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Flow Chart Contents. 
 

 
1. How To Make A Booking. 

 
2. Building The Job Card. 

 
3. Closing The Job Card. 
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5. Converting An Estimate To A Job. 

 
6. Receiving A Payment. 
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How To Make A Booking

Click On Booking Button At Top Of screen

Booking Form Opens

New Client Existing Client

Select New & Enter Details
Choose Client

Select Profile & Enter Details

Select Clients Vehicle

Select Service Required

Confirm Booking Details

Enter Start And
Finish Times

Add Another
Service

Add Extra Work

Booking Only Create Job Card

OK

OK

OK
Select OK

Enter All Vehicle Details

Edit Or Add Further Details

By Client

By Vehicle

Choose Vehicle

OK

OK

Client Details
Update

Odometer

Select Service

Vehicle Details

OK

OK

Print Booking
Form
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Building The Job Card

From The Booking Form Select Job Card
Job Card Opens In Full Screen Mode

Add Part

Buy In

Discount

Report

If Job Card Is Correct OK

Add Service

Choose Part OK

Add Buy In

Choose Buy In

Choose Supplier

OK

Enter Invoice No

OK

Enter Discount Parameters OK

Gross Profit Breakdown Of Job Card OK

From The Diary Screen Double Click On Job No

Choose Service OK

Scan Part
Hand Scanner & Registration Code Required

Contact Microbase Australasia.

OK

Check Price

Enter Quantity And
Check Price

Check Price

New Buy In Enter Part Description Enter Part No

Click On Category Button And Choose Correct Category Enter Cost Price

Enter Standard Sell Price OK

Item Is Now Listed In The Select Parts Form

OK

OKRemove

Labour Displays Labour Allocation On Closed Job OK

Removes Part or Raises A Credit

OK
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Closing The Job Card

From The Diary Screen (Double Click On) Client

Booking Form Opens

Select Job Card

Confirm Job Card Details Are Correct

Select Close Button

Labour Allocation Service Reminders Make Payment

Ability To Allocate Labour
To Any Number Of

Technicians

OK

Ability To Edit, Add Or
Change Service Reminders

OK

Opens Payment Form

Select Payment Media By
Clicking on the Arrow

Make Record If
Required

OK

Click OK To Print Invoice
(Remove tick to not print invoice)

OK

Confirm Odometer

Confirm Job Update Report

Confirm Amount
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Creating An Estimate

Activities - Create Estimate

Select Existing Client Select New Client

Select Vehicle

New Estimate Form Opens

Enter Client Details

OK

Add Service Add Buy InAdd Part
Add Vehicle

Faults
Add Work Done

Select Print Button OKChoose Estimate

OK

OK

Add Discount

Enter All Items On To Estimate Card As Required

At Estimate Card Click On OK To Close And Save Estimate

Enter Vehicle Details

OK
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Convert An Estimate To A Job

Select Sales Button

Filter By Date Range And Choose Estimates From The Current Menu

Locate Estimate And Double Click On It

Click On The Convert Button At Bottom Of Estimate

Booking Form Opens - Update Information As Required

Click On Job Card Button

Estimate Is Now Converted To A Job Card

Complete And Close Job Card As Normal
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Receiving A Payment

Select Sales Button

The Sales Screen Shows All Sales To Date and Highlights
Outstanding Accounts In Red

Search For Client By

Invoice No Single Client

Click On Drop Down Buttons
Then Double Click On Date

Ranges Required

Click In Check Box
Then Type Invoice No
Into Space Provided

Click In Check Box
Then Click On Search Button

Select Client

OK

All Payments For Chosen
Date Range Are Shown

Select Client And Click On
Payment Button

Payment Form Opens

Press Enter
Key

Client Account Is Highlighted
Then Click On Payment

Button

Highlight Client Then
Click On Payment

Button

Date Range

Client Form
Opens

Enter Payment Media From Drop Down Menu OK

For Multiple or Part Payments Un-Tick Line Item, Enter Payment amount and Re Tick Line Item/s

6

© Microbase Asia Pacific Pty Ltd 



Entering Inventory

Existing Stock - No Invoice New Stock - With Invoice

Activities

Inventory

New

Add All Details

Description - Part No - Category -
Location - Cost Price - Standard

Price -
Min Stock - Max Stock

OK

Purchasing

New

Select Supplier

OK

Enter Invoice No

Add Inventory

New Part Choose Part

OK
Adjust Qty & Price

If Required

Profit Checker Confirm
Price Margin

Continue Adding Inventory - When Finished Click OK

Done

OK

Continue To Add
Inventory When Finished Run A

Stock Take To
Enter Total Valuation.

(Refer To Stocktaking
Flow Chart)

Repeat This Process
Until All Existing Stock

Has Been Entered.

Reports

Inventory Reports

Inventory Valuation

Un tick - Zero Stock
Negative Stock & Buy-Ins

Select All
Record Total Value of Entered

Inventory

Journal Inventory Value - From Inventory Adjustments Gain (Debit) To Opening Balance Equity (Credit)
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Stock Take History Window Opens

Stocktaking

Activities Inventory

Stock Take Stock Take

New Stock Take View/Edit Delete

All

Categories

Locations Select Location OK

Select Category

Stock Take Details Window Opens

Confirm Deletion

Reset Calculate Update Variation

Highlight Previous Stock Take To

Same Worksheet

Updates All
Stock Levels

Print
Worksheet

With Or
Without

On Hand
Quantities

Calculates
Variation In
Stock Count

$ +/-

Enters Same
Qty's

In Count
Column

Resets
Count

Column To
Original

State

Displays
Variation
Report

Give Stock Take A Name

OK
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