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Deep Blue Cloud DMS 
Cloud DMS is a revolutionary all new DMS system deigned to deal with the demands of today’s 

trading environment. 

Overview 

• Cloud based dealer management system 

• Latest technology 

• Secure encrypted communication 

• Any device. Computer, Tablet, or Smartphone 

• Anywhere. Break free of your desk. 

• Automatic backups 

• Automatic program updates 

• Automatic price file updates 

• Multi-site 

• Multi-user 

• Invoicing 

• Stock control 

• Workshop scheduling 

• Double entry ledgers 

• Full CRM 

• Prospecting 

• VRM & Postcode lookup 

• Motorcycle & Marine EPC 

• Auditable 

Platform Technology 

• Hosted in the Microsoft Cloud 

• Written in Microsoft C# 

• Data stored in Microsoft Azure SQL 

• Geo-redundant hosting 

• Secure SSL Communications 
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Convention’s 
Various conventions are used in Cloud DMS. 

Transaction type code 

Transaction references consist of 2 letters and a unique number. 

• SI  Sales Invoice 

• SO Sales Order 

• PI Purchase Invoice 

• PO Purchase Order 

• WO Work order 

• ES Estimate 

• SC Sales Credit 

• SP Sales Proforma 

• SA Receipt 

• SP Payment 

• JC Journaled entry 

• BR Batch Receipt 

• BP Batch Payment 

Acronyms 

• SKU  Stock Keeping Unit. Equivalent to Part Number 

• Nominal A group for transactions being posted to the accounting ledger. 

Colour Coding 

Each button in the DMS is colour coded to indicate the type of action which will occur if you press it. 

• Green  Add or Create 

• Orange  Change or Alter 

• Red  Delete or Remove 

• Blue  Navigation 

• Black  Filter  
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Logging In 
Cloud DMS is accessed via any device with a web browser. 

Go to the following URL 

• https://deepblue.systems 

 

Enter your email address and password, then press ‘login’ 

Most browsers will give you the option to remember the email address to save you retyping it each 

time. 

Logging out 

To log out click on the Agent user menu in the top right of the screen and select ‘sign out’ 

 

You will be automatically logged out after 60 minutes of inactivity or if you log-in 

on another device. 
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User accounts 

User accounts should be created for each member of staff by the system administrator. 
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Quick start tutorials 
Outlined blow are several step-by-step tutorials which outline how to perform common functions 

within the new Cloud DMS System.  

Further information regarding the specific operation of the system can be found further on in the 

manual. 

Adding a customer account 

Each customer you sell to should have their own account. This allows you to keep track of the 

products/services they have had as well as how much money they owe you. 

Go to the ‘Contact’ Section 

 

Select ‘New Account’ on the main toolbar 

 

The new account screen will then be displayed. 
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Enter the customer’s name in the ‘account name’ box 

 

Then enter the customers post code  

 

Press the down arrow at the right-hand side of the box to look up the address 
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Press ‘Select’ beside the correct address. This will fill out the address information for the new 

customer. 

Press ‘add new account’ to create the customer record. 

 

The customer will now be displayed. 

To add contact information press ‘+Contact’ 

 

 

Enter the contact details and press ‘Save’. The contact details will then be added to the customer. 
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The contact screen displays contact details and allows you to make notes on conversations/contacts. 

Pressing ‘Account’ at the top pf the screen will change to the customer’s account view. 
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This screen keeps track of invoices issued and money owed. 

You can go back to the contact screen by pressing ‘Contract’ at the top. 

 

Creating a product record 

Each product line you sell should have its own product record. We can provide this information for 

may suppliers or import excel files. 

You can however create your own product records as and when required. 

Go to the ‘Stock’ section 
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Select ‘New Product’ from the main menu bar 

 

 

Start by entering the products SKU or part number. This must be a unique reference for this product 

line. 
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Enter the products description. This will be printed on your customer invoices. 

 

Set the products tax code. 

 

Most products will be T1, Standard vatable. 

Set the product type 

 

Most products will be ‘normal’ which means they are physical objects which you buy and sell. ‘Non-

stockable’ products are items you sell by do not have to purchase from a supplier. i.e. Labour 

Press ‘Add New Product’ to create the product record and display it 

 



19 

 

 

You can edit the details by pressing the ‘edit’ button at the top of the screen. 
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Add a selling price by pressing ‘+Price’ 
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Enter the price and press ‘save’ 

 

The price will then be added. 

Add a supplier by pressing ‘+Supplier’ 

 

 

Enter the suppliers name in the ‘Supplier Account’ box. As you type the nearest matches will be 

displayed. 
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If the required supplier is not displayed you will need to add them to the system first. Use the same 

procedure as adding a new customer but change the account group to ‘Supplier’ 

Press ‘Select’ beside the required supplier 

Enter the price and press ‘Save’ 

 

You can adjust the stock level by pressing ‘stock take’ or using the up arrow. 

 

You can sell the part to an open invoice by pressing ‘+Sell’ 

 

Please note that you can only sell to an invoice which you have already started. 

Universal search 

The universal search box is always visible at the top of the screen 

 

This search box lets you quickly find what you are looking for. Simply click in the box and start typing. 

The list of possibilities will be updated on each key press. 

You can search on: 

• Customer name 

• Customer post code 

• Product SKU 

• Stock number 

• Vehicle registration number 

• Transaction number i.e. SI1223 

Booking a product into stock 

A product record must exist for the product before you can book one into stock. 

Click in the universal search box and enter the part number. 
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Click on ‘Product’ to display the product record. 

 

 

Press the up arrow to increase the stock level 
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Enter the quantity and press ‘book in’ 

 

Adding a vehicle into stock 

Go to the ‘Stock’ section 

 

Click on ‘new vehicle’  

 

The ‘new vehicle’ product window will then be displayed. 

If the ‘new vehicle’ menu option does not exist then you will have to setup a new vehicle product 

record. Create a new product record as normal but make sure you change the type to ‘vehicle’ and 

set ‘individual pricing’ to ‘yes’. 
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Press the up arrow 

 

The vehicle booking in screen will then be displayed. 
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Enter the vehicle details and press ‘Book In’ 

 

Selling a part 

Go to the ‘Sales’ section of the DMS 
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Then click on ‘new invoice’ on the main sales toolbar 

 

The new sales window will then be displayed 

 

Press ‘Select Account’ 
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Enter the customer’s name in the ‘search by name or postcode box’ 

 

As you type the nearest matches will be displayed. 

 

If the customer is on the list press ‘select’, if you have not dealt with them before press ‘+new 

account’ 
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When you have the customer details correct press ‘Save’ 

 

To add a product to the invoice press ‘+Product’ 

 

 

Enter the products part number in the SKU box. As you type the nearest matches will be displayed. 

 

Press ‘+Add’ to add the part to the invoice 
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You can edit the price by pressing the small ‘edit’ button 
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Make any changes required and press ‘save’ 

Click the small up/down arrow at the end of the product line to show/hide the product details and 

edit buttons. 
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Press ‘Finish’ to close the invoice 

 

 

Press ‘Finish’ on the dialogue 

 

The payment dialogue will then be displayed 

 

Select the payment method, enter the amount, and press ‘Save’ 

To print the invoice press ‘Print’ 
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Selling a vehicle 

Go to the ‘Stock’ section 

 

Click on ‘new vehicle’  or ‘used vehicle’ to display the stock list 
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Click in the search box and enter the model name or frame number to filter the list. 

 

Click on the required vehicles stock number to display the stock record. 
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Press ‘+Sell’ to start selling the vehicle 
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Click in the account name box and enter the customers name, as you type a list of possibilities will be 

displayed. 
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If the customer is already in the system press ‘select’ beside their name, otherwise press ‘+New 

Account’ and enter the customer details. 

When you have the customer details entered press ‘Create New Invoice’ 

 

The sales invoice will now be displayed. 
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Add any additional products by pressing ‘+Product’ 

 

Then entering the part number 
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As you type the part number (SKU) the nearest matches will be displayed. 

Press ‘+Add’ to sell the product to the invoice 

 

 

Pres the arrow at the end of the line to expand the product details and display the option buttons. 

 Press ‘edit’ to alter the price, if required. 
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When you have finished altering the invoice press ‘Finish’ 
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Press ‘Finish’ again to display the payment dialogue. 

 

Enter the payment type and amount then press ‘save’ 

 

To print the invoice press ‘Print’ 
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Booking a job into the workshop 

Go to the ‘Workshop’ section 

 

Then select ‘Week’ from the main menu bar 
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This displays the workshop schedule for the week. 

Press the ‘+’ button on the day you want to book the work for 

 

The new job screen will then be displayed 
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Press ‘+Select Account’ to choose the customer 
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Click in the ‘Account Name’ box and enter the customer’s name, postcode or vehicle registration 

number 
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As you type the nearest matches will be displayed. 

Press ‘Select’ to select a customer or ‘+New Account’ if the customer is not already in the system. 

When you have the customer entered press ‘save’ 

 

Press ‘Edit’ in the job details frame 
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Enter the job details and press ’Save’ 

 

You can add products to the job by pressing ‘Product’ 
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Enter the part number (SKU), as you type the nearest matches will be displayed. 

Press ‘+Add’ to add the product 

 

To print the job card press ‘Print’ 
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When the job is done, press ‘Finish’ 

 

 

Then press ‘Invoice’ to close the workshop job and start the invoice 

 

On the invoice, you can add extra product, for example Labour by pressing ‘+Product’ 
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You can change the price of a product by expanding the line using the down arrow at the end of 

each line 

 

 

Press the ‘edit’ button to change the price or discount 
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When the invoice is finalised press ‘Finish’ 

  



52 

 

 

Press ‘Finish’ again to record a payment. 

 

 

Press ‘Print’ to print the invoice. 
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Creating a purchase order 

Go to the ‘Purchase’ section 

 

Then click on ‘New Order’ on the main toolbar 
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Press ‘+Select Account’ to choose the supplier 
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Enter the suppliers name, as you type the nearest matches will be displayed. 

Press ‘Select’ beside the correct supplier, or ‘+New Account’ to create a new supplier. 

When you have the correct supplier details entered press ‘Save’ 

 

You can add a part to the purchase order by pressing ‘+Product’ 
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As you type a part number the nearest matches will be displayed. 

Press ‘+Add’ to add the product. 

 

If you have sold parts to customer which are not in stock, or a part stock level has fallen below the 

min stock level they will be listed on the ‘Current Order’. To display the list press ‘Current Order’ on 

the main toolbar 
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Check the parts you want to add to the purchase order and press ‘+Order’ 

 

A list of open purchase orders will then be displayed. 
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Press ‘Select’ beside the order you want to add the parts to. 

 

If the parts are not added it will be because the supplier has not been added to the product in 

question as a possible supplier. 

To display the purchase order again press ‘Last Order’ on the main toolbar 

 

Press ‘Print’ to print the purchase order 
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Once the order has been sent close it by pressing ‘Finish’ 

 

 

Press ‘Invoice’ again to lose the order and create a purchase ‘Invoice’ 

 

When you receive the invoice from your supplier you can check it again your purchase invoice and 

adjust any prices as required. 

Booking in a purchase order 

Go to the ‘Stock’ section 
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Press ‘book in’ on the main menu bar 

 

This displays a list of products you have ordered but not received. 

 

Enter the Part number (SKU) of the product received in the ‘Tag by SKU’ box and press return 

 

The relevant part will then by tagged 
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Once you have tagged all the part received press ‘Book In’ 

 

 

Press ‘Book In’ again to confirm the action. 

Details of what has been booked in will then be displayed. 
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Press ‘Labels’ to print stock labels for the products 

 

 

Press ‘Allocation’ for the stock allocation list 
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Company Settings 
All company configuration options are held in ‘company settings’ which can be found on the main 

agent menu in the top right of the window. 

 

Make sure all settings are configured before using the DMS. 
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Company Details 

Press ‘Edit’ in top right of the company settings screen to update your company details.  

 

The ‘edit agent company’ dialogue will then be displayed. 

 

Press ‘Save’ on the Edit dialogue to save any changes. 

Company Name & Address 

Enter your company’s name, address, and website. 
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Run Mode 

The run enables extra functions for specific business types. 

Motorcycle 

• Motorcycle & scooter EPC 

• VRM (Vehicle Registration Mark) lookup 

• Motorcycle Parts Network stock sharing 

Marine 

• Outboard & Jet ski EPC 

• Marine Parts Network stock sharing 

Car 

• VRM (Vehicle Registration Mark) lookup 

Currency 

Sets the billing currency used on invoices, statements, and orders. 

Supported currencies include 

• £ 

• E 

• $  

Bank Account Details 

Optional. Enter the bank account details you want printed on account statements. 

Account Group 

Click on ‘Account group’ on the company settings screen.  
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Account groups are used to classify and group accounts based on their relationship with you. 

Default accounts groups are 

• Customer 

• Internal 

• Supplier 

You can create additional groups as required.  

Press ‘+Group’ to create a new customer account group. 

 

Enter the required account group and press ‘save’. 

Common examples would be: 

• Trade 

• Prospect 
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• Insurance 

• Warranty 

Please note that each account group requires a separate base sales price for each 

SKU. 

Associated Type 

Associated types are used to define an object or product which can be sold and/or associated with a 

customer’s account and/or invoice. 

Click on ‘Associated types’ to display the configuration screen. 

 

You can define 10 custom fields of information for each associated type. To add a new type press 

‘+Associated’ 
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You can define 8 customer text fields and 2 date/time fields for each associated type. 

Common associated types are 

• Vehicles 

• Delivery Address 

• Drop ship address 

• Outboard engines 

• Trailers 

• Equipment 

Once you have created the new associated type press ‘save’ 
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Product lines can also be of an associated type allowing you to store additional 

information and serials relating to products you are selling. 

Departments 

Departments are used to define business units, this allows you to report for a specific department 

i.e. Workshop.   

Click on ‘Departments’ to display the configuration screen. 

 

Each user agent must be allocated to a default department. 

Press ‘+Department’ to add a new department 
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Common departments are: 

• Sales 

• Workshop 

• Clothing 

• Online 

You also need to set which header /footer block to use on invoices as well as which label template to 

use for each department. Label and header/footer blocks must be configured first. 

The header blocks can be configured in ‘headers’ in company settings 

The customer & part labels can be configured in ‘labels’ in company settings. 

Job type 

Job types are used to classify the type of work being carried out on work orders. 

Click ‘job types’ to display the configuration screen. 
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Press ‘+job type’ to show the new job type dialogue box 

 

Common types are: 

• Service 

• Repair 

• PDI 

• Delivery 

Script 

Script values control the allocation of transaction and serial numbers. Transaction refence numbers 

are automatically incremented as they are issued. 

Click ‘script values’ to display the configuration screen 
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Serial numbers can also be automatically issued to products as they are booked 

into stock, with or without a prefix. i.e. N321 for a vehicle stock number. Serials 

can be controlled by associated type and/or sales nominal. 

Press ‘+script’ to display the new script dialogue 
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To issue new vehicle stock numbers you would use the following settings 

 Type  Vehicle 

 Sales Nominal 4002 (or whatever nominal you have create for new vehicle sales) 

 Prefix  N 

 Reference 1 

  

Tax Code 

Tax codes are used to control if an item should have VAT applied, what VAT scheme should be used 

and which rate is applicable. 

Press ‘Tax Codes’ to display the configuration screen 

 

The default tax codes are 

• T0, Zero rated 

• T1, Standard rated 20% 

• T5, Used Vehicle sales 

• T9, VAT 

Press ‘+tax code’ to create a new tax code. 



75 

 

 

Two vat schemes are supported. ‘Standard’ which applies VAT on the whole 

amount or ‘Margin’ which applies vat on the margin only. 

Dispatch 

All products must be released from stock after they have been sold. ‘dispatch Via’ lists predefined 

methods for releasing stock. 

Click on ‘via’ to display the configuration screen 
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To add new a new dispatch/release method press ‘+via’ 

 

Common dispatch methods are: 

• Collected 

• Fitted 

• Courier 

• Royal Mail 

Thread (Issue) Activity Type 

Threads are used in the ‘contact’ section of the DMS. Thread contact activity types list the methods a 

customer might communicate with you via.  

Click on ‘issue activity’ to display the configuration screen. 
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Press ‘+type+ to add a new type 

 

Common types are: 

• Phone 

• Email 

• Showroom 

 

Issued activity types are defined per department. 
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Thread (Issue) Resolutions 

When I tread is closed, a thread resolution should be chosen, this allows you to track the outcome of 

interactions with your customers.  

Press ‘issue resolution’ to view the configuration screen. 

 

Press ‘+resolution’ to display the dialogue box 
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Common resolutions are: 

• Sale 

• No-Sale 

• Warranty 

• Postage refunded 

New resolutions can also be created on the fly when you close a thread. 

Stock Depot 

Stock depots are distinct storage areas or buildings. 

 

Press ‘depots’ to display the configuration screen. 
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Press ‘+depot’ to create a new storage depot 

 
 

You can define as many stock depots as required. These should represent a physical distinct location. 

• Warehouse 
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• Shop 

• Storage container 

User agents must be allocated to a default stock depot which should represent 

their main place of work 

Price Files 

For certain industries, we provide shadow price files from various suppliers.  

Press ‘price files’ on the main Admin menu bat to view the screen 

 

Press ‘+price file sub’ to add a new price file 
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Subscribing to a price file which will allow the DMS to automatically update your prices as and when 

the supplier provides us with new information. 

Once a price file has been subscribed to you can see the date it was last updated on your system. 

You can also configure if prices can be reduced and if buy prices should be imported. 

Uploading a Custom TSV 

You can upload pricing information in bulk using tab separated text files. 

The first row must contain the column headers as follows 

• PARTNO 

• DESC 

• BRAND 

• PRICE 

• TRADE PRICE 

• VAT 

• REFERNO 

Press ‘+Price File Upload’ 
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Set the various options and select the tab separated file then press ‘save’ 

The file will be uploaded and added to the processing queue. 

Headers 

Header blocks the text and images which will be printed on your invoices, statements, etc. 

Click ‘headers’ to display the configuration screen. 
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Press ‘+image’ then ‘choose image’ to uploading an images or logos you want to include. 

 

Uploaded images can be used on your header and footer blocks. 

Press ‘+header+ to define a new block. 
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Each block is the full width of the page and has up to 4 columns. Each column can contain an image 

or text. You can set alignment and text sizes.  

Set the font size by including it with the next in brackets. i.e. (12) would set 12-

point text. (B) will create bold text. 

You set which header and footer to use for each department in the ‘department’ settings. 

Labels 

Label templates define how part and customer labels will look. 

Press ‘labels’ to view the configuration screen. 
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Press ‘+customer’ to add a new customer label template. 
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You set the label dimensions as well as which field or text to print on each line. Each label can 

contain 6 lines of information. 

Press ‘+part’ to create a new part label template. 
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Each part label can contain 6 lines of information. Each line can be text or a data field. 

Default labels can be set for each department in the department settings. 

  



89 

 

Managing User Agents 
Every employee should be setup on the DMS as a user agent.  

You can manage user agents from the agent user menu in the top right of the screen then selecting 

‘manage agents’. 

  

 

To add a new user agent press ‘+agent’ 
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The ‘Level’ field determines if the agent can alter settings in the system. 

There are 2 levels 

• Administrator 

• User 

Most agents should be users. 

The ‘Engineer’ field determines if the agent should be shown in the workshop schedule. 

The ‘Company Image’ should be a URL pointing to the image you would like displayed in the top left 

of the DMS, typically this is the company logo. The image should be 200x50 pixels in size. 
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The ‘SMS From ID’ is used when the agent sends a SMS from the DMS. You can enter any 11-digit 

number or character string. You should only use numbers 0-9 and letters A-Z. 

If you enter a valid mobile phone number the customer will be able to reply to 

you.  

The email address is used to log into the system as well as being the reply address if the user sends 

and email via the DMS. 

Passwords should be at least 8 characters long containing a mixture of letters and numbers. 

Restrictions 

Press ‘restrictions’ to configure the agents access. 
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Dashboard sales summaries can also be restricted to the agents own sales, there 

department or the whole company. 

 

Access restrictions 

 

To add a restriction press ‘+restriction’ 

 

You remove access to certain DMS functions by press the stop down arrow in the relevant section 

and adding a restriction. 

Module refers to the entire module. Adding a Module restrictions on accounting will stop the agent 

accessing the entire accounting module. 

Time restrictions  

By default an agent can log in at any time so it’s important to apply any required restrictions. 

Press ‘edit’ beside the required day. 
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Enter the from and end times. 

If no access is to be given on a certain day enter 0 in both the from and to fields. 
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Agent Profile 
Each agent can edit their own profile which contains contact details, and some department settings.  

The screen is accessed via the Agent menu in the top right of the screen.  

 

 

Press ‘edit’ to display the edit dialogue 
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The opening screen determines which dashboard will be displayed when the agent logins in. 

Resetting login password 

Press ‘change password’ to display the dialogue box. 
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Contact 
The DMS is split into several modules which can be accessed via the drop-down box in the top left of 

the screen. 

Select ‘contact’ to access the contact module. 

 

The contact module tracks your communications with your customers. 

 

Each conversation or interaction wither it’s a sales lead or a complaint is referred to as a ‘Thread’. 

Threads can contain many contacts as well as a resolution. 
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When access the contact section to contact dashboard is displayed. This displays a summary of 

contacts and resolution during the last 2 weeks. 

Creating a new thread 

Before you can create a new thread you need to find the correct customer account. You can do this 

by typing the customer’s name or postcode into the ‘universal search’ box .  

 

Press ‘Contact’ beside the customer’s name. 

To create a new customer press ‘new account’ on the ‘contact’ screen. 
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Press ‘+Thread’ to create a new thread. 

 

If you change the date/time on the dialogue box you will create a pending thread, which will become 

open on the specified date/time. 

Enter a summary of what the thread is about then press ‘create new thread’. 
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The contact dialogue will now be displayed. 

Select the type of contact i.e. Phone, email, etc. You can add extra contact type in the ‘company 

settings’ screen. 

Select the contact you are talking to. You can add new contact in the main customer contact screen. 

Enter details of the conversation and press ‘save’ 

Additional interactions can be recorded by pressing ‘+Activity’ again. 

Closing a Thread 

When a thread is complete you should ‘Close’ it. 

Display the thread then pressing ‘Close Thread’. 



100 

 

 

Existing resolution allows you to choose a present resolution. i.e. no sale. 

You can create a new resolution by entering a summary and details of the resolution. 

If there was no resolution or one is not applicable select ‘no resolution’ 

It’s important to standardise the resolutions so you can report on how 

interactions with your customers were resolved. 

Creating a follow-up 

Once a resolution has been closed you can create a ‘follow-up’ pending thread for a future date. 

Press ‘+follow-up’ to do this. 
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Follow up threads will become ‘Open’ on the specified date and time. 

Open Threads 

Open threads are list of unresolved leads, issues etc. 

Press ‘open threads’ on contact menu bar to display the list. 
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By default it will only show your open threads but you can adjust the view using the filter buttons at 

the top of the list. 

To display a thread click ‘view’ 

Pending Threads 

Pending threads are ones which have been scheduled for a future date. Once the date passes they 

will become open threads. 

Click on ‘pending threads’ on the contact menu bar to display your pending threads. 

Typically you create a pending thread as a reminder to follow up with a customer 

about an issue at a future date. This can be used for vehicle sales curtesy calls or 

follow ups from workshop jobs etc. 

Closed Threads 

This is list of recently closed threads. 
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Last Thread 

This is a shortcut to take you back to the last thread you were looking at. 

Search Threads 

A list open and closed threads are displayed on the customers contact screen. 

You can also search all threads on all customers by selecting ‘search threads’ from the contact menu 

bar. 

 

Enter your search keyword and press ‘enter’ to start the search. 

Scheduling a Thread 

Threads can be schedule for a future date. These threads are known as pending threads. 

Click ‘month’ on the contact screens menu bar to display the thread schedule window. 
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Each thread is displayed on the relevant day. By default only the your threads are displayed. 

Click on a specific day to expand the view. 
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You can create a new thread by pressing the ‘+’ button on the required day/time 
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Type the customer’s name or postcode in the ‘account name’ box to select the required customer. 

Threads scheduled for a future date are ‘Pending’ threads. 

Creating a New Customer Account 

Each customer you deal with should have their own account. Their account will let you show all 

contact and all invoices issued to them. 

Press ‘New Account’ on the contact menu bar to create a new customer account. 
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Account Codes 

You can issue an account code for the customer if required. These codes can be used to search for 

customer accounts quickly.  

Pressing the down arrow in the account code box will generate some possible 

unique account codes based on the company name. 

Account Groups 

Accounts can be placed into groups allowing you to set pricing or report on customer groups. 

Typically dealerships will split customers in several groups like ‘Customer’, ‘Trade’ etc. 

You can manage Account group from the company settings screen. 
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Postcode lookup 

If you enter a postcode then press the down arrow in the postcode box a list of matching addresses 

will be displayed for you to select. 

 

Saving the Account 

Press ‘add new account’ to save the new account, which will then be displayed. 

Adding a Contact 

Customer accounts can have multiple contacts. 

To create a new contact press ‘+Contact’ 

 

Enter the required details and press ‘save’ 

Adding associated 

Customers can have multiple associated items. These could be delivery addresses, vehicles, or any 

custom item you have defined. 

To add a new associated type press ‘+associated’ and select the type from the drop-down list. 
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You can define new types in the company settings screen. 

 

Enter the required details and press ‘save’. 

Switching between contact & account windows 

When you are viewing the customer contact screen, pressing the ‘account’ button at the top of the 

screen to switch over to the customer’s account screen. 

 

The contact screen displays contact details and threads. 

The account screen displays invoice, payments & discount schemes. 

Editing a customer’s details. 

Press ‘edit’ on the customer account to bring up the edit dialogue 
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Alter and amend any details as required and press ‘save’ 

Finding customers 

You can search for customer accounts by typing their account code, company name or postcode into 

the ‘universal search’ bar. 

 

Click on ‘Contact’ to displays the customer contact screen, or ‘account’ to display the account 

screen. 
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Alternative you can use the ‘search accounts’ menu item on the ‘contact’ screen. 

 

This screen also allows you to search by:  

• Email address 

• Phone number 

• Account code 

• Postcode 

• Company name 

 

Account List Report 

You can display a customer list by selecting ‘Account List’ from the main contact toolbar. 
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The list can be filtered by default sales department and sales agent. 

The list can also be exported to CSV or Clipboard. 

Stock 
The stock screen is where you manage your stock, booking in and booking out. 

Select ‘Stock’ from main module selection drop down. 
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The main stock dashboard will then be displayed. 

 

The dashboard give you  a quick summary of stock movements as well as stock values. 

The cloud DMS does not make any discrimination between spares parts and 

vehicles, they are all stock. 

Finding a Product record 

You can find a product by typing the SKU into the ‘universal search’ box at the top of the screen. 

 

Click on ‘product’ to display the product record. 
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Alternately you can use the ‘search products’ menu item on the ‘stock’ screen. 
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You can search by: 

• SKU 

• Barcode 

• Description 

Product records 

The main section of a product record consists of the SKU, description and brand. You should also set 

sales and purchase nominals so you can see how different segments of your stock are performing. 
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You can create new nominal codes in the ‘nominal ledger’ on the ‘accounting’ screen. 

Products can also be marked as obsolete or superseded. 

Editing a Product record 

Press the ‘edit’ button in the top right of the screen to display the dialogue. 
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• SKU. The main stock keeping reference or part number. 

• Barcode. The barcode number, or alternative part number. 

• Supersession SKU. The new replacement part number. 

• Description. Product description. 

• Brand. Product brand. 

• URL Link. URL for further product information. 

• Induvial pricing. If this is set to ‘Yes’ then each product in stock can have its own sales price. 

This is typically used for vehicle stock records. 

• Tax code. Which rate of VAT to apply when selling the product. 

• Type. 

o Normal. Part which you buy and sell. i.e. a nut or physical item 

o Non-stockable. An item which you can sell without purchasing i.e. labour, collection 

o Associated. i.e. Vehicle. A physical product with an associated type so you can store 

extra information for each stock item. 

• Sales nominal. Nominal code to record sales in the ledger. 

• Purchase nominal. Nominal code to record purchases in the ledger 

• Obsolete. Flag for product availability 

• Purchase quantity. Specifies if the product is purchased in batches. 

• Reorder level. Minimum stock level before product should be reordered. 

• Max level. Ideal stock level 

• Weight. Product weight in grams 

• Notes. Notes. 

Press ‘save’ to save any changes made. 

Product Images 

For some products an MPN library image may be displayed. 

 

Clicking on the image will zoom in. 

You can upload your own images by clicking on ‘+image’ and selecting a relevant jpg.  

On smart phones you can also upload directly from the phones camera. 

Product Selling Prices 

Each customer account group has its own base selling price. 

 

You can add as many customer account groups as you require. 
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Press ‘+Price’ to add a new account group selling price.  

 

 

Select the account group, enter the price excluding vat and press ‘save’ 

Booking out/Selling a Product 

Press ‘+Sell’ to display a list of your open invoices 

 

 

Pressing ‘select’ beside the relevant invoice to book the product out. 

Pressing the down arrow on ‘other open transactions’ will show you other users transactions which 

you can book the part to. 

You can also add the part to a transaction when displaying it by pressing ‘+product’ 

Stock Control 

For each product you can set a min, max and purchase quantity.   

 

When a stock level falls to the min level the system will reorder up to the max level taking into 

account the purchase quantity. 
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Press ‘edit’ to adjust the levels. 

 

Adding a Supplier 

You can have multiple suppliers for each product. 

Press ‘+Supplier’ to display the dialogue. 

  

 

Click into the supplier account box and enter the suppliers account code or name. As you type a list 

of matches will be displayed. 

 

Press ‘select’ to choose the correct account. 

The supplier must already have an account setup on the system. To create a new supplier go to the 

‘Purchase’ window and press ‘new supplier’ 

You can specify the supplier’s SKU and purchase price for the product. 

Press ‘save’ to add the price. 

Ordering a Product 

Press ‘+Order’ to add a part to the current un-allocated order list. 
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Enter the quantity to order and press ‘order’ 

Available Stock 

A list of currently unsold in stock products of the current SKU is the Product page.  

 

You can view the detailed stock record for each item by pressing the small view button on the right-

hand side of the table. 
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For each stock item the following is record 

• Purchase order details 

• Purchase Invoice details 

• Booking in details 

• Sales order details 

• Sales invoice details 

• Dispatch details 

By default available free stock is displayed. You can use the drop-down box to select 

 

• Available stock 

• Backordered stock 
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• On order 

• In stock reserved 

Part Labels 

To print a part label press ‘Labels’ on the product or stock page. 

 

A pdf will open containing stock labels for all items. You can also print a label from a specific items 

stock record. 

 

The layout and size of the label can be configured in company settings. 

Stock corrections 

If a stock level is incorrect you can adjust it by pressing the ‘stock take’ button on the product 

screen. 
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The stock correction dialogue will then be displayed. 

 

Enter the corrected level and press ‘save’ 

Please note that stock taking to a higher level will not allocate stock to any 

outstanding backorders. Backorders are only allocated when stock is booked in. 

Product Sales summary 

A sales summary for the last 3 years is displayed at the bottom of the product window.  

 

Clicking on a specific month will display a list of the sales transactions for the current product in that 

period. 
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Clicking on the ‘view’ button will display the stock record for the product. 

 

Vehicle Stock 

Vehicles (or major stock items) are treated like any other stock item. 

Generally you should create a product record for each type of vehicle stock. i.e. New vehicles, Used 

vehicles, etc.  The product record should also be set to associated type ‘Vehicle’ as this will allow you 

to enter additional vehicle details like make, model, vin etc. 

For used vehicles make sure the vat scheme is set to ‘Margin’ 
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It’s also critical that you set the ‘individual pricing’ flag for the product record.  Press ‘edit’ on the 

product page to do this. 

 

 

This lets the system know that each vehicle (or associated item) has its own sales price. 

Selling a vehicle 

Display the relevant product record. i.e. new vehicle. 
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You can filter the stock list by typing in the ‘search’ box. 

 

To display the vehicles stock record click on the stock number, or click on the blue display button at 

the end of line. 
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Press ‘+Sell’ to display the dialogue 
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The top ‘New Invoice’ panel allows you to search for an existing customer or create a new customer. 

When the customer details are correct press ‘create new invoice’ to create a new sales invoice and 

sell the vehicle to it. 

Alternatively use the ‘open invoice’ panel to select an existing open invoice to sell the vehicle to. 

Press ‘select’ beside the correct open invoice. 

The sales invoice must already exist and be open. You can book many vehicles to one sale if 

required. 

When you sell a vehicle to a customer the vehicle will also be added to the 

customer’s account as an associated item. 

Buying a vehicle from a Customer 

Display the customer account screen and find the vehicle on their associated list.  



130 

 

 

If the vehicle is not present you will need to add it. 

Press the ‘buy vehicle button’ 

 

The vehicle type list will now be displayed. 

 

Select the type of vehicle from the list by pressing ‘+buy’ 

A vehicle purchase invoice will now be created. 
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Press the line edit button 
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Set the purchase price and press ‘save’ 

When the bike arrived at your preemies you will need to book it into stock. To do this press ‘book in’ 
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Check the vehicle the press ‘book in’ 

 

 

Confirm the action by pressing ‘book in’. 

The vehicle will now be on stock ready to sell to anther customer. 

Adding a vehicle to stock without using a Purchase Invoice. 

To save time you can directly add a vehicle to stock without any purchase invoices. 

First display the relevant product record. i.e. ‘NEW-VEHICLE’ then press the ‘increase stock button’ 
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Enter the vehicle details as required. Leave the serial field blank and a new stock number will 

automatically be generated from the series. 

Press ‘Book In’ to add the vehicle to stock. 

Vehicle Internal Costs 

If you must undertake reconditioning work before a vehicle is resold you can record the costs against 

the vehicle stock record. 

Display the vehicles stock record then press ‘+cost’. 
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A list of internal accounts is now displayed. 

• Press ‘+SI’ to create a new invoice or credit 

• Press ‘+WO’ to create a new workshop work order 

A new internal transaction will then be created and displayed. 

 

Press ‘+product’ to add a part to the invoice. 
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Press ‘add’ to book the product to the invoice. 

When you are finished adding products press ‘finish’ 

 

 

The costs will be allocated to the vehicle. 

Vehicle Images 

On the vehicles stock record press ‘+image’ 
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Press ‘choose image’ then ‘upload. 

If you are using a tablet or phone with a camera you upload directly from the 

camera. 

Vehicle Stock Numbers 

Stock numbers are automatically allocated when a vehicle is booked into stock. You can configure 

how these re generated from the script section in company settings. 

The number run can be determined by associated type and selling nominal. 

Stock numbers are recorded in the serial field. 
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Stock Movement 
Stock movements record when products physically enter or leave your business. Please note this is 

different to selling and buying products. 

Booking in List 

Items on the ‘book in’ list are products which have been ordered but have not arrived yet. 

To display the list press ‘book in’ on the main stock screen menu bar. 

 

Tagging products 

The booking in screen works by you first tagging the required products and then booking them into 

stock.  

You can either tag a product by checking the box beside its name  

 

or typing the SKU in the search box and pressing return. 
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You can also tag products by uploading a Text File containing SKU’s and quantities. 

Press ‘File’ 

 

 

Select the field separator, SKU & Qty position then upload the file. All products matched will be 

tagged. 

Once you have all the products tagged you can book them in by pressing ‘book in’ 

 

 

Once you have booked in the products the booking in batch is displayed. 
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You can print the stock allocation list by pressing ‘Allocation’ 
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Product labels can be printed by pressing ‘labels’. 

 

Copy invoices for all products in the batch can be re-printed by pressing ‘invoice’ 

 

If a product will never turn up you need to tag it and press ‘unavailable’, 

 

This will remove it from the book-in list. You will also need to credit the customer for the product. 

Booking in batches 

By default the ‘book in’ screen displays ‘On Order’ products. You can view a specific batch by 

selecting it from the drop-down list.  
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Pressing the down arrow give you the following options: 

• On Order 

• Booked in Today 

• Booked in Yesterday 

• Individual booking in batches 

You can print stock allocation lists and labels at any time for any batch. 

Booking Out 

The ‘book out’ list shows products which have been sold and are in stock but not released to the 

customer. 

Press ‘book out’ on the main stock menu bar to display the list. 
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Tagging products 

Before you can release the stock you need to ‘tag’ the required products. 

You can tag products by clicking the check box beside it. 

 

Or entering an invoice number or SKU in the search box and pressing enter.  

 

Once you have tagged all the required products press ‘dispatch’. 
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You can set how the products were released from the ‘via’ list. Common dispatch methods are 

• Collected 

• Fitted 

• DPD 

• Royal Mail 

The ‘via’ list can be configured from the company settings screen. 

Press ‘dispatch’ to release the product and display the dispatch batch. 
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Dispatch batches 

The default display is ‘in stock’ which displays products in stock awaiting dispatch (or release) 

 



146 

 

Other options on the drop down include 

• In Stock 

• Dispatched today 

• Displaced yesterday 

• Specific dispatch batch 

Picking Lists 

Clicking ‘picking’ to print a pdf picking list. 

 

 

DPD 

The DMS can export a file containing details of the invoices dispatched in the correct format for 

DPD’s systems. 

Select the relevant dispatch batch then press ‘dpd’ to download the file. 
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Only dispatch methods starting with DPD are included in the file. 

Never dispatched 

If a product will never be dispatched, check it and then press ‘unavailable’.  

 

This removed the product from the list of products waiting to be dispatched. You will also have to 

credit the customer 

Dispatching Invoices 

You view a list of invoices where all products are in stock ready to dispatch by clicking on the 

‘dispatch invoices’ item on the main stock menu bar. 

 

Press ‘dispatch’ at the right-hand side of the required invoice. 

 



148 

 

Details to products awaiting release are then displayed. 

 

To release the stock press ‘Dispatch’ 

 

 

Select the dispatch/release method then press ‘dispatch’ 

Late Invoices 

The late invoice list displays all invoices which have been closed but have products which are not 

marked as dispatched or released. 

Press ‘Late Invoices’ on the stock screen to display the list. 
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The oldest invoice is displayed at the top of the list. 

• Click on the invoice number to display the invoice. 

• Click on ‘contact’ to go to the customer’s customer screen to text or email them about the 

delay. 
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Stock Reports 
The cloud DMS includes several core stock reports with more being added every month. 

Dead Stock 

The dead stock report displays which products have been sitting in stock the longest. 

Press ‘dead stock’ on the main stock toolbar. 

 

Enter the minimum number of days a product must have been in stock in the ‘min age’ box. 

Select the stock depot. This defaults to your current depot. 

Select the product brand. 

Press ‘Go’ to run the report. 

 

You can filter the report by typing a keyboard into the ‘search’ box 
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The report can be exported to the clipboard, CSV or PDF by pressing the relevant button. 

 

Fast Stock 

The fast stock report allows you to specify a date range and display a list of products sold in that 

period. 

Press ‘fast stock’ on the main stock toolbar. 

 

Select the date range and brand filter. 

Press ‘run report’ to update the report. 

You can sort the report on any column by clicking on the up and down arrows. 
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You can filter the report by typing a keyboard into the ‘search’ box 

 

The report can be exported to the clipboard, CSV or PDF by pressing the relevant button. 

 

Price List 

The price list reports lists all SKU’s along with its selling price. The report can be filtered by product 

brand. You can also select which account group price to use. 

To display the report click ‘price list’ on the main stock menu bar. 

 

Press ‘Copy’ or ‘CSV’ to export the list. 

Stock List 

The stock list report displays your current stock list and value.  
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To display the report click ‘stock list’ on the main stock menu toolbar. 

 

A summary of stock value by brand is then displayed. Also included is the value of the stock 3 and 12 

months ago along with the change in value. 

Click on today’s value by any brand to see the relevant products  
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You can filter the report by 

• Brand 

• Sales nominal 

• Product type 

• Stock depot 

Press ‘view’ beside a product to display the product record. 
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Sales 
The sales window contains and manages all sales activity. 

Select ‘sales’ from the main menu bar 

 

The sales dashboard is then displayed. 

 

The sales dashboard shows a summary of sales and credits today, yesterday and the month so far. 

Clicking on the value will display the detailed sales report for the relevant period. 

You can adjust the summary display by department and user agent from the relevant drop downs. 
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The sales figures include VAT. 

A breakdown of the top sales nominals is also displayed. These figures exclude VAT. 

Open Sales Invoices 

The open invoices list shows all the sales invoices you are currently working on. Press ‘open invoices’ 

on the main sales menu bar to display the list. 

 

 The ‘open invoices’ list is comparable to the Hold list in Pacific DMS. 

You can filer the list by user agent and department. 

Once an invoice is closed it is removed from the open list. 

To display an invoice click on the ‘view’ button to the right of the transaction. 
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Open Sales Orders 

The open sales order list is like the open invoices list, except it displays orders.  

Press ‘open orders’ in the main sales menu toolbar to display the list. 

When you close a sales order it creates an sales invoice, when you close the sales 

invoice the transaction is posted to the account and nominal ledgers. 

Creating a New Sales Invoice 

Sales invoices are used to sell products to a customer. 

Press ‘New invoice’ on the main sales menu bar. 

 

Setting the transactions type 

Proving you have not added any products you can change the transaction type from the drop-down 

box. 



158 

 

 

Your options are 

• Sales invoice 

• Sales order 

• Sales credit 

• Sales proforma. Proformas do not reduce stock levels. 

Setting the sales account 

Start by selecting customer’s account for the invoice. Press ‘+select account’ to display the dialogue 

box. 
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 To find a customer type the customers name, account reference or postcode into the ‘account 

search’ box. As you type the nearest account matches will be displayed.  

 

If you see the account you are looking for press ‘select’, otherwise press ‘new account’ to create a 

new customer. 

You can if required create a generic ‘cash sales’ account although this not 

recommended. 

If you are creating a new account press the down arrow in the postcode box will displaying a list of 

matching addresses for the entered postcode. 
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Expanding the ‘transaction’ setting allows you to set the department, user agent and order no.  

 

You cannot change or back-date a transactions date. 

Press ‘save’ when you have the customer selected. 

Adding a product 

 Press ‘+Product’ to display the dialogue. 
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As you type the SKU the system will display the nearest matches. 

 

If a product is obsolete or supersede this will be displayed. 

You can also select which item/serial you want to sell from stock if required. 

Press ‘+add’ to add the product to the invoice.  

 

If the product was not in stock it is also added to the ‘un-allocated products’ in the purchasing 

screen. 

Adding multiple products or barcode scanning 

You can add up to 10 products to an invoice in one go, this is especially useful when using a barcode 

scanner. 
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Press the multi-add button to display the dialogue 

 

 

Enter or scan each SKU then press ‘add all’ 

After each SKU is entered the system will check it and display if the SKU is valid, in stock or a back 

order. 

 

Pressing enter after each SKU will move to the next SKU entry box. 

Removing a part  

If the product line is not already expanded press the down arrow to see the stock status information. 

 

If the part has not been marked as dispatched/released you can press the red waste basket button 

to remove the part from the invoice.  
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A confirmation dialogue will then be displayed 

 

Press ‘remove’ to confirm the action. 

If the waste basket button is not present you should credit the part on a separate transaction. 

If the invoice has been closed, or the product , marked as ‘dispatched’ it cannot be 

removed. 

Editing a Part 

If the invoice has been closed it cannot be edited. 

If the product line is not already expanded press the down arrow to see the stock status information. 

Press the blue edit button beside the product to display the edit dialogue box, 
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You can alter the description, price, discount and tax code. 

Press ‘Save’ to save the changes. 

You can set different prices and discounts for each product being sold, even if they 

have the same SKU 

Stock Level Error 

If there is a stock error and the product in question is not in stock (and the system thinks it is) press 

the ‘recycle’ button. 

 

The reorder dialogue will be displayed. 
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Press ‘reorder’ to add the part to the un-allocated stock order. Effectively reordering it. 

Stock record 

To display a products stock record, press the small blue display button. 

 

This will display all the ins and outs and date for the product. 

Cancelling a back order 

If the product is marked as ‘on back order’ and you do not want to order the product press the 

yellow contrast button. 

 

 

 Pressing ‘cleat backorder’ will cancel the back order. The current stock level will not be changed. 

Closing a Sales Invoice 

When you have added all the products required by the customer to the transaction press ‘finish’. 
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Press ‘Finish’ to close the invoice and post it to the account and nominal ledgers. You can also 

release in stock products at this point. 

Once an invoice has been closed it cannot be edited. 

Dispatching/Releasing stock 

All products sold on an invoice (or sales order) are marked as reserved until you release them. 

Press ‘Dispatch’ on the invoice to display the stock release screen.  

 

 

Tag the required stock and press ‘dispatch’ 
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Select how the stock is being released and press ‘dispatch’ 

The products status will change from ‘in stock reserved’ to ‘dispatched. 

Recording a payment 

You can only record a payment against a closed invoice. If you do not want to close the invoice, 

record the payment against the customer’s account. 

Scroll down to the Payment section of the invoice and press ‘+Payment’. 

 

 

Select the payment method and amount, then press ‘save’. 

You can add extra payment methods on the nominal ledger screen in accounting. 

The payment will default to the same department as the sales invoice. 

Printing an Invoice 

All printing is done via a PDF. 
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Display the required invoice and press ‘print’ 

 

The invoice will be previewed in a new tab 

 

You can configure the invoice header and footer in the company settings screen. 

Printing a 3” receipt 

A 3” layout suitable for receipt printers can be printed by pressing the receipt button. 
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Emailing an invoice 

If the customer has an email address you can email a pdf copy of the invoice directly to the customer 

from the DMS. 

Press the email button beside the email address in the top frame of the invoice. 
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You can add a note to the email. 

The invoice will be emailed as a PDF via the Cloud DMS mail server. The sending address will be set 

to your login email address 

The email will include a HTML version of your header. 

Press ‘Send’ to send the email. 

The email will also be logged in the customers contact screen. 

Sending a SMS to the customer 

If you have included a mobile phone number press the SMS button beside the customers phone 

number. 
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Enter the message and press ‘send’ 

You can set the ‘From ID’ in the company settings screen. 

Adding a delivery address or vehicle 

Press the ‘+associated’ button and select the relevant associated item. 

 

 

 If the address is not present you will need to first add it the customer associated list in the contact 

and account window. 

You can also add vehicles, drop shipping or any customer associated item you 

have defined. 

Importing a Magento Order 

Press ‘Import’ on the ‘new invoice’ screen. 
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Make sure the format is set to ‘Magento’ and press ‘choose file’ 

 

Select the correct order file then press ‘import’ 

The Sales Order Import button is only visible on a ‘new invoice’. Once a customer 

account has been selected or a product added you cannot import a sales order. 

Crediting a Sale 

Invoices cannot be cancelled or altered after they have been finished. Products can only be removed 

from an open sales invoices providing they have not been dispatched. 

If a customer returns a product or you need to correct a sales invoice you must raise a sales credit. 

Press ‘new invoice’ on the main sales menu bar 
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Press ‘+select account’ 
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Enter the customers name, account code or postcode into the ‘account name’ box,  
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‘select’ the required customer from the list and press ‘save’ 

Click on the transaction drop down box 

 

Select ‘sales credit’ 

You can only change the transaction type if there are no products on the 

transaction 

Adding a product to the sales credit 

Press ‘+product’ 
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Enter the SKU 

 

Press ‘+add+ to add the product to the credit. 

 

Product will never be received 

If the product will never be received by you press ‘never’ received’ beside the relevant product 
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Confirm this on the next dialogue box 

 

 

Booking in the product 

When you physically receive the product press ‘book in’ 

 

The booking in screen will then be displayed 
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Tag the required products by checking the box beside the SKU and press ‘book in’ 

 

 

Confirm the action by press ‘book in’ 

The product will then be added to stock and available to sell to another customer. 

Last invoice 

The ‘Last invoice’ menu option on ‘sales’ screen the last invoice you were looking at. 

Searching for an Invoice 

You enter the transaction reference i.e. SI23412 into the universal search box to find an invoice.  

 

You can also search by customer order no. 

Click on ‘sales invoice’ to display the transaction. 

Alternatively you can use the ‘search invoices’ menu item in the sale screen to search for a specific 

invoice. 
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Enter the invoice number, order no, etc. and press ‘return’. A list of matching invoices will be 

displayed. 

Click ‘View’ to display the required invoice. 

 

Transactions are also displayed on the relevant customers account. 

Creating a new Account 

Pressing ‘new customer’ on the sales screen starts the process of creating a new customer account. 
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• Account code. Optional. You can enter an account code for the customer. If you have 

already entered the account name pressing the down arrow will generate a selection of 

unique account references. 

• Account status 

o Open 

o Closed 

o Stop 

o Liquidation 

• Account group. Select the accounts group. You can add new groups in the company settings 

screen. 

• Default tax code. If selected the products tax code will be overridden by the customer’s 

default code. This is used when selling internally or to a EU customer. 

• Default Sales agent. Setting this will allocate the default agent as the salesman for all sales to 

this customer. 
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• Credit limit. The account balance will change to red if they owe more than the credit limit. 

Enter the customer details as required a press ‘save’ 

Customer Accounts 

The customer account window contains the customer billing details and previous transactions. 
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Find a customer account 

You can search for a customer account by typing the customer account code, postcode or name in 

the ‘universal search’ box  

 

Clicking on ‘account’ next to the correct name will display the customers account. 

Alternatively you can click on ‘search customers’ in the ‘sales’ screen. 

 

Enter the customer’s postcode, name or account code and enter. 

You can display the customer’s account by clicking ‘view’ 

Making an account payment 

On the customer’s account screen press the ‘+Payment’ button.  
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Select the payment type: 

1. ‘Receipt’ this is when you receive a payment from the customer. i.e. money in 

2. ‘Payment’ this is when you pay money to a customer i.e. money out 

Enter the payment method and amount, then press ‘save’ 

The payment is recorded on the customer’s account. 

Allocating account payments. 

On the customers account screen press ‘Allocate’.  

 

A list of outstanding invoices, credits and payments will then be displayed. 
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Enter the amount beside each payment and press ‘allocate’ at the bottom of the dialogue. 

If you cannot see the ‘allocate’ button then the payments do not balance. 

Please note that amounts must balance. i.e. invoices – receipts = 0 

Adding a discount scheme 

On the customers account press ‘+Discount’  

 

The ‘new sales discount’ dialogue will be displayed. 
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Discount are applied to the customer’s account group price. 

Enter the brand and/or nominals then the percentage and press ‘save’ 

Active discounts are listed on the customer account page. 

 

Account statements 

On the customers account screen press ‘View’ in the account section. 

 

This displays the customer account ledger showing all the invoices, credits, payments etc. 
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Press ‘Print Statement’ to generate a PDF statement. 
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Alternatively you can press Email Statement’  

 

The email dialogue will then be displayed. 
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Make sure a email address is selected in ‘to’ and press ‘send’ 

A statement will be emailed to the customer via the Cloud DMS email servers. The statement also 

includes links to pdf copy invoices. 

Displaying an Invoice 

You can search for an invoice by typing the transactions reference into the universal search box. i.e. 

SI45511 

 

Alternatively you can display an invoice by clicking ‘view’ beside the invoice in the customer’s 

account window. 
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Customer account activity 

The customers summarised account activity is displayed at the bottom of the customer account 

window.  

 

Clicking on a date will display the transaction details. 

 

On the customer’s account window ‘orange’ invoice is open. 

You can filter the list by 
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• All 

• Open 

• Due 

Customer backorders 

The customers back order list is displayed at the bottom of the customer’s account window. 
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Electronic Parts Catalogues 

For motorcycle and marine customer the DMS includes a EPC converting over 20,000 models. 

Select ‘Motorcycle EPC’ from the sale menu 

 

 Enter a model name or registration number and press ‘enter’. A list of matches id then displayed. 



192 

 

 

Press ‘view’ beside the required model. 
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Select the required page from the drop-down list. 

Selling from the EPC 

You can check the parts you want to sell  
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Then press ‘+Sell’ to add them to an open invoice with a single click. 
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Sales reports 

The sales report will show you what invoices have been raised. 

Press ‘sales’ on the ‘sales’ screen to see a report on invoices issued. 

 

There are 3 versions of the sales report 
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• Basic. Lists invoice details and the total amount including VAT 

• Tax. Breaks down each invoice to its tax amounts 

• Nominal. Breaks down each invoice by product sales nominal 

You can also click on sales dashboard summary figures to run the report over a 

common range, 

You can filter the report by department and user agent. 

Press ‘Go’ to run the report 

 

Day total report 

The day totals report shows you what money has been received. 

Press ‘day total’ on the ‘sales’ screen 
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Select the required date period and press ‘go’ to run the report. 

 

You can also filter the report by department and user agent. 

Debtors list 

Press ‘Debtors’ on the ‘sales’ screen to run the debtors report. 
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Pressing ‘view’ beside each name will take you to the sales account activity 

 

Press ‘print statements’ 

 

This will create a pdf document with a statement for each debtor. 
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Press ‘Email Statements’  

 

This will display the email statements dialogue 

 

Press ‘email’ to send all the statements. 
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Purchasing 
The purchasing screen manages purchase orders and purchase invoices. 

Select ‘Purchase’ from main section menu. 

 

Current Orders 

The current order list shows products which you need to order, either they have been sold or the 

stock level has fallen below the reorder level. 

Select ‘current order’ from the main purchase menu bar to display the screen. 

 

These parts are awaiting allocation to an open purchase order. 

You can filter the list by: 

• Product brand 

• Product Supplier 

• Back orders, Stock orders  

• Stock Depot 

Check the parts you want to move to a purchase order by ticking the box beside the part number. 
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Once you have checked the required parts press ‘+order’. 

 

The purchase order allocation window will be displayed. 

 

Press ‘select’ beside the required purchase order to move the checked products. 

The purchase order must already exist and be ‘open’ 

If a product is on order for stock you can press the ‘trash’ can button to remove it. 

 

Then conform the deletion. 

 

If the product is for a customer it cannot be removed. Pressing the ‘display’ button beside the line 

will display the stock record. 

 

Open Purchase Orders 

The open orders screen shows all open purchase orders which have not been closed. 

Press ‘open orders’ on the main purchase menu bar to display the list. 
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You can display a purchase order by pressing ‘view’ button. 

 

Once you send the order to your supplier you should close the purchase order. Closing a purchase 

order creates a purchase invoice. 

Open Purchase Invoices 

Lists all open purchase invoices.  

Press ‘open invoices’ on the purchase screens menu bar to display the list. 

Purchase invoices remain open until you receive the invoice from your supplier. Once you receive 

the invoice you can check and adjust you buy prices for each product. 

Closing a Purchase invoice posts the transaction to your account and nominal ledgers. 

Once a purchase invoice has been closed it cannot be altered. 
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Creating a new Purchase Order 

Press ‘new order’ on the ‘purchase’ screen.  

 

First select the suppliers account by press ‘+select account’ 

 

A list of existing suppliers will be displayed.  
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Press ‘select’ beside the required supplier. 

If it is a new supplier you will need to create a supplier account for them first. 

Adding products to a purchase order 

Press ‘+Product’ to display the dialogue box.  
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Enter the SKU  

 

and press ‘+add’ to add it to the purchase order. 

You can also add product by tagging them on the ‘current order’ screen. 

Moving products to a different Purchase Order 

Press ‘move’ on the purchase order screen. 
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 Tag the required part and press ‘move’ 
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Press ‘Select’ to select the purchase order to move the product to. 

Exporting a Purchase Order to CSV 

Display the relevant purchase order then press ‘CSV’ on the toolbar 

 

The CSV file will then be downloaded to your computer. 

 

Press the down arrow beside the file to save or open the CSV file. 

Displaying the last purchase order 

Press ‘last order’ on the main purchase menu bat to display the last display purchase order or 

purchase invoice 

Finding a purchase order 

Enter the transactions reference into the universal search box i.e. PI451 

 

Then click on ‘purchase order’ to display the order. 

Alternatively press ‘search orders’ on the ‘purchase’ screen menu bar. 

Creating a new supplier account 

Press ‘new supplier’ on the ‘purchase’ screen. 

Enter the supplier’s details and press ‘save’ 
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Finding a suppliers account 

Type the suppliers account code, postcode or company name into the universal search box. 

Alternatively press ‘search suppliers’ on the ‘purchase’ screen menu bar. 

 

Enter the transactions reference of the suppliers account code to find a purchase order. 

Click on ‘view’ to display the purchase order. 
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Workshop 
The workshop screen controls the scheduling of work orders. 

Select ‘workshop’ from the main module selection drop-down. 

 

Open work orders 

The ‘open work orders’ menu options lists all in progress work orders. 

 

You can filter the list by user agent and department. 

Press ‘view’ beside the relevant job to display the job details. 
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Open estimates 

List of all open estimates in a similar manor to open work orders. 

Creating a new work order 

Press ‘new job’ on the ‘workshop’ screen  

 

Selecting the customer 

Press ‘+Select Account’  
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Enter the customer’s name or postcode in the account name box.  
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‘Select’ the required customer or press ‘new account’ to enter a new customer. 

Press ‘save’ to set the customer on the job 

Adding a vehicle to the work order 

Press ‘+associated’  

 

to display a list of the current customer’s vehicles.  

 

Press ‘select’ beside the vehicle you want to add. 

If the vehicle is not present you will need to add it to the associated list on the customer’s account 

first. Press ‘account’ at the top of job card to move to the customers account. 

Scheduling the date 

Press ‘edit’ in the Schedule frame on the work order. 
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• Select the engineer who will be performing the work. User agents have to be tagged as 

‘engineers’ in the user management screen to be listed. 

• Set the job type from the list. You can add new job types in the company settings screen. 

• Enter the start and end date. 

• Enter the job details. 

• Enter the estimated time. 

Press ‘save’ to update the job details. 

Adding a product to job 

Display the open work order and press ‘+product’ to display the dialogue box. 

 

Enter the products SKU and ‘+add’ it from the list. 
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Printing a job card 

Display the work order and press ‘print’ to create a pdf job card 
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Releasing the parts to the job card 

When a part is physically give to the workshop for fitting the stock needs to released from stock. 

Press ‘release’ 

 

The Dispatch/release screen will now be displayed. 

Check any products which have been released and press ‘dispatch’ 

You can also dispatch all in stock products automatically when you ‘finish’ the 

work order 

Finishing the work order 

Display the work order and press ‘finish 
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The finish dialogue id now displayed. 

 

The dialogue will default to setting all in stock products as fitted, if this is not the case change the 

option on the drop-down box. 

Press ‘invoice’ to close the work order and creates a sales invoice. 

Displaying the last job 

Press ‘last job’ on the ‘workshop’ screen to display the last viewed work order 

Finding a workshop job 

Enter the transactions reference in the universal search box i.e. WO665. 

 

Alternatively press ‘search jobs’ in the workshop screens main toolbar. 
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Enter a customer name or work order reference and press ‘enter’ to search. 

Viewing the workshop schedule 

The workshop schedule has several views, all accessible from the main workshop menu bar. 

Month View 

The month view display the schedule for the current month. 

Press month’ on the main workshop screen menu bar. 
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A colander of the month is displayed. You can move backwards and forwards through the months by 

using the blue navigation buttons. 

 

Pressing ‘display’ on a job will show you the Work orders details. 

 

Press ‘+’ on the schedule will start booking a new job at the relevant day/time 
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Click on the day will zoom in to the day view. 

 

Week View 

The week view display the schedule for the current week. 

Press ‘week’ on the main workshop screen menu bar. 
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Day View 

The day view displays the schedule for today. 

Press ‘day on the main workshop screen menu bar. 
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Accounting 
The accounting sections display the nominal ledger and allows you to post tractions directly to it. 

Selecting ‘Accounting’ from the main module selection drop down. 

 

Nominal Ledger 

Press ‘ledger’ in the ‘accounting’ screen to display the ledger. 
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Clicking on ‘view’ beside a nominal will show you the nominals activity 
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Creating a new nominal 

Press ‘+nominal’ on the nominal ledger screen.  
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Codes should follow this scheme 

• 1100 Debtors control account 

• 1200 Primary bank account 

• 1500-1599 payment types. i.e. cash, card. cheques 

• 2100 Creditors control account 

• 2200 sales tax 

• 2201 purchase tax 

• 2202 vat 

• 4000-4999 sales nominals 

• 5000-5999 purchase nominals 

• 6000-9999 overheads 

Journaling entries 

Press ‘journal’ on the account screen. 
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Press ‘+entry’ 
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Enter the details and press save. 

Entries posted must balance. When you have listed the balancing entries the 

‘post’ option will be displayed. 

Payments 

Press ‘payment’ on the account screen 
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Press ‘+entry’ 
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Enter the payment details and press ‘save’ 

Transactions 

Press ‘transaction’ on the ‘accounting’ screen 
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Press ‘+entry’ 
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Entries to nominal ledger must balance before they can be posted. 
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Common Questions and Answers 

What’s the difference between, Sales Invoice, Sales Order, and Proforma? 

Proforma’s show what something would cost, it does not reduce stock levels and does not incur a 

debt for the customer. 

Sales orders allows you to book products out of stock without raising an invoice. When you complete 

a sales-order it becomes a sales invoice. 

Sales invoices is essentially a request for payment for products which have been supplied to the 

customer. The invoice details which products have been sold and at what price. 

How can I delete a deposit? 

You can’t delete a deposit, but you can cancel it out.  

• Display the customer’s account 

• Press ‘+Payment’ 

• Change the Payment type from ‘receipt’ to ‘payment’ 

• Enter the amount and press ‘save’ 

• Press ‘Allocate’ and pro-rata the payment 

• Press ‘Allocate’ on the dialogue 


