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Where to begin? 

 
MTA consists of basically two distinct sections;  
 

¶ Vehicle stock records, including ex-stock records and Sale or Return. 
 

¶ The cash book (all transactions, including those not related to vehicle 
sales). 

 
The best way to start using MTA is to put your existing stock onto the system.  
By doing this, you will soon become familiar with how MTA creates entries 
automatically for you and synchronises with the cash book.  This will become 
clearer as we read on but first we have to enter our dealer details to set up the 
system.  These details will be used on your invoices. 
 
Most windows that appear when using the program have Status Bar tips to 
help and guide you as you work. (Status bars are small strips across the bottom 
of windows that contain information about the window.) 
 
5ƻƴΩǘ ǿƻǊǊȅ ƛŦ ȅƻǳ ƳŀƪŜ ŀƴȅ ƳƛǎǘŀƪŜǎ ǿƘŜƴ ŜƴǘŜǊƛƴƎ your data as any entries 
made can be easily undone, usually by highlighting the item, then clicking on 
ǘƘŜ ǊƛƎƘǘ ƳƻǳǎŜ ōǳǘǘƻƴ ŀƴŘ ǎŜƭŜŎǘƛƴƎ Ψ5ŜƭŜǘŜΦΦΦΩ ŦǊƻƳ ǘƘŜ ǇƻǇ-ǳǇ ƳŜƴǳΦ  5ƻƴΩǘ 
be afraid to experiment!  MTA Support is always available to advise as well as it 
being easy to undo anything. 
 
 
First time use 

 
After installing MTA, you will be prompted when the program first starts up:- 
 
 
 
 
 
 
 
 
 
 
 

TIP 
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{ŜƭŜŎǘ ΨL ŀƳ ŀ ƴŜǿ ǳǎŜǊΦΩ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ώ/ƻƴǘƛƴǳŜϐ ōǳǘǘƻƴΦ 
This screen will then appear:- 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Simply fill 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 type.  The information you enter is used on your 
invoices. 
 
If you want to include your banking details on your invoices click on the 
Ψ.ŀƴƪƛƴƎ 5ŜǘŀƛƭǎΩ ǘŀō ŀƴŘ Ŧƛƭƭ ƛƴ ȅƻǳǊ ōŀƴƪ ŘŜǘŀƛƭǎ ŀƴŘ ŀƭǎƻ ǿƘŜǘƘŜǊ ƻǊ ƴƻǘ ȅƻǳ 
accept credit/debit card payments. 
 
¢ƘŜǊŜ ƛǎ ŀƭǎƻ ŀ ōǳǘǘƻƴ ǘƻ ŎƭƛŎƪ ƻƴ ƛŦ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ǊŜƎƛǎǘŜǊŜŘ ŀŘŘǊŜǎǎ ƛǎ 
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:- 
 

 
 
A new row will appear in the list each time an entry is created for an in-stock 
vehicle.  To add an in-ǎǘƻŎƪ ǾŜƘƛŎƭŜ ǊŜŎƻǊŘΣ ȅƻǳ Ŏŀƴ ŜƛǘƘŜǊ Ǝƻ ǘƻ ǘƘŜ ΨLƴ {ǘƻŎƪ 
±ŜƘƛŎƭŜǎΩ ƳŜƴǳ ŀƴŘ ǘƘŜ ǘƻǇΣ ǘƘŜƴ ǎŜƭŜŎǘ Ψ!ŘŘ ŀ ǾŜƘƛŎƭŜ ǘƻ ǎǘƻŎƪΦΦΦΩ ƻǊ place the 
mouse cursor anywhere over the list and right click to select the same. 
 
²ƘŜƴ Ψ!ŘŘ ŀ ǾŜƘƛŎƭŜ ǘƻ ǎǘƻŎƪΦΦΦΩ ƛǎ ǎŜƭŜŎǘŜŘΣ ŀ ƴŜǿ ǿƛƴŘƻǿ ƻǇŜƴǎΣ ΨtǳǊŎƘŀǎŜ 
LƴǾƻƛŎŜ 5ŜǘŀƛƭǎΦΩ   You will see that a stock number has been allocated 
automatically (for the very first in-stock record, the 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 record is later 
deleted, the missing stock number will be filled.  Stock numbers do not affect 
your bookkeeping records, they are only used internally by the system. 
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Above is a screenshot of the purchase invoice window.  Although the window 
looks ΨbusyΩ, there is actually little data to enter in order to create a vehicle 
purchase invoice.  All the times with a yellow background are filled in 
automatically for you after you enter the vehicle registration and then click on 
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 of the vehicle 
ƛǎ ǎŜǘ ǘƻ ǘƻŘŀȅΩǎ ŘŀǘŜΦ  !ŦǘŜǊ ŎƻǊǊŜŎǘƛƴƎ ǘƘŜ ŘŀǘŜ ƻŦ ǇǳǊŎƘŀǎŜ όƛŦ ƴŜŎŜǎǎŀǊȅύΣ ȅƻǳ 
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 SIV (Stand in Value) is 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 or 
not, click on the green [HELP] button 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 detail is optional.  You may like to know which of the staff 
purchased the vehicle, otherwise it may be left blank. 
 
A record of your look-ǳǇǎ ƛǎ ŀǾŀƛƭŀōƭŜ ǘƻ ȅƻǳ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ Ψ[ƻƻƪǳǇ [ƻƎΩ 
tool bar button or pressing F2 on your keyboard from the main screen. 
 
For current information about lookups, click on the green [HELP] button above 
the Additional Information from Lookup box or visit :-  
 

http://www.motortradersassistant.co.uk/Lookups.htm 
 
When the details have all been entered and the green [Finished] button is 
clicked, the details of the invoice are automatically entered into the cash book 
for you.  All you need do then is enter the details of the payment in the cash 
book.  (See page 11). 
 
SOR Stock (Sale or Return) 

 
SOR stock is entered in a very similar way to In Stock items, just click on the 
SOR Tool Bar button (or press F10 on your keyboard).  For SOR stock, a [Raise 
Purchase Invoice] button appears instead of a [Raise Sales Invoice] button.   
 
Click on the [Raise Purchase Invoice] button and the SOR stock is transferred to 
your in stock list, whereupon 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 delete any of the options boxes as well as type in whatever 
you like into the Additional Details box.  To 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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In the upper section, you can tick 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 previous keepers, doors, seats, etc., will be 
set where this information is available from the returned vehicle lookup 
information.  LŦ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ¢ƛŎƪ ǘƻ ƛƴŎƭǳŘŜΩ ōƻȄŜǎΣ ǘƘŜƴ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴ 
will also be included in the Additional Details text box.  These are global 
settings and will remain for each following new in-stock 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 page 6), a Contacts Search window appears 
with the displayed contact already selected as displayed below:- 
 

 
 
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). 
 
Clicking 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.  Existing contacts can also be edited :- 
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Once a contact record has been 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 but 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 Book tool bar button or by pressing F5 on your 

keyboard.  A window will open showing cash book data. 

 

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

Lƴ ǘƘŜ ǇƛŎǘǳǊŜ ŀōƻǾŜΣ Ψ{Ƙƻǿ !ƭƭ LƴǾƻƛŎŜǎΩ ŦƛƭǘŜǊ ōƻȄ ƛǎ ǘƛŎƪŜŘΦ  Lƴ ŀŘŘƛǘƛƻƴ ǘƻ the 

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 and the ǊŜǎǳƭǘƛƴƎ ǾƛŜǿ Ŏŀƴ ŀƭǎƻ ōŜ ǇǊƛƴǘŜŘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ΨtǊƛƴǘ 

ǘƘƛǎ ǊŜǇƻǊǘΩ ōǳǘǘƻƴ ƻƴ ǘƘŜ ōƻǘǘƻƳ ƭŜŦǘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ 

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

ƛƴ ǘƘŜ ƭŀǎǘ о ƳƻƴǘƘǎΣ ȅƻǳ ǿƻǳƭŘ ǎŜƭŜŎǘ ǘƘŜ Ψ.ȅ /ŀǘŜƎƻǊȅΩ ōƻx and as soon as the 

tick appeared, the By Category combo box would be enabled so that you could 

ǎŜƭŜŎǘ ŦǊƻƳ ǘƘŜ ŎŀǘŜƎƻǊƛŜǎ ƭƛǎǘΣ Ψ/ƻƳǇǳǘŜǊ {ƻŦǘǿŀǊŜΦΩ  ¢ƘŜƴ ǎŜƭŜŎǘ ǘƘŜ .ȅ 5ŀǘŜǎ 
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selection box and enter the dates that you are interested in.  Once you have 

set up your criteria, click on the [Fetch] button and the data will be displayed. 

By use of these selection boxes, you can, for example, search for a particular 

customerΩǎ data όǎŜƭŜŎǘ Ψ.ȅ /ƻƴǘŀŎǘΩύΣ ƻǊ ŦƻǊ ƛƴǾƻƛŎŜ ǊŜŦŜǊŜƴŎŜǎΣ ǎǘƻŎƪ ƴǳƳōŜǊǎΣ 

etc.. 

Items that have a zero balance (i.e., paid), will be displayed in black.  If the 

balance on an invoice is non-zero (either unpaid or overpaid), the line for that 

invoice will be displayed in red. 

Some Cash Book invoices are made automatically for you:- 

¶ Purchases and sales of vehicles 

¶ Road tax sales and purchases 

¶ Warranty sales and purchases 

¶ Deposits of vehicle sales 

¶ Part exchanges 

The automatic invoices are posted against the stock numbers to which they 

refer.  Non-automatic cash book items should always be referenced to their 

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 example of a non-automatic cash book entry could be the 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 of the 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 zero. Click on [Enter a new payment] button to enter a payment. 
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Adding/Editing/Deleting Cash Book Invoices 

You may manually enter a new cash book invoice by right clicking anywhere 

ƻǾŜǊ ǘƘŜ ƭƛǎǘ ƛƴ ǘƘŜ /ŀǎƘ .ƻƻƪ ǾƛŜǿ ŀƴŘ ǎŜƭŜŎǘƛƴƎ Ψ!ŘŘ ŀ ƴŜǿ ƛƴǾƻƛŎŜ ǊŜŎƻǊŘΦΦΦΩ 

or by clicking on the button [Add...] on the right under the tool bar.  This 

window will appear:- 

 

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 each section that needs to be 

ŎƻƳǇƭŜǘŜŘΦ  ¢ƘŜ ƛƴǾƻƛŎŜ ŘŀǘŜ ƛǎ ǎŜǘ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǘƻ ǘƻŘŀȅΩǎ ŘŀǘŜ; click on the 

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 in your Settings/Preferences menu) appears in 

the VAT rate in blue type.  If VAT does not apply to this particular invoice (e.g., 

if the supplier is not VAT registered), then un-tick the VAT applies check box.   

When you have entered the required information, 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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ŘƻŜǎƴΩǘΣ Ƨǳǎǘ ŎŀƴŎŜƭ ǘƘŜ ǇǊƻƳǇǘΦ  LǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ŜƴǘŜǊ ŀ ǊŜƭŀǘŜŘ ǎtock number 

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 restrictions 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 

ƳƻǳǎŜ ōǳǘǘƻƴ ŀƴŘ ǘƘŜƴ ǎŜƭŜŎǘƛƴƎ Ψ5ŜƭŜǘŜ ƘƛƎƘƭƛƎƘǘŜŘ ƛƴǾƻƛŎŜΦΦΦΦΩ ŦǊƻƳ ǘƘŜ ǇƻǇ-

up menu.  Alternatively, select the 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 

click the mouse ŀƴŘ ǎŜƭŜŎǘ Ψ5ŜƭŜǘŜ ŎŀǎƘ ōƻƻƪ ǇŀȅƳŜƴǘΦΦΦΩ ŦǊƻƳ ǘƘŜ ǇƻǇ-up 

menu. 

 

You will be asked to confirm the deletion before it takes place, as you will 

elsewhere in the program whenever deleting items. 

 


