Motor Traders Assistant
Version 3

Software for small motor trader businesses.

Quick StartGuide

TIP

Well worth spending a few minutes
reading this before you start using MTA

Last updated 19" March, 2011
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Where to begin?

MTA consists of basically two distinct sections;
1 Vehicle stock records, including-stock recordsand Sale or Return.

1 The cash book (atlansactions, including those not related to vehicle
sales).

The best way to start using MTA isgot your existing stocknto the system
By doing this, you will soon become familiar with how MTA creates entries
automaticallyfor you andsynchronises witlthe cash book. This Ivbecome
clearer as we read on but first we have to enter dealerdetails to set up the
system. These details will be used on your invoices.

TIR

Most windows that appear when using the program h&®tatus Batips to
help and guide you as you wo(status bars are small strips across the botto
of windows that contain information about the window.)

52y Qi ¢g2NNE AT &2dz YI ]ywurdaihds aNyledtries | Sa 2
made can be easily undone, usuallytighlighting the itemthen clicking on

0KS NAIKG Y2dzaS 0dzid2y I yRzILE FSFOAPA y 3 2 Y
be afraid to experimentMTASupport is always available to advise aslaslit

being easy to undo anything.

Firsttime use

After installing MTAyou will be prompted when the program first starts up:

fmla Welcome to the MTA Motor Trader em. Version 3001 | &9 |

Please make a selection to continue.

() | am a new user.

(71 | have existing data.

[ Cancel JI Continue |
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{StSO0 WL Y | yS¢ dzaSNWQ |yR Of A0 2y
This screen withen appear:

gMutﬂrdeﬁs‘ Assis E g

Dealer Details | Banking Details

Dealer's Details
Your Dealer |0 reference numberis ;- Awaits___
(f'ou may be asked for this Dealer |0 reference number by the MTA Help Desk)

Dealer Mame :

Trading Address :

Postal Town :

Courty :
Post Code :

Telephone :
Fa -

Mabile

Email Address :
Web Site LURL :

VAT Mumber :

Company Registration Number :

Simplyfill in the details, you can select each field by clicking on text boxes with
your mouse button or starting at the top, press the [TAB] button to move
down the fields as you typeThe information you enter is used on your
invoices.

If you want to inclué your banking details on your invoices click on the
W, Fy1Ay3 5SGlrAtaQ Gro YR FAEE Ay &2 dz\
accept credit/debit card payments.

CKSNBE A& |faz2 | odzidzy (G2 OtAO1l 2y AT
different from the one you trade from (for details on your invoices).
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Entering a vehicle into stock

After the user details have been entered and the program opens for the first

time, you will see a screen like this:

ma Motor Traders' Assistant, Version 3.0.0.0. Vehicles in stock : 0. SIV Total : £0.00. Last Use : 1-3-11 at 8.12 P| EE I

File Backup Settings InStockVehicles View  Quick Start User Guide

Lookup Log Finance Cash Book Contacts Reports Categories IN Stock EX Stock SOR Stock Exit MTA
F2 F3 F4 F5 F& F7 F8 =] F10 Alt + F4

Stock MNo. Wehicles cumently IN Stock. Retail Price

A new row will appear in the list each time an entry is created for ataok

vehicle. Toaddan#@ 12 0] OSKAOf S NBO2NRZI @&2dz

+SKAOft SaQ YSydz FyR GKS (2L plaehg
mouse cursor aywhere over the list and right click to select the same.

2 KSYy WIRR I @OSKAOfS (2 ai201®ddQ Aa

Ly @2 A OS Y& Wil sea thad atsock number has been allocated
automatically (for the very first istock recordthe number will be 1.). Stock

numbers cannot be allocated by the user, they are only used to ensure that
each stock number record is unique and normally one is added to the last stock

number used; so the next stock number will be two. If a stock reisdiater

deleted, the missing stock number will be filled. Stock numbers do not affect

your bookkeeping records, they are only used internally by the system.

Y

SC

a &
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Purchase Invoice Details for Stock Number 291 - " ow Puame e ¥ E

Srm T 2 [ Fist |[Previous || Net |[ Last |

Date of Purchase This stock PX Alowance  SIV Trade Price Retail price Buyer

taken in P/ for

26 February 2011 = oy no N/A £0.00 £5,250.00 £0.00 -£5250.00 £525000 MS
Vehicle Details
Reg. FCOICFC  Mies 53000 VIN WBABD32080PL85031 VAT Qualfying? ) Yes @ Mo VAT (0.00%)
Plate 0303 Make Bmw cc 2454  Doors 2 Engine Mo. 36865325 Gears Tiptronic Automatic (5 Gears)
Colour Silver « Model 325¢i Se Auto Seats 5 Fuel Petrol Injection. First Reg. 01 May 2003
Additional Details (Added to Invoices). [ Select/Update Additional Details... | additional linformation from Lockup
Coupe
2 Previous Keepers

Cument keeper start date: 31 August 2007,
Previous acquire date: 03 Movember 2006.
Previous disposed date: 31 August 2007
Additional Comments (as private memo only) Mew Vehicle Registration Cerdificate (V5C) date ; 20 September 2007.
Cherished number plate.
| CO2 Emission : 229.

Supplier
Supplier Contact Supplier Compary Supplier Address
Select/Add a Supplier... | John Smith
Tel : Fan - Mobile :
Email Address : Web site :

’ Enter transaction for Stock Mo. 291... ]

[_Q Purchase Invoice report [M] [] Raise Sales Invoice...

The vehicle’s registration number.

Above is a screenshot of the purchase invoice window. Although the window
looksBusyQthere isactually little data to enter in order to create a vehicle
purchasenvoice All the times with a yellow background are filled in
automatically for you after you enter the vehicle registration and thirkmn

the [Lookup] button. These fields can be edited if you need to or entered
manually as well.

By default the date of purchase and the date of first registration ofviigicle

Aa asSia G2 G2RFreé&Qa RIGSO I FTGSNI O2NNB O
can either select items with the mouse or use the [TAB] key to navigate your

way through the items in the Purchase Invoice Details window.

The SIVtand in Valugis usually the price that the user has paid for the
vehicle. A click on the green [HELP] button next to the SIV text box will provide
further explanation of the SIV if needed.

If you need help in determining whether or not a vehicle is VAT qualifying o
not, click on the greefHELIPbutton next to the VAT Qualifying radio button.
If you cannot find the information that you are looking for from this source,
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you are welcome to contact MTA support for assistance or your local VAT
office.

The Buyer detais optional. You may like to know which of the staff
purchased the vehicle, otherwise it may be left blank.

Arecordof yourlookzLJa A& @l Aflo6fS (2 @2dz oeé
tool bar button or pressing F2 on your keyboard from the main screen.

For current information about lookupslick on the greeffHELPbutton above
the Additional Informatiorfrom Lookup box ovisit -

http://www.motortradersassistant.co.uk/Lookups.htm

When thedetails have all been entered and the green [Finished] button is
clicked, the details of the invoi@re automatically entered into the cash book
for you. All you need do then is enter the detaifglee payment in the cash
book. (See pagtl).

SOR StockSale or Return)

SOR stock is entered in a very similar weayn Stock itemsjust click on the
SOR Tool Bar button (or press F10 on your keybo&ial) SOR stock [Raise
Purchase Invoidebutton appears instead of frRaise Sales Invoideutton.

Click on thgRaise Purchase Invojdautton and the SOR stock is transferred to
your in stock listwhereupon a sales invoice can be raised.

Adding Additional Details

The text in the Additional Details box, (which is added to the printed Purchase
Invoice) is easily entered because you only need to tick boxes. You can, if you
wish add, edit or deletany of the options boxes as well as type in whatever
you like into the Additional Details boX.o complete the Additional Details

box, click on the [Select/Update Additional Details...] button. A window will
appear:


http://www.motortradersassistant.co.uk/Lookups.htm
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. |
Options for stock number 1
Tick the boxes to select the features that apply.
| ABS Brakes Left Hand Drive
/| Air Conditioning Mileage Check
Alam Fitted Mileage Comect
| Alloy Wheels | Muttiple Airbags
Approved | Power Steering
| Automatic | Service Histony
| CD Player | Sunroof
/| Central Locking Title Check
/| Climate Cortrol Towbar
/| Cruise Control
Diesel
Drivers Abag
/| Blectric Windows
Four Wheel Drive
| Heated Seats
| Immobiliser
/| Leather Interior
Clear All Ticks Add & new feature to this list... | | Remove a feature from this list... Set All Ticks
Mumber of previous keepers . |0 = Tick to include Insurance Group : |1 = Tick to include Include colour
MNumber of doors : |4 = Tick to include MNumber of Seats - |5 = Tick to include
[ Cancel [l Doe |
|

In the upper section, you carck boxes as appropriate and if you want to add

a new feature or remove an existing feature, this can easily be done by clicking
on the appropriate buttons at the bottom of the list and following the

prompts.

In the lower section, the number of previolsepers, doors, seats, etc., will be

set where this information is available from the returned vehicle lookup
information. L¥ &2dz Of AO]l 2y (UKS W¢AOl G2 AyO
will also be included in the Additional Details text box. Trerseglobal

settings and will remain for each following newstock vehicle record.

The boxes can be undeleted as well as editing whatever information is put
automatically into the Additional Details box.

Contacts

A contact record is created for each person or company that you have invoice
transactions with(incoming and outgoing invoices).
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For existing Vehicle Purchase Invoices, when you click on the [Select / Add a
Supplier...] button (see image on pa@g a Contacts Search window appears
with the displayed contact already selected as displayed below:

EEIE)
ma Search of Contacts for "John Poole” found one record only. =HIETL &8 )
Contact Mame Comparty Address Telephone
Poole Motors Lid | 223 Dorset Road, HEDDINGTON, Dorset, BN23 4LT 01234 456789
Search now
(Leave empty to display all records) Any contacts matching the entered text wil be lited. Y hf
) contacts matching the entere will be listed . You can search for any
Enter text to search for : Show all detail in the contact, including telephone nos., post codes. town, etc..
[ Add & new contact... ] [ Edit this contact... ] [ Delete this contact... ] Finished / Select
Double click on a contact to select it.
I 4|

If another existing contact is required to be selected, entering the details into
the search box will quickly bring up the required contact (as each character is
entered into the box, the list of contacts that matches the entered text
refreshes).

Clickng on the [Show all] button will display all existing contact records.

New contacts can be added while entering new vehicle records, just click on
the [Add a new contact...] button. EXxisting contacts can also be edited :



MTA Quick Start Guide page 10

= =] = |

ma Search of Contacts for "John Poole” found one record only.

Contact Name Compary Address Telephone

Poole Motors Ltd | 223 Dorset Road. HEDDINGTON, Dorset, BN23 4LT 01234 456729

”
Contact Record

[ First ][F‘revious][ Nezt ][ Last ]
Company Poole Maotors Ltd Contact Name John Poole
Address 223 Dorset Road Telephone 01234 456785
Fax

Mobile 07384 654213

Town/Digtrict HEDDINGTON Email Addresz  john poole@poclmators com
County Dorset Web Ste  www poolmotaors.com
Post Code BNZ3 4LT Visit web site... Send email. .
Comments
Always deal with John Poole when purchasing stock. -

Sea

TIP : When leaving & name or address text L
Ents [ ancel ] [] box, the tesd will automatically capitalise =
unless the [Cid] button is held down.

L\ 2]

Edit the details of this contact.

Once a contact record has &e added, the links (in blue) to any web site
and/or email address become active.

It is possible to cycle through the contacts list using the navigation buttons at
the top of each contact record.

Entries, where appropriate are automatically capitalised this function can
be overridden by holding down the [Control] key on your keyboard when
leaving the box concerned.
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The Cash Book

From the start up screen (see picture on page 5), you can open the cash book
by either clicking on the Cash Bawkol bar button or by pressing F5 on your
keyboard. A window will open showing cash book data.

ma Motor Traders' Assistant, Version 2.0.5.7. Cash Book |ﬂl
File  Backup Settings Cashbook  View
‘ Lookup Log Finance Contacts ‘ Reports H Categories IN Stock EX Stock H SOR Stock H Exit MTA ‘
F2 F4 F5 F6 F7 F8 F9 F10 Alt + F4

Invoices to display (Click Fetch) Invoices to display (Click Fetch) 8.998 Selected Invoice

@ Both () Incoming () Outgoing @ Both () Unpaid () Paid |nyoim-[)isp|ayed_ l Add... I I Edit... I I Delete. .. I

Date Dlescription Invoice From Amourt Invoice To Amourt Balance Paymenrt Reference Stock No. it
21/01/2009 | O/= on purch. ... Hills Cf Bishop... £8.100.00 £8,100.00 | | Paymt. oz on stk no. 3... 3235
2170142009 |Purch. of Toyo... [|M | Trading £7,800.00 £7,800.00 | | Purch. : stk no. 3239 3233
204012009 | O/= on purch. ... Mr K Daly £50.00 £50.00 | | Paymt. o5 on stk ne. 3. 319
2040142009 | Purch. of Vielvo. || BRITISH CAR... £9,128.00 £0.00 | | Purch. : stk no. 3230 3230
2040142009 | Purch. of BMW. || BCA BEDFORD | £14.252.00 £0.00 | | Purch. : stk no. 3231 323
2040142009 | Purch. of Vaux... || BCA BEDFORD £4,560.00 £0.00 | | Purch. : stk no. 3232 3232
2040142009 |Purch. of Ren... ||BCA BEDFORD £2,975.00 £0.00 | | Purch. : stk no. 3233 3233
2040142009 |Purch. of Ford. ||BRITISHCAR... | £13,348.00 £0.00 | | Furch. : stk no. 3234 3234
2040142009 | Purch. of Vielk... ||BRITISH CAR... | £14,202.00 £0.00 | | Purch. : stk no. 3235 3235
2040142009 | Purch. of Toyo... || BRITISH CAR... £5,060.00 £0.00 | | Furch. : stk no. 3236 3236
2040142009 | Purch. of Merc... | | BRITISH CAR... £8,575.00 £0.00 | | Purch. : stk no. 3237 3237 -

Explanation Select Invoice Fiter Criteria By Dates By Stock Mumber By Contact e e

'I"|_ck the boxes Show All Invoices From (and including] :

ﬂ:ﬁ??ﬁ gEL-L ; [C] By Dates 0wy 2003 Incoming | £20,057.007.85%

(more than one ] By Stock Mumber ) Outgoing | £20.010477.51

I:I1EI‘)' beticked). [T] By Contact To (and including) By Invoice Ref. By Category Difference £45,530.34

Then clickthe ] By Reference 12 August 2009

[Fetch]button. [ By Category W Ié Frirt this report...
Invoices which are underpaid or overpaid are shown in red. Press [Enter] or click on an invoice to edit or make a payment on it.

The data that is displayed depends upon which filter boxes have been ticked.

Ly (KS LAOUOUdINBE 02053 W{K2g ! ftheLy@d2AC
filter boxes, there are options above the table to select which invoices to

display, i.e., incoming or outgoing or both and also either paid or unpaid or

both. By the use of the selection boxes just about any view of your data may

be displayed andthdl B & dzf G Ay 3 @OASg Oly |fta2 o6S LN
GKA&d NBLRNIQ odzidz2y 2y (KS o62002Y ST

For example, if you want to view what had been spent on computer software

Ay GKS fl1rad o Y2yluKasz @&2xdandadabrrastheSt SO
tick appeared, the By Category combo box would be enabled so that you could

aSt SO0 FTNRBY GKS OFdGS3I2NRSa frads W 2YL
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selection boxand enter the dates that you are interested in. Once you have
Set up your criteria, click on thg=etcH button and the data will be displayed.

By use of these selection boxes, you can, for example, search for a particular
customeQdatad 8 St SO0 WwW. & /2y il O0GQuE 2NJ F2NJ A
etc..

Items thathave a zero balance (i.e., paid), will be displayed in black. If the
balance on an invoice is neero (either unpaid or overpaid), the line for that
invoice will be displayed in red.

Some Cash Bookvoicesare made automatically for you:

1 Purchases andales of vehicles
1 Roadtaxsales and purchases
1 Warranty sales and purchases
1 Deposits of vehicle sade

1 Part exchanges

The automatiagnvoicesare posted against the stock numbers to which they
refer. Nonrautomatic cash book items should always be referehtmetheir
associated stock numbers (the program will prompt you do to this at the time
of entering new invoices). By associating cash book invoices with stock
numbers you enable the program to produce accurate sales analysis of each
stock item.

An exampd of a norautomatic cash book entry could lblee cost of a valet
before the vehicle is put up for sale; the cash book item could be put into the
category of vehicle preparation and the program will prompt you to enter the
stock number so that the cost dfe vehicle preparation is accounted for in the
sales analysis for that particular vehicle.

When switching from an in stock or ex stock list to the cash book, whichever
stock item is highlighted in the list, the associated cash book invoices will be
displayed in the cash book for ease of use.

All invoices will initially be listed in red because they have no payment on
them. Once a payment is entered, the listing will go black if the balance
outstanding is zercClick on [Enter a new payment] button to eng payment.
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AddingEditing/Deleting Cash Book Invoice

You may manually enter a new cash book invoice by right clicking anywhere
2O0SNJ GKS ftAad Ay GKS /1 aK .221 OASs Iy
or by clicking on the button [Add...] on thgght under the tool bar. This

window will appear

Add a new invoice record.

Imvoice Details

Invoice Mumber  Invoice Type (bills are incoming) Invoice Date Categony Add Category
5484 @ Incoming Outgoing M July 2005 - -
Tick bo if Supplier’s Invoice Amount
VAT applies VAT rate % Invoice Reference Description (Inc. any VAT) Balance o/s
0.00 £0.00
Invoice FROM (gither ‘Petty Cash’ or enter a name/contact) Stock Mo
- (if applicable)
Petty Cash Look up contact...

[_Cancel JR[ Finished ]

The invoice number is automatically generated for you and has no meaning

other than being a unique reference to this invoice. You can [TAB] your way
through the window or click with your mouse on ea#ttion that needs to be

O2YLX SGSR® ¢KS Ay@2A0S RI §&ickanthea SG I d
down arrow to change it if you need.to

If the category selected is subject to VAT, the appropriate rate (as set in the
categories table when set up your Settings/Preferences menu) appears in

the VAT rate in blugype. If VAT does not apply to this particular invoice (e.g.,
if the supplier is not VAT registerethen un-tick the VAT applies check box.

When you have entered the required informauti, click on the green [Finished]
button and if the Stock Number box remains empty, you will be prompted to
enter a stock number if this item relates to a particular stock number. If it
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R2Say oty O08dza il KS LINR YL © L ( tOck nuinbetJ2 NI |
if you want to rely upon the sales analysis reports for individual stock items.

Existing cash book invoices can be edited at any time (click on the [Edit...]
button in the Cash Book view) although automatically generated items have
certain restictions on what may be edited to help you to avoid making
mistakes.

Any invoice may be deleted by either selecting it and right clicking on the

Y2dzaS 0dziG2y FyR GKSYy &aSftSOiAay3a -ws5St S
up menu. Alternatively, seleché invoice to be deleted and press the

[Delete...] button in the Cash Book view.

Payments on an invoice can be deleted (without deleting the invoice). Click on

the [View/Edit payment history...] button, select the payment to delete, right
clickthemousé y R &St SO0 WwW5StS0S OlFlakipozz2] LI
menu.

You will be asked to confirm the deletion before it takes place, as you will
elsewhere in the program whenever deleting items.



