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Introduction

Checkmate’s Accounting tool has two sub tabs:
e Accounts — Display customer account activity, edit customer accounts, apply back office payments,
and issue credit.
e This interface allows you to perform actions you would have previously accomplished in Checkmate
Retro (with the functions 3,2, 3,3, and 3,4 in Checkmate Full and Checkmate Junior; A3,5, A3,3, and
A3,4 in Checkmate Classic), but more speedily and easily.
o Statements — Print paper statements and email PDF statements.

To open the Accounting tool, click the Accounting ($) button in the top menu of Checkmate Workstation.

FF‘ Checkmate Workstation

File @ Settings o Help E [E H eBay B 'E E 2 | | é @

The Accounting tab opens.

Accounting
Accounts | Statements
Customer Lookup O, Eind

Invoice Lookup

OpenDocsOnly [ & iske Paymen l l - lssue Credit ] 3 Clear

Account No : Current Balance : 50 Total Balance : 50
Customer Name : Balance > 30: §0

Phone No : Balance = 60: 50

Balance > 90: 50

Document 7| Invoice ﬂ Typezl ﬂhppl}"" ﬂ ApplyTolnvoi El El Total ﬂ Remaining ﬂ RunningTotal 7| Yard ElhpplyToYardﬂ Reference 7|

A Note: You can configure the Accounting tool to automatically open when you start Checkmate
Workstation. Go to Settings>Workstation and select the Tab Startup tab to specify which
tools you want to open automatically.
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Accounts Tab

Use this tab to display customer account activity, edit customer accounts, apply back office payments, and

issue credit.

Looking Up Customer Activity
There are two ways to look up customer activity on the Accounts tab:

e Customer Lookup — search for a customer by name

e Invoice Lookup — search for a specific invoice

Customer Lookup
The Customer Lookup field allows you to search for customer accounts.

To search for a customer, follow these steps:

1. Inthe Customer Lookup field, enter the customer’s name (or part of the name) then click Find.

Accounts | Statements

Customer Lookup | COLLISION PRO|

| | @, Eind

Invoice Lookup

Open Docs Only [ l@ haake Fa;.-‘mer‘:] [ $ ssue Credic | 3 Clear

2. The Find Customer window opens with search results. Click to select the appropriate customer, then

click Select Customer to view the customer’s account activity.

I’El Find Customer

[ [ Edit “ me Add “..-l Remove

Credit Limit 100 Customer Type Contact TINA THE TECH
Discount M Ship Via
Balance 650 PTD 525 YTD 100

Searched |COLI =y |

# Account Addresses Phones L
15 COLLISION PRO Location Address Phone : 555-555-5565

Account : OH3936 Contact: TINATHE TECH

Terms : COD 777 FIXERUP BLVD

LIKE-NEWTOWM KY 41017
Account Overdue
90 Day : $650

| Select Customer | [Sff Close |
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Alternatively, you can:

¢ Click Edit to open the Customer Details window. Here, you can edit a customer’s shipping,
accounting, and general business information (nhame, address, phone number, etc.). You can
also add notes to the account. Once you are finished editing, click Accept to return to the Find
Customer window.

e Click Add to add a new customer account.
e Click Remove to remove the selected customer. The customer must have a zero dollar balance.

o Perform a new search by entering customer information in the Searched field at the top of the
window and clicking the magnifying glass button.

3. After you click Select Customer, a brief summary of the customer’s account now displays underneath
the Customer Lookup and Invoice Lookup fields.

This summary includes the customer’s account number, name, phone number, and any existing
balance on the account.

¢ Current Balance — amount within the last thirty days that is due
e Balance > 30 — amount that is more than thirty days overdue

e Balance > 60 — amount that is more than sixty days overdue

e Balance > 90 — amount that is more than ninety days overdue
¢ Total Balance —total amount of money owed by an account

The customer’s account history displays beneath this information.

Accounting éﬁ

Accounts | Statements

Customer Lookup  COLLISION PRO 3, Find

Invoice Lookup E5 Details

Open Docs Only [ % Make Payment | | § lssue Credit || 3 Clear

Account No : OH3936 Current Balance : 50.00 Total Balance : 5650.00

Customer Name : COLLISION PRO Balance = 30: 50.00

Phone No : 555-555-5565 Balance = 60: 50.00

Balance = 90 : 565000
Document 7| Invoice | Type 7|/ 7| ApplyTe 7| ApplyT ice 7| 7| Total  ¥| Remaining | RunningTotal 7| Yard +|ApplyToYard 7| Reference
137357 |Invoice 01/10/20 02115120 650.00 £50.00 650.00/999 999

24449 130821 | Payment 1728138 | 24448 130821 1211518 -75.00 0.00 0.00{998 999
24448 130821 | Invoice 12918 121518 75.00 0.00 75.00{998 999
13783 125310 | Payment MNTAT| 13783 12MSMT 5000 0.00 0.00{998 999 CK# 60
13782 125310 |Invoice MATHT 12M517 60.00 60.00 60.00/999 998
51365 85888 | Payment 09/1312| 51364 85339 0913112 -70.00 0.00 0.00{998 999
51364 35383 |Invoice 0811312 0913112 70.00 0.00 70.00{998 998
38318 75268 |Payment 09/07/11| 38317 75268 09/07/11 -215.00 0.00 0.00{998 998

To view only documents that are currently open, click to check the Open Docs Only checkbox.

Customer Lookup | COLLISION PRO 3, Find
Invoice Lookup 2 Details
Open Docs Only he Payment | | & lssue Credit | 3 Clear
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You can also click the Details button to view the customer’s account details (e.g., name, address, and

phone numbe

r.

Customer Lookup | COLLISION PRO

Invoice Lookup

Open Docs Only [J

% Make Payment

% Issue Credit 3 Clear

(3, Eind

m— | D=z

A Note: When you’re using Accounting functions and you select a shipping account that has been linked
to a separate billing account, you will be prompted to select which account’s history you would
like to view/work with. You will only be able to make payments when viewing the billing account.
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Invoice Lookup
The Invoice Lookup field allows you to search for a specific invoice.

To look up a specific invoice, follow these steps:

1. Enter an invoice number in the Invoice Lookup field. Click Find.

Customer Lookup

@, Find

Invoice Lookup | 137357

Open Docs Only [

| l De:ails]

lﬁ hiake Faynmr‘-:] l $ ssue Credis l 3 Clear

2. The Find Customer window opens, displaying the customer account associated with that invoice
number. Click Select Customer to view the customer’s account activity.

[%] Find Customer

Searched |COLI L |
# Account Addresses Phones ~
15 { COLLISION PRO Location Address Phone : 555-555-b565
Account : OH3836 Contact: TINATHE TECH
Terms : COD 777 FIXERUP BLVD
LIKE-MEWTOWM KY 41017
Account Overdue
90 Day : $650
’ L Edit H g Add ”.—l Remove [G{? Select Customer J [gﬂ] Close I
Credit Limit 100 Customer Type Contact TINA THE TECH
Discount| M Ship Via
Balance G50 PTD| 525 YTD 100

Alternatively, you can click:

Edit to open the Customer Details window. Here, you can edit a customer’s shipping,
accounting, and general business information (name, address, phone number, etc.). You can
also add notes to the account. Once you are finished editing, click Accept to return to the Find
Customer window.

Add to add a new customer account.

Remove to remove the selected customer. The customer must have a zero dollar balance.
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3. After you click Select Customer, a brief summary of the customer’s account now displays underneath
the Customer Lookup and Invoice Lookup fields.

This summary includes the customer’s account number, name, phone number, and any existing
balance on the account.

e Current Balance — amount within the last 30 days that is due
e Balance > 30 — amount that is more than 30 days overdue

e Balance > 60 — amount that is more than 60 days overdue

e Balance > 90 — amount that is more than 90 days overdue

e Total Balance —total amount of money owed by an account

The invoice you searched for is displayed beneath this information.

Accounting éﬁ
Accounts | Statements
Customer Lookup | COLLISION PRO 3, Find
Invoice Lookup 137357 E5 Details
Open Docs Only [ & Make Payment % lssue Credit 3¢ Clear
Account No : 0OH3936 Current Balance : $0.00 Total Balance : 3650.00
Customer Name : COLLISION PRO Balance > 30 : 50.00
Phone No : EEh-555-5565 Balance = 60 : $0.00
Balance = 90 : $650.00
Document °F| Invoice zl Typezl ﬂ ApplyTi II ApplyTol i ﬂnnenaleﬂ Total ﬂ Remaining Z' RunningTotal ﬂ Yard ﬂApplyTo‘rardZ' Reference 7|
6624 137357 Invoice 01/10:20 021520 650.00 650.00 650.00| 999 999
P Note: When you use the Invoice Lookup field, your results are filtered to show only the invoice you
looked up. To view all of the invoices associated with the customer’s account, click on the filter
icon in the Invoice column and uncheck the checkbox for that invoice.

Account No : OH3936 Current Balance : 30.00

Customer Mame : COLLISION PRO Balance = 30: 50.00

Phone No : A55-555-55R5 Balance = 60 : 50.00

Balance = 90 : 5650.00
Document °F) Invoice DocumentTypeE Documentl]ateﬂ ApplyToDocument E
e
137357 13757 010520
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Make Payment

The Make Payment button allows you to apply back office payments to a customer account. You can apply an
individual payment or apply a batch payment.

To apply a back office payment to a customer account, follow these steps:

1. After looking up the customer account, click Make Payment.

Accounting
Accounts | Statements

Customer Lookup | COLLISION PRO Q, Find

Invoice Lookup || | E2l Detils

Open DocsOnly [J % Make Payment $ Issue Credit 3¢ Clear

Account No : 0OH3936 Current Balance : 50.00 Total Balance : $650.00
Customer Name : COLLISION PRO Balance = 30 : 5000

Phone No : 655-655-6565 Balance > 60 : 50.00

Balance > 90 : $650.00

Document 7| Invoice 7| Type 7| 7| ApplyT 7| ApplyTolnvoice °7|DueDate 7| Total 7| Remaining | RunningTotal 7| Yard 7|ApplyToYard 7| Reference ~
137357 | Invoice 0110120 0215120 £50.00 650.00 650.00( 999 999
24449 130821 | Payment 11/28/18| 24448 130821 121518 -75.00 0.00 0.00 999 999
24448 130821 | Invoice 1128013 121513 75.00 0.00 75.00| 999 999
13783 125310 | Payment MA7NT| 13783 121517 £0.00 0.00 0.00| 999 999 CK# 60

2. The Back Office Payments window opens, displaying all invoices associated with this account that
have a remaining balance. There are 2 ways to make a payment:

a. To apply the payment to a specific invoice (or multiple invoices), click the checkbox(es) of the

invoice(s) you would like to apply the payment to. (You can click the top-most box to select all
invoices.)

b. To make a payment without associating it with an invoice (i.e., an unapplied payment), simply
enter a Payment amount.

[%) Back Office Payments

|:| Doc | Invoice Type Doc-Date | Due-Date | Amount Total A t R ining A t Paid
O |3 Pymt 110222 1102722 (8345.00) (5345.00)
O a Pymt 11622 11622 ($110.00) (5110.00)
O Crdt 130022 11730022 (52,400.00)‘ ($2,400.00)
[] 59154 Pymt 12/07/22| 12107122 (5400.00) (5400.00)
Documents Total $0.00 | |
Payment Payment Method Reference
m Check v
Document Date Apply to Date
11/30/2022 :=‘ 11/30/2022 7 r= [JPrint Receipt [[]Email Receipt
f-iccensy) (TR
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3. Select a Payment Method.

4. Enter a Reference note if you would like to note anything about this payment (such as a check number)

Review the Document Date (the date the payment was received) and the Apply to Date (the date the
payment was processed). To edit these dates, click the calendar icon.

6. If desired, check the Print Receipt checkbox to print a receipt for the payment.
7. If desired, check the Email Receipt checkbox to email a receipt for the payment.
8. If desired, click View Invoice to open a preview showing how the printed invoice will appear.
9. Click Accept to apply the payment.

[ Back Office Payments

] Doc Invoice Type Doc-Date | Due-Date | Amount Total | Amount Remaining Amount Paid

O |s=1s1 Pymt 10222 11702122 (5345.00)

[ |59152 Pymt 111622  11nez2z ($110.00)

I:l 59153 Cradt 13022, 13022 (52,400.00)

[] |s9154 Pymt 1200722 12007722 ($400.00)

Documents Total $0.00 |
Payment Payment Method Reference
$0.00 Check ‘| | Check #1234

Document Date  Apply to Date

11‘(30;2':'22 = |11/30/2022 I='. [(JPrint Receipt []Email Receipt

|® View Invoice |° 6 b b -qﬁ ACCepi |g Cancel |
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Issue Credit

The Issue Credit button is used to issue a credit to a customer who is not returning or exchanging a part.

For example, if the customer isn’t paying and you want to write off debt, then you could use the Issue Credit

feature to issue credit to the customer.

To issue credit to an account, follow these steps:

1. After looking up a customer account, click Issue Credit.

Accounting m

Accounts | Statements

Customer Lookup | COLLISION PRO O, Find

Invoice Lookup || | BBl Details

Open Docs Only [J & Make Payment | & Issue Credit | J Clear

Account No : OH3936 Current B: e : 5000 Total Balance : 565000

Customer Name : COLLISION PRO Balanc: : 50.00

Phone No : 555-555-5565 Balancel 60 : 5$0.00

Balancef® 90 : 565000
Document 7| Invoice | Type |/ 7| ApplyT 7| ApplyTol 7| DueDate ¥| Total  “¥| Remaining | RunningTotal ¥| Yard |ApplyToYard r| Reference ~
137357 |Invoice 0110720 02115020/ 650.00/ 650.00/ 650.00| 999 999

24449 130821 | Payment 11/29/18| 24448 130821 12/1568| -75.00 0.00 0.00| 999 999
24448 130821 | Invoice 11129118 1215018 75.00 0.00 75.00| 989 998
13783 125310 | Payment MHTNT| 13783 12HSHT| -60.00 0.00 0.00| 998 998 CK# 60

2. The Issue Credit window opens, displaying any invoices associated with the account that you can
apply a credit to. There are two ways to issue credit:

a. To apply the credit to a specific invoice (or multiple invoices), click the checkbox(es) of the
invoice(s) you would like to apply the credit to. Then enter a Credit Amount.

b. Toissue a credit without associating it with an invoice, simply enter a Credit Amount.

The Credit Total field populates automatically when you enter a Credit Amount.

|E&d Issue Credit X
Doc Invoice Type Doc-Date | Due-Date Amount Total Amount Remaining

|:| 87233 Inve 110512 11/05M2 $150.00 $150.00

Dé 87395 Inve 1122 Mnznz $55.00 $55.00

|:| |532 87512 Inve 111512 MMEM2Z 8§55.00 §55.00
Apply to Invoice Credit Amount 50.00
Tax Amount $0.00
Document Date Apply to Date Discount Amount %0.00

10/ 10/
10/10/2016 = 10/10/2016 = A T 50.00
Reference

Department Credit Total $0.00

: e (R
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3. Add a Tax Amount, Discount, and Shipping Amount, if desired. All of these fields automatically
increase the Credit Total.

4. Enter a Reference note if you would like to note anything about this credit (such as the reason it is

being given).

5. Review the Document Date (the date the credit was given) and the Apply to Date (the date the credit
was processed). To edit these dates, click the calendar icon.

6. If desired, click View Invoice to open a preview showing how the printed invoice will appear.

7. Click Accept to issue the credit.

L

O —

|E&d Issue Credit *
Doc Invoice Type Doc-Date | Due-Date Amount Total Amount Remaining

52928 87233 Inve 1110512 11/05M2 $150.00 $150.00

|:| 53107 87395 Inve 122 1MMzMz $55.00 $55.00

D 53245 87512 Inve 111512 11512 $55.00 $55.00

’ Apply to Document o Credit Amount $15.00 |
52928 Tax Amount $1.00
Document Date Apply to Date Discount Amount $0.00
12/23/2016 = 12/23/2016 = F T $0.00

Reference

0 Credit Total $16.00

[@ Accept ‘ [R Cancel ‘

8. Click Accept to issue the credit.
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Opening an Invoice in Checkmate Sales Pro
For more information about a specific invoice, click any invoice number in the Invoice column to open the

invoice in Sales Pro.

4 DocumentDate j

141966

1012720

141743

0528720

G045

0a21/20

G045

0720020

140665

071420

140158

081020

68265

0515720

0423020

03ETI20

03820

0315720

0214720

020420

After clicking the invoice number in the Invoice column, the Work Order/Invoice tab opens in Sales Pro.

Accounting SalesPro

Find | Interchange | Parts | Quotes || Work Order/Invoice | POs (1) | Credits/Returns |
—Customer Bill To Customer Ship To Work Order 999141743 09/28/2020

COLLISION PRO R COLLISION PRO EE Invoice 141743 POSTED

TINATHE TECH Contact Enter Work Order # |~

777 FIXERUP RD Email Address 777 FIXERUP RD Email Address

LIKE-NEWTOWN, KY 41017 IM Address LIKE-NEWTOWN, KY 41017 IM Address

Address 3 353-853-3388 Address 3 356.855.8888 | Add Part, Ex. TRA |OoEm 3
Order Date| Ship Date Due Date Ordering Customer PO | Dismantler Core RIO # Truck | Sales Person Discount % Tax %

09/28/2020 09/28/2020 10/01/2020 | CHAD SEND |' |KRISTEN 6

Part | Year Model Description Total Price | Sale Price Discounted Tax Total Retail Total Wholesale| Warranty Description Stock | Location Interchange

Sold 2007 |BMWX3 BMWX3 07 Int. 581308 RH,BLUE PAI 5150.00 5150.00 No No 5000/ 50.00| CUSTOMER DECLINED EXT WARRAI| 191210  (12A-DIS | 581308

Sold ACL  |2007 |BMWX3 BMWX3 07 Int.50213 (3.0L) - (3.0L) 540.00 540.00 No No 50.00] 50.00| CUSTOMER DECLINED EXT WARRAI| 191210 [12A-DIS | 50213

Sold HOD [2010 |BMWX3 BMWX3 (Extra Sale) D4 Int.58712 BL 5185.00 5185.00 No No 50.00 50.00| CUSTOMER DECLINED EXT WARRAI| 48025 [H10. 53712

Sold RSP |2010 | BMWX3 BMWX3 (Extra Sale) 6 Int.51025 BC 5166.00 5166.00 No No 50.00 50.00| CUSTOMER DECLINED EXT WARRAI| 43216 |B180 51025

Sold WWB (2010 |BMWX3 BMWX3 (Extra Sale) D4 Int.50317 3.0 $92.00 582.00] No No 50.00 50.00| CUSTOMER DECLINED EXT WARRAI| 53832 |U7S4 50317
< >
Parts $633.00 Payments |Selected Part | COLLISION PRO Private Part Note | Order Trakker |
Warranty $0.00 Pt = | Method of Payment | Amt Paid ‘ wo Date Customer | SLS Price Grade | Partote ‘

., |Cn E' = uu‘ Fast Notes| Purchase Order 11453 Purchase Order 1145

Cores $0.00 aree : Purchase Order 11453-3
Freight $0.00
Tax $0.00
Total 5633.00 | Remaining  $633.00
Amt Paid $0.00 | Deposited $0.00 Clear ¢ >
[ Print Invoice '] [ Credit/Retum Print Label »] [ Work Order Histary ] _
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Invoice Actions

With the customer’s account history displayed on the screen, there are several options you can perform with
the invoices.

Click to highlight an invoice, and then right-click to take one of the following actions:

Copy Options

Copy All copies all of the data for all listed invoices to your clipboard (invoice number, due date,
document type, etc.). You can then paste this information into a text editor (e.g., Notepad or Microsoft
Word) and save the file for future reference.

Copy Row copies all of the data listed in the selected row to your clipboard. You can then paste this
information into a text editor (e.g., Notepad or Microsoft Word) and save the file for future reference.

Copy Cell copies the data in the selected cell to your clipboard. You can then paste this information
into a text editor (e.g., Notepad or Microsoft Word) and save the file for future reference.

Search

This option allows you to search for a keyword to find the appropriate invoice in your search results.

Invoice “f| DocumentType “f| DocumentDate j

111015

5 ‘ Copy Al t
111015 aymen

Y Copy Row

111024 Invoice Copy Cel
111024 Payment Search
111031 Distribution Print
111031 Digtribution Save to CSV
111033 Invoice o3ans

For example, to search for a specific part type in this list, you can use the Search action to search for a
specific keyword. Invoices that match this new criteria will be highlighted. Press Ok until you find the result you
are looking for.

Document 7| Invoice Type 7| ﬂnppmonocumem El DueDate ﬂ Total 7| Remaining 7| RunningTotal 7| Yard 7| ApplyToYard
88965 111015, 03115016 — , ) x| 50.00 $445.62 999 999
82966 Payment 031516 $0.00 s0.00 999 99
11015 aymen S I =
88967 111024 Invoice 031716 50.00 $135.00 589 )
Direction ] Option:
82968 111024 Payment 0317116 [ Fonwerd ftop o battar] I Case ssnsiive $0.00 s0.00 999 99
88969 111031 Distribution 031816 [~ Fonaard (left ta right) | 1l | s#hole words only $0.00 $0.00 999 999
88970 111031 Distribution 031816 I~ Backward [bottom ta tap] $0.00 s0.00 999 99
I~ Backward light to lef) | T Match fram first char
88973 11033 Invoice 031816 ackward lnght to fe $0.00 $85.00 999 399
! I lgnare HTML tags
88974 111033 Payment 031816 S———————————— $0.00 s0.00 999 99
Find in fixed cell
28975 11034 Distribution 03118016 & Alcells (] Rl 50.00 50.00 298 298
88976 111030 Invoice 03118118 " Cument row only I Match with vidcards $0.00 $135.00 999 999
28977 Payment 031816 ® G NTaL 50.00 20.00 299 209
1050 T C Selected cells ok | Cancel !
88980 111033 Invoice 032116 $0.00 593563 999 99
88981 111039 Payment 0321116 28950 | 032116 ‘ (5935.63) 50.00 20.00 299 209

© Car-Part.com. Car-Part.com Confidential Information.
CMA-94-A-UG-C 3/20/23

Checkmate Accounting User Guide

Page 14



Print

This option prints all of the data for all listed invoices (invoice number, due date, document type, etc.).

Save to CSV

Invoice “f| DocumentType “f| DocumentDate j
1115 Copy Al
111015 Payment Copy Row
111024 Invoice Copy Cell
111024 Payment Search
111031 Distribution Print . |
111031 Distribution Save to CBV
111033 Invoice | 031818

This option saves all of the transactions listed as a CSV file (.csv). This file format resembles a text file, and it
contains all of the transaction information for all of the invoices listed, separated by commas. CSV files can be

used in conjunction with any spreadsheet program.

i

Invoice “F| DocumentType “r | DocumentDate
11115
Copy Al
111015 Payment s
Copy Row
Invoi
111024 nvoice Copy Cel
P t
111024 aymen —
111031 Distribution :
Print
Distributi
T3t srbution [ savetocsy p |
111033 Invoice —k%r':'m}'rrl—-\ad

© Car-Part.com. Car-Part.com Confidential Information.

CMA-94-A-UG-C 3/20/23

Checkmate Accounting User Guide
Page 15



Statements Tab

Use the Statements tab to send statements (both print and email) to your account customers.

Each month, sending statements is a two-step process:

1.
2.

Build statement file in Checkmate Retro.

Send statements in the Accounting tool.

Step 1: Build Statement File in Checkmate Retro
To build the statement file, follow these steps:

1.

In Checkmate Workstation, open Checkmate Retro.

I’F‘ Checkmate Workstation

Accounting éﬁ

File @ Settings oHeIp E [E “ay ‘E‘ E‘ g E 2 — -k% S

Accounts | Statements
Customer Lookup | | | @, Find ‘

2.
3.

Go to the Print Statements function (Checkmate Full and Junior: 3,13. Checkmate Classic: A3,10).

Enter the statement date. Your statements will include all charges up until the statement date. This
defaults to the first day of the current month. (If you are at the end of the month and want to include
charges from the current month in your statements, change this date to the current date, or the first day
of the next month.) Press Enter to accept the default date or type a different date.

Enter dates for the aging groups, which set your 30, 60, and 90-day past due amounts. The first aging
group defaults to 30 days before the statement date and so on, for each aging group. Either change the
dates to your desired dates, or press Enter to accept each preset date.

A confirmation for your aging buckets displays and you are prompted for the type of statements you
want to create. Enter C to create Crystal Report statements.

Enter the date to start printing detail. Each transaction that happened after the date you enter will print
on the statement, including payments, credits, and returns. This defaults to 30 days before the
statement date. Press Enter to accept the default, or type a different date.

Statements Were Last Printed on Jan 2, 2020

Enter Statement Date <9/1/21> : (Sep 1, 2021)

Please enter the oldest date included in the following aging groups :
Current aging group <8/1/21> : (Aug 1, 2021)

(31-60) aging group <7/1/21> : (Jul 1, 2021)

(61-90) aging group <6/1/21> : (Jun 1, 2021)

Enter date to start printing detail for <8/1/21> : (Aug 1, 2021)

7. Enter a customer category.

o Toinclude statements for all customers regardless of category (or if you aren’t set up with
categories), press Enter.

e To limit the statements that are included in the statement file by category, type the category and
press Enter.
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8. Enter an area.

¢ Toinclude statements for all customers regardless of area (or if you aren’t set up with areas),
press Enter.

e To limit the statements that are included in the statement file by area, type the area and press
Enter.

9. Enter the option for the accounts you want to include:
e A —Include only active accounts (those with accounting activity in their file)
e | —Include only inactive accounts

e Enter — Include all accounts

A Note: If you enter A or |, you will be asked for a timeframe. If you have accounts with balances
due that don't fall within the timeframe you enter, statements will not be included for
those accounts.

10. Enter the option for the accounts you want to skip:

e Z — Skip accounts that have a zero balance

¢ N — Skip accounts that have a negative balance

e B — Skip accounts that have either a zero or negative balance
e Enter — Include all accounts

11. If your customers are set up with statement groups, enter a statement group code, or press Enter for all
customers.

The statement file builds. When it’s finished, you will be returned to the Accounting menu. To send out
your statements, go to the next section: Step 2: Send Statements in the Accounting Tool.

* Print Statements *

Statements%were Last Printed on Jan 2, 2020

Enter Statement Date <9/1/21> : (Sep 1, 2021)

Please enter the oldest date included in the following aging groups :
Current aging group <8/1/21> (Aug 1, 2021)

(31-60) aging group <7/1/21> (Jul 21, 2021)

(61-90) aging group <6/1/21> (Jun 1, 2021)

[T

Enter date to start printing detail for <8/1/21> : (Aug 1, 2021)
Enter Customer Category (Return for all) : ALL
Enter Area (Return for all) : ALL

Enter (A) For Active, (I) For Inactive, Or Return for All Accounts :
Skip accounts with

(Z)ero balance, (N)egative balance, (B)oth, (return to use all accounts) : B
Enter statement group code or return for all codes or (Q)uit :

Building OH6707
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Step 2: Send Statements in the Accounting Tool

After you’ve built your statement file in Checkmate Retro according to Step 1: Build Statement File in
Checkmate Retro, follow these steps to send out your statements:

1. Go to the Statements tab in the Accounting tool.
2. (Optional) Type in a Note to be included on all of your statements.

3. Click Create Statements. This pulls information from the statement file to create the statements (it
doesn’t send the statements).

%] Checkmate Workstation

File @ Settings

Accounting
Accounts

Statements

Note | Thank you for your business!|

S Create Statements e £ Frocess Staterments
EMail  |Print | Account# ?| Account Name r|Age030  ?|Age3o60  ¥|Ages090 | Age 90+ ‘| Balance Due ¥ EMail Address 7| Status

While the statements are being created, a progress bar displays.
Accounts || Statements
Run the 3,13 Statement Report to generate up to datg

Note | Thank you for your business!

& Creaic Statements 1%
I | [T

I B view l I GGG l

Run the 3,13 Statement Report to genegii up to date data for making statements to view, EMail and print.

& Resiore.Check-States

{@ Restore Check Stases

When the statements have finished generating, a line displays for each statement that was created,
showing account and balance information.

Accounting

Accounts || Statements

Run the 3,13 Statement Report to generate up to date data for making statements to view, EMail and print.

Note | | @ view Customer Account
@ Restore Check States $ Create Statements :S Process Statements
[Jemail [JPrint [Account# | AccountName T|Age0-30  T|Age 3060 7| Age 60-90 7| Age 90+ T|Balancenue 7| EMail Address | status o~
| AA AUTO & TRUCK SALVAGE | $0.00 50.00 50.00 $3,176.63  |$3,176.63 < Set ellail Address > Not Processed
| Y0799 AAAUTO 50.00 50.00 50.00 5500.00 5500.00 < Set ellail Address > Not Processed
O KY659 AABODY SHOP 50.00 50.00 50.00 5700.00 5700.00 < Set eMail Address > Not Processed
O OH1104 ABLE AUTOMOTIVE 50.00 50.00 50.00 5183.00 5183.00 < Set ellail Address > Not Processed
O OH3372 AGELESSAUTO 50.00 50.00 50.00 5495.00 5495.00 < Set ellail Address > Not Processed

Tip: Use the filters at the top of the statement list to manage the statements that display.

4. For each account you want to print a statement for, make sure the Print box is checked.
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5. For each account you want to email a statement for, complete these steps:

a. Inthe Email column, make sure the box is checked. (For information about how to set this as a
default, refer to the Set Customer to Default to Email Statements section of this guide.)

b. Inthe Email Address column, make sure there is an email address displayed. This is the
address the statement will be sent to.

o If the customer record has an email address, that address displays.
o If no email address is shown, click the <Set email Address> button.

o Type in the customer’s email address(es). If adding multiple email addresses,
separate each address with a semicolon (;).

o Click Accept.

IFI Email Address Box

' Email Addresses separated by a semicolon %’

| Q

Subject % Accept
Account Statement - Y0799

Note: The email address(es) you add here will be used for this statement only; nothing
will be saved on the customer account.

Tip: You can search for and view customer records from this window by typing customer
information in the box and clicking the magnifying glass [ .

6. (Optional) You can also use these buttons:
o | @view —View the selected statement as a PDF.

° B customer Account | — Vjew/edit the customer account for the selected statement on the Customer
Details window.

e & restore Check States. — Restore the Email and Print checkboxes to the defaults for all statements.
7. When you're ready to send the statements, click the Process Statements button.

e Statements with the Email box checked will be emailed to the address(es) listed in the Email
Address field.

e Statements with the Print box checked will be sent to the printer that’s designated as the
Reports printer on the Settings>Workstation>Printers tab.

A Note: Only the currently displayed statements are processed. Any statements that are hidden
by a filter at the time you click Process Statements will not be processed. In this case,
the Status will remain Not Processed.

A progress bar displays while the statements process. Leave the Accounting tool open while it works.
If you are processing a lot of statements, this could take some time.
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8. When the statements have finished processing, a pop-up will notify you. Check the Status column for
each statement to make sure the processing was successful:

a. Skipped — Neither the Email or Print boxes were checked, so this statement was skipped.

Line displayed in red — An error occurred; the statement was not processed.

b
c. Processed — The statement was processed (either emailed or printed).
d

Recipient Address Rejected — The email address on the customer record has an invalid

format.

Total amounts show at the bottom of the screen.

| I K¥3834 B & B AUTO BODY 50.00 50.00

$0.00

$1,254.00

§1,254.00

RECYCLEORDE@ENAIL.COM

Mot Processed

[} ] L3703 B &BAUTO SALES 20.00 S0.00

TotaIStatements 159  Total eMailed 129 Total Printed

Statement Email

The email that your customers get looks like the sample below.

10

5520.00

20.00

Total Failed

S520.00

0

Total Skipped

JOERECYLER@EMAIL.COM

Mot Processed

20

e The email subject contains the name of your business as well as your customer’s account number.

e The body of the email shows the customer’s account number and the name and address of your

business.

o The statement is attached to the email as a PDF. Statements look similar to the Crystal Report

statements.
Wed 7/7/2021 4:04 PM
todd
FOREIGM AUTO SALVAGE Account Statement : R0O0123
To  stewe
001233.PDF 9
e | 254 KB

Account Mumber : ROD123

FOREIGN AUTO SALVAGE
1920, HIGHLAND PIKE
FORT WRIGHT, KY. 41017
2559-341-1920

You have been sent a PDF for your statement. Please see attached file.
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Set Customer to Default to Email Statements

You can set a customer’s account to default to email statements. When this is set, the Email checkbox will be
automatically checked for that customer when a statement is created on the Statements tab.

1. Onthe Accounts tab, in the Customer Lookup field, enter the customer’s name (or part of the name)
and then click Find.

Accounting

Accounts | Statemenis
Customer Lookup | EUGENE]| 0)“ Find
Invoice Lookup & oeahs |

Open Docs Only [ @ Miake Payiient | LS B5ue st J I Clear

2. The Find Customer window opens. Click to select the customer, and then click Edit.

3. The Customer Details window opens. On the General tab, type in an Email address, if one is not
already entered.

[%] Customer Details : EUGENE'S AUTO PARTS

Egeneral { Shipping  Accounting  Notes = Billing Account

Name | EUGENE'S AUTO PARTS Account# | 54321

Address | 123 Main St Int. Account
Address

City LEXINGTON State/Prov. Ky Zip-Code

Sy Alpha Sort| EUGENE

Contact | GARY

Phone 555-555-5555 Fax

Cell Other #

Email

M |

Comment | Class Body Shop |~

|

4. Click the Accounting tab.
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5. The Accounting tab opens. In the Email Statements drop-down, select Yes*.

6. (Optional) To set an email address specifically for statements, enter the address in the Statement
Email field. (If this field is left blank, statements will be sent to the address you entered on the General

tab.)

[%] Customer Details : EUGENE'S AUTO PARTS

General  Shipping Accounting | Notes ' Billing Account

Customer Type SHOP

Credit Limit 500

Balance Method | Bajance Forward |~
Tax ID

Finance Charge | g
Discount NONE
Corporation No -

Statement Group pone |+

Statement Email | billing@email.com

Minimum Grade
Tax

Terms Code

Tax ID Exp Date

Salesperson

P.O Required
Collect/Prepay

NO
cob |~

PETERM hd

No
Colle =

Email Statements | yos |~

Customer since 01/24/2023

Yes

=

E

7. Click Accept.

The next time a statement is created for this customer on the Statements tab, the Email box for this customer

will be checked, and their Email Address will be set.

* If no email address is entered in the Email field on the General tab, or the Statement Email field on the Accounting

tab, the Email Statements field will be disabled.
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Color Coded Dollar Amounts on the Statements Tab

After you've created your statements, you’ll notice that the fields with dollar amounts are color-coded. These
color indicate the following:

Green — The customer has a balance of O dollars. (Green fields will always show a value 0.00.)
Red — The customer has a balance due. (Red fields will always show a negative number.)
Yellow — The customer currently has a credit. (Yellow fields will always show a positive number.)

re {0} setines @ ver [¢] B TR B eBay ’ $ } [ Q= =) (]
Accounting
Accounts | Statements |
Run the 3,13 Statement Report to generate up to date data for making statements to view, Email and print.

Nate 1 @ View ES| Customer Account

e Restore Check States $ Create Statements $ Process Statements
[JEmail []Print |Account# 7| Account Name 7| Age 0-30 7| Age 30-60 7|Age 60-90 7| Age 90+ 7|lance Due 7|  Email Address 7| Status 7 A
u & R001916 0.00/ 100.00 0.00 0.00, 100.00|< Set Email Addres..|Not Processed
U] M IN1553 50.00 0.00 0.00 0.00,  50.00 < Set Email Addres..|Not Processed
] M KY0400 73.79 0.00 0.00 000/  73.79/< Set Email Addres..|Not Processed
0 © R00992 -45.00 0.00 0.00 0.00|  -45.00 < Set Email Addres..|Not Processed
] M R00923 590.00 0.00 0.00 0.00| 590.00 < Set Email Addres..|Not Processed
M |R00193 907027,  0.00 0.00 0.00| -9070.27 < Set Email Addres..| Not Processed
(] M R00103 250.00 0.00 0.00 0.00| 250.00 < Set Email Addres..|Not Processed
(] i DOH3900 253.00 0.00 0.00 0.00| 253.00/< Set Email Addres..|Not Processed
] M R001075 -200.00 0.00 0.00 0.00/ -200.00/< Set Email Addres..|Not Processed
U M R001900 0.00/ 175.00 0.00 0.00, 175.00 < Set Email Addres..|Not Processed
O] M~ KY7684 150.00 0.00 0.00 0.00| 150.00 < Set Email Addres..|Not Processed
u M OH3587 0.00 0.00 0.00, 7500/  75.00/< Set Email Addres. | Not Processed
] M R001968 -100.00 0.00 0.00 0.00/ -100.00/< Set Email Addres..| Not Processed
u 4 OH8411 385.00 0.00 0.00 0.00, 385.00/< Set Email Addres..| Not Processed
O] M~ OH45 550.00 0.00 0.00 0.00| 55000 < Set Email Addres..|Not Processed
(] 4 OH222 516 0.00 0.00 0.00 -5 16/< Set Email Addres..| Not Processed
(1 M 0H1432 85.32 0.00 0.00 0.00,  8532|< Set Email Addres..|Not Processed
(] M OH456 80.00 0.00 0.00 000/  80.00/< Set Email Addres..|Not Processed b

DOOTan. FaWatal D00 FaWa¥al L7 O LT OO0 Cat LT LA AA Alat D ol

Total Statements 110 Total Emailed 0 Total Printed 0 Total Failed 0 Total Skipped 0

Cumrent User  PETERM (PM] Yard 999 Car-Part | h Plus includ which is © 2022 MOTOR Information 0 W0Os for My Watch List .
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Customize Display
In the Accounting tool, you can manage your display on both the Accounts and Statements tabs by:
A. right-clicking on a column header to choose which columns to show or hide
e Show All & selects all columns in the list
e Restore § selects the default columns
o Done & saves your configuration
B. clicking the filter icon to view only certain items in this list

clicking a column header to sort by that column, resizing columns with your mouse, or clicking and
dragging column headers to rearrange columns

D. using the horizontal scroll bar to see all the available information (some users find it convenient to use
wide-screen monitors with Checkmate to reduce the need for horizontal scrolling)

Accounting

Accounts | Statements

Customer Lookup | COLLISION PRO O, Find

Invoice Lookup Details

Open Docs Only [ % Make Payment $ Issue Credit 3¢ Clear Sokimns

Account No : 0OH3936 Current Balance : 50.00

Customer Name : COLLISION PRO Balance > 30 : $0.00 ilinvoice

Phone No : £R5-655-5665 Balance > 60: $0.00 [“IDocumentType

Balance > 90 : $550.00 [“IDocumentDate
[“IApplyTaDocument
Document °F| Invoice m Documeo/ j ApplyTe | [lApplyTolnvoice Total ﬂ Remaining m RunningTotal _F| Yard jApplyToYardﬂ Refer ~
5624 137357 |Invoice 01110120 VDueDate 650.00 650.00 0|99 989
24449 130821 | Payment 1129118 24448 [Total -75.00 0.00 00999 999
24448 130821 Invoice 112918 [“IRemaining 75.00 0.00 75.00| 999 989
13783 125310 Payment MNTNT| 13783 MIRunningTotal -50.00 0.00 0.00| 999 959 CK# 80
13782 125310 | Invoice NATHT IYard 60.00 60.00 60.00) 999 989
51365 85889 Payment 09/13/12| 51364 [“IpplyTaYard -70.00 0.00 0.00|99% 999
51364 85389 Invoice 0913112 [VIReference 70.00 0.00 70.00) 999 999
28318 75268 Payment 09/07i11| 38317 -215.00 0.00 0.00/598 599
3817 75268 Invoice 09/07H1 215.00 0.00 215.00| 999 999
33955 71827 Payment 06/03/11| 33854 -70.00 0.00 0.00| 998 99
33954 71927 Invoice 06/03/11 70.00 0.00 70.00) 999 999
2560 65549 Distribution 11104110 - — ¢ = | 75.00 0.00 0.00/59% 599 Return- ,
< — >
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Getting Help

For more information about this product, including access to online training videos and documentation, visit
Products.Car-Part.com for our recycler resources.

Car-Part.com takes customer service seriously. We have a variety of support options available to help you if
you have questions about our products or if you need help for any reason. Your questions are very important to
us and we want your experience to be a positive one. Please contact us with any questions or concerns using
any of the following methods.

Phone Support
If you have a question not covered in this guide, Car-Part.com offers phone support. Please call 859-344-1925
with your questions.

Online Support using Car-Part Messaging (iICPM)

Support technicians are available online using Car-Part Messaging (iCPM) support rooms. These technicians
are available LIVE to help answer any questions you may have.

The support rooms are staffed Monday—Friday, 8:00AM-6:00 PM Eastern Time.

To enter an iCPM support room:
1. Double-click the iCPM icon on your desktop.

Car-Part Messaging opens.

Double-click the name of the Support Room from your bookmark list.

Type HELP and a brief explanation of your issue. A Car-Part.com support technician will answer and
help with your issue.

e

Training

If you have ongoing training needs, Car-Part.com has a team of product training specialists to help you learn
how to use our products quickly. If you are interested in product training, please call our training department at
859-344-1925 and a trainer in your area will call to schedule training.

Comments

We welcome your comments and suggestions concerning the content and organization of this guide as well as
the accuracy and the usability of the instructions it contains. Email us at documentation@car-part.com. We're
listening!
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