maintenance senices and their current
status. Corresponding menu command: Equipment/Current Maintenance Status...

2]

Phd Schedule
The "PM Schedule" button displays the "PM Schedule Setup" screen. From this screen, you can add,

modify, or delete PM tasks for the selected vehicle. Corresponding menu command: Setup/PM
Schedule...

| Last PM

The "Last PM" button manually configures the "Last Performed" parameters (date or metered units) for
the PM senices assigned to the selected equipment. When you add equipment into the software, you
will be provided the opportunity to view this screen to configure the "Last Performed" date and/or metered
values so Auto Maintenance Pro can automatically determine when they are next due. Once initially
configured, you should not need to visit this screen again as Auto Maintenance Pro will automatically
update these values when history is recorded via a maintenance entry. Corresponding menu command:
Equipment/Last PM...

&5
Wendors
The "Vendors" button displays the "Vendor Database Management" screen. Use this screen to add,

edit, or delete vendor information. Corresponding menu command: Setup/Vendor Database...

=

T
Farts
The "Parts" button displays the "Parts Inventory Management" screen. Use this screen to add, edit, or
delete parts.

il

Graphing

The "Graphing" button displays the "Equipment Statistics" screen, which shows a detailed cost
analysis graph that is filterable by vehicle and date ranges. Corresponding menu command: Equipment/
Graphing...

Y
[t
The "Quit" button exits Auto Maintenance Pro. Corresponding menu command: File/Exit

The Main Menu Commands:

Eile Setup Eguipment Tools Reports Window Help

The menu commands are located in a row across the top of the main menu screen and provide access
to all of the features included with Auto Maintenance Pro.
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File - Add, edit, duplicate, or delete vehicles. Also includes database backup / restore features and
access to program options.

Setup - Edit PM schedules, vehicle categories, vendors, and drop-down choices lists.

Equipment - Vehicle specific functions such as recording maintenance performed, viewing maintenance
history, etc.

Tools - Contains database features such as backup/restore, optimize/repair, and program options.
Reports - Contains all of the reports available in the program.

Window - If applicable, options in this menu allow you to tile and/or cascade open windows on the
screen.

Help - Supplies online help, common help issues, technical support information, contact information,
version information, and website information here.
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2.3

Adding Vehicles

Adding wehicles is a simple process and does not require a wealth of details. As an example, we will
add a vehicle with the most basic information.

To add a new vehicle:

o

1) On the Main Menu or Equipment Manager screen, click the Add. pytton.

% Add New Equipment

General |Specificatinns Purchase || Expirations | LoanLease || Insurance | Photo | Motes || Configure

Identification Photo

Y eatr: I:I

hake: | w |

haciel: | w |

WIN #: | |

Plate #: | |

Trype: |Vehicle W |

Calor: | w |

Status

Cnevnier shig: | ~ |

Mairtenance Tracking Cther Details (custom)

Meter Type: (click to define) | |
Mileage: ] (click to define) | |
Baze Mileage: CI [click to define) | |
Basze Date: (click to define) | |

il Fiter Type: | |

[]=ave Custom Labels &= Defautt | Save ‘ | ¥ Cancel | | @ Help |

2) Choose the meter type of the new vehicle: Mileage, Kilometers, or Hours.
3) Enter the Year, Make, Model, Current Mi/Km/Hrs, Base Mi/Km/Hrs, and Base Date.

Note: The base information is used to initialize the PM senice's Last Performed Date and Mi/Km/Hrs
data which is used when calculating maintenance due. This last performed data can be adjusted for
accuracy after the new vehicle/equipment is added, if needed. You will see this in Step #5. Also, the
"Base Mi/Km/Hr" figure is used when calculating Cost Per Mi/Km/Hr. For example, if you are just
starting to track maintenance on a vehicle with 30,000 miles, enter 30,000 miles into this field. If you
have old maintenance records you plan to enter into Auto Maintenance Pro prior to 30,000 miles, enter

in the earliest mileage for which you have records (ie: 2,300 miles).
Note: We have just entered all of the required information. You can enter as much or as little information in
the other fields as you like.
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Custom Fields:

There are a total of 28 custom fields you can define on the vehicle information tabs. Tabs that contain
the custom labels are "General" (5), "Specifications" (18), "Purchase" (2), "Expirations" (2), and "Loan/
Lease" (1). All custom fields read "(click to define)" when you are adding a new vehicle. Simply click on
the "(click to define)" text to define the label. An input box will be displayed showing the current label
name. Alter the name to your liking and then click "Ok".

TIP: Once the custom labels are changed to your liking, they can be saved as defaults by checking the "Save
Custom Labels as Default” checkbox on the bottom of the screen. They will then be used as defaults for each
subsequent vehicle you enter.

-i
4) Click the & 23¥¢ ptton to save your vehicle.

5) Lastly, you will be asked if you wish to configure the PM senices at this time. Clicking "Yes" will take
you to the "PM Setup" screen for the selected vehicle. From there, you can add, edit, or delete any of
the default maintenance senvices. You should also ensure that the "Last Performed" date

and/or mi/km/hrs is accurate. Again, the "Last Performed" data is used when calculating maintenance
due. You should tell Auto Maintenance Pro when the senices were last performed, or let Auto
Maintenance Pro assume the Base Date and Base Mileage figures for the last performed data. To

learn more on the "PM Setup" screen, see the "PM Setup" help topic. Note: If you choose "No", You
can always configure the "Last Performed" data at a later time by clicking the "Last PM" button on the
main menu screen.

Your new vehicle has been created!

24 PM Schedule Setup

When adding vehicles into Auto Maintenance Pro, you should define the PM schedule that will be
assigned to the vehicles/equipment you are adding. The maintenance schedule contains preventive
maintenance senvices that are required to be done on a date and/or mileage/km/hr interval. An example
of a preventive maintenance senice would be an "Oil & Filter Change" with a 90 day or 3,000 mi/km
interval. Auto Maintenance Pro uses these interval parameters to inform you when maintenance is due
for a vehicle. Auto Maintenance Pro ships with over 80 default PM senices that can be used to generate
your schedules. Common senices like "Oil & Filter Change", "Air Filter Replacement”, "Tire Rotation",...
etc. are already defined for you to use in your maintenance schedules. You can also define your own
custom PM senices or simply use the default items we provide.

There are two methods you can use to access the PM senices for your vehicles/equipment. After adding
a vehicle into Auto Maintenance Pro, you will be asked if you wish to configure the PM senice's for the
vehicle. If you choose "Yes" the "PM Schedule Setup" screen will display. For a vehicle already added,
select the vehicle on the main screen. Then, you can gain access to the "PM Schedule Setup" screen

|

Pk Schedule

by clicking the icon.
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Date Tracking Parameters

Task Enabled? Type Priority Date Intervalis) Acvanced Motify Day:
Air Filker Mormal 1 1Zmonth(sy [
il Change Mormal 1 Wdayis) |-
Tire Rotation Mormal i e e
3 Services Listed |
< >
- PM Service: ] add... S{Edit.. ¥ Delete  THImport = Erint...

| @ Help | [ ﬂ Close I

To add a PM service:

1) On the "PM Service" toolbar, click the ] add button.
2) You can enter the Service Name and set your desired date and/or meter interval values.
3) Click the "Save" button.

In order to save time when setting up your maintenance schedules, you can import PM senices from
other schedules. Some of your schedules may differ only slightly from others and importing would
eliminate re-typing the same PM senices you already entered in another schedule.

To import services from another schedule:

. ¥ Impart . " : s on
1) Click onthe == button to display the "Import Maintenance Senices" screen.

2) Of the left side of the screen, choose the schedule you wish to import from using the "Import From
Schedule" drop-down list. The PM senvices associated with the selected schedule will be populated in
the "Services Available" box.

3) In the "Senvices Available" box, click on the service(s) you wish to import. You can select multiple
senvices by using the Ctrl-Click or Shift-Click methods. If you wish to import ALL senvices, click the "
Select All Services" check box below the source list to highlight ALL maintenance senices in the
source list.

4) Click the * button to add (import) the selected senice(s) to the "Current Schedule" on the right side
of the screen.
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5) Click "OK" to return to the "PM Schedule Setup" screen.

For additional information on the import screen, see Import Maintenance Senices screen help topic.

2.5 The Equipment Manager

Just like the main menu, the Equipment Manager screen is automatically loaded when you launch Auto
Maintenance Pro. The Equipment Manager shows your list of vehicles and information pertaining to
them. In addition, the Equipment Manager will indicate which vehicles are due for senice at all times.
Vehicles that are shaded a "red" color are due or overdue for senice. Vehicles that are shaded a
"yellow" color are SOON due for senvice as per the threshold settings in the program options.

Equipment Manager Screen:

£ Equipment Manager

2000 Ford Ranger
& Mieage: 94,552 WIN #: HASE476HGUT 3G
Plate #: MNO-3926 Specifications | Purchase | Expirations | Loanlease | Insurance || Photo | Motes | Configure
2008 GMC Yukon Denali Iderdification Phito
b Milzage: 8,546 WIM #: 18GB374034572 — P
Plate #: 123-ABDC
2009 Jeep Wrangler Unlimited hake: GMC b
Mileage: 16,055 VIN #: 1BXG448KF83 el Yukon Denali b
Blatels XiZe1 234 N #: 1XGE3TAD348T 252
Kubota BX-24
Haurs: 178 YIM #: KB34729575 Plate # 123-580C
Flate #: Type Sy v
Colar: Black b |
Idertification: | 2008 GhC Yukon Denal |
vyt ship: M
Maintenance Tracking Crther Detsils (custom)
Meter Type: Mileage v (click to define)
Milezge: 5.546 (click to defing)
Base Milsage: 1] [click to define]
Baze Date: Q02007 v (click to define)
(click to define)
£ | B
[ (4listed, 1selected ) | M4 b M ] Add.. FEdit. [5]Delete S Print. 3 Help

You will notice in the screen abowve that one vehicle is highlighted "red". This red highlight indicates the
vehicle is due or overdue for senice. A yellow highlight would indicate that the vehicle is soon due for
senice. The color coded indicators automatically appear when the vehicle is due or soon due for senice
based on the preventive maintenance schedule settings you define for your vehicles. The configuration of
preventive maintenance schedules was discussed in an earlier section.

In addition, by clicking the "+" indicator to the left of the vehicle, the vehicle row will expand to show the

exact PM senvices, repairs, and vehicle expirations that are due or soon due as seen in the image
below:

© 2009/2010, Innovative Maintenance Systems, all rights reserved



12

Auto Maintenance Pro Version 11

2009 Jeep Wrangler Unlimited

Mileage: 16,055 ¥IM #: 1BXG448KFE38

Plate #: X¥Z7-1234
ﬁ Maintenance - Qil Change: Due at 12,862 miles;
qﬂ" Maintenance - Tire Rokation: Due ak 15,021 miles;
'ﬁ’ Maintenance - Air Filker: Due ak 15,000 miles;

The Vehicle Listing

The vehicle listing displays the vehicles/equipment that are currently loaded into Auto Maintenance Pro.
When you click on a wehicle in the list, its corresponding vehicle information is loaded into the tabs on
the right. For each vehicle, there is a "General", "Specifications", "Purchase", "Expirations", "Loan/
Lease", "Insurance”, "Photo" and "Notes" tab to maintain information about the vehicle. The tabs are
discussed in more detail below.

Vehicle Information

The vehicle information section contains all the descriptive details about the selected vehicle/equipment
separated into 9 pages (tabs) of information. For each wvehicle, there is a "General", "Specifications”,
"Purchase", "Expirations", "Loan/Lease", "Insurance", "Photo", and "Notes" tab to maintain information
about the vehicle. Each tab is briefly described below.

"General" tab screen - contains information most significant to the vehicle such as year, make, model,
mi/km/hr, and a few custom fields you can define on your own. Required information: "Year", "Make",
"Model", "Base Date", "Base Mi/Km/Hr", and "Current Mi/Km/Hr".

"Specifications" tab screen - This tab contains additional descriptive fields and custom fields. Click on
the labels to the left of the data fields to re-define the label value. All data is optional on this tab screen.

"Purchase" tab screen - Contains information regarding purchase date, mi/km/hrs, dealership, and cost.
All data is optional on this tab screen.

"Expirations" tab screen - Contains license information such as plate #, state, and expiration. Enter the
expiration of your registration tag and the program will automatically notify you at startup when it is due
to be renewed. All data is optional on this tab screen.

"L oan/Lease" tab screen - Enter information about the financial institution and contacts. All data is
optional on this tab screen.

"Insurance" tab screen - Contains insurance information such as company, policy #, term dates,
premium, deductible, ...etc. All data is optional on this tab screen.

"Photo" tab screen - Save photos (in .JPG or .BMP format) of your vehicle. All data is optional on this
tab screen.

"Notes" tab screen - Enter any other information for the vehicle/equipment. All data is optional on this
tab screen.

"Configure" tab screen - Contains vehicle setup information such as location, department, maintenance
schedule, ...etc.

© 2009/2010, Innovative Maintenance Systems, all rights reserved



Getting Started 13

2.6

Recording Maintenance Performed

When preventive or repair maintenance is physically performed on your vehicle, you need to inform Auto
Maintenance Pro by recording a maintenance entry. When a maintenance entry is recorded, Auto
Maintenance Pro will reset the preventive maintenance senvice's "Last Performed" parameters and clear
any outstanding repairs that were indicated by your maintenance entry. In addition, a historical record
will be written for the vehicle indicating the senices performed, costs, and other details.

To record a maintenance entry:
1) Select a wehicle.
E]
2) Then, click the Hecord Mie button. You will be presented with the following screen providing you
options to automatically populate the maintenance entry with the maintenance due for the vehicle:

E' Record Maintenance Peformed

General Options J i
() Blark maintenance entry

(#)Include all required and vwarning maintenance; X cancel
{:} Include required maintenance only
@ Help

3) Click "OK" to proceed to the "Record Maintenance Performed" screen. You will notice that the
maintenance due will be pre-populated for you:

© 2009/2010, Innovative Maintenance Systems, all rights reserved
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Record Maintenance Performed Screen:

Record Maintenance Peformed - 2009 Jeep Wrangle ed - [BIX

Date lzzued: | 2142009 w | Mileage: 16,033

Mairtenance Tasks (3) |par13 Uszed (0) || Motes

Maintenance Tasks Cost
i i Fileer 0,00
| il change $0.00
i Tire Rotation $0.00

$0.00

CJadd.. #Edit.. 3 pelete ) Quick Select.,

Optional Infarmation Totals

EnGor: | v | Leloar I:l
Ty | W | (Custom) $0.00
Priarity: |MEDIUM b | Taxes: $0.00
{Custom) | |

[Custom) | |

(G ][ %ew )[ 9= ]

4) Enter the required data for the maintenance entry: Date, Mileage, and at least one preventive
maintenance or repair entry. The "Maintenance Tasks" area may already be populated with the required
maintenance depending on your option choice in Step #2.

5) If you need to add maintenance tasks that were performed, click on the ] add button. Choose a PM
senice or Repair item from the list and if desired, indicate parts and/or labor costs that were involved and
click "Save".

6) We have entered the minimal information on this screen. You can enter additional details if you like.
7) Click the "Save" button to save the maintenance entry.

At the moment you click the "Save" button, provided all due (or soon due) maintenance has been
satisfied, the vehicle will not longer be color shaded on the "Equipment Manager" screen. The
maintenance data has been updated for the tasks performed, and the date/meter values will be
automatically advanced to the next respective due date/meter. In addition, the maintenance entry
details will be recorded in the maintenance history for the vehicle.
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2.7

Expirations:

Vehicle expirations such as registration renewals, MVI notifications, emissions, etc. may be updated
from the Equipment Manager screen by right clicking on the expanded senice list and selecting "Update
Expiration". A calendar will be displayed for you to select the next expiration date.

2000 Ford Ranger

| iy K 3
SN =t PMileage: 94,582 YIN #: HA38476HGUT:

Plate #: MND-3928 eneral | Specifications

Led e i im i,

Lion - R n: D ;
r”? Expiration - MYI (Maokar Yehicle Inspection): Due on 021152

“Thsy

v Update Expiration

Viewing the Maintenance History

When maintenance is performed on a vehicle, a record is logged to the maintenance history indicating
the preventive or repair maintenance performed, parts/labor costs, and more. The maintenance history is
useful for analyzing costs and trends in neglect, abuse, or aging equipment.

To view the maintenance history for your vehicle:

1) Select a vehicle.

2) Click the & Histary pton,

Maintenance History screen:

« Maintenance History - 2008 GMC Yukon Denali

Maintenance Tasks | Repairs | Patis

Date Mileage Wark Performed Taotal Cost Wendor Mairtenance Cos Repsir Cost Patts Cost
|1,l'1,|'2009 861 | Change il and Filker 422,49 $22.49 40,00 $22
3f1172009 2,200 |Change il and Filker $22.49 422,49 40,00 $22
6{16/2003 4,366 | Change il and Filker $22.49 $22.49 40,00 $22
af15/2002 6,209 | Change il and Filker $22.49 $22.49 40,00 $22
10/30/2009 7,540 |Rakate Tires $0.00 40,00 $0,00 $0
11/23/2009 8,546 | air Filker, Change Oil and Filker, $36.07 40,00 $0,00 $36

Change Windshield Wipers

| $126.03 | $59.96 | $0.00 $126.
< | ¥
© (6 listed, 1 selected ) bWl Jadd.. #FEdit.. $Delete =4 Print.. &3 Search.. Show Row Filer [ &
Date Interval Settings Tatals

- He
[Enahie date range: Maintenance: FE9.950 Repairs: F0.000
|:| through |:| Parts: $126.030 Labor: $0.000

There are 4 tabs located on the history screen: "History Entries", "Maintenance Tasks", "Repairs",
and "Parts"
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The "History Entries" tab displays the history records logged for the chosen vehicle on the "Equipment
Manager" screen. You can see greater detail for an individual history record by selecting a particular
history record and clicking on the other tab screens to view PM details, repairs, parts, etc. In addition,
multiple history records can be selected on this screen by using the <Ctrl> or <Shift> keys. As you
select multiple history records, the PM, Repairs, and Parts tabs will be populated with the details of ALL
selected records..
On the bottom of the screen, you will notice date interval viewing parameters and totals for all PM,
repairs, parts, and labor:

Date Interval Settings Totalz

P | Encble ciote range: through PH: $60.93 Repairs: $1.778.80

Parts: $1.839.78 Labor $84.60
The date interval settings allow you to view the history between a certain date period. Check the "Enable
date range" check box and use the calendar selection controls to adjust the dates accordingly. The
date interval parameters can also be set in the program options to maintain the same date interval
settings each time the maintenance history screen is displayed.
The "Totals" section is calculated based on the history entries being viewed. [f you have a date interval
setup for the current year, the totals will only be calculated for the current year. The cost per mi/km/hr
(located just above the "Totals" section) is calculated in the same manner.
2.8 Generating Reports

Auto Maintenance Pro ships with numerous reports that detail just about every aspect of your vehicle
data.

All of the reports can be activated from the "Reports" drop-down menu on the main screen. The reports
are categorized so you can easily find the report you are looking for. In addition, many of the screens in
Auto Maintenance Pro contain a "Print" button where you can generate reports that are associated with
that screen.

When you choose a report to be printed, the following screen will appear:
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=
&)

Report Filtering Options

D ::§|Snrting Equipment Listing

.....

Equipment Zelection;

Equipment: | All Equipment R

[] Print records where

| | iz between thiz date range:
| | | | |

|:| Specify additional fiter criteriz

[ 5 Prirt... ] [ ll Previewy... ] [ i ciose ]

Depending on which report you choose, the available filtering controls will be displayed on this screen.

Filtering and Sorting Options

Auto Maintenance Pro lets you define the data you wish to be displayed in the report by providing
filtering criteria. Depending on the report you select, there will be filtering and sorting options that will
appear on this screen. The filtering and sorting options for each report vary by the type of report being
printed. For example, a report that does not have any date criteria available will not display the date
filtering options.

Below is a description of the available filtering methods:

Equipment Selection Filtering:

If the selected report is equipment based (i.e. history), the equipment filtering options will be displayed:

Equipment Selection:

Ecjuipment: All Equipment w |

This feature allows you to print by equipment selection. The choices are:

o "All Equipment” - prints the selected report for all of your vehicles.

o "Selected equipment only” - prints the selected report for the selected vehicle on the "Equipment
Manager” screen. You may multi-select vehicles on the "Equipment Manager” screen. .

Date Filtering

If the selected report contains date information, the date filtering option will be displayed:
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Date Selection
Print records where |Date Completed ¥ | iz between thiz date range:

Current Year w | 1M1/2008 * | through |12/31/2003 b

Check the "Print records where..." check box to enable date filtering for the selected report.

Then, if there are multiple date fields in the report, choose the date field for which you wish to filter. In
the example abowe, "Date Completed" is the chosen date field.

Next, to save time, Auto Maintenance Pro provides a quick list of available date filters (i.e. Current
Year, Current Quarter, Last Year, Last Month, ...etc). Choosing one of these quick filters will
automatically fill in the date boxes with the appropriate dates. You can also adjust the dates manually
if you like.

Additional Filter Criteria

If you need to be more specific, Auto Maintenance Pro also provides an area for you to filter by
essentially any field in the report. Just check the "Specify additional filter criteria" check box to
enable this section. Then, choose the "Field" you wish to filter by, the "Condition", and finally the "
Value".

Record Selection
Specify additional fitter criteria Cendition: alue: Caze Sensitive
Field: | Cost (Total) W |== (| 51,000.00

Sorting Options

You can sort your report using up to three fields. Each report has its own default sorting fields which
will be displayed in this area automatically. Therefore, you don't have to choose a sorting method
unless you want to sort your report differently than the default settings.

TIP: Keep in mind that grouping in areport's design can interfere with the sorting fields you choose.
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= Report Filtering Options

Equipment Listing

Sarting
First Sort Second Sort Third Zort
Idertification w Mone hd Mone hd
(%) Azcend () Descend (%) Azcend () Descend (®) Azcend () Descend

v| Caze Senzitive

[ 5 Prirt... ] [ ll Previewy... ] [ i ciose ]

Use the sort field drop-down lists to choose each sort field. If you don't want to sort by any particular
field, choose "(none)" from the list.

Other Options

[ =4 Print... ] ’ il Preview .. l ’ B close ]

"Print" - Choose "Print" to print the report directly to the printer. You will be provided with a print
screen that allows you to select the printer, copies, and other options prior to printing the report.

"Preview" — Choosing preview will preview the report on the screen prior to printing. The preview
window also provides options for searching, e-mailing, and other view options. A print button is also
provided in order to print directly from the preview screen. To get additional help on previewing reports,
see the "Print Preview" help topic.

This concludes the Auto Maintenance Pro "Getting Started" section. There are many additional features
included with the program which we did not cover. Other features include the tracking of vendors, fuel
usage, and more. For additional information, please view the online help provided with the program or

obtain the full manual from the CD-ROM or web site. Please visit www.mtcpro.com frequently for the
latest updates and information.

3 Vehicles/Equipment

3.1 Vehicle Information

Many types of information can be entered for each vehicle. Below are the different detail tabs available
when adding a new wehicle:

"General" tab screen - contains information most significant to the vehicle such as year, make, model,
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mi/km/hr, and a few custom fields you can define on your own.

"Specifications" tab screen - This tab contains additional details you can record about the vehicle
including additional custom fields. Click on the labels to the left of the data fields to re-define the label
value. All data is optional on this tab.

"Purchase" tab screen - Contains information regarding purchase date, mi/km/hrs, dealership, cost,
depreciation, and 2 custom fields. All data is optional on this tab.

"Expirations"” tab screen - Contains expirations such as plate #, registration, MVI, or custom defined,
as well as 2 custom fields. All data is optional on this tab.

"Loan/Lease” tab screen - Enter information about the financial institution and contacts. All data is
optional on this tab.

"Insurance" tab screen - Contains insurance information such as company, policy #, term dates,
premium, deductible, ...etc. All data is optional on this tab.

"Photo" tab screen - Select to store a photo of the vehicle in JPG format. Imported photos should be
in JPG or BMP format. RIGHT click on the photo box, choose "Add Image", and then browse to the
desired photo. All data is optional on this tab.

"Notes" tab screen - Enter any other information for the vehicle. All data is optional on this tab.

"Configure" tab screen - Contains vehicle setup information for detail tabs. All data is optional on this
tab.
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3.2 Adding a vehicle/lequipment

Adding wehicles is a simple process and does not require a wealth of details. As an example, we will
add a vehicle with the most basic information.

To add a new vehicle:

o

1) On the Main Menu or Equipment Manager screen, click the Add. pytton.

% Add New Equipment

General |Specificatinns Purchase || Expirations | LoanLease || Insurance | Photo | Motes || Configure

Idertification Fhato

Wake:

|

hadel: |
WIN #: | |

|

|

|

Plate #:

Type:

Color:

Status

Cnevnier shig: | w |

Mairtenance Tracking

Cther Details (custom)

(click to define)

(click to define)

[click to define)

Basze Date: 10M4/2009 W (click to defing)
Oil Fiter Type:
[]=ave Custom Labels &= Defautt | Save ‘ | % Cancel | | @ Help |

2) Choose the meter type of the new vehicle: Mileage, Kilometers, or Hours.

3) Enter the Year, Make, Model, Current Mi/Km/Hrs, Base Mi/Km/Hrs, and Base Date.

Note: The base information is used to initialize the PM senice's Last Performed Date and Mi/Km/Hrs
data which is used when calculating maintenance due. This last performed data can be adjusted for
accuracy after the new vehicle/equipment is added, if needed. You will see this in Step #5. Also, the
"Base Mi/Km/Hr" figure is used when calculating Cost Per Mi/Km/Hr. For example, if you are just
starting to track maintenance on a vehicle with 30,000 miles, enter 30,000 miles into this field. If you
have old maintenance records you plan to enter into Auto Maintenance Pro prior to 30,000 miles, enter

in the earliest mileage for which you have records (ie: 2,300 miles).
Note: We have just entered all of the required information. You can enter as much or as little information in

the other fields as you like.
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3.3

3.4

Custom Fields:

There are a total of 28 custom fields you can define on the vehicle information tabs. Tabs that contain
the custom labels are "General" (5), "Specifications" (18), "Purchase" (2), "Expirations" (2), and "Loan/
Lease" (1). All custom fields read "(click to define)" when you are adding a new vehicle. Simply click on
the "(click to define)" text to define the label. An input box will be displayed showing the current label
name. Alter the name to your liking and then click "Ok".

TIP: Once the custom labels are changed to your liking, they can be saved as defaults by checking the "Save
Custom Labels as Default” checkbox on the bottom of the screen. They will then be used as defaults for each
subsequent vehicle you enter.

-i
4) Click the & 23¥¢ ptton to save your vehicle.

5) Lastly, you will be asked if you wish to configure the PM senices at this time. Clicking "Yes" will take
you to the "PM Setup" screen for the selected vehicle. From there, you can add, edit, or delete any of
the default maintenance senvices. You should also ensure that the "Last Performed" date

and/or mi/km/hrs is accurate. Again, the "Last Performed" data is used when calculating maintenance
due. You should tell Auto Maintenance Pro when the senices were last performed, or let Auto
Maintenance Pro assume the Base Date and Base Mileage figures for the last performed data. To

learn more on the "PM Setup" screen, see the "PM Setup" help topic. Note: If you choose "No", You
can always configure the "Last Performed" data at a later time by clicking the "Last PM" button on the
main menu screen.

Your new vehicle has been created!

Editing Vehicle Data

After a vehicle is added using Auto Maintenance Pro, the vehicle information can be edited from the
Equipment Manager screen.

To edit a vehicle:
1) On the Vehicle Manager screen, double click the vehicle that you wish to edit -OR- click once on the

Ef

wvehicle and click the Edi.. button.

2) At this point, you can modify any of the vehicle information on any of the tab pages. If modifications

-i
are made, you will need to click the &3 23¥& pytton to save your changes.

Deleting a vehicle/equipment

Deleting a vehicle from your list will delete all repairs, maintenance data, history, odometer data,

miscellaneous expense data, and fuel data for the vehicle. If you want to maintain this information, do
not delete the vehicle.

To delete a vehicle:

1) Select the vehicle you wish to delete.
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2) Then, click the P pelete putton on the Equipment Manager screen.
3) Click "Yes" to permanently delete the vehicle -OR- click "No" to cancel the deletion of the wehicle.
Note: When deleting, only one vehicle may be deleted at a time. As a precaution, multi-
selection deletions are not supported.

3.5 Recording Maintenance Performed
When preventive or repair maintenance is physically performed on your vehicle, you need to inform Auto
Maintenance Pro by recording a maintenance entry. When a maintenance entry is recorded, Auto
Maintenance Pro will reset the preventive maintenance senvice's "Last Performed" parameters and clear
any outstanding repairs that were indicated by your maintenance entry. In addition, a historical record
will be written for the vehicle indicating the senices performed, costs, and other details.
To record a maintenance entry:
1) Select a wehicle.

E]

2) Then, click the Hecord Mie button. You will be presented with the following screen providing you
options to automatically populate the maintenance entry with the maintenance due for the vehicle:

E' Record Maintenance Peformed

General Options J i
() Blark maintenance entry

(#)Include all required and vwarning maintenance; X cancel
{:} Include required maintenance only
@ Help

3) Click "OK" to proceed to the "Record Maintenance Performed" screen. You will notice that the
maintenance due will be pre-populated for you:
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Record Maintenance Performed Screen:

Record Maintenance Peformed - 2009 Jeep Wrangle ed - [BIX

Date lzzued: | 2142009 w | Mileage: 16,033

Mairtenance Tasks (3) |par13 Uszed (0) || Motes

Maintenance Tasks Cost
i i Fileer 0,00
| il change $0.00
i Tire Rotation $0.00

$0.00

CJadd.. #Edit.. 3 pelete ) Quick Select.,

Optional Infarmation Totals

EnGor: | v | Leloar I:l
Ty | W | (Custom) $0.00
Priarity: |MEDIUM b | Taxes: $0.00
{Custom) | |

[Custom) | |

(G ][ %ew )[ 9= ]

4) Enter the required data for the maintenance entry: Date, Mileage, and at least one preventive
maintenance or repair entry. The "Maintenance Tasks" area may already be populated with the required
maintenance depending on your option choice in Step #2.

5) If you need to add maintenance tasks that were performed, click on the ] add button. Choose a PM
senice or Repair item from the list and if desired, indicate parts and/or labor costs that were involved and
click "Save".

6) We have entered the minimal information on this screen. You can enter additional details if you like.
7) Click the "Save" button to save the maintenance entry.

At the moment you click the "Save" button, provided all due (or soon due) maintenance has been
satisfied, the vehicle will not longer be color shaded on the "Equipment Manager" screen. The
maintenance data has been updated for the tasks performed, and the date/meter values will be
automatically advanced to the next respective due date/meter. In addition, the maintenance entry
details will be recorded in the maintenance history for the vehicle.
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Expirations:

Vehicle expirations such as registration renewals, MVI notifications, emissions, etc. may be updated
from the Equipment Manager screen by right clicking on the expanded senice list and selecting "Update
Expiration". A calendar will be displayed for you to select the next expiration date.

2000 Ford Ranger

= B = Mileage: 94,582 YIM #: HA384 TeHGU7.
G 3 Gereral | Specifications

kion - Regiskration: Due an O Lodmmdificotine,

Iq'-?f Expiration - MYI (Maokar Yehicle Inspection): Due on 021152

v Update Expiration

3.6 Configuring Last PM Data

The accuracy of all PM maintenance data is crucial when calculating maintenance due. The "Last Date
Performed" and "Last Mi/Km/Hrs Performed" parameters for each PM senice are particularly important
when the calculations are performed. There are 3 methods by which the "Last Performed" maintenance
data can be updated while using Auto Maintenance Pro:

1) Base Information - When adding a vehicle into Auto Maintenance Pro, you are required to enter a "
Base Date" and "Base Mi/Km/Hrs" value. The base information (date and mi/km/hr) is used to initialize
the PM senice's last performed data for the vehicle. For example, when the vehicle is saved, ALL of its
PM senvices (for the chosen schedule) will have the "Last Date Performed" and "Last Performed Meter"
set to the "Base Date" and "Base Mi/Km/Hrs" respectively (i.e. Oil Change; last performed on 1/22/2005
@ 24,736 mi/km/hrs). When adding a vehicle, Auto Maintenance Pro will assume that you are starting
from scratch tracking maintenance for this vehicle and the base information will default to the current
date and current meter as a starting point. If you have old maintenance records you plan to enter into
Auto Maintenance Pro, enter in the earliest date and mileage for which you have records for the "Base
Date" and "Base Mi/Km/Hrs" fields when adding vehicles into the software.

2) PM Setup Screen - After a vehicle has been added, you can adjust the "Last Performed" data for
each PM senice using the PM Setup Screen. To activate the "Last PM Setup" Screen, select a vehicle

and click the 22/ LastPM puton.
3) Recording Maintenance Performed - After initially setting up your "Last Performed" data, Auto

Maintenance Pro will take over from there. When maintenance is performed on a \ehicle, it is recorded
using the "Record Maintenance Performed" screen and the "Last Performed" data is updated.

3.7 Viewing PM Status

At any time, you can view the current status of the PM senvices defined for a vehicle. This function will
allow you to see what PM senices are currently in need of attention and the status of the other
maintenance operations that are not in need of attention. To ONLY report the maintenance due,
click the "Maintenance Due" button.

To view the Current Maintenance Status:
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1) Select a vehicle.

2) Click the [=1BMStatus 1y ton.

Current Maintenance Status screen:

=S

= PM and Repair Maintenance Status - 2009 Jeep Wrangler Unlimited :

Prevertive hMaintenance |

Service Description Last Performed Tracking Irterval(=) Mezxt Due
Pl Service Mame Drate Mileage Mileage Drate Mileage
| 7j82009 | 15,000 15,000
giz712009 3,000 12,862
Tire Rokation Tarmal glziz2009 15,021

|3 Services Listed

faintenance Highlighting Current Information

v | Reguired Maintenance | Mairtenance Soar

. Date: 11/24/2009 Current: 16,055
[wviark Order &ssigned

e || @wp || oo |

3) The Current Maintenance Status screen displays a list of PM senices that details the following for
each:

e Date and mi/km/hr that the senice was last addressed.
e Desired intenval at which the senice should be addressed.
o The calculated date and odometer reading at which the senice will be due.

4) You can easily see what is currently due by the RED color coded interval data. The YELLOW interval

data is what will soon be due. These parameters can be changed on the Configure Auto Maintenance
Pro screen (File-->Options). Plain interval text simply indicates the senvice is not currently due.

Viewing Maintenance History

When maintenance is performed on a vehicle, a record is logged to the maintenance history indicating
the preventive or repair maintenance performed, parts/labor costs, and more. The maintenance history is
useful for analyzing costs and trends in neglect, abuse, or aging equipment.

To view the maintenance history for your vehicle:
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1) Select a vehicle.

2) Click the & Histary pton,

Maintenance History screen:
* Maintenance History - 2008 GMC Yukon Denali

Maintenance Tasks | Repairs | Patis

Date Mileage Wark Performed Taotal Cost Wendor Mairtenance Cos Repsir Cost Patts Cost

+ |1,l'1,|'2009 861 | Change il and Filker 422,49 $22.49 40,00 322/
+ 3f11/2009 2,200 |Change il and Filker $22.49 422,49 40,00 $22)
# 6/16/2009 4,366 | Change il and Filker $22.49 $22.49 40,00 422
# /1572009 6,209 | Change il and Filker $22.49 $22.49 40,00 422
# 10/30/2009 7,540 |Rokate Tires $0,00 $0.00 $0.00 40,
- 11/23(2009 8,546 | air Filker, Change Oil and Filker, $36.07 40,00 $0,00 436,

Change Windshield Wipers

F126.03 $89.96 $0.00 F126.
< ¥
© (6 listed, 1 selected ) b Bl Jadd.. FEdit.. $Delete S Print.. &3 Search.. Show Row Filer [ 2
Date Interval Settings Tatals

- He
[Enahie date range: Maintenance: FE9.950 Repairs: F0.000
through Parts: §126.030 Lahor: $0.000

There are 4 tabs located on the history screen: "History Entries", "Maintenance Tasks", "Repairs",
and "Parts"

Part=

The "History Entries" tab displays the history records logged for the chosen vehicle on the "Equipment
Manager" screen. You can see greater detail for an individual history record by selecting a particular
history record and clicking on the other tab screens to view PM details, repairs, parts, etc. In addition,
multiple history records can be selected on this screen by using the <Ctrl> or <Shift> keys. As you
select multiple history records, the PM, Repairs, and Parts tabs will be populated with the details of ALL
selected records..

On the bottom of the screen, you will notice date interval viewing parameters and totals for all PM,
repairs, parts, and labor:

Date Interval Settings Totalz
P | Encble ciote range: through PH: $60.93 Repairs: $1.778.80
Partz: $1.839.78 Labor 384,60

The date interval settings allow you to view the history between a certain date period. Check the "Enable
date range" check box and use the calendar selection controls to adjust the dates accordingly. The
date interval parameters can also be set in the program options to maintain the same date interval
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settings each time the maintenance history screen is displayed.

The "Totals" section is calculated based on the history entries being viewed. If you have a date interval
setup for the current year, the totals will only be calculated for the current year. The cost per mi/km/hr
(located just above the "Totals" section) is calculated in the same manner.

Fuel Tracking

Using the "Fuel History Log" screen, you can track a vehicle's fuel consumption by recording information
from fuel purchases. For all the recorded transactions, Auto Maintenance Pro calculates a wide range of
statistics based on the logged entries.

=)

Fuel

To get to the fuel history screen, be sure a wehicle is selected and click the button.

Fuel History Screen:

= = " n

= Fuel History Log - 2009 Jeep Wrangler Unlimited

Date: Fill Mileage Gallons Pricer per Total Cost Mileage Miles Per Type Brand

Conzumed Gallan Difference Gallon

g/31/2009 12,5 $2,490 $31.13 260 20.8

jgfzo09 18.7 $2,490 $46.56 360 19,25

142009 15.3 $2.490 $35.10 311 20,33

9i20/2009 13.6 $2.490 $33.86 263 19,34

QJ29/z2003 18.3 $2,490 $45.57 346 15,91

10/1/2009 10.4 $2,490 $25.90 216 20,77

10/10/2009 14,046 13.7 $2,490 $34.11 225 16,42

< >

- (8 listed, 1 selected ) bW Jadd.. FEdit. P Delete  FPrint.. A% Search... Show Row Filter [ _

Date Interval Settings Fuel Statistics
[ Enakle Internal *iewing Total Cost: $252.58 Average Cost: 36572
Total Gallons: M7.5 Average Gallons: 14 G573
Total Mileage: 1,981 Average Mileage: 283
Cost per Mile: F0148 Crverall Miles per Gallon: 19327
’ @ Help I [ ﬂ Close }

The "Fuel History" contains a list of fuel purchases that have been recorded for the vehicle. There are
numerous pieces of information that can be recorded when an entry is added:

e Purchase Date - The date of the transaction.

e Fill Mileage - The odometer reading of the transaction.

e Gallons Consumed - The amount of fuel consumed during fueling. After this is entered and you tab
to the next field, the MPG or L/100km will automatically be calculated and displayed in the "MPG or
L/100km™ box.

e Price - The price per unit of fuel (gallon or liter). Once entered and you tab to the next column, the
"Total Cost" will be automatically calculated by multiplying Price * Gallons/Liters Consumed.

e Fuel Type - The type of fuel.

e Brand - The brand of fuel.
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¢ Vendor - Vendor where the fuel was purchased.
e Comments - Comments you wish to associate to the fuel entry.

Date Interval Settings:

The date interval parameters allow you to view the fuel purchases between a certain date period. For
example, companies with large fuel histories may want to only view fuel purchases for the current year.
The date intervals can be set in the "Date Interval Settings" section using the calendar selection
controls.

Fuel Statistics:

The "Fuel Statistics" section contains important statistical information based on the fuel entries for a
wvehicle. The fuel statistics reflects only the data being viewed. Therefore, if a date interval is specified,
the statistics will only reflect the data between the date intervals provided. Each statistic is defined
below:

Total Cost — The sum of all fuel entries listed.

Total Gallons — The sum of all fuel consumed for the entries listed.

Total Mileage - The total distance traveled based on the entries listed.

Cost Per Mile — The actual fuel cost per mile based on the mi/km/hr range between the first and
last entry listed.

Average Cost — The average fueling cost based on the entries listed.

Average Gallons — The average fuel consumed per fill-up.

Average Mileage - The average distance traveled between purchases.

Overall Miles per Gallon — The average MPG based on the entries listed.

See also:

Adding a fuel purchase
Editing a fuel purchase
Deleting a fuel purchase

3.10 General Expense History

Using the "General Expense History" screen enables you to record, track and view your expenses. (ie.
insurance, registration, loan/lease)

To access the "General Expense History" screen, select a vehicle. Then, click on the "Equipment"
menu, scroll down to “Histories"”, and then select "General Expense History".

General Expense History screen:
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% General Expense History - 2005 Jeep Liberty Limited

Expenze

10/15/2009 2,98 Insurance Payment

|$128.00
£ | >
' CJadd.. #Edit. $Dpelete ~Hprint.. 5 Eilter... 33 Search... Show Row Filter [] i

|:| Enable date range I:I through I:I [ @ Help ] l ﬂ Close I

Enable Date Range allows you to view the entries that are within the specified date period.

To add a general expense entry:

1) Click on the _] add button and then enter the expense (ie.insurance,registration, loan/lease ect) the
cost and notes.

£+ Add General Expense

Ecjuipiment: |

Date: 108 52009 w

Mileage: 12,981

Expenze: w |E]

Cost: F0.00

Motes: |

| Save | | X cancel |

2) Click the & 35& ptton when you are complete.

To edit a general expense entry:
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3.11

1) Select a general expense entry on the "General Expense History" screen.

2.) Double-click or click the A Edit... putton. The "Edit General Expense" screen will appear. You will
be able to change your information on this screen.

3) Click & 23¥& \yhen you are done.

To delete a general expense entry:

1) Select a general expense entry on the "General Expense History" screen.

2.) To DELETE click on the P Delete putton. A confirmation screen will appear asking if you want to
Delete the selected entry.

3) Click "Yes" to permanently delete -OR- click "No" to cancel the deletion.

Cost Statistics

The cost statistics screen displays detailed cost statistics for each unique PM senice and repair.
Statistics can be viewed for just a selected ehicle.

PM Cost Statistics screen:
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# Cost Statistics

Prewventive Maintenance | Repairs | Partz Used

Preventive Maintenance Partz Cost  Labor Cost Total Cost | % of Total
il Change 420,50 $40,75 461,25 B0.3%
Tire Rokation $15.00 $0.00 £15.00 19, 7%

| $35S0 | $4075 | §7625

Wiewy Settings

[ JEnebis cterferva viewing [tons009 ] 1052009 ]
| 4 Prirt... || @ Help || @ clos= |

Choose which vehicle for which you wish to calculate statistics, and click the "Cost Statistics" button.
The Grid Columns
e PM Service — This column lists the PM maintenance senvices that are available to the vehicle.

e Total Cost — This column provides the total costs for each PM maintenance service. For example, if
you hawe 2 "Oil Changes" in the history at $19.95 each, this column will display $39.90.

e % of Total — This column represents the percent of the total history costs for which each maintenance
operation accounts. This column can easily show you where most of you money is invested in the
vehicle.
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4.1
411

Note: The GRAND TOTAL for all of the maintenance in the history is beneath the "Total Cost" column.

View Settings

Here, you can specify a date interval and view the cost statistics within the date range. By default, this
will be set to the "Maintenance History" date interval settings.

To print this information, click the = BNt 1 tton.

To exit this screen, click the G B button.

Preventive Maintenance

Schedules

Schedules Setup Screen

Use the "PM Schedule Setup" screen to define preventive maintenance schedules that are assigned to
your vehicles. Maintenance schedules contain preventive maintenance senvices that are required to be
done on a date and/or mileage/km/hr interval.

PM Schedule Setup screen:

P Schedule Setup

Date Tracking Parameters

Task Enakled? Type Priarity Date Interval(s) Achvanced Motify Day:
Air Filber Mormal 1 1Zmonth{sy |-
Oil Change Mormal 1 davisy [
Tire Raotation Marmal [ P

3 Services Listed |
< >
- PM Service: ] add... S{Edit.. ¥ Delete  THImport = Erint...

| @ Help | [ ﬂ Cloze I
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PM Services: Toward the bottom of the screen, you will see the "Services" toolbar in which you can
add, edit, or delete maintenance senices assigned to the schedule. You can also "Import" maintenance
senices from other schedules to awid re-typing the information. (See the "Importing Maintenance
Schedules" topic for additional information). Use the "Print" button to print the selected schedule
information.

PM Service functions:
Adding a PM senice
Editing a PM senice

Deleting a PM seniice
Importing maintenance senices

41.2 Adding a PM service

To add a PM service to a schedule:

|

Pt Schedule

1) On the main menu, click the icon.

2) On the "Senvice" toolbar toward the bottom of the screen, click the ] add button.
3) Enter the Service Name, Type, Days, and Mi/Km/Hr interval.

4) Click "Sawe".

See also:

Editing a PM senvice

41.3 Editing a PM service

To edit a PM service in a schedule:

|

Pid Schedule

1) On the main menu, click the icon.

2) Click on the senvice you wish to edit on the grid display.
A

3) On the "Senvice" toolbar toward the bottom of the screen, click the Edit.. putton.
4) Make the necessary changes.
5) Click "Sawe".

See also:
Deleting a PM senice
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414 Deleting a PM service

To delete a PM service in a schedule:

=]

Pid Schedule

1) On the main menu, click the icon.

2) Click on the senice you wish to delete on the grid display.

3) On the "Senvice" toolbar toward the bottom of the screen, click the P Delete pytton to delete the
selected senice. A confirmation message will be displayed.

4) Click "Yes" to delete the selected PM senvice.

41.5 Service Entry Screen

Use the Senvice Entry screen to add or edit PM senvice entries on the "Maintenance Schedule Setup”
screen. Clicking "Add" or "Edit" on the "Maintenance Schedule Setup" screen will display this screen.

Edit PM Service

Service Mame: il Change P Save
Type: T— o | Prioriy: pr—— T g v

| |
Enabled? Yes W

Diate Tracking
(3) Recurring: Every a0 : daviz) W []Enakle Advanced Motification

Mileage Tracking
(%) Recurring: Every 3,000 % |Mieage [ ]Erakle Advanced Motification

The following data is required:

Service Name - The name of the PM seniice.

Service Type - The type of PM senice. See the "PM Types" topic for information on adding, editing, or
deleting maintenance types.

Days - The maintenance interval in days for which this item needs flagged. Enter "0" to disable days
tracking.

Mi/Km/Hrs - The maintenance interval in mileage, kilometers, or hours for which this item needs flagged.
Enter "0" to disable odometer tracking.
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41.6

—
Click the & 23¥& pytton when you are completed.

Import Maintenance Services Screen

In order to save time when setting up your maintenance schedules, you can import PM senices from
other schedules. Some of your schedules may differ only slightly from others and importing would
eliminate re-typing the same PM senices you already entered in another schedule.

Import Maintenance Services Screen:

& Import Maintenance Services

Import from Schedule: Current Schedule:
{Default) HEY ﬂ 2004 Dodge Durango
Setvices Available: Currert Services:
Intersyal -~ |F'.Iignment
Operation Mame Dayis) | MidmHrs | MiddmHr Brake Drum Shoe
Adjust Valve Clearance 730 30000 O Brake Shoes
Air Conditioner Compressor 0 inoooo 0 > Catalytic Corverter
|.|5.ir Filter 365 10000 1]
alignment 730 20000 0 e ]
Alkernator n 100000 0
Brake Drum Shoe 1460 40000 1]
Brake Fluid 730 30000 u]
Brake Shoes 0 0 0
Cap, Rotor, & Wire 1460 0000 ]
Catalytic Converter u] l0oooo o
Zhange il and Filter a0 3000 0
i“harmne Tranerniceion Eloid 720 20000 n
83 Services Listed v
< 3 4 Services Listed
[]=elect A1

I o O ] I x Cancel

(@ |

On the left side of the import screen is the maintenance schedule you are importing from (the source
schedule). On the right side of the screen is the schedule you are importing to (the destination
schedule).

You can select multiple senices in either list by holding the <Ctrl> key and clicking on the PM senices
you wish to select. If you wish to import ALL senices, click the "Select All Senices" check box below
the source list to highlight ALL maintenance senices in the source list.

Use the ">" button to add the selected senvice(s) to the destination schedule.

Use the "<" button to delete the selected senice(s) from the destination schedule.
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41.7

4.2

Importing a maintenance service

To import a maintenance service:

|

Pid Schedule

1) On the main menu, click the icon.

2) Click on the S Impert 1 tton to display the "Import Maintenance Senices" screen.

3) On the left side of the screen, click on the senice(s) you wish to add (import) to the schedule you
selected in Step #2.

Note: You can select multiple services by holding the <Ctrl> key and clicking on the PM services you wish to
select. If you wish to import ALL services, click the "Select All Services" check box below the source list to
highlight ALL maintenance services in the source list.

4) Click the ">" button to add the selected senice(s) to the schedule you selected in Step #2.

5) Click "OK" to import the senvices and return to the "Maintenance Schedule Setup" screen.

6) Click the G Close button to return to the Main Menu.

PM Due Screen

To view or print maintenance due, select a vehicle on the Equipment Manager screen. Then, click the
"Maintenance Due" button.

PM Due screen:
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= PM and Repair Maintenance Due - 2009 Jeep Wrangler Unlimited g@@

i Preventive Maintenance Due |

Service Description Last Performed Tracking Irtetwal(s) Mext Due
PM Service MName Topne: Date Mileage Date Mileage Date Milezce
Air Filker Tormal Flalz009 L1 15000 - 15,000
il Change Marmal a/27 /2009 9862 - 3,000, - 12,862
Tire: Rokation Marmal gizf2009 521 e 5000 e 15,021

3 Services Listed

Maintenance Highliahting Current Infarmation

+ | Required Mairt | Maint

S ETAE I RMENENEE [ ate: 12/4/2009 Current; 16,055
[Jwviork Order Assigned

= Brirt... ” @ Help H B close }

The information that is shown on this screen is the maintenance that is currently due. Warning
maintenance is also shown, which is maintenance that will SOON be due (shown in yellow).

The "Preventive Maintenance Due" tab:

The "Preventive Maintenance" tab contains all of the preventive maintenance that is currently due. For
each senvice that is due, the following information is provided:

Service Description Last Performed Tracking Interval(s) MNesxt Due
PN Service Mame Type WO # Date Mileage Date Mileage Date Mileage

PM Service Name - The PM senice name that is currently due (ie: Oil Change).
Type - The maintenance type of the PM senice (ie: Normal, Inspection, ...etc.)

Last Performed:

Date - The date the senice was last performed.
Mi/Km/Hr - The mi/km/hr of the vehicle from the last PM senvice performed.

Tracking Parameters:

Date Interval - The maintenance interval in days for which this item needs flagged.
Mi/Km/Hr - The maintenance interval in mileage,kilometers and hours for which this item needs flagged.

Next Due:

Date - This will be calculated from your tracking parameters and give you the date of when the next PM
senice needs to be performed.
Mi/Km/Hr - This will be calculated from your tracking parameters and give you the mi/km/hr of when the
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4.3

next PM senice needs to be performed.

Intervals that flag the maintenance due are shown in red (default). Intervals that are SOON due for
senvice will be shown in yellow(default). Intervals that are not due and/or not close to being due will be
shown in plain text.

Printing the results:

21 Prink

You can print the results by clicking the button.

j Maintenance Due {Detailed)...

"Maintenance Due (Detailed)" - Prints a detailed list of maintenance due based on the
maintenance check parameters you specified. Each vehicle's details will be printed on a
separate page.

Click "OK" to print the report.

PM Status

At any time, you can view the current status of the PM senvices defined for a vehicle. This function will
allow you to see what PM senices are currently in need of attention and the status of the other
maintenance operations that are not in need of attention. To ONLY report the maintenance due,
click the "Maintenance Due" button.

To view the Current Maintenance Status:

1) Select a vehicle.

2) Click the L=IEMStatus pytton.
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Current Maintenance Status screen:

= PM and Repair Maintenance Status - 2009 Jeep Wrangler Unlimited =

B

Prevertive Mairtenance |

Service Descrigtion Last Performed Tracking Intetwal =) Mext Due
Prd Service Mame Type Drate Mileage Mileage Mileage
Mormal | 7j312009 | 15,000
Marrnal 12,862

Tire Rokation Mormal

|3 Services Listed

fWaintenance Highlighting Current Information

v | Required Maint | Mlaint: =

AR =S BIMIENANCE =000 1 ate: 11/24/2009 Current: 16,055
[wviark Order Lssigned

£ print.. H @ Help H Gloese |

3) The Current Maintenance Status screen displays a list of PM senices that details the following for
each:

o Date and mi/km/hr that the service was last addressed.
o Desired interval at which the senice should be addressed.
o The calculated date and odometer reading at which the senvice will be due.
4) You can easily see what is currently due by the RED color coded interval data. The YELLOW interval

data is what will soon be due. These parameters can be changed on the Configure Auto Maintenance
Pro screen (File-->Options). Plain interval text simply indicates the senvice is not currently due.

44 PM Types

PM (preventive maintenance) types can be defined to organize your maintenance senices. Maintenance
senices can be defined on the "Pick List Maintenance" screen.

To add, edit, or delete maintenance types:

1) On the Main Menu, scroll to Setup -> Choice Lists -> Maintenance -> Maintenance Types.
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4" Pick List Maintenance |Z||E|g|

M Types HEY

{[Fluids |
Inspection

M armal
Other
Replace
W arranty

B [temz Lizted
» W ]add.. ofEde.. 9 Delete
| @ Help | | £| Cloze |

2) To:
e Add a PM type - Click the _ ] add button.
o Edit a PM type - Select the PM type you wish to edit. Click the = Edit... putton.

o Delete a PM type - Select the PM type you wish to delete. Click the 9 Delete button. Click "Yes"
to permanently delete the PM type -OR- "No" to abort the deletion.

5 Recording Maintenance Performed

5.1 Recording Maintenance Performed

When preventive or repair maintenance is physically performed on your vehicle, you need to inform Auto
Maintenance Pro by recording a maintenance entry. When a maintenance entry is recorded, Auto
Maintenance Pro will reset the preventive maintenance senice's "Last Performed" parameters and clear
any outstanding repairs that were indicated by your maintenance entry. In addition, a historical record
will be written for the vehicle indicating the senices performed, costs, and other details.

To record a maintenance entry:
1) Select a vehicle.
E
2) Then, click the Hecaord Mie button. You will be presented with the following screen providing you
options to automatically populate the maintenance entry with the maintenance due for the vehicle:
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E' Record Maintenance Peformed

General Options o OK
() Blank maintenance entry

(#)include all required and vwarning maintenance! X cancel

) Include required maintenance anly

3) Click "OK" to proceed to the "Record Maintenance Performed" screen. You will notice that the
maintenance due will be pre-populated for you:

Record Maintenance Performed Screen:

Date lssued: | 20472008 b | Mileage: 16,055

Mairterance Tasks (3) |par13 Used (07 || Motes

Mairtenance Tasks Cost
i i Filer $0.00
i ol change £0.00
i Tire Rotation $0.00

$0.00
Jadd.. #FEdit.. ¥ Delete ) Quick Select... |
Optional Information Totalz
Type: | hd | (Custom) F0.00
Pricrity: MEDILM v| S $0.00
(Custom) | |

TOTAL: $0.00
[Custorm) | |
I gave l ’ X cancel ] l @ﬂelp l

4) Enter the required data for the maintenance entry: Date, Mileage, and at least one preventive
maintenance or repair entry. The "Maintenance Tasks" area may already be populated with the required
maintenance depending on your option choice in Step #2.

5) If you need to add maintenance tasks that were performed, click on the ] add button. Choose a PM
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senvice or Repair item from the list and if desired, indicate parts and/or labor costs that were involved and
click "Save".

6) We have entered the minimal information on this screen. You can enter additional details if you like.
7) Click the "Save" button to save the maintenance entry.

At the moment you click the "Save" button, provided all due (or soon due) maintenance has been
satisfied, the vehicle will not longer be color shaded on the "Equipment Manager" screen. The
maintenance data has been updated for the tasks performed, and the date/meter values will be
automatically advanced to the next respective due date/meter. In addition, the maintenance entry
details will be recorded in the maintenance history for the vehicle.

Expirations:
Vehicle expirations such as registration renewals, MVI notifications, emissions, etc. may be updated

from the Equipment Manager screen by right clicking on the expanded senice list and selecting "Update
Expiration". A calendar will be displayed for you to select the next expiration date.

82000 Ford Ranger

N =1 fMileage: 94,562 YIM #: HAZ8476HGUT:

Genetal | Specifications

Led e i im i,

Update Expiration

= ation: Due an O =h
r”? Expiration - MYI (Maokar Yehicle Inspection): Due on 021152

5.2 Adding Maintenance Performed
To record maintenance performed:
1) Select a vehicle.
E'l
2) Click the Becord Mtz putton.

3) Enter the required data for the maintenance entry: Date, Mi/Km/Hrs, and at least one preventive
maintenance or repair entry. For this exercise, we will add a preventive maintenance entry.

4) Click on the ! Quick3elect b tton to display the "Select Maintenance Performed" screen.
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5.3

Select Maintenance Performed E|

Ayaillable Maintenance Services: M aintenance Services Performed:

Air Filter Inner

Air Filter Outer
Axles

Clean trans screen
Engine Qil and Filter
Fuel Filter(s). Clean fuel strainer
Hydraulic Filter(s)
Hydraulic Oil
Fe-paint exterior
Trans Filter

Trans Qil

Wiater Filter

Highlight Services that are Due ar Soon Due & OK | x Cancel | | @ Help |

5) Highlight a PM seniice item in the "Available PM Senices" list on the left side of the screen and click
the button to mowe it to the "PM Senices Performed" list. (Note: You can select multiple senices by
holding the <Ctrl> key and clicking the mouse)

6) Click OK to sawe the selected PM Seniices to the "Record Maintenance Performed" screen.
We have entered the minimal information on the "Record Maintenance Performed" screen. You can

enter additional information if you like. There is more discussion on the details of this screen in the "
Record Maintenance Performed" screen help topic. This is simply to get us started!

& OK

7) Click the | button to save the maintenance entry.

Editing Maintenance Performed
To edit a maintenance entry:

1) On the Equipment Manager screen, click the "History" button to display the "Maintenance History"
screen:

2) Select the history entry you wish to edit. If many entries are present, use the Date Interval Settings
to filter the data.

3) Then, click the "Edit/View" button to display the "Edit Maintenance Performed" screen:
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4) Make the necessary changes to the maintenance history.

Save
5) Click the button to save changes and return to the "Maintenance History" screen.

5.4 Deleting Maintenance Performed
To delete a maintenance entry:

1) On the Equipment Manager screen, click the "History" button to display the "Maintenance History"
screen.

2) Select the maintenance entry you wish to delete. If many entries are present, use the Date Interval
Settings to filter the data.

3) Then, click the "Delete" button. A confirmation message will be displayed.

Click "Yes" to permanently delete the history entry along with the associated PM, repairs, and parts
costs. Click "No" to abort the deletion and return the "Maintenance History" screen.

6 Parts Database

6.1 Parts Database

The "Parts Database" screen is the control center for your parts. From this screen, you can add, edit,
delete, or print parts defined in the parts database.

Parts Inventory Management screen:

1* Parts List
Part # Mame Crescription Manufacturer Category Unit Cost P
0z Pt Tran Fluid 51.24
02066202 Trash Truck Hydr Filter $17479)
03 Hydr #32 10wt §1.03
04 8090 gear oil $1.43
05 Dexran Il 51.36
0& Puwr Dr 30wt §1.49
o7 10-30wet il £1.30) o
< | 3
- (20listed, 1 selectsd ) BBl T Add.. [$Edt.. 3 Delete | A Erink.. | 5P Fiker... []Show Row Filter

[ @ Help ] I E| Close l
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6.2

The parts inventory listing contains a list of all parts entered into Auto Maintenance Pro. You can add,
edit, delete, or print the parts listing using the toolbar just below the part listing. This screen also
supports the advanced filtering methods. See the filtering topics in the "Tips & Tricks" help topic.

To leawe this screen, click the ﬂ Llose button.
See also:

Adding a part

Editing a part

Deleting a part

Adding a part

To add a part to the parts inventory:

Tn
1) On the Main Menu, click the P& button.

2) Click on the | 28 putton.

i» Add New Part

Idertification |

Part #: |

Marme:

Description:

Manufacturer: b

(I

Category: b
nit Cost: F0.00

Unit of Measure: bl

Wiarranty: |

[ I Save H ¥ Cancel ]

3) Once the information is entered, click the 238 pbutton to save the part and return to the "Parts
List" screen.
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6.3 Editing a part
To edit a part in the parts inventory:

=

o

1) On the Main Menu, click the Fams putton.

2) Select the part you wish to edit from the parts listing.

#
3) Click on the Edt- putton.

4) Make the necessary modification to the data.

[ &
5) Click the & 53¢ putton to save the changes and return to the "Parts List" screen.

6.4 Deleting a part
To delete a part from parts inventory:

=

e

1) On the Main Menu, click the Fams putton.

2) Select the part you wish to delete from the parts listing.

3) Click on the < Delete button. A confirmation message will be displayed.

4) Click "Yes" to permanently delete the part -OR- click "No" to abort the deletion and return to the
"Parts List" screen.

7 Fuel Tracking

7.1  Fuel History Screen

Using the "Fuel History Log" screen, you can track a vehicle's fuel consumption by recording information
from fuel purchases. For all the recorded transactions, Auto Maintenance Pro calculates a wide range of
statistics based on the logged entries.

E e

I

L

To get to the fuel history screen, be sure a vehicle is selected and click the button.

Fuel History Screen:
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® Fuel History Log - 2009 Jeep Wrangler Unlimited

Date: Fill Mileage Gallons Pricer per Total Cost Mileage Miles Per Type Brand
Conzumed Gallan Difference Gallon
E:I|';._ 2003
g/31/2009 12,325 12,5 $2,490 $31.13 260 20.8
jgfzo09 12,685 18.7 $2,490 $46.56 360 19,25
142009 12,996 15.3 $2.490 $35.10 311 20,33
9i20/2009 13,259 13.6 $2.490 $33.86 263 19,34
QJ29/z2003 13,605 18.3 $2,490 $45.57 346 15,91
10/1/2009 13,821 10.4 $2,490 $25.90 216 20,77
10/10/2009 14,046 13.7 $2,490 $34.11 225 16,42
< >
- (8 listed, 1 selected ) b M Jadd.. edit. $Delete S Print.. &% Search... Show Row Filter [ _
Date Interval Settings Fuel Statistics
[ Enakle Internal *iewing Total Cost: $252.58 Average Cost: 36572
Total Gallons: M7.5 Average Gallons: 14 G573
Total Mileage: 1,981 Average Mileage: 283
Cost per Mile: F0148 Crverall Miles per Gallon: 19327
’ @ Help I [ ﬂ Close }

The "Fuel History" contains a list of fuel purchases that have been recorded for the vehicle. There are
numerous pieces of information that can be recorded when an entry is added:

e Purchase Date - The date of the transaction.

e Fill Mileage - The odometer reading of the transaction.

e Gallons Consumed - The amount of fuel consumed during fueling. After this is entered and you tab
to the next field, the MPG or L/100km will automatically be calculated and displayed in the "MPG or
L/100km™ box.

e Price - The price per unit of fuel (gallon or liter). Once entered and you tab to the next column, the

"Total Cost" will be automatically calculated by multiplying Price * Gallons/Liters Consumed.

Fuel Type - The type of fuel.

Brand - The brand of fuel.

Vendor - Vendor where the fuel was purchased.

Comments - Comments you wish to associate to the fuel entry.

Date Interval Settings:

The date interval parameters allow you to view the fuel purchases between a certain date period. For
example, companies with large fuel histories may want to only view fuel purchases for the current year.
The date intervals can be set in the "Date Interval Settings" section using the calendar selection
controls.

Fuel Statistics:

The "Fuel Statistics" section contains important statistical information based on the fuel entries for a
vehicle. The fuel statistics reflects only the data being viewed. Therefore, if a date interval is specified,
the statistics will only reflect the data between the date intervals provided. Each statistic is defined

below:

e Total Cost — The sum of all fuel entries listed.
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o Total Gallons — The sum of all fuel consumed for the entries listed.

o Total Mileage - The total distance traveled based on the entries listed.

Cost Per Mile — The actual fuel cost per mile based on the mi/km/hr range between the first and
last entry listed.

Average Cost — The average fueling cost based on the entries listed.

Average Gallons — The average fuel consumed per fill-up.

Average Mileage - The average distance traveled between purchases.

Overall Miles per Gallon — The average MPG based on the entries listed.

See also:

Adding a fuel purchase
Editing a fuel purchase
Deleting a fuel purchase

7.2 Adding a fuel purchase
To add a fuel entry:

On the "Fuel History" screen:

1) Click the _] add button to insert a new entry in the grid display.

2) Enter the purchase date. By default, the current date will be entered as the default in the "Purchase
Date" column. Edit the date by typing or using the drop-down calendar.

3) Enter the "Fill Mileage" value (or current mi/km).

4) Next, enter the "Gallons Consumed" amount. As soon as the "Gallons Consumed" amount is
entered and you navigate to the next column, the MPG or L/100km will automatically be calculated and
displayed as the "MPG or L/100km" value.

5) Enter the "Price" value. Once this is entered and you tab to the next column, the "Total Cost" will be
automatically calculated by multiplying Price * Gallons Consumed.

6) The remaining information is optional:

Fuel Type - The type of fuel.

Brand - The brand of fuel.

Vendor - Vendor where the fuel was purchased.

Comments - Comments you wish to associate to the fuel entry.

7) Click the = 33¥% putton to save the fuel entry.
7.3 Editing a fuel purchase

To edit a fuel entry:

On the "Fuel History" screen:

1) Select the information you wish to edit by clicking on the appropriate grid cell.
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7.4

7.5

8.1

2) Make the necessary changes to the data using the keyboard.

1
3) To save changes to the fuel data, click the & 23¥& pytton.

Deleting a fuel purchase
To delete a fuel entry:
On the "Fuel History" screen:

1) Select the entry you wish to delete by clicking the entry in the grid display.

2) Click the ¥ Delete putton. A confirmation message will be displayed.

3) Click "Yes" to permanently delete the entry -OR- "No" to abort the deletion.
Printing fuel purchases

To print the "Fuel History":

On the "Fuel History" screen:

1) Click on the == Eint

button. The print pop-up screen will be displayed.
2) Set date interval options if desired.

3) Choose to either "Print" or "Preview" the report using the option buttons. See the topic: Print
Preview Screens for more information about previewing reports.

4) Click "OK" to print/preview the report.

Vendors

Vendor Database Management Screen

Auto Maintenance Pro's Vendor Database stores your vendor information such as name, contact,
address, phone number, e-mail, and other numerous data fields. Use the "Vendor Database
Management" screen to add, edit, or delete vendors.
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£2 VYendor Database Management

Marne Type Cantact Address #1 Address #2 b

Arnoco

Auction Dealer
Barber Dyson Dealer
D.J. Rentals Dealer

Dave's Auto Parts
Dean's Upholstery

Ditch Witch Dealer

Duncan Air Systermns Dealer

GCR Tires

Gene Smith Dealer

Soodyear Joe Duffy v
< >
{26 listed, Oselected) M o *_1 add. .. ﬁ' Edit... x Delete  — Print... 3% Search... []Show Row Filker

l 3 Help ” 8 Close I

The following information is stored for each vendor:

Name (required)
Contact
Address1
Address?2

City
State/Prov.
Postal Code
Country
Phone1
Phone?2

Fax

E-mail Address
Type

Terms

Website
Comments

Note: The only required vendor information is "Name".

See also:

Adding a vendor

Editing vendor information
Deleting a vendor

Printing vendor information
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8.2

8.3

8.4

8.5

Adding a vendor
To add a vendor:

g5
1) On the Main Menu, click the %endars button.

2) Click the | &9 putton.

3) Type a new vendor name. This is the only required information.

1
4) To save the vendor data entered, click the = 23¥& pytton,

Editing a vendor
To edit a vendor:
g5

1) On the Main Menu, click the “endars button.

2) Double-click on the vendor you wish to edit, or select the vendor you wish to edit and click the "Edit'
button.

3) Make the necessary changes to the data.

4) To save changes to the vendor data, click the =323 pytton.
Deleting a vendor
To add a vendor:

£5|

1) On the Main Menu, click the “endarz button.

2) Click on the vendor name you wish to delete.

3) Click the < Delete button to delete the selected vendor. A confirmation message will be displayed.

4) Click "Yes" to permanently delete the selected vendor -OR- click "No" to abort the deletion and return
to the "Vendor Database Management" screen.

Printing Vendor Information
To print vendor information:

£5|
1) On the Main Menu, click the “endarzs button.

2) Use the filtering abilities of the grid to display only vendors you wish to print. See "Filtering Methods"
in the "Tips & Tricks" help topic. If you wish to print all vendors, do nothing and mowe to the next step.

3) Click the = BAnt hutton to and choose a particular vendor report.

4) Choose to either "Print" or "Preview" the report using the option buttons.

© 2009/2010, Innovative Maintenance Systems, all rights reserved



Vendors 53

9.2

5) Click "OK" to print/preview the report.

Reports

Printing Reports
There are two methods by which to print reports in Auto Maintenance Pro:

1) You can print reports from many of the data screens in Auto Maintenance Pro. Screens that contain
a print button will generate a report for the data on that screen. When you click the "Print" button a
popup menu will allow you to choose from the available reports for that screen. Once you choose a
report, a screen will appear that will allow you to provide filtering to the data (if desired). For additional
information on filtering, see "Data filtering methods" in the "Tips & Tricks" help topic.

2) On the main menu, click on the "Reports" drop-down menu at the top of the screen and choose a
report. Once you choose a report, a screen will appear that will allow you to provide filtering to the data
(if desired). For additional information on filtering, see "Data filtering methods" in the "Tips & Tricks"
help topic.

Generating Reports

Auto Maintenance Pro ships with numerous reports that detail just about every aspect of your vehicle
data.

All of the reports can be activated from the "Reports" drop-down menu on the main screen. The reports
are categorized so you can easily find the report you are looking for. In addition, many of the screens in
Auto Maintenance Pro contain a "Print" button where you can generate reports that are associated with
that screen.

When you choose a report to be printed, the following screen will appear:
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=
&)

Report Filtering Options

|| Sorting Equipment Listing

Equipment Zelection;

Equipment: All Equipment R

[] Print records where

iz between thiz date range:

|:| Specify additional fiter criteriz

[ 5 Prirt... ] [ ll Previewy... ] [ i ciose ]

Depending on which report you choose, the available filtering controls will be displayed on this screen.

Filtering and Sorting Options

Auto Maintenance Pro lets you define the data you wish to be displayed in the report by providing
filtering criteria. Depending on the report you select, there will be filtering and sorting options that will
appear on this screen. The filtering and sorting options for each report vary by the type of report being
printed. For example, a report that does not have any date criteria available will not display the date
filtering options.

Below is a description of the available filtering methods:

Equipment Selection Filtering:

If the selected report is equipment based (i.e. history), the equipment filtering options will be displayed:

Equipment Selection:

Ecjuipment: All Equipment w

This feature allows you to print by equipment selection. The choices are:

o "All Equipment” - prints the selected report for all of your vehicles.

o "Selected equipment only” - prints the selected report for the selected vehicle on the "Equipment
Manager” screen. You may multi-select vehicles on the "Equipment Manager” screen. .

Date Filtering

If the selected report contains date information, the date filtering option will be displayed:
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Date Selection
Print records where |Date Completed ¥ | iz between thiz date range:

Current Year w | 1M1/2008 * | through |12/31/2003 b

Check the "Print records where..." check box to enable date filtering for the selected report.

Then, if there are multiple date fields in the report, choose the date field for which you wish to filter. In
the example abowe, "Date Completed" is the chosen date field.

Next, to save time, Auto Maintenance Pro provides a quick list of available date filters (i.e. Current
Year, Current Quarter, Last Year, Last Month, ...etc). Choosing one of these quick filters will
automatically fill in the date boxes with the appropriate dates. You can also adjust the dates manually
if you like.

Additional Filter Criteria

If you need to be more specific, Auto Maintenance Pro also provides an area for you to filter by

essentially any field in the report. Just check the "Specify additional filter criteria" check
box to enable this section. Then, choose the "Field" you wish to filter by, the "Condition", and finally
the "Value".

Record Selection
Specify additional fitter criteria Cendition: alue: Caze Sensitive
Field: | Cost (Total) W |== (| 51,000.00

Sorting Options

You can sort your report using up to three fields. Each report has its own default sorting fields which
will be displayed in this area automatically. Therefore, you don't have to choose a sorting method
unless you want to sort your report differently than the default settings.

TIP: Keep in mind that grouping in areport's design can interfere with the sorting fields you choose.
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= Report Filtering Options

Equipment Listing

Sarting
First Sort Second Sort Third Zort
Idertification w Mone hd Mone hd
(%) Azcend () Descend (%) Azcend () Descend (®) Azcend () Descend

v| Caze Senzitive

[ 5 Prirt... ] [ ll Previewy... ] [ i ciose ]

Use the sort field drop-down lists to choose each sort field. If you don't want to sort by any particular
field, choose "(none)" from the list.

Other Options

[ =4 Print... ] ’ il Preview .. l ’ B close ]

"Print" - Choose "Print" to print the report directly to the printer. You will be provided with a print
screen that allows you to select the printer, copies, and other options prior to printing the report.

"Preview" — Choosing preview will preview the report on the screen prior to printing. The preview
window also provides options for searching, e-mailing, and other view options. A print button is also
provided in order to print directly from the preview screen. To get additional help on previewing reports,
see the "Print Preview" help topic.

This concludes the Auto Maintenance Pro "Getting Started" section. There are many additional features
included with the program which we did not cover. Other features include the tracking of vendors, fuel
usage, and more. For additional information, please view the online help provided with the program or
obtain the full manual from the CD-ROM or web site. Please visit www.mtcpro.com frequently for the
latest updates and information.

Print Preview Screen

The "Print Preview" screen will display the a report on the screen with the option of sending to the
printer. The "Print Preview' screen has several toolbar commands described below:

The "Print Preview" toolbar:

= WEY 4 Ei |5] 28% 4 D 0D Close
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Starting from the left of the toolbar:

e Click on = to send the displayed report to the printer.
e Click on =4 to email the displayed report.

e Click on # to search for text in the report.

=

e Click on to display the report as a whole page in the print preview window .

e Click on = to scale the report to the width of the print preview window.

e Click on 'El to scale the report to 100%.

28%:

e Use the box to manually adjust the print preview scale of the report.

e Click on o to go back to the beginning of the report.
e Click on o to go to the previous page of the report.

e Click on o to go to the next page of the report.
e Click on 0 to go to the end of the report.

¢ Click on the Close button to close the report.

10 Tips & Tricks

10.1 Filtering Data

Most data grids in Auto Maintenance Pro support advanced filtering methods. Use the advanced filtering
methods to search or specify viewing criteria for your data.

Each grid that supports advanced filtering methods will contain a ® button in each column of the grid
display. For example, the "Parts" screen contains a filtering button on each column.

By clicking the * button in the "Name" column, we may be presented with the following:

B> B
[Custoni..,)

[] 10-20wet il

[] 50/50 AntifFreeze

[] enian gear oil

[] =140 gear o

[] air Filter

|:| Drexron IIT

[ ] curalube

[ ] Hydr #32 10 vt

|:| Hydr 46

[] trner &ir Filter b
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The listing includes all possible name choices for the parts. To only view the "10-30wt oil" part, click on
"10-30wt oil" and the "Parts" screen will only display parts with a "10-30wt oil" date in the "Name"
column. To view all parts, click the * again and choose "(All)".

Another method of filtering is a "Custom" filter. Once again, click the * button on the "Name" column
and then choose "(Custom...)". The following "Custom Filter" screen will be displayed:

Custom Filter g|

Shaw rows whe
arne

TN~ | |
&ano (oR
| v | |

Use torepresent any single che

Llse 3% to represent any seres of cha

[ Ok ][ Cancel ]

Using this screen, you can filter the data by certain criteria. There are numerous filtering functions on
this screen that can be used to filter your data.

You may also filter the data grids by checking the row filter checkbox located on the bottom toolbar of
some screens:

[] 5how Fuow Filter

This will show a filter row that you may enter filtering criteria into:

Part # Fame Drescription “Yendor Manufacturar Cateqgory Unit af Measura

I I A A A

In this example the filter will display all parts with the name "Air" in them.

Exporting Data

Most data grids in Auto Maintenance Pro support exporting capability. Exporting is a powerful feature
that lets you export your data for use in other applications such as spreadsheets or text files.

To export the data in a particular grid, RIGHT click on the grid display and choose "Export..." from the
pop up menu. The following screen will be displayed:
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Br Export Grid Data

Export Ta: | Microsoft Excel hd £ Expart...
Export Options X Cancel
{#) Export all records () Export zelected record(z) 3 Help

Tewt File Options

Export To - Choose a destination for the export from the options listed above. The following exports are
supported:

Text File

Microsoft Excel (XLS)
HTML File

XML File

Export Options

e Export all records - Exports ALL records listed in the grid. If certain records are not listed due to
filtering methods that have been applied (See the Filtering Data topic for more information), those
records will not be exported.

o Export selected records - Exports ONLY the selected record(s). Some grids support single
selection and others support multi-selection. To multi-select in a data grid that support multi-
selection, hold down the <Ctrl> key while clicking on the rows you wish to be selected.

Text File Options (only applicable when "Text File" is chosen)

e Column Separator/Delimiter - This character will be used to separate the column data when it is
exported.

e Begin/End symbol strings for cell values - Specify symbols to be used at the beginning and end of
each data value in a column.

When you are finished setting your options, click the "Export..." button. You will be prompted to select
a location for the file using a save dialog box. Select a location and type the name for your file. Click "
Save" to export the data.

Batch Printing

Auto Maintenance Pro's reporting capabilities allow batch printing. Batch printing is when you can
generate reports for a number of vehicles at one time. You do not have to print reports for your
equipment individually.

Using Auto Maintenance Pro's report filtering features, you can create batch reports based on selected
equipment, or all equipment. The "Selected equipment" choice will print the equipment that are selected
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on the "Equipment Manager" screen. To multi-select equipment on the "Equipment Manager" screen,
hold down the <Ctrl> key while clicking the equipment for which you wish to have reports.

You can also generate batch reports by selecting the equipment for which you wish to generate reports

on the "Equipment Manager" screen. Then, click the "Reports" menu item on the top of the main menu
screen. Choose a report from the drop-down menu to generate a report based on the selected vehicles

on the "Equipment Manager" screen.

History Viewing

While viewing the history screen, there are numerous ways your can view and manipulate your data.
Each record on the "History Entries" tab is considered the main history record. For each record on the
"History Entries" tab there can be many "Maintenance Tasks", "Repairs", or "Parts" on the
corresponding tabs. For example, if you select the first record on the "History Entries" tab, the
corresponding PM, repairs, and parts, will be displayed based on the selected entry.

You can multi-select entries on the "History Entries" tab as well. When you do this, ALL PM, repairs,
and parts will be displayed for the selected entries. This can be useful to see how much is spent on a
particular maintenance seniice for the year. To do this:

1) Navigate to the history screen.

2) Right click on the history grid and choose "Select All" to select all history entries.

3) Click the "PM Senvices" tab to display ALL PM that was performed for the selected entries.

4) Using the filtering box on the bottom of the "PM Senices" tab, right click and choose "Unselect All".
5) Then, click to check a single PM seniice like "Oil Change". You will see the total cost adjust on the
"PM Senvice" tab for the selected senvice only.

This can be done with any tab on the history screen. You can also view "Cost Statistics" for your PM

Senices. This will detail how much was spent on each PM senice within a specified date period. See
the "Cost Statistics" topic for more information.

Contact Information

Contact Information

Although we prefer using e-mail for efficiency and a guaranteed quick response, feel free to contact us
using any of the methods listed below.

E-mail

Sales sales@mtcpro.com
Support support@mtcpro.com
General ims@mtcpro.com

Web site http://www.mtcpro.com
US Mail

Innovative Maintenance Systems
152C Freeport Road

PO Box 142

Lyndora, PA 16045
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11.2 Technical Support Policy

All of our products are designed, developed, and supported by our company. When you purchase a
license for one of our products, you automatically receive free technical support. This includes technical
support e-mail (support@mtcpro.com) and online technical support resources.

¢ Unlimited e-mail technical support.
Upgrades

Maintenance upgrades (i.e. 1.01, 1.1, 1.5) are released periodically and based on customer feedback,
provide minor enhancements and correct any bugs reported by our customers. Maintenance upgrades
can be accessed and downloaded from our website in the "Support" area.

Major upgrades (i.e. 1.0 to 2.0) add features and significantly enhance the product. If you purchase one
of our products and a major upgrade becomes available within 60 days from your purchase date, you are
entitled to a free upgrade to the new version. Major upgrades are discounted to all customers with prior
versions of the software.

Contact Information

Web Site: http://www.mtcpro.com/support.htm

On our support web site, you will find maintenance upgrades, FAQs, and online forms to report a bug
or make suggestions for our products.

Email: support@mtcpro.com

12 Frequently Asked Questions

121 FAQ - General Questions

Question: "If | enter data into the evaluation version, can | transfer it to the full version?"
Answer: YES. All of the data you enter in the evaluation version will be maintained in the full version.

Question: "If | choose to order the CD-ROM, do | receive manuals with the program?"
Answer: When you choose the CD-ROM option, you receive a CD-ROM which includes electronic
manuals on the CD. You can print the manual for the program directly from the CD-ROM.

Question: "If | choose to order a CD, how long till | receive the software?"
Answer: All orders are processed and shipped the same day using the United States Postal Senice.
Generally, you can expect to receive your software within 3-5 business days.

Question: "If | choose to have the software shipped via e-mail, how long till | receive the software?"
Answer: All orders are processed and shipped the same day via e-mail. Generally, you can expect to
receive your software via e-mail within 24 hours.

Question: "What kind of support can | expect to receive if | purchase Auto Maintenance Pro?"
Answer: Feel free to e-mail us at support@mtcpro.com. Our technical support e-mail is answered
frequently throughout the day during normal business hours.
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Question: "How can | check for updates to Auto Maintenance Pro?"
Answer: First, go to the website at http://www.mtcpro.com. Click "Support", and then click "Software
Updates and Downloads". Finally, choose your program (Auto Maintenance Pro).

Question: "What is your upgrade policy?"

Answer: All maintenance and minor upgrades are issued free of charge via the web site. These updates
are posted monthly or more frequently if required. Upgrades (major revisions) that significantly enhance
the software by providing major feature enhancements are priced at a discount to existing customers.
Upgrading is always optional.

Question: "How many wehicles can | track using Auto Maintenance Pro?"
Answer: Auto Maintenance Pro can track up to 10 vehicles and/or equipment depending on which edition
you purchase (Standard or Professional).

Question: "What are the system requirements for running Auto Maintenance Pro?"
Answer: See the "Systems Requirements" help topic.

Question: "How do | backup my Auto Maintenance Pro data files?"

Answer: From the main menu screen, click the "File" menu and then choose "Backup data files". The
backup utility can generate a compressed backup onto a floppy disk or to any location you specify. To
restore your data, click the "File" menu from the main menu screen, and choose "Restore". Then,
choose the backup file you wish to restore into Auto Maintenance Pro.

Question: "How do | edit the common repairs list that is displayed when | enter maintenance
performed?"

Answer: From the main menu screen, click the "Edit" menu and choose "Common Repairs List" to
display the "Common Repairs Editor". Make the necessary alterations to the list from there.

Question: "How do | determine what maintenance is currently due for one of my vehicles?"
Answer: From the main menu screen, click on the vehicle in question and then click the "Maintenance
Due" button on the toolbar.

Question: "How do | modify the last performed date and/or meter after a vehicle has been entered into
the

program?"

Answer: From the Vehicle Manager screen, click on the vehicle for which you wish to adjust the last
performed information. Then, click the "PM Setup" button on the toolbar to display the "PM Setup”
screen. From there, you can alter any PM senice's last performed data.

Question: "l receive a "header information corrupt” error message during program execution and my data
does not display. What do | do?"

Answer: The "Header Information Corrupt" error is usually caused by a power outage or unexpected
program termination. The corrupt database error can easily be fixed. On the main menu screen, click
"Tools" menu and choose "Optimize/Repair Utility". Next, click the "Optimize/Repair Now" button

to repair the database. After it is complete, click "OK" to the "success" message. You may need to exit
and re-start the program after the utility is complete. That will take care of the problem.

Question: "How do | export data from Auto Maintenance Pro?"

Answer: All of the data grids in the program have a built-in export feature. To use it, RIGHT click on the
data grid and choose "Export". You can export to an Excel spreadsheet, text file, HTML, or XML
formats. For example, RIGHT click on the vehicle object listing and choose "Export". Choose your
export format, and click the "Export" button. The report data is also exportable via the preview window.
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import a PM senice 37
print fuel purchases 50
print vendor data 52

view maintenance history
view PM status

HTML 58

15, 26
25,39

import PM senices screen 36
importing a PM senice 37

insurance
introduction

-L -

19
4

last PM data 25

license 19
licensing 60, 61
loan/lease 19

maintenance

PM status

25, 39

maintenance due 37
maintenance schedule 9
maintenance schedule setup 33
maintenance summary 31
maintenance types 40

-N -

new vehicle/equipment 8, 21

-0 -

ordering 60, 61
parts
adding 46
deleting 47
editing 47

PM schedule 9
PM schedule setup 33
PM senvice costing 31
PM senices 34

adding 34, 35
deleting 35
editing 34, 35
entry screen 35
PM setup 25
PM status 25, 39
PM types 40

preview screen 56
previewing reports 56
print preview 56
printing
fuel purchases 50
maintenance due 37
PM check results 37
vendor data 52
printing reports 53
purchase 19

-R -

repairs due 37
Report Generator
reporting 59
methods 53
preview screen 56
Report Generator
screen based 53
reports

16, 53

16, 53

© 2009/2010, Innovative Maintenance Systems, all rights reserved



Index

reports
report generator 16, 53
screen based 16, 53
sorting 16, 53
types 16, 53

-S .

schedule setup 33
scheduled repairs 37
searching 56, 57
senice costing 31
setting up schedules 33
shipping 61
specifications 19
spreadsheet 58
status

PM senices 25, 39
system requirements 4

-T-

technical support 61
text file 58
types 40

-U-

upgrade 61
user-defined
PM Types 40

-V -

vehicle

adding 8, 21

custom fields 8, 21

deleting 22

editing 22

new 8, 21

tabbed information 19
wvehicle data 19, 22
wvehicle information 19

vehicles

last PM data 25
vendor

data 50

management screen 50
vendors

adding 52

deleting 52

editing 52

printing 52
XML 58

65

© 2009/2010, Innovative Maintenance Systems, all rights reserved




	Overview
	Introduction
	System Requirements

	Getting Started
	Introduction
	The Main Menu
	Adding Vehicles
	PM Schedule Setup
	The Equipment Manager
	Recording Maintenance Performed
	Viewing the Maintenance History
	Generating Reports

	Vehicles/Equipment
	Vehicle Information
	Adding a vehicle/equipment
	Editing Vehicle Data
	Deleting a vehicle/equipment
	Recording Maintenance Performed
	Configuring Last PM Data
	Viewing PM Status
	Viewing Maintenance History
	Fuel Tracking
	General Expense History
	Cost Statistics

	Preventive Maintenance
	Schedules
	Schedules Setup Screen
	Adding a PM service
	Editing a PM service
	Deleting a PM service
	Service Entry Screen
	Import Maintenance Services Screen
	Importing a maintenance service

	PM Due Screen
	PM Status
	PM Types

	Recording Maintenance Performed
	Recording Maintenance Performed
	Adding Maintenance Performed
	Editing Maintenance Performed
	Deleting Maintenance Performed

	Parts Database
	Parts Database
	Adding a part
	Editing a part
	Deleting a part

	Fuel Tracking
	Fuel History Screen
	Adding a fuel purchase
	Editing a fuel purchase
	Deleting a fuel purchase
	Printing fuel purchases

	Vendors
	Vendor Database Management Screen
	Adding a vendor
	Editing a vendor
	Deleting a vendor
	Printing Vendor Information

	Reports
	Printing Reports
	Generating Reports
	Print Preview Screen

	Tips & Tricks
	Filtering Data
	Exporting Data
	Batch Printing
	History Viewing

	Contact Information
	Contact Information
	Technical Support Policy

	Frequently Asked Questions
	FAQ - General Questions


