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My Mechanic 

Learning Outcomes 
In this lesson you will learn how to set up and use the features of the My Mechanic Module. 

Requirements and Prerequisites 
·  My Mechanic version of SoEasyAccounting 

 
Other Modules that would be suited to the My Mechanic Module 

·  The Email Manager 
 
The following products must be learnt and are not covered in this tutorial.  

·  Cash Book 
·  Platform  
·  Products Register 

 
For more information on these topics please visit www.learn.soeasyaccounting.com/wisc 

Video 
There are videos available on this subject.: 
http://www.soeasy.co.nz/video/soeasyfilms/Mechanic/Mechanic.html 
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Overview 
The My Mechanic version of SoEasy comes in a single or multi user installation. 
The Multi User version will allow up to 3 users to work with the same data and can help increase 
productivity. 
 
The key aspects to the My Mechanic Module are: 

 
·  Keep a Cash Book  
·  Produce GST returns 
·  Produce End of Year Reports 
·  Manage a Budget 

 
·  Keep a database on customers and their vehicles 
·  Produce a Job Card 
·  Bill items, labour, buy in items, and services against a Job/Invoice 
·  Leave a Job Card open until complete 
·  Find vehicles based on information such as vehicle registration numbers 
·  Convert a Job Card into an Invoice 
·  Receive payments and manage accounts 
·  See your current workload at a glance 
·  Send Service and WOF letters 

 
The Email Manager Module is an additional module that you can add the My Mechanic version and 
will provide emailing and text messaging of information to customers such as WOF reminders, car 
ready to pickup notifications. This module must be purchased separately as is not part of the 
standard My Mechanic version. 

 

Important 

Make sure you complete the following Training Modul es 
before working through this one: 

 
1. Familiarisation Tour 
2. Setting up 

a. Cash Book 
b. Platform 

3. General Usage 
a. Cash Book 
b. Reconciling 
c. Understanding GST 
d. CRM Database 
e. Products Register 
f. Quotes, Invoices, Job Cards, and Debtors Account Management 
g. Managing Creditors 
h. Reporting 
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Conversions 
If you are converting from another product to SoEasy then we recommend gaining professional 
assistance to convert your existing data. Please contact SoEasyAccounting.com Ltd for more 
information. 

Activating the Point of Sale Screen 
The Point of Sale Module many not be activated on your system. 
If there isn’t a “point of sale” tab on the Cash Book Main Menu (Arrow 3 below): 
 

 
 

1. Select “Activate Modules” – Arrow 1 
2. Make sure “Point of Sale” is set to Yes by selecting the box with your mouse – Arrow 2 

Registration 
Even if you have purchased you’re my Mechanic program or have paid for a Point of Sale Upgrade, 
the module/s will still need to be registered with SoEasy’s registration department. This can be 
achieved by: 
 

1. Go to Cash Book – Set up 
2. Select “Registration” 
3. Select “Register or Upgrade your Program” 
4. Follow the prompts 
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Set up 
The specific areas of My Mechanic that require setting up are: 
 

Area How to set them up Done Checked 

Installation of the My 
Mechanic Version 

 

   

Printers 1. Set them up in The Front Company 
Menu 

  

Cash Book Set up 1. Go to:- Cash Book – Set up and work 
through the screens 

  

Security 1. Go to:- Cash Book – Set Up - Security 
2. Add each staff member with 

appropriate security access 

  

Cash Book Chart of 
Accounts  

1. Go to:- Cash Book - Accounts 
2. SoEasy’s standard Chart of Accounts 

should suit but add/modify to suit your 
requirements 

  

Platform 1. Go to:- Platform – Set up 
2. Go through the set up areas 

  

Suppliers 1. Make sure suppliers have been loaded 
into the CRM Database 

2. Add the products and services they 
supply you into the Products Register 

  

Activate Module 1. Make sure the POS module is 
activated (as per previous topic) 

  

POS Set up 1. Work through the POS module setup 
section and pay particular attention to: 

a. Payment Options  
i. Set to Receipt 

Holding File 
ii. Auto round – Yes 

b. POS Screen 
i. Set to My Mechanic 

c. My Mechanic 
i. My Mechanic WOF 

& Service Letter 
options 

  

 
 
 
There is a specific video that covers the process of setting up. Please make sure to watch it. 
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The My Mechanic Screen Features 
 

 
 
This is the “My Mechanic Main Menu”. It is a Point of Sale screen. 
 
Arrow 1: Cash Reg  Where you go to work with jobs 
 
  Enquiry   A quick access screen for a variety of functions: 

·  Quotations 
·  Invoices 
·  Search 
·  Credit Notes 
·  View Client Accounts 
·  Receive payments 

 
  Reconcile  The End of Day procedure for cashing up your daily takings 
 
  Products Access to the Products and Services Register. 
    This can also be accessed through Platform 
 
Arrow 2: Set up   A general set up section for the Point of Sale section. 
    SoEasy has 8 different POS modules so make sure to set up the  

system specifically for the My Mechanic version 
 
Cash Book and Platform have their own Set up areas 

 
Arrow 3:  Access to Cash Book and Platform which are fully integrated with My Mechanic  
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Cash Register Screen Features 
 

 
 
Arrow 1  The place to start when creating a new job. 
  New Customer   Add a new customer to the system and create a job card 
  Existing Customer  View existing customers 

Add a new vehicle to an existing customer’s records 
 

Arrow 2  To edit the details of a Job Card, select this area with a left click of your mouse  
(An option to delete the job card is available) 

 
Arrow 3   Add a story to the Job Card by selecting “story” or if you have set up “rapid notes”  

(see later topic), add a rapid note 
 
Arrow 4  Add an item (for billing purposes) to the Job Card 
 Scan  Scan a bar code of a product you wish to charge to the job 

 
 Pick Service Display a list of Grouped Products and Services as loaded into the  

Templates section of the Products and Services Register 
 

 Pick Item Display a list items loaded into the Products and Services Register 
 
Load Buy In  Simultaneously bill a bought in item and add the suppliers invoice  

details into the Creditors Module (Platform feature) 
  
Arrow 5 First  ->  <-  Last  ?  Find  Search through all jobs previous, open and closed 
 
Arrow 6  Print a Job Card or an Invoice 
 
Arrow 7  Receive Money and print an Invoice/Receipt 
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Special Features 

 
 
Arrow 1  You can view and set touch screens (See section later on about setting them up) 
 
Arrow 2  A Job Card is also an Invoice and you can leave it open for as long as is required 
  They have 2 positions: 
   Not closed = You can add and edit details of the Job Card 

Closed = The job is complete and has been closed  
(Close by selecting “Receive Money”) 

 
Arrow 3  Items added to the Job Card can be edited by selecting them with your mouse 
 
Arrow 4  If the story is large, print “Job Notes” 
 
Arrow 5  The total amount including GST is displayed 
 
Arrow 6  A selection of additional functions such as setting the WOF and Next Service reminder  

dates 
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Creating a Job 
There are 2 techniques for creating a new job: 

New Customer Technique 
 
When you select “New Customer” you will be prompted to add the customer’s details.  
 

 
 

·  There are many ways of sending WOF/SERVICE reminders but only if you collect the 
relevant data that enables you to send the reminders. 

 
·  It is a very good practice to get all the customers details right at the start of the job. Many 

people leave it to the end of the job and fail to collect the relevant information. 
 

·  If you are using the “Email Manager Module’s” SMS text messaging function to inform 
customers that their car is ready or delayed, make sure to get the correct cell phone 
number. 

 
·  Email addresses are very important for marketing but make sure to load the right address. 

 
·  The normal Group that we attach customers to is “C” for Clients. Grouping plays an 

important role in marketing e.g. “Send a letter to all C Clients about our new wheel 
alignment service” 
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New Customer Stage 2 
When you select OK you will be prompted with another dialog box asking you for vehicle information: 
 

 
 

·  All information will be relevant but the most important part will be the Registration Number. 
Make sure to get it right as it can be used later to look up the vehicles history, owner, and 
any future billing. 

 
·  The Notes are not job notes. They are notes about the vehicle. To create Job Notes see the 

next Topic. 
 
When you select OK: 

1. The Owners details and the vehicle will be saved to the Platform Database  
2. A new job will be created 

 
You can edit the details of the Job by selecting the header with your mouse (See next page) 
 



My Mechanic ________________________________________________________________  Page 11 

 
© Copyright 2009 – The Matrix Trust�

Job and Invoice Number are the Same 
When you create a Job Card you are also creating the Invoice. 
 

·  The Job and Invoice number are shown at the top right of the screen. 
 

·  If ordering parts for the Job, use the Invoice No. as the Order number.  
This enables any supplier’s invoices to be tied to the customer’s job. 

 

 
 
 
Arrow 1  To edit a Job Card/Invoice, select the header with a left click of your mouse 
 
Arrow 2  Add a story to the Job Card 
 
Arrow 3  Add items to bill against the Job Card/Invoice 
 
Arrow 4  Print a Job Card 
 
The Job Card is designed to hand to your mechanic and for them to keep records on what they did to 
the vehicle. 
 
There is also a pre-release checklist on the job card. This is an excellent method of getting your 
mechanics to review their work (“Is the oil filler cap screwed on?”), before they release the job. 
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Existing Customer Technique 
This technique enables you to search for a vehicle or customer that may be already in the system 
and create a Job card for them. 
 

 
 
 
Arrow 1  There are three New Job Options to choose from: 

o Search vehicles already in the system 
o Add a vehicle to an existing customer 
o Add a New Customer and Vehicle which is the same as the “New Customer” 

technique as described in the previous topic 
 

Arrow 2  You can change the screen sort order by selecting a heading with your mouse 
 
Arrow 3  Standard search functions apply to this screen.  
 
The bottom scroll bar appears in many screens and provides a quick way of finding data. 
It is used frequently so it is a good idea to learn the quick keys. 
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Arrow 4 The ? key is a very important key 
  

1. Hold the shift  key down + press the ? key. 
2. A key lookup  box will appear (Arrow 5 ).  
3. Enter the first few characters of the vehicle you are looking for (based on the current sort 

order (Arrow 2) 
4. Press the enter key which will execute the “OK” button 
5. This should take you to the closest match 

 
Arrow 5  Select the vehicle you wish to create a job card for 

 
Each of the three New Job Options guides your through the process. 

Adding a Story 
Adding the story of what the customer has requested be done (and what you advise them to be 
done) can be added as either a single story where you write all the details or you can set up Rapid 
Notes. 
 
Rapid Notes are an abbreviation reference system where you can preload standard notes, set an 
abbreviation for them, and then recall the notes to a job by entering a few abbreviations. 
 
To set up or edit the Rapid Notes section,  
 

1. Go to Platform – Set up 
2. Arrow 1  Select “Rapid Notes” 
3. Arrow 2 There are three options. Choose the one that suits your requirements 
4. Arrow 3  To edit a Rapid Note, select it with your mouse 
5. Arrow 4 Add a Rapid Note to the system so that it can be used in a Job Card or Invoice 
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To Add a Rapid Note to a Job Card/Invoice 
 
At the Job: 
 
Arrow 1  Select the “Rapid Note” button 
Arrow 2  Add the codes to the dialog box  
Arrow 3  If you can’t remember the codes, enter a “?” in each field you would like to recall a list and  

when you select “OK” you will be prompted to make a selection 
Arrow 4  The resulting Rapid Note will appear here. You can edit it by selecting it with your mouse 
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Printing a Job Card 
To print a Job Card select the button at the bottom of the screen: 
 

 

Editing or Deleting a Job 
Arrow 1  Select the heading of the job you wish to edit and a dialog box will appear 
  Edit the details to suit and select OK 
 
Arrow 2 You can delete a Job. This will only delete the information.  

The actual Job Number will remain in the system to record the fact that the job number  
had been allocated to a specific customer 
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Adding Items 
IMPORTANT: You must complete the training program on “The Products and Service Register”  
to fully appreciate the process of adding an item to a job. 
 
Typically, an automotive repair shop is interested in two main Headings of sale items: 

1. Labour 
2. Materials 

 
These Headings are further broken down into Categories. By establishing this structure in your 
Products and Services Register you can report on the profitability of various activities: 
 
Product Sales Report for March 
 
HEADING – Labour 
 

Category – John   Charged  Profit 
Standard Labour  $3,000  $1,000 
After Hours Labour $2,300  $1,150 

   
  Category – Mary   Charged  Profit 
   Standard Labour  $3,200  $1,050 
 
HEADING – Materials 
 
  Category – New Parts  Charged  Profit 
   Exhausts  $2,900  $1,134 
   Panels   $4,500  $1,600 
   Tyres   $6,456  $2,195 
 
  Category – Secondhand Parts Charged  Profit 
   Panels   $7,200  $3,200 
   Tyres   $1,400  $1,001 
 
This level of reporting is achieved by setting up and maintaining your Products Register. 
Once you have set up your Products and Service Register you can add items to Jobs. 

4 Methods 
There are four methods of adding an item to a Job. 

Scan 
Using a bar code scanner you can scan an item against a job 

Pick a Service 
You can set up services (groups of items that are billed when a customer books a service), and when 
billed against a job, loads all the items belonging to the “Template” against the job. Great time saver. 

Pick Item 
Pick an item from the Products and Services Register.  
If you wish to bill a Non Stocked Item, enter the code NSI 

Load Buy In 
Add an item that you need to buy in for the job.  
This function will also update your creditors with the bill. 
 
Please refer to the “Products and Services Register” manual on how to set up your register. 
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Editing Items 
When you have added an item to a Job, and you wish to edit or delete the item, simply select it with a 
right click of your mouse. 

Finding a Job 
There are many ways to find a job. You can even find the job through Platform. 
 
At the bottom of the Job Screen there are several buttons that allow you to find a job quickly. 
 

 

Creating an Invoice 
The Job is automatically an invoice. The beauty about this concept is that “All Jobs Get Billed” and do 
not fall through the cracks so to speak. 

Printing an Invoice 
The button to print a Job Card will also print an Invoice as long as an item has been added to the 
Job. 
 

 
 
If there is no item against the job, SoEasy will automatically think that the only document you can 
print is a Job Card. 
 
Once an item is added, a print dialog box will appear enabling you to print an Invoice and several 
other documents. 
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Receiving a Payment – On an Open Invoice 
Note: You can only receive a payment against a job if a chargeable item has been added to the job. 
 
Arrow 1  Select “Receive Money” 
 

 
 
Arrow 2  If the customer is an account customer you will be prompted. 

To set the default trading terms for new customers go to  
Platform – Set up – Database – New Contact Information 
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Arrow 3  You can add the actual amount of money being receive and if there is change to give, you  

will be prompted with how much when you select the next step 
 
Arrow 4  Choose the method of payment. You can split the payment up amongst several different  

Methods 
 
Note: If you process a payment and then realise you processed it using the wrong method (and you 
are using the Holding File Technique) this will not be a problem as it will be resolved when you 
process the days banking. However try to avoid the mistake. 

 
At the end of the receiving a payment process, SoEasy will want to close the Invoice so that it will appear in 
the customers account records. 
 



My Mechanic ________________________________________________________________  Page 20 

 
© Copyright 2009 – The Matrix Trust�

Next Service Dates 
During the close process you will be asked for the next WOF and Service date reminders to be sent 
out. 
 

 
 
You can also set these dates by selecting the Reminder button at the bottom of the screen: 
 

 
 
(Also check the topic on “Editing Vehicle Details” later on in this manual. 
 
SoEasy is going to automatically prompt you to print/email the reminders to be sent out when the 
dates become due. More about this later. 
 

Receiving a Payment Once an Invoice is Closed 
You can only receive one payment directly against an invoice/job and if an invoice is closed, you 
cannot receipt a payment directly against the invoice. 
 
Instead go to either: 
 

·  POS Main Menu – Enquiry – Receive Payments 
·  Platform Main Menu – Debtors – Receive Payments 

 
For a thorough understanding of managing debtors, please refer to the “Debtors Management” 
manual 
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Cash Receipting Techniques 
SoEasy provides two different methods of processing receipts. These methods can be set up in the: 
Point of Sale – Set up Payment Options section (Arrow 1 ) 
 

 
 
Arrow 2 Receipt “Holding File” or “To Cash Book” (Methods described next) 
 
Arrow 3 Add an additional payment method. SoEasy comes standard with the most common. 
 
Arrow 4 Other payment options such as Auto rounding and Partial Payments  

(Partial Payments does not work for the My Mechanic POS) 
 

To Cash Book Method 
The “To Cash Book” method of receipting money means that each time a customer pays their bill, an 
entry is automatically placed into the Cash on Hand account in the Cash Book. 
(For more information on the Cash Book please refer to the “Using the Cash Book” manual. 
 
For businesses that receive only one to five payments a day this method is ok. 
 
If you: 

1. Receive more payments  
2. do not perform daily banking  
3. have any difficulty in reconciling your takings. 

 
you should use the Receipt “Holding File” technique. 
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Holding File Method 
 
The Holding File Method is designed to be a far more efficient means of reconciling the day’s, or any 
given periods, takings. 
 

1. Receive a Payment 
2. The receipt goes into the Holding File 
3. When you are ready to cash up for the day, go into the “Reconcile” screen and process the 

takings 
4. This will place a transaction into the Cash on Hand account for each method of payment. 

 
You will still need to process the deposits as described in the “Using the Cash Book  – The Cash Handling 
Account”) but the advantages are: 
 

1. The Holding File method provides an easy end of day procedure to make sure that all money 
received is accounted for 

 
2. If there is a discrepancy between what was received and what was cashed up, you know 

immediately 
 

3. Instead of each transaction appearing in the Cash on Hand account, only the sum value of the 
different payment methods appears 

 
4. Everyday staff can perform the cash up and take responsibility for their cash draw. 

 
It is a good idea to watch the video tutorial on this subject by going into the “Reconcile” screen and selecting 
the VIDEO button. 
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Printing Job Notes 
If the Job Notes are too big to appear on the Invoice, or that you would like a separate printout, select 
the “print Job Notes” button (Just below Rapid Notes) 

Cash Draw 
You can attach a Cash Draw to the My Mechanic version.  
See http://www.learn.soeasyaccounting.com/installset-up/pos-installation 
 

1. If you are using A4 sized invoices (which is the norm), the cash draw must be one that has a 
com port trigger. Normal cash draws are triggered to open via the Thermal Receipt printer 
but you don’t print your invoices to such a printer. 
 

2. Setting up SoEasy to work with the draw can be done in: 
POS Main Menu – Set up – Cash Drawer 

Credit 
There are two types of Credit: 

A credit placed as an item on an Invoice/Job 
There is a button at the bottom of the screen to achieve this but you can also do it by: 

1. Selecting “Pick Item” and choose the item to credit 
2. Setting the quantity to a negative figure 

 

 
 
If you are keeping track of stock this process will also return the goods to stock. 
 

A Credit Note which reverses the effect of an Invoi ce 
A “Credit Note” button is also at the bottom of the screen. 
A credit note should only be issued where you are refunding a customer some money. 

Managing Customers Accounts 
Managing a customer’s account is best done through Platform. To master Debtors Management 
please refer to the “Debtors Management” manual. 
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Editing a Customers Records 
If you should need to edit customer’s details such as phone number, email address, vehicles;  
Go to Platform – Database 
 

 
 
Edit customer’s details in the normal manner. Such an edit will only affect invoices created from the 
modification time forward. (See the manual “Using the CRM Database” 
 
Arrow 1  There is a tab on the right called Vehicles, select it to view, edit vehicle details 
Arrow 2  Select a vehicle to edit the details or delete the vehicle 
 

Settings for Reminders 
SoEasy will automatically print reminders for WOF and Service.  
 
To Set up WOF and Service letter default options: 

1. POS Main Menu 
2. Set up 
3. My Mechanic 

 
Here you can set up the information you would like to appear on the reminder letters. 

Editing Reminders 
If you wish to change a Reminder please refer to “Settings for Reminders” 
 
Your company address changes are done at: 
Cash Book – Set up – Registration 
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Printing Reminders 
You are automatically prompted to print reminders when you log in to Platform. 
The reminders will be printed to the Reports printer  
See – The Front Company Menu – Set Printers 

Exporting Reminders 
Not available in this version but is being introduced in late 2009. 

Touch Screens 
You can set up a touch screen to work with SoEasy’s My Mechanic version. 
 

 
 
Arrow 1  The Touch Screen (which can also be used with a mouse) 
Arrow 2  Buttons are set up in POS – Set up – (POS Headings – POS Categories – POS Items) 

Reconciling Takings 
At the end of each day you are strongly advised to reconcile your takings. 
That is: Make sure that what SoEasy says have come in is actually in your Cash Draw and 
EFTPOST receipts.  
 
It is a good idea to watch the video tutorial on this subject by going into the “Reconcile” screen and 
selecting the VIDEO button. 
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Logos 
Your Invoices can be set up with a logo. This log can also be used of the WOF and Service 
reminders 
 
SoEasyAccounting provide an affordable service to create your logo. 
To apply, please select the “Apply for a Logo” button in the Platform – Set up – Invoices section. 

Other POS Settings 
All other POS setting can be found in the Set up section. 

Support 
All POS systems require a compulsory support contract with SoEasy as they are critical business 
systems.  
 
You support program includes 

1. All future upgrades to your purchased version 
2. Access to training resources such as manuals and videos 
3. Access to the Support Forum and Ask a Question functions 
4. A reasonable amount of telephone support 
5. A do-it-yourself 2Gb offsite backup service 
6. A reasonable level of Remote Assistance 

 
This is a very comprehensive service and should ensure you are operational. 
To gain support you first step is to select the Help button found in most screens. 

Lock and Security 
You can lock SoEasy at any time by selecting the Lock  key at the bottom of the screen 
You can also set up SoEasy to request a password at each creation of an Invoice. 
See POS – Set up – General – Do You Want POS security on? 

Additional Training 
Please make sure to go through the various topics available through the Help system. 

Conclusions 
In the latter part of 2009 we are reviewing the functions of the My Mechanic module. 
We are increasing the job management and reporting systems. 
If you would like to contribute, please place your ideas on the User Forum 
(www.learn.soeasyaccounting.com) 
 


