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TracReturns
Overview

To expedite the new releases of minor updates to TracReturns, we have elected to keep
the majority of the manual as is — and list all new changes in a separate section called
“Updates”. Please refer to the “Updates” section for information about the latest
version.

TracReturns is a return material authorization (RMA) software application that tracks product returns and repair
estimates for service and manufacturing companies.

All steps of the return process are tracked in TracReturn — including, the date the return was issued, the date the
equipment arrived, the date the estimate was provided, date it was repaired, and the date the product was
returned. TracReturn also stores the estimate amount and details of the repair.
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TracReturns Requirements

TracReturns is a multi-user .NET Windows application. To install TracReturns, you must have the Microsoft
.NET Framework 3.5 installed onto your computer. If you do not have the .NET framework on your computer,
the installation process will prompt you to download .NET 3.5 from Microsoft’s website.

TracReturns was tested Windows XP, Vista, and Windows7.

TracReturns Features

Multi-user
Tracks a “Return Ticket” through all steps of the customer return process
User-defined RMA number
Generate estimates
Track failures by model/product
Print cover letters — custom 1-page reports from WORD templates
Automatically email customer when the status of their return changes — each status has its own email
template
When a product is returned to a customer, TracReturns can email the shipper’s name, website address,
and tracking number — which will allow the customer to track the shipment
User-defined fields
Attach WORD documents, PDF’s, and Excel files to the ticket
Track repairs
Repair parts inventory module
Import customers, vendors, repair parts, and models/products
Auto logon — no need to enter user name and password
Select database when TracReturns starts — allows user to use multiple databases
Built-in Database tools to keep Jet 4.0 database in top working condition.
Assign priorities to each “Return Ticket” which is used for sorting on some reports
Many reports, including:
o List RMA’s by status and date range
Failures by models/products and parts replaced
RMA Ticket to be returned to customer
Estimate for repair
Status — print a variety of status report based on criteria such as RMA ticket status, return dates,
etc.

O O O O
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Getting Started

Below is a summary of steps to get started with TracReturns. For details, please refer to the appropriate section
of this document.

1.

Decide where you want to install TracReturns and where the database will be located. If multiple users
will be using TracReturns, then the TracReturns database must be located on a centralized server. The
WORD templates (*.DOT files) must be copied to the same folder as the TracReturns database.

When you install TracReturns, the default database (called TracReturns.MDB) is stored in the same
folder as TracReturns.EXE. The installation will also install Empty.MDB which is a copy of
TracReturns.MDB at the point of installation.

After you install TracReturns on the first user’s workstation, copy the database (and the DOT files) to
the proper location (and remember the location). Contact your computer people to ensure that the
TracReturns database is backed up on a regular basis —- WE STRONGLY RECOMMEND THAT
THE TracReturns DATABASE IS BACKED UP TO A BACKUP MEDIUM (such as CD or Tape)
ON A DAILY BASIS. IF YOU LOSE YOUR DATA, IT CANNOT BE RECOVED. MUSTANG
TECHNOLOGIES WILL NOT BE RESPONSIBLE FOR LOST DATA.

Install TracReturns onto all other users’ workstations. Do not copy the database again.

On each computer running TracReturns, run TracReturns using the logon of user “admin” and password
“admin”. Select the “Configuration” submenu under “Maintenance” and browse to the common
TracReturns database. The default folder is “C:\Program Files\TracReturns” — which is the default
installation folder. If you installed TracReturns into another folder (other than the default folder, you
will get an error message indicating the database is corrupt or missing. Then you will have the option to
switch to another database).

After all copies of TracReturns are pointing to the same database, log in as admin — and change your
password for the admin account (perhaps change the user name too).

Change the company name under Maintenance/Company Information from “Mustang Technologies” to
your company name (and address). You can only do this after you received a valid registration key.

7. Add all other users with a unique password and the proper role/security.

8. Add all the models to your database.

10.

Start adding returns to your database.

To register your version of TracReturns, visit our web site at www.MustangTechnologies.com and order
TracReturns. A registration key will be emailed to you within 24 hours.

It is the end user’s responsibility to backup their TracReturns database on a regular basis (preferably on a
daily basis). If the database is damaged or if the server is damaged, your data will be lost and cannot be
recovered — and your last good database will be your last backup. Since the database can be located at any
location and the name of the database is flexible as well, we cannot tell you what database (or location) to
backup. Please speak to your computer people on this matter — it is vital that you backup your database.
Mustang Technologies is not responsible for lost data and damaged databases. See the Database section for
more information.

Backing up your Database
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Using TracReturns

Logon

To access TracReturns, you must logon. Each user is assigned one of four security levels. Level 4 is the
highest which provides complete access to all areas of TracReturns. For first time users, the following users
exist in the TracReturns database:

User Name Password Security Level

admin admin 4
levell levell 1
level2 level2 2
level3 level3 3

After the user logs onto TracReturns using a “User Name” with a security level of 4, the user will be able to add
additional users and modify existing users. First time users are free to use and evaluate TracReturns for 30
days. To use TracReturns beyond the first 30 days, a “Registration Key” must be entered using the “Register”
option on the Logon screen (see figure 1). A “Registration Key” is given to users that buy a legal copy of
TracReturns from “Mustang Technologies”. For instructions on registering your version of TracReturns, please
refer to the “Registering TracReturns” section of this manual.

TracReturns-Logon g@@ Logon

To logon to TracReturns, enter a “User Name™ and
s tamE | “Password” and click the “Logon” button. Please note
Pessword [ that passwords are case-sensitive.
Logon | Register | Help | LCancel
Figure 1

Note: After the 30-day free trial period, the “Logon” button is disabled and the user MUST register
TracReturns to continue using it.

After logging onto TracReturns, the main screen is displayed (see figure 3).

Security/Roles
Each user is assigned a security level (or role number) ranging from one (1) to four (4) — four (4) being highest
and providing rights to all areas of TracReturns.

Below are the major features of TracReturns and the security level required to use the feature.

Features Levell | Level2 | Level3 | Level4
Delete Return Ticket *
Change Database

Change configuration values
Change Users

Change Models/Products

*
*
*
*
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Change Email Templates
Import Data

Change Failure Codes
Change Customers
Change Parts

Change Purchase Orders

X k| k| ¥ k| *

* | *| *

Main Screen
After logging into TracReturns, the main screen is displayed (see figure 2).

If there are returns in your database, they will be listed (sorted) by descending “Return Number” order in the
“Return List” grid. Descending order means the first return listed would have been the last return created. To
sort returns by “Return Number” in ascending order, click on the column header for “Return Number”. In
figure 3, there are no returns — indicating an empty database. If you know you have returns in your database,
then perhaps you opened the wrong database (or perhaps TracReturns was re-installed). To switch to another
database, select the “Configuration” submenu option under “Maintenance” main menu option.

From this main menu, you can add new returns, edit and view existing returns, print existing returns, delete
returns, and search for a particular return by a specific column. Also, statistics about your return database is
shown.

=1olx]|

¥ TracReturns-Return Tickets List
fle Maintenance Configuration Help

Main Menu Options

Listing Sert 7 Geard Rleturn Ticket Statistics ~Fieturn List Filter Click M - b
@ Rl C Dt Proratiumtr | | et | T | e anfeum @ Enpr (G Ick on Menus to view submenu
£ Status € Madel Number = Open Retumn Ticket ¢ Need to Repai £ Refund .
 Pricity " Seial Nurber Receivet | 2 (g e In Repait  Refunded 0pt|0ns.
 Date lssued " FiMA Number InRepair | 0 ' EspecingFetun € Not Called For " Returned
 Dale Received 1 Drder Number
g Date Retumed :: IEWU!ICAE;:IWW' r—User Defined Status Fiker

Fompary Name et Addiess I~ Enable Fiter & Defalt © UDStalus 5 .
£ otons Ftions €DEews € UDGass Column Headers in the
o 5 Retum Number WD Status 3 = D Satus 7

ASC @ DESC 11D Status 4 £ D) Status B 1 1

2l T S Return List Grid

I™ Fiesize Retur List Columns

Return Ligt

[~—L_Fetum Number| RM& Number | Status

|Fi| Datelssued | DaleFecvd | Datefind | Company Mame

Add New Retum | Edit / Wiew

Delete

Print Retumn I

Beports |

| Last Name

| First Mame: | Day Phane

|

To sort the list for a particular
column, click on the column
header. Initially, a column is
sorted in ascending order. To
change the order, click on the
column again and the returns will
be sorted in descending order.

Main Commands
To add, view, edit/modify, delete,
or print a return — use one of these
commands/buttons.

Figure 2
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TracReturns-Return Tickets List

File Maintenance

ing Soit / Search

' Rietun Number
£ Status

£ Priaiity
 Datelssued
€ Date Received
€ Date Returmed
£ Company Mame

" Daytime Phone Mumber
" Model Number

" Serial Mumber
 AM& Number

€ Drder Mumber

" Invoice Number

" Email Address

" Last Mame, First Mame

Fieturn Number

lssued:

etuin Ticket

Statistics

ecting Fetum

=10fx|

£ In Repair
Mot Called Far

" Completed
" FRefund

" Refunded
" Returned

AT TEr—

w~User Defined Status Fiter

iter & Default
€ LD Status 2
10D Status 3

D Gtatus &
D) Gtatus B
1D Gtatus 7
s 4 D Gtatus &

I Resize Re lic3

Retun List

|| Rietum Number| RM& Number | Status

" ASC + DESC @l—/ﬁ

| Pri| Datelssusd | DatsRecvd | Date Ritnd

| Last Name

Add New Retum

Edit / View

Delete

it Rt |

Fiepoits

| First Mame | Day Phore

Exit

>/

List Filter
By default, only open returns are
listed. To list by other filters, select
the filter such as “Need to Repair”.

Return Ticket Statistics
Statistics showing the number
of returns in your database and

their statuses, a statistics matrix
is provided.

Listing Sort/Search
To change the sort or to search
for a return by a particular
value, select the search column,
enter a value, and click on the
find button.

Confiquration Menu

Email Template Setup

TracReturns (TR) can send emails to customers when the status of their Return Ticket (RT) changes.

Figure 3

For

example, TR can be configured to send an email to the customer when the initial RT is saved or when the status
changes to “Returned”. A different email template can be designed for each change of status. For example, the
email template for a new ticket may include the RMA number and the address to ship the product to. The email
template for the “Returned” status may include the shipping company, its website, and the tracking number.

To start, you must add email templates for each event. An event occurs when the status of the Return Ticket
(RT) changes or when a new ticket is added. For example, changing the status of the RT from “Completed” to
“Returned” is an event — however the email is not sent until the RT is saved. To add an email template, select

“Email Template Setup” under the “Configuration” menu option.

After clicking on the “Email Template Setup” option, the following screen is displayed (see figure 4).
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TracReturns-Email Template Setun

Event:

From Email Address:
Cc Emai Addresses:
Bcc Email Addresses:

Subject

Body:

[Ciick Send Email Button

Email Template Setup

TracReturns will only send emails
when the “Send Email” checkbox is
checked for an event AND the
“Enable Emails” checkbox is checked.
The “Enable Emails” checkbox is on
the Configuration menu (see Figure

8).

Email Template Setup

Select the event from the combo box —
then the template for that event is
shown.

LCancel | Save I

Figure 4 — Email Template Setup Screen

The “Email Template Setup” screen allows the user to enter email templates that will be used by TracReturns
(TR) when certain events occur. The user can enter KEY FIELDS into the template similar to the concept used
on Cover Letters. When creating the actual email, TR replaces KEY FIELDS from the email template with
values from the RT. KEY FIELDS begin with “<<” and end with “>>”. For example, the KEY FIELD for first
name is “<<FirstName>>" and the key field for last name is “<<LastName>>”. Below is a list of KEY

FIELDS supported by the email template.

KEY FIELDS
<<FirstName>>
<<LastName>>
<<Address1>>
<<Address2>>
<<City>>
<<State>>
<<Zip>>
<<Country>>

<<PaymentAmount>>

<<EstimateAmount>>
<<RepairAmount>>
<<ReturnTicketNumber>>

<<ModelNumber>>
<<SerialNumber>>

<<CompanyName>>
<<OrderNumber>>
<<UserDefinedRMANumber>>

<<ModelNumber1>>
<<ModelNumber2>>
<<ModelNumber3>>
<<ModelNumber4>>
<<ModelNumber5>>
<<ModelNumber6>>

Value from
Return Ticket
First Name

Last Name
Address 1
Address 2

City

State

Zip or Post Code
Country

Amount in the Payment Method group

Amount in the Estimate group
Total value on “Service / Repair” tab
Return Ticket Number

Model
Serial Number

Company Name
Order Number
RMA Number (the new RMA Number)

Model numbers from the multiple items tab on RT
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<<ModelNumber7>>
<<ModelNumber8>>
<<ModelNumber9>>
<<ModelNumber10>>
<<ModelNumber11>>
<<ModelNumber12>>

<<SerialNumber1>> Serial numbers from the multiple items tab on RT
<<SerialNumber2>>
<<SerialNumber3>>
<<SerialNumber4>>
<<SerialNumber5>>
<<SerialNumber6>>
<<SerialNumber7>>
<<SerialNumber8>>
<<SerialNumber9>>
<<SerialNumber10>>
<<SerialNumberl1>>
<<SerialNumber12>>

<<Notel>> Notes from the multiple items tab on RT
<<Note2>>
<<Note3>>
<<Note4>>
<<Note5>>
<<Note6>>
<<Note7>>
<<Note8>>
<<Note9>>
<<Notel0>>
<<Notell>>
<<Notel2>>

<<Quantityl>> Quantity from the multiple items tab on RT
<<Quantity2>>
<<Quantity3>>
<<Quantity4>>
<<Quantity5>>
<<Quantity6>>
<<Quantity7>>
<<Quantity8>>
<<Quantity9>>
<<Quantity10>>
<<Quantityl1>>
<<Quantityl12>>

<<UnitPricel>> Unit prices from the multiple items tab on RT

<<UnitPrice2>>
<<UnitPrice3>>
<<UnitPrice4>>
<<UnitPrice5>>
<<UnitPrice6>>
<<UnitPrice7>>
<<UnitPrice8>>
<<UnitPrice9>>
<<UnitPrice10>>
<<UnitPricell>>
<<UnitPrice12>>

<<Extended1>> Extended totals from the multiple items tab on RT
<<Extended2>>
<<Extended3>>
<<Extended4>>
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<<Extended5>>
<<Extended6>>
<<Extended7>>
<<Extended8>>
<<Extended9>>
<<Extended10>>
<<Extended11>>
<<Extended12>>
<<ExtendedTotal>>
<<Location>>

<<UserDefinedField1>>
<<UserDefinedField2>>
<<UserDefinedField3>>
<<UserDefinedField4>>
<<UserDefinedField5>>
<<UserDefinedField6>>
<<UserDefinedField7>>
<<UserDefinedField8>>
<<UserDefinedField9>>
<<UserDefinedField10>>
<<UserDefinedField11>>
<<UserDefinedField12>>

<<lIssueDate>>
<<PurchaseDate>>
<<ArrivalDate>>
<<EstimateDate>>
<<CompletedDate>>
<<ShippingDate>>

<<Priority>>
<<PriorityDescription>>
<<InvoiceNumber>>
<<ReplacementDate>>
<<ReplacementSerialNumber>>
<<ReplacementModelNumber>>

<<FailureCode1>>
<<FailureCode2>>
<<FailureCode3>>
<<FailureDescription1>>
<<FailureDescription2>>
<<FailureDescription3>>

<<PartsShipping>>
<<PartsTaxes>>
<<PartsTotal>>

<<Contents>>
<<DayTimePhone>>
<<EveningTimePhone>>
<<Fax>>
<<Problem>>
<<PaymentMemo>>
<<EstimateMemo>>
<<ShippingMemo>>
<<ShippingAmount>>
<<CheckNumber>>
<<PurchaseLocation>>
<<OpenedBy>>
<<ClosedBy>>
<<PaymentMethod>>
<<Warranty>>

Purchase Location

User defined field from the User Defined tab

RT issued date

Date product was purchased

Date return received at your company
Date estimate was created

Date the repairs were completed

Date the product was returned to customer

Priority of return

User that opened the RT
User that closed the RT

Is the product under warranty
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<<EstimateRequired>>
<<EstimateApproved>>
<<RepairNotes>>
<<Status>>
<<UserDefinedStatus>>

<<ReplacementDate1>>
<<ReplacementSerialNumber1>>
<<ReplacementModelNumber1>>

<<ReplacementDate2>>
<<ReplacementSerialNumber2>>
<<ReplacementModelNumber2>>

<<ReplacementDate3>>
<<ReplacementSerialNumber3>>
<<ReplacementModelNumber3>>

<<Shipper>>
<<ShipperWebsite>>
<<TrackingNumber>>

RT status

The shipper used to return the product
The website of the shipper
The tracking number for the return

Email templates can be setup for the following events/conditions/status changes:

Event/Condition/Status Change
Click Send Email Button

Completed
Equipment Received
Expecting Return Item
In Repair

Need to Repair

Not called for

Other

Refund

Refunded

Returned

RMA Issued

UD Status 1

UD Status 2

UD Status 3

UD Status 4

UD Status 5

UD Status 6

UD Status 7
UD Status 8

Description

Email sent when user clicks the “Send Email” button on Return Ticket screen
When the RT status changes to “Completed”

When the RT status changes to “Equipment Received”

When the RT status changes to “Expecting Return Item”

When the RT status changes to “In Repair”

When the RT status changes to “Need to Repair”

When the RT status changes to “Not Called For”

When the RT status changes to “Other”

When the RT status changes to “Refund”

When the RT status changes to “Refunded”

When the RT status changes to “Returned”

When the RT is created or when the status changes to “RMA Issued”
When the RT user-defined status 1 is selected

When the RT user-defined status 2 is selected

When the RT user-defined status 3 is selected

When the RT user-defined status 4 is selected

When the RT user-defined status 5 is selected

When the RT user-defined status 6 is selected

When the RT user-defined status 7 is selected
When the RT user-defined status 8 is selected
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Below are a few examples of email templates:

TracReturns-Email Template Setup

EEX

Event |Retumed

| ™ sendEmail

From Email Address: |Sam@ABEEorporallon.com

Co Email Addresses: |

Bec Email Addresses: |

Subject: "Your praduct is shipped -

Body:

Deear <<Firsthamen>.

Your product was shipped via <<Shippers >
Yaur tracking number is <<TrackingMumber> >
website << Shipperwebsiter>

It pou have any questions, please call me
Fiegards,

l5.am

LCancel ‘ Save

Figure 4.1 — Email Template Setup Screen — For “Returned” Status

Email Template Setup
For “Returned” Event/Status

This email template will be used when
the Return Ticket’s status changes to
“Returned”. The actual email will
replace KEY FIELDS (such as
<<FirstName>>) with the actual data
from the Return Ticket.

This email template is a great example
of an email that should be sent to the
customer when the product is returned
to the customer. This template would
provide shipping information to the
customer so that they can track their
return.

After the user changes the Email template, the user must click the “Save” button to save the changes. Unlike
other TracReturns data entry screens that return you to the previous screen after you click “Save”, the Email
Template Setup screen will display a message stating the template was saved (see Figure 4.2) — but the user will
remain on the Email Template Setup screen until the user clicks the “Cancel” button.

TracReturns-Email Template x|

P ! Email Template: "Click Send Email Butkon" Event saved,

" Select another event to configure, of Press Cancel to close the
Email Template Setup window,

Figure 4.2 — Email Template Setup Screen —After the “Save” button is clicked
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“Save” Button Clicked

After the user clicks the “Save”
button, TracReturns displays a
confirmation screen.

Each Email template must be saved
individually.
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Below is an example of an email template for sending a general status of the return. This template is used when
the user clicks the “Send Email” button on the “Return Ticket” screen. See Figure 4.3.

TracReturns-Email Template Setup g@@‘

Event:

Subject

Eody:

From Email Address; |iohn@MustangT echnologies.com

o |

Beo Email Addresses: |

Cc Email Addre:

[ick Send Emal Button | ¥ SerdEmai

Status of your return - RkA, # <<UseDefinedRMaMumber: >

Thark pou
John

Dear <<Firsthames>> <<LastMames>,

The status of your retun iz <<Status> >

LCancel ‘ Save

Figure 4.3 — Email Template Setup Screen — for the “Send Email” button

Input fields on the Email Template Setup screen are:

Event

Using the combo box, select the Event/Status/Condition. Each event/status/condition has its own email
template. For example, the email sent to the customer when the RMA # is first created can be much
different than the email sent to the customer when the repairs are complete.

Send Email
Each email template has its own “Send Email” parameter/checkbox. This checkbox MUST be checked
for EVERY email template that the user plans to use.

In addition, the “Enable Emails” option on the Configuration screen MUST be checked to enable the
email functionality throughout TracReturns.

From Email Address

Enter the standard email address that will send an email for a certain event. For example, perhaps the
email address when an RMA is issued is RMA@ABCCorp.com and the email address when the product
is returned is Shipping@XYZ.com.

Enter a valid email address.

On some email servers, the “from” field email address must exist.
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CC Email Addresses
Enter the standard email addresses that should receive a copy of the email that is being sent to the
customer. The CC email addresses may be the general manager and the shipping clerk. So the user may
enter:

JoeSmith@Record.com; BobJones@Record.com

Separate each email address with a semicolon (;).
Enter a valid email addresses.

BCC Email Addresses

Enter the standard email addresses that should receive a copy of the email this is being sent to the

customer — however, the recipient of the email will not see any BCC email addresses.
JimJohnson@Vendor.com

Separate each email address with a semicolon (; or,).

Enter a valid email addresses.

Subject
Enter a subject for the email. For example, the email sent when a product is received may have a subject

of “Your product was received — your RMA# is <<UserDefinedRMANumber>>". Note: KEY FIELDS (such as
<<UserDefinedRMANumber>>" can be entered on the subject line.

Body
Enter a body of the email. For example, the email sent when a product is shipped (status of Returned)

may include shipping information and tracking information similar to Figure 8.11 (above).

Note: Only standard text can be entered into the body of the email. Color, different fonts, and
images/logos are not supported.

To save, click the “Save” button for each email template. To exit “Email Template Setup”, click on the
“Cancel” button.
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Company Information
To modify the company information area, select the “Company Information” submenu under “Configuration”.
See figure 5.

TracReturns - Company Information

M armne: Mustang Technologies

Address 1: |PO Box 8006

Address 2: |

ity |Green Bay

State/Providence: I'W'I

Zip code: 54308

Phane Murnber: |E|2I:I-2??-EEI32

Fawx: I

Wieb site: Iwww.MustangT echnologies. com
Email Address; |pauI@M LztangT echnologies. com

Tax B ate: IEI.EIEIEIEI

LCancel Save

Figure 5

The company information is used on some reports.

The tax rate is entered in standard mathematical format. Here are some examples:

For a tax rate of Enter this into the Tax Rate input field
3.5% 0.0350
5.0% 0.0500
5.5% 0.0550
8.0% 0.0800

The tax rate applied on repairs — if the checkbox is CHECK next to the “Taxes” field on the “Service/Repair”
tax (see figure 14.2)

Enter your company information and the tax rate (for repairs) then click the “Save” button. If you click the
“Cancel” instead of the “Save” button, no changes will be saved.
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Main Configuration
To change one of the many configuration options, select the “Configuration” submenu under “Main” — see
figure 6. The configuration screen has 2 tabs: General and User Defined Labels.

i
D atabase Mame: C:“Program File 4 TracReturnsh TracHeturns. mdb) Browse |
Gereral | Uszer Defined Labels
[~ Farce Ship Date —éutologon ———————————— Ermnail Options
[ Dizable Rt Edit I™ uto Lagon & Outlock T Enablz S50 I~ Display Dutiook Email/Manual Send
:: o R R | ser Name: £ SHTR SMTP Outgoing Server: I
Enable FtaA Eutton on Edit . l—
SMTF Paort: I i
[ Use RiMA Format pymmbad FPazzword: I o o I™ Authenicate
[ Select DB on Startup Wsiilina/Passiord I I
[ Erable Email: —Shippers
[T Update Parts Inventary . X .
Shipper Mame Shipper Website Address
™ Force Part Lookup
[ Auto Part Lookup Shipper
[T Auto Customer Lookup Shipper?
[ Use Base Model in 13t Shippera
[ Force Armival Date Shipperd
™ Force Cust City / State
[ Erable Model # on A Info Tab [~ Cover Letter Options
™ List all Records ‘Wwith Duplicate Fields * Original Replacement Methad - Faster

(" Mew Replacement Method - Maore Comprehensive - Slower
¥ Feplace Header W Replace Footer W Feplace Text Boxes

After changing the D atabase Mame, you must exit and restart TracRetums for the change to take affect. |f
you change the database name, the user-defined values will not be saved ta the old or new database.

LCancel Save

Figure 6

If you are running TracReturns on multiple computers, you must select/set the database name at each computer.
After you enter (or select by using the “Browse” button) the database name.

Note: After the database name is saved, TracReturns will prompt the user to restart using the new
database name.

Backing up your Database

It is the end user’s responsibility to backup their TracReturns database on a regular basis (preferably on a
daily basis). If the database is damaged or if the server is damaged, your data will be lost and cannot be
recovered — and your last good database will be your last backup. Since the database can be located at any
location and the name of the database is flexible as well, we cannot tell you what database (or location) to
backup. Please speak to your computer people on this matter — it is vital that you backup your database.
Mustang Technologies is not responsible for lost data and damaged databases. See the Database section for
more information.
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Force Ship Date
If the option is set to “Force Ship Date”, then a ship date must be entered when changing the status the
return’s status to “Returned”.

Disable RMA Edit

This is a check box — either the option is “on/checked” or “off/unchecked”. If “on”, the user cannot
change the user-defined RMA number. If “off”, the user can change the user-defined RMA number.
We STRONGLY recommend that you set this option to “on”. Checking RMA numbers could cause
conflicts with duplicate or out of sequence RMA numbers.

Auto Increment RMA

This is a check box — either the option is “on/checked” or “off/unchecked”. If “on”, the user-defined
RMA number is automatically generated. If “off”, the user must click the “Generate Next RMA
Number” button to generate the next RMA number.

Enable RMA Button on Edit

If “Enable RMA Button on Edit” is checked, the “Generate Next RMA #” is displayed on NEW and
EXISTING Return Tickets. If uncheck, the “Generate Next RMA #” will only be visible on NEW
Return Tickets.

Use RMA Format yymmXXX

If this option is checked, TracReturns will generate user-defined RMA numbers in the format
“yymmXXX” where “yy” is the 2-digit year, “mm” is the 2-digit month and “XXX” is an incrementing
number starting at “001” for each new month.

Select DB on Startup

If this option is checked then when TracReturns starts — it will prompt the user for a database name. The
default will be the last database used. If this option is unchecked, the user will not be prompted for the
database name when TracReturns starts. If you do use multiple databases with the same company name,
you can use the same Registration Key for each database. However, if each database is used for a
different company name — the user must purchase TracReturns for each database with a different name —
Mustang Technologies will provide a Registration Key for each company name.

This option allows the user to easily select different databases.

Enable Emails
If this option is checked, emails will be sent on certain events IF (and only IF) a template is setup for
that event. These events are explained under the Email section below.

If this option is unchecked, no emails will be sent by TracReturns.
Update Parts Inventory

If this option is checked, TracReturns will update the inventory on Parts used on repairs. If unchecked,
TracReturns will not update inventory.

Force Part Lookup
If “Force Part Lookup” is unchecked then the user can add a part to the repair that does not exist in the
parts table - HOWEVER the new part is not automatically added to the parts table.
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Auto Part Lookup

If the “Auto Part Lookup” is checked — TracReturns will automatically check the “Force Part Lookup”.
At this time, the only way to use “Auto Part Lookup” is to have the part exist in the parts table (so the
“Force Part Lookup” checkbox is automatically checked).

This option is used on the Repair tab of the Return Ticket screen. If checked, parts will be looked up
automatically when the user enters the first few characters of the part’s number. If unchecked, the user
must type in the complete part number.

Auto Customer Lookup
This option is not used at this time.

Use Base Model in 1*

The two new tabs on the Return Ticket have model numbers. The first 5 model numbers on the new
tabs are the same 5 models on the “Multiple Items” tab. In the past, the model on the “Gen Info” tab
was totally independent of the model numbers on the “Multiple Items” tab.

The model number on the “Gen Info” tab is considered the “Base Model”.

If the user checks “Use Base Model in 1st”, then the Base Model on the “Gen Info” tab is stored to the
first model on the “Multiple Items” tab, the first model on the “Device Complaint” tab, and the first
model on the “Feedback” tab. Ifthe user unchecks the “Use Base Model in 1st”, then the Base Model is
independent of the other model input fields.

Force Arrival Date

If the user checks “Force Arrival Date”, then the Arrival date field on the “Gen Info” tab for the return
must not be left empty. If the user unchecks the “Force Arrival Date” checkbox, then the returns arrival
date is optional.

Force Cust City/State

If the user checks “Force Cust City/State”, then the City and State date field on the “Gen Info” tab for
the return must not be left empty. If the user unchecks the “Force Cust City/State” checkbox, then the
returns city and state fields are optional.

Enable Model # on Arr Info Tab

If the user checks “Enable Model # on Arr Info Tab”, then a “Model:” field will appear on the “Arrival
Info/Est.” tab allowing the user to select the model of the item without navigating back to the “Gen Info
“tab. This option also slightly reduces the size of the “Contents” field on the “Arrival” Tab. If the user
unchecks the “Enable Model # on Arr Info Tab” checkbox, then the user must navigate back to the “Gen
Info” tab to change the model number of the item returned.

List all Records with Duplicate Fields

If the user checks “List all Records with Duplicate Fields”, when the user enters a search value on the
“Return Tickets List” screen, only those records that match the full or partial search value will be shown
on the Return List. If the user unchecks the “List all Records with Duplicate Fields” checkbox, then all
records that match the filter selections will be shown on the Return List, and the first record that matches
the full or partial search value will be selected in the Return List.
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Auto Logon
This option allows the user to automatically log onto TracReturns without entering a user name or

password.

If checked, the user must enter a “User Name” and a “Password” that will be used on start up. If this
option is unchecked, the user must logon by entering their “User Name” and “Password” on the logon
screen.

NOTE: If the “Auto Logon” is setup for a user with a role less than 4 — and another person wants
to log onto TracReturns at this workstation, then the currently logged-in user must select “Turn
off ‘Auto Logon’” under the Maintenance menu. Then exit TracReturns — then the next time
TracReturns is run at this workstation, the user is prompted for “User Name” and “Password”.

Email Options
TracReturns can send emails through Microsoft Outlook or directly through your SMTP server. To use

Outlook, select the Outlook radio button. When sending through Outlook, “sent” emails are stored in
Outlook.

For the Outlook option, TracReturns has one addition option called “Display Outlook Email/Manual
Send”. Ifthis option is checked, the user will be prompted by TracReturns before the email is sent. The
user can also modify the email before it is sent.

If the SMTP option is selected, TracReturns will send emails through your SMTP server. The user must
provide the SMTP server name (ex: “smtp.outboundserver.com”), the port (normally 25), a username
and password to log onto the SMTP server.

If the remote e-mail server is using port 465 or 587, select the Enable SSL checkbox.

At some installations, a user name and password may not be required if the SMTP server is local. If a
user and password are provided, you probably should check “Authenticate” as well.

When the SMTP option is used to send emails, a copy of the email is NOT stored.

Shippers
TracReturns allows the user to enter a shipper’s name and the tracking number on a RMA ticket. These

values can be passed to the customer via email along with the shipper’s website address. By including
the shipper’s name, website address and tracking number — the customer can track the shipment.

TracReturns supports up to 4 shippers.

Cover Letter Options

TracReturns can create a cover letter from a Microsoft WORD template (a DOT file). The template is
created and maintained in WORD. The template can consist of images (such as your logo), statements
and comments, and TracReturns KEY FIELDS.

TracReturns KEY FIELDS are predefined values placed in the template. When TracReturns generates

the cover letter (which is a WORD document), the KEY FIELDS are replaced with actual data from the

RMA ticket. For example, the KEY FIELD of <<FirstName>> is replaced with the first name on the
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RMA ticket. All KEY FIELDS begin with “<<” and end with “>>". The KEY FIELDS supported by
TracReturns are listed under Cover Letter Setup.

NOTE: The KEY FIELDS concept is also used when creating email templates — where
TracReturns will replace KEY FIELDS on an email template with actual data from the RMA
ticket.

In earlier versions of TracReturns, TracReturns would only replace KEY FIELDS that existed in the
main body of the WORD template (DOT) but would not replace KEY FIELDS in headers, footers, or
with TEXT BOXES. This version of TracReturns will replace KEY FIELDS in headers, footers, and
TEXT BOXES — HOWEVER, the replacement process is time consuming even when there are no KEY's

FIELDS in the header, footer, or any TEXT BOXES. So — TracReturns gives you the option of using
the old replacement method (which is fast) if you only use KEY FIELDS in the body of the template.

However, if you place KEY FIELDS in a header, footer, or TEXT BOX, select the “New Replacement
Method” — then select the appropriate boxes (Replace Header, Replace Footer, and/or Replace Text
Boxes). Each “Replace” checkbox will add more time to the replacement process.

User Defined Label Tab
By clicking on the “User Defined Label” tab, descriptions for all user-defined fields are listed (see
Figure 7).

User Defined Label Tab — User Defined Statuses

TracReturns allows the user to assign a second status to a “Return Ticket”. When adding a new “Return
Ticket”, the first “User Defined” status is selected by default and the user must select 1 of the 8 statuses
in the second status group.

On this screen, the user enters descriptions for the “User Defined” statuses.

User Defined Label Tab — 3" Party User Defined Input Fields
TracReturns allows the user to enter user-defined data for third party repairs. The descriptions you enter
here are displayed on the «3rd Party/Addl Repl” tab on the “Return Ticket”.

User Defined Label Tab — User Defined Input Fields
TracReturns allows the user to enter user-defined data for the “Return Ticket”. The descriptions you
enter here are displayed on the “User Defined” tab on the “Return Ticket”.

User Defined Label Tab — Customer User Defined Input Fields
TracReturns allows the user to enter user-defined data for each customer. The descriptions you enter
here are displayed on the “Customer Screen”.

User Defined Label Tab — Vendor User Defined Input Fields
TracReturns allows the user to enter user-defined data for each vendor. The descriptions you enter here
are displayed on the “Vendor Screen”.
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¥i TracReturns-Configuration ==l x|

Database Name: C:\Program Files [xBE]\TracRetumss TracR etums. mdb Browse

General | sl Defined Labels |

3rd Pty Lser Defined Input Fiskds  User Defined Input Fields
Field 1 [UserDefined 1 Field1  [us
z z Field 2 [UserDefinedz Field2 [UserDefedlabelz
atus 3 stus 3 Field 3 [UserDefineds Field3 [UserDefedlabelz
4 4 Field 4 [UserDefineds Field4 [UserDefedlabels
5 5 Field 5 [UserDefineds Field5 [UserDefedLabels
Status 6 [UD Status & Relaorce oo Fa T Field 6 [Use
Status 7 [UD Status 7 Y = p— Field 7 [Us
Status 8 [UD Stats 8 Field8  [Us
Field3 [UserDefined Labsl3
~Customer User Defined Input Fields Vendor User Defined Input Fields e | T
Field1  [User Defined 1 Field1  [User Defined 1 Field11 [Uom Defred Laba 11—
Field2  [User Defined 2 Field2  [User Defined 2 Field12 [Uom Defred Labd 12—
Fieldd  [User Defined 3 Fieldd  [User Defined 3
Fieldd  [User Defined 4 Fieldd  [User Defined 4
Field5  [User Defined 5 Field5  [User Defined 5

After changing the Database Name, you must exit and 1estart TracRietums for the change to take affect. If
you changs the datebase name, the ussi-defined valuss vill not be saved to the old or new databas

Cancel Save

Figure 7

After entering your changes, you must click the “Save” button to save the changes. In some cases, you
may need to exit TracReturns and restart TracReturns for the configuration changes to be applied.

Turn Off ‘Auto Logon’

This menu option was added to turn off ‘Auto Logon’ for this user. The reason for this option is — if the
database changed locations and the admin needed to logon this workstation and change the database location
under configuration. If “Auto Logon” is active, the TracReturns would always startup with the default user —
and default user may not have rights to change the database.

Configuring Users

To add, modify, and delete users, the user that is currently logged in must have a security level of 4. To
maintain users, select the “Users” submenu under “Configuration” — see figure 8.

TracReturns-lUsers

Row Selector

Roles: | Toselecta row, click on the
1=Clerk - Print Beturm Only
_ _ | Passward | Rale TR Rt row selector _column for the row
» adrir 4 3=5Supervisor - Add/E dit/Feports Rights you wish to select.
levell lervell 1 4=fidminiztrator - Full Rights
level2 lenvel2 2
level3 leveld 3 Add Row Indicator

To add another user, enter the
user name, password, and role
number into this row — then
click the “Save” button.

Cancel Save

Figure 8
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To delete a user, select the row by clicking on the “Row Selector” column and then press the “Delete” key on
your keyboard.

To add a user, type the new user name, password, and role number on the row with the “*” (called the “add row
indicator”).

To change a value for an existing user, click on the value and start typing.

To save your changes, you must click the “Save” button. If you click the “Cancel” button instead of the “Save”,
no changes will be saved.

To save, at least one user must have a role of 4.
To sort/list the users by a different column, click on the column title.

NOTE: Passwords are case-sensitive.

Maintenance Menu

Maintaining Completed Actions

When adding new returns, one input field is the completed action of the return. The completed action is
selected from a dropdown list on the “Device Complaint” tab on the “Return Ticket”. This is where the list is
maintained.

NOTE: Changing a completed action or deleting a completed action does not affect any existing returns.
Basically, the completed action is saved to the return when the return is created — existing returns DO
NOT refer back to the completed action list.

To add, modify, and delete completed action s, select the “Completed Actions” submenu under “Maintenance”
— see figure 9.

To delete a completed action, select the row by clicking on the “Row Selector” column and then press the
“Delete” key on your keyboard.

To add a completed action, type the new completed action on the row with the “*” (called the “add row
indicator”).

To change a completed action for an existing completed action, click on the value and start typing.

To save your changes, you must click the “Save” button. If you click the “Cancel” button instead of the “Save”,
no changes will be saved.
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TracReturns-CompletedActions - 0] x|

Completed Actions

Completed Action

Cancel Save

Figure 9

Maintaining Customers

The user has the option to enter customer information directly into a “Return Ticket” or select the customer
from a table. Under this area, you can add and modify customer information. In addition, you can import
customers under the “Import™ option.

To add or change customer information, select the “Customers” submenu under “Maintenance” — see figure 10.
There are two screens for Customers, the listing screen (see Figure 8.6) and the edit screen (see Figure 10.1).
The listing screen is also called from the “Return Ticket” screen — when called from the “Return Ticket” screen,

an additional button called “Select” is available.

From the listing screen, the user can add a new customer, edit/change an existing customer, and delete a
customer.

From the edit screen, the user can enter the customer information.
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I=TE
Soit/Seach
By Customer ID
" By Company Name Search Yalue: [ ] |
Customer [D | Compary Mame | Last Mame | First Mame |AddressT | City | State | Dravtime Ph
Add Mew

Edit/iew |
Delete |
Lancel |

4 »
Figure 10
LIl
Customer |D: || Motes: d

Company Mame:

Address 1:

Address 2

|
|
|
Ciy: |

State/Providence: I
Zip code: I

Coumtry: I

First M arne: I

Last Mame: I

Phare Murber: I
Faw: I
Ewening Phone: I

Email Address:

User Defined 1
Uszer Defined 2
Uszer Defined 3

User Defined 4

User Defined 5 Save Cancel

Figure 10.1

If the option for “Enable Emails” is checked on the configuration screen, then TracReturns will warn you if no
email address is entered for the customer.
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Maintaining Failure Codes/Primary Issues

The user can apply failure codes to each “Return Ticket” identifying the type of failure. Three failure codes can
be applied to each “Return Ticket”. Under reports, there are several reports that use the failure code for
grouping. For example, the “Failure/Primary Issue Summary” report will list the number of each Failure code
by model.

The Failure Codes are entered under this area. To add or change a Failure Code, select the “Failure
Codes/Primary Issues” submenu under “Maintenance” — see figure 11.

There are two screens for Failure Codes, the listing screen (see Figure 8.4) and the edit screen (see Figure 11.1).
The listing screen is also call from the “Return Ticket” screen — when called from the “Return Ticket” screen,

an additional button called “Select” is available.

From the listing screen, the user can add a new failure code, edit/change an existing failure code, and delete a
failure code.

From the edit screen, the user can enter the failure code and a description

TracReturns - Failure Codes/Primary Issues

Failure Code L | Diezcription

0o0m Fower Supply
000002 Heat Fan Add Mew
Qooo10 Communication Board

3 kizcellanous Edit g

Delete

dudd

Cancel

Figure 11

TracReturns - Failure Codes/Primary Is... Q
Failure Code: IEIEII:II:IEI'I

Description: Mizcelanous

Save | Cancel

Figure 11.1
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Maintaining Models

When adding new returns, one input field is the model of the product being returned. To simplify data entry,
TracReturns allows you to select the model from a predefined list. To add, modify, and delete models, select
the “Models” submenu under “Maintenance” — see figure 12.

NOTE: Changing a model name or deleting a model does not affect any existing returns. Basically, the
model name is saved to the return when the return is created — existing returns DO NOT refer back to
the model list.

TracReturns-Models ==l

- Row Selector

umbers H
» | Froduct 1000 To select a row, click on the

Praduct 2000 row selector column for the row
Product 3000 you wish to select.

/ | Product 4000
N | Praduct 5000
*

Add Row Indicator
To add another model, enter
new model name into this row —
then click the “Save” button.

Cancel | Save I

Figure 12

To delete a model, select the row by clicking on the “Row Selector” column and then press the “Delete” key on
your keyboard.

To add a model, type the new model on the row with the “*” (called the “add row indicator™).
To change a model for an existing model, click on the value and start typing.

To save your changes, you must click the “Save” button. If you click the “Cancel” button instead of the “Save”,
no changes will be saved.

Maintaining Parts and Parts Inventory

TracReturns can maintain repair parts — which are used on a Return Ticket for a repair. To maintain parts,
select the “Parts” menu from the “Maintenance” menu on the Main Screen. See Figure 13. On the Parts Listing
Screen, the user can sort by Part Number or Description — then use the “Search Value” input field to search for a
part on the sort. In addition, Active and Inactive parts can be listed.

Parts can also be imported using the Import option.
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TracReturns - Parts

Sort/Search

' By Part Mumber
¢~ By Part Description

¥ Active Parts

Search Walue: IS?

Part Mumber

& | Description

Frice/Cost_

560000100
560000123

580000252
LPS-100

Circuit Board 100

UPS -12 hrs

21.87

Parts Listing Screen

From this screen, parts can be added,
edited, and deleted. However, any
part used on a repair or has inventory
history information cannot be delete.
To remove a part from the standard
listing, change the status from Active
to Inactive.

duild

Figure 13 — Parts Listing Screen

To edit/view the details of a part, move the pointer in the left column to the part — and click “Edit/View”. See
Figure 8.15 for the Part data entry screen. From the Part data entry screen, the user can change the part’s
description, price, standard cost, reorder level, and notes. However, once a part number is saved to a part — the
user CAN NOT CHANGE THE PART NUMBER. But, if the part was not used on a repair or received any

inventory — the user can delete the part from the Parts Listing Screen.

From the Parts data entry screen — the user can also adjust inventory by clicking on the “Inventory” tab and
using either “Add Inventory” or “Edit/View Inventory” options/buttons. In addition, the user can view which

Return Ticket used the part by clicking on the “Usage” tab - see Figure 13.1.

There are two new reports for printing parts and inventory data. These reports are available on the Reports
screen. To access the Reports screen, return to the “Main Menu” and click on the “Reports” button.

Page 26 of 63




TracReturns

Version 2.3.6.3

TracReturns - Part

Intermal Part 1D:

Description:
Price:
Standard Cost:

Fieorder Level

PA0000000004 W Active < [~ Inventory
Jterm/Part Number: |BR0000252 - Ty 300 Parts Data Entry Screen

Fan. 12v] ;I Current Cost $: 0.000
10% BpE=i{Ee oo To change a part from Active to
3770 Awa Cost (A1) § 0.000 . X
500 Telvae s — Inactive, uncheck the Active

et [ checkbox.
=l Expected: I i

Inventory | Usage I

OOrd|  OtyRevd| Oy Tupe | Notes

Add [nventom I Ed\lN\ewInventowl

Save

To view inventory history, click on the
“Inventory” tab. From the
“Inventory” tab, the user can also add
and view inventory adjustments.
Inventory adjustments could be
manual adjustments or parts received
on a Purchase Orders (also referred to
as Orders).

Cancel

Figure 13.1 — Part Data Entry Screen

Input fields and data fields on the Part data entry screen are:

To view usage information for each
part consumed, click on the “Usage”
tab.

Internal Part 1D
The Internal Part ID is generated by TracReturns (TR) and it cannot be changed by the user.

Item/Part Number

The Item/Part Number is entered by the user when the part record is created. This input field cannot be
changed after the record is saved - however you can delete the record if there has been no activity on
the part (such as repairs that used the part or inventory received on the part).

This part number is used on the Return Ticket on the “Service/Repair/Replacement/Failure Codes” tab.
This part number is entered into the “Item Number” column — see figure 13.2.

Note: All parts entered onto a Return Ticket MUST exist in the parts table.

Description
Enter the part’s description. This description will be displayed on the

“Service/Repair/Replacement/Failure Codes” tab after the user enters the item/part number.

Price
Enter the part’s prices. This price will be displayed on the “Service/Repair/Replacement/Failure Codes”
tab after the user enters the item/part number.

Standard Cost

Enter the part’s standard cost. This cost is not really used yet. As the Parts Inventory model evolves,
this cost will be used to track variances between standard costs and actual costs. However, this is
printed on the “Parts Reorder” and “Parts Inventory” reports.
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Reorder Level

Enter the part’s inventory reorder level. This value is used on the “Parts Reorder” report. When a part’s
inventory level is less than OR equal to this reorder level, the part is included on the “Parts Reorder”
report.

Active
The user should use this checkbox to make a part inactive. Inactive parts cannot be used on Return
Tickets — however, inactive parts are listed on the new “Parts Reorder” and “Parts Inventory” reports.

Notes
The user entered special notes about this part. For example, “This part is a replacement for part
880000242”.

Qty in Inv

This value is the number of parts in inventory. The user cannot change this value. It is adjusted when
inventory is adjusted using “Add Inventory”, “Edit/View Inventory”, when parts are received through a
PO, and when a part is used on a Return Ticket.

Current Cost
This value is cost of the part that will be used next on a Return Ticket. TracReturns uses a FIFO (First
In/First Out) based on the date the parts were received.

The inventory for this part may consist of several orders — and each order could have a different cost
(the price that is paid to the vendor/supplier for this part). When this part is used, the current cost is
assumed.

Although this value is correct, this value is not really used yet — except on the new “Parts Inventory”
reports.

Avg Cost (IS)

This value is average cost of all parts in inventory. IS stands for “In Stock”.

The inventory for this part may consist of several orders — and each order could have a different cost
(the price that is paid to the vendor/supplier for this part).

Although this value is correct, this value is not really used in other areas (such as reports).

Avg Cost (All)

This value is average cost of all parts in inventory and on order (through Purchase Orders — See Figure
XXXX).

Although this value is correct, this value is not really used in other areas (such as reports).

Total Value
This value is the total value of inventory (in stock) based on costs.

Although this value is correct, this value is not really used in other areas (such as reports).
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Qty On Order

This value (Quantity on order) is the number of parts on purchase orders. If there are three purchase
orders with this part, the “Qty On Order” will be the sum of all three purchase orders.

The user can see the details of purchase orders for this part on the “Inventory” tab (see Figure 13.4).

Although this value is correct, this value is not really used in other areas (such as reports).

Expected

This value is a date. This is the expected date for the next order for this part.

Although this value is correct, this value is not really used in other areas (such as reports).
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Return Ticket Screen
Service/Repair/Repl/Failures Tab

Part numbers can be selected from a
list by clicking on “Part Lookup” or
by entering the part number into “Item
number” column.

Figure 13.3 — Return Ticket Screen-Service/Repair/Repl/Failures Tab
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There are two modes for entering
parts/items into a repair controlled by
the Auto Part Lookup checkbox which
can be set on the Configuration screen
— see Figure 8. When checked, TR
will try to lookup the part/tem in the
database as the part/item number is
being entered. Otherwise, the user
must enter the whole part/item number
before tabbing to the next column
before the lookup is performed.

All parts entered must exist in
the parts table.
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TracReturns - Part [_ O] x]
Intermal Part 1D: W W Active Inventary Part Data Entry SCI’een
:;ZZ::;;:“W o Lo 5 o The “Inventory” tab in Figure 13.4
Fie % fovg Cost 5] 8 shows two activities for this part. The
B o ?Ig Icwt [A':$ L1 “Type” column shows the type of
' e activity “PO” for purchase order,
— il “IA” for inventory adjustment, and
. : “OR” for order. When the parts on a
| |pdofi=e Dt s S S=———— purchase order are received, purchase
| [mm2/2008 0.000 0.000 5,000 order becomes an “Order”.

C&dd |nventary Edit/iew Inventom I

Save Cancel

~

The user can only modify activities
with an “IA” type.

To create an activity with a type of
“IA”, click on the “Add Inventory”
button.

Figure 13.4 — Part Data Entry Screen

Data fields on the “Inventory” tab are:

Date Rec

This is the date the part was received. For purchase orders, the part was not received yet.

Order Number

This is the purchase order number from purchase order.

Qty Ord

This is quantity ordered on a purchase order.

Qty Recvd

This is quantity received. Normally, quantity received will be ZERO until the parts are received.

Qty Onhand

This is quantity that is on-hand for from this activity. As parts are used, this quantity will change.
Normally on purchase order activities, this quantity will be ZERO until the parts are received. Once the
parts are received (under the Purchase Order data entry screen), the “Quantity Received is stored to the
“Quantity Onhand” field.

Cost
This is the cost for the part for this activity.

Type
At this time, there are four types — “PO” for purchase order, “OR” for order, “IA” for inventory
adjustment, and “CN” for canceled purchased order. “PO” is created when the user adds this part on a
purchase order. “OR” is created when the parts are received on a purchase order. “IA” is created when
the user clicks the “Add Inventory” button on the Part data entry screen (see Figure 81).
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To add more inventory for this part (for perhaps a return or a physical inventory adjustment), click on the
“Add Inventory” button. The “Inventory” screen will be displayed — see Figure 13.5. To remove inventory,
edit an existing activity or change a purchase order.

TracReturns - Inventory

Motes:

Parts Inventary [D

Fecord Type:

Part Mumber:

Part Description

Order Nurbss:

Iterm Cost:

Ordersdr
Received

Eackordered:

ate [mm/dd /]

e

880000252

- (O] ]

Fan. 12v

Save

LCancel |

Inventory Data Entry Screen

At this time, the only input values that
a user should enter are 1) Date, Item
Cost, Onhand, and Notes. The other

input fields are for future use.

Figure 13.5 — Inventory Entry Screen

Input fields on the Inventory data entry screen are:

Date
This is the date of the adjustment — however, this date will be used to determine the current costs. If the
user makes this oldest inventory record — then the costs on this record will be used for current costs.

Item Cost
The actual cost of the part.

Onhand
Enter the number of parts on-hand in inventory

Notes
Enter a note for this inventory record.

To save the changes, click the “Save” button.

Maintaining Priorities
When creating a “Return Ticket”, a priority can be assigned to the ticket. The priorities are entered under this
area. To add or change a priority, select the “Priorities” submenu under “Maintenance” — see figure 14.

There are two screens for Priorities, the listing screen (see Figure 14) and the edit screen (see Figure 14.1). The
listing screen is also call from the “Return Ticket” screen — when called from the “Return Ticket” screen, an
additional button called “Select” is available.
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From the listing screen, the user can add a new priority, edit/change an existing priority, and delete a priority.

From the edit screen, the user can enter a priority number (we suggest 01 is the highest priority), a description,
and a color. The color is used when displaying the priority on the “Return Ticket” screen.

TracReturns - Priorities =10 x|

Mumber | Dezcription | Colar
» m High Pricrity Fed

Add Mew
Edit"igw

Delete

i

Cancel

Figure 14

TracReturns - Priorities = |I:I|£|
Friority Mumber: I

D escription: I

Color: I j

Save | Cancel |

Figure 14.1

Suggestion for your Priority numbering scheme. On the Status Report, the user can list the returns by
“Priority and Return Number”. The list will show the lowest “numbered” priorities first — so if the user
wants to see the most important returns at the top of the list, we suggest that you number your priorities
so that the most urgent priority is “01” and the lowest priority at “99”.

Maintaining Purchase Orders

The primary reason for adding a “Purchase Order” module is to support inventory control for repair parts.

To access the “Purchase Order” module, select “Purchase Order” from the “Maintenance” menu option. After
clicking on the “Purchase Order” menu option, the “Purchase Order” listing screen is displayed (see Figure 15).
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TracReturns - Purchase Orders =1al x|
S Purchase Order Listing Screen
* By Purchase Order Mumber
. " e : — From the Purchase Order Listing
e | o // Screen, the user can list all purchase
HHHHHH N orders.
g D \
Filter option: Purchase Orders can be

1 of 4 statuses: 1) Open, 2) Closed, 3)
Backordered, and 4) Canceled.

Only “Canceled” purchase orders can
be deleted.

Figure 15 — Purchase Order Listing Screen

Within this manual, we refer to Purchase Orders and Orders interchangeable. The user has 3 options for
searching Purchase Orders (PO) : 1) by Purchase Order Number, 2) by Vendor Name, and 3) by Invoice
Number. The invoice number is the invoice sent to you from your vendor. To search for a PO, select the
“Sort/Search” option — then enter a value into the “Search Value” then click the “Find” button to the right of the
“Search Value”.

PO’s can be 1 of 4 statuses: 1) Open — meaning the parts have not been received yet, 2) Closed — parts received,
3) Backordered — but this status is not used yet, and 4) Canceled. The user can only cancel a PO that has not
received any parts. And only canceled PO’s can be deleted.

To limit the Purchasing Order listing to specific PO’s, the user can use the “Filter” option.

To add a new Purchase Order (PO), click on the “Add New” button. The PO data entry screen is displayed —
see Figure 15.1.
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TracReturns - Purchase Order =101%|
Intemal Order ID Status Papmert Infarmation Purchase Order Data Entry SC reen
Drder Number/PO: MI (fi Eluand Inwaice Mumber: |
o
Wendor: ‘ List 0 ek Payment Due Date: vI
Order Date: [TE/a07013 =] " Canceled Amount Eaud 0.00
Date Expected: ﬁ Date Paid 'I
Date Received: ﬁ Check/4uth Number:
Feference Number:

Hotes:

Gty Ord| Ikern Number | Deseription | Oty Recy| ltem Cost|

Subtotal: 0.00
Shipping: 0.00
Tax1: 0.0
Tax2: 0.00
Tan3: 0.00
Tolal 0.00

Print Save LCancel

Figure 15.1 — Purchase Order Data Entry Screen

Input fields and data fields on the Purchase Order data entry screen are:

Internal Order 1D
The Internal Order ID is generated by TracReturns (TR) and it cannot be changed by the user.

Order Number/PO
Enter or allow TR to generate the PO number. To generate the next PO number, click on the “Get Next
PO #” button. When the user clicks this button, TR will look at the highest PO number to date and add 1

to it. If the user enters a duplicate PO number, the user will be warned when the “Save” button is
clicked.

Vendor

Select a vendor by clicking on the “List” button next to the Vendor data field. The user can not enter a
vendor directly onto the PO screen — but the user can add a vendor by clicking the “List” button (and
selecting “Add New”).

Order Date

Enter the date the order was placed with the vendor. To select a date, click on the combo button next to
the date input field. Also, the user can enter the date or use the UP and DOWN arrows to change the
date.

Date Expected
Enter the date that the order should be delivered on. This date is used on the “Parts Reorder” and “Parts

Inventory” reports. These reports are available on the “Reports” main screen — to access the “Reports”
main screen, return to TracReturns main screen and click the “Reports” button. This date is also used on
the Parts data entry screen.
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To select a date, click on the combo button next to the date input field. Also, the user can enter the date
or use the UP and DOWN arrows to change the date.

Date Received
Enter the date that the order was received. This date is used on the Parts data entry screen to determine
the Current Cost.

To select a date, click on the combo button next to the date input field. Also, the user can enter the date
or use the UP and DOWN arrows to change the date.

Notes
Enter a note about this PO.

Status
A PO can be 1 of 4 statuses — 1) Open, 2) Closed, 3) Backordered, and 4) Canceled.

When the PO is first created, it has a status of Open. After all parts are received, the user should change
the status to Closed.

The status of Backordered is not used at this time.

The user can only change the status to Canceled IF 1) no parts received on PO and 2) no parts are in
inventory.

PO’s can only be deleted if the PO’s status is Canceled.

At this time, all input fields in the “Payment Information” group box are for reference. The input fields are
not used in reports. However, it gives the user the ability to track payment status of individual PO’s.

Invoice Number
Enter the invoice number that was received from the vendor.

Payment Date
Enter or select the date the payment is due.

Amount Paid
Enter the amount paid on this PO.

Date Paid
Enter or select the date the payment was made.

Check/Auth Number
Enter the user’s check number that was used to pay this PO or enter the authorization number for
payment (it might have been paid via CC).
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Reference Number
Enter a reference number for this payment. This might be a user-defined reference number from the
user’s accounting system. In the grid/table, enter the parts that are being order.

Qty Ord

Enter the number of parts to order.

Item Number
The Item Number is the Part Number.

There are two modes for entering item numbers: 1) Auto Part Lookup and 2) Regular Lookup. To turn
Auto Part Lookup on, go the Configuration screen under the Maintenance menu. At this time, there is
no other method for looking up parts.

When “Auto Part Lookup” is on, the item number/part number is displayed at the user enters the first
few characters of the number. In addition, the description is display.

When “Auto Part Lookup” is off, the item number/part number must be entered completely and the user
must move the pointer off of the cell before the description is displayed.

The user can enter an Item Number that is not in the part table, however the part WILL NOT BE
ADDED to inventory. We only wanted to offer some flexibility on the PO screen.

Qty Recv

After the part is received, enter the number of parts received.

Qty Recv

After the part is received, enter the number of parts received.

After the user saves a PO with parts that have received inventory, the number of parts received are
placed in inventory (Inventory Onhand — see Figure 87 which is the Parts Data Entry Screen).

Extended
The extended column is either “Qty Ord” OR “Qty Recv” times the “Item Cost”, This value is
automatically calculated.

After creating the PO, the user can print the PO by clicking the “Print” button (see Figure 15.3 — Figure 15.2
shows the PO Data Entry Screen before printing).

After the data is entered into the PO data entry screen, the user must click on the “Save” button to save the
changes.
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Figure 15.3 — Purchase Order Report
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Figure 15.4 — Part Data Entry Screen — showing parts received on PO

Maintaining Root Causes
When adding new returns, one input field is the root cause of the return. The root cause is selected from a
dropdown list on the “Device Complaint” tab on the “Return Ticket”. This is where the list is maintained.

NOTE: Changing a root cause or deleting a root cause does not affect any existing returns. Basically, the
root cause is saved to the return when the return is created — existing returns DO NOT refer back to the

root cause list.

To add, modify, and delete root causes, select the “Root Causes” submenu under “Maintenance” —
see figure 16.

To delete a root cause, select the row by clicking on the “Row Selector” column and then press the “Delete” key
on your keyboard.

To add a root cause, type the new root cause on the row with the “*” (called the “add row indicator™).
To change a root cause for an existing root cause, click on the value and start typing.

To save your changes, you must click the “Save” button. If you click the “Cancel” button instead of the “Save”,
no changes will be saved.
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TracReturns-RootCauses = | I:Ilil

RootCauszes

Fioot Cauze

Cancel Save

Figure 16

Maintaining Venders
Vendors are used in two areas in TracReturns — for third party repairs under a “Returns Ticket” and for
purchase orders (to replenish repair parts inventory).

For third party repairs, the user has the option to enter vendor information directly into a “Return Ticket” or
select the vendor from a table. Under this area, you can add and modify vendor information. In addition, you
can import vendors under the “Import” option.

To add or change vendor information, select the “Vendors” submenu under “Maintenance” — see figure 8.8.

There are two screens for Vendors, the listing screen (see Figure 8.8) and the edit screen (see Figure 8.9). The
listing screen is also called from the “Return Ticket” screen — when called from the “Return Ticket™ screen, an
additional button called “Select” is available.

From the listing screen, the user can add a new vendor, edit/change an existing vendor, and delete a vendor.

From the edit screen, the user can enter the vendor information.
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TracReturns - ¥endors - 10| x|
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Figure 17

Page 41 of 63



TracReturns Version 2.3.6.3

File Menu

Database
TracReturns uses an Access database file .mdb (Jet 4.0) to store information collected throughout the operation

of the program. To keep the database running in top working condition, and to insure return ticket data is never
lost, the following tools have been provided.

Note: Before using either tool, All users should close TracReturns in a multi-user environment.

Compact and Repair
As the application is used, the size of the database will grow and accessing the information will take

slightly more time. Clicking the Compact and Repair tool located in the “File” menu and “Database”
submenu will first make a backup of the database, storing a backup in the TracReturns DB Backups
folder located in the Program Files Directory - See figure 18. Note: This is a copy of the existing

database before repair.

Next, MS Access’s Compact and Repair utility will be activated. This tool compresses and organizes
the database. This will help speed up searches, remove unnecessary information, and help prevent data
corruption. Run this tool whenever a backup is desired or to speed up searches.

_ioi x|

‘g( )v | . = Computer = OS5 (iZ:)| = |Program Files (x86) = TracReturns « - l‘n] ISearch @
| Ble Edit Wiew Tooks Help
Organize - Vigws W LE) Burn | () Compatibility Files .j@.
Favorite Links Mare = |v| Dake ... |.| Tvpe |-| Size |-| Tags |-|
| Coverletters
v Dropbos: | TracReturns DB Backups
FF Cocuments Eempty. mdb
[E) pictures %] Inkerop. ADODE. DLL
Fﬂ\ Music %) Inkerop, RO dIl
= | JetComp.doc
Recently Changad —
. ¥ hand £ JETCOMP. exe
FB Searches %) Microsoft, Office, Interop, Outlook. dl
. Public %) Microsoft, Office. Interop.\Word.dil
%) Microsoft, Ybe Interop. di
%) office.dll
Ry tracl ico

| TracReturns.Fg
lﬂ:J TracReturns, dot
[F Tracreturns.exe
B Tracretums, mdb
lﬂ:J TracReturns2, dot
IE_J TracReturns3.dot
lﬂ:J TracReturns4, dot
IE_J TracReturnsS.dot
B rbanner . brap

Falders

Figure 18
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Adv Compact and Repair

This utility is a separate application that performs a similar compact and repair as the Compact and
Repair tool listed above. The application “JETCOMP.exe” and manual can be found separately in the
Program Files directory for use outside of TracReturns - See figure 18. This application may be able to
repair certain database files the standard Compact and Repair cannot. Clicking the Adv Compact and
Repair tool located in the “File” menu and “Database” submenu will first close TracReturns.

Next the Jet Compact Utility 4.0 window will appear. The user should browse to the file location of the
database file they wish to compact and repair. Then, enter the file path and name for the newly
compacted database in the box labeled Database to Compact Into (Destination). A copy of the old
database is made at this location before the compact and repair is performed. All other settings should
be set as shown - See figure 18.1.

Next, click Compact. The newly compacted and repaired database should appear at the destination
listed. Lastly, close the Compact Utility and open TracReturns. Under the “Configuration” menu
“Main” submenu enter the file path of your newly repaired database file.

. ! Database Compack Utility 4.0 ;lglil

Tools  Help

Databasze to Compact From [Source);

C:%Program Files [#86]5T racReturmzhT rack eturnz. mdb
Compact

Databasze to Compact Into [Destination];
C:\Users\F andvhDesktoph T racReturnz. mdb | Exit
Databaze Locale: — Additional Compact Options
Mone - Uze current language j ™ Encrypt Destination D atabase

r IJze database locale when copyping data

for text columts
+ Destination iz 4.% databasze format
" Destination iz 2.% databaze format

Ready. |

Figure 18.1
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Import

BEFORE IMPORTING DATA, ALWAYS BACKUP YOUR TRACRETURNS DATABASE

MUSTANG TECHNOLOGIES WILL NOT BE RESPONSIBLE
FOR LOST OR DAMAGED DATA

TracReturns allows users to import customers, repair parts, models/products, and vendors from TAB-
DELIMITED ASCII text files. TAB-DELIMITED text files can be created by many software packages as well
as Microsoft EXCEL.

Since each import process is similar, this document will show the import of customers.

To import data in TracReturns, select the “Import” submenu under “Maintenance” — see figure 19.

TracReturns - Import Data g@@
‘wiarning: TracFeturns only supports "TAB delimited"" text-based import files. Flease enzuie that the fields are separated by TAB's instead of CORMMA's #ctual Data at Each Field Position of Impart File

Select TracReturns T able: |Customers j

Select File to Import | Browse

¥ Skip Import of First Record - Sometimes, the first record are the column headers, not actual data

Update Type
On match of Primary Key: Either replace existing data, skip update, or prompt user for action.
" ReplaceData  © SkipUpdate  ©* Prompt
Field Position Impoit File Field D ata =3 Customer T able Field Mame Primary Key =
Customerl D
j 3 Comparyh ame r
j > First_MName r
j > Last_Mame r
j > Address_1 r
j > Address_2 r
j > City r -
j > State r
j > Zip r
j > Country r
j > D aytirne_Phone r
j > Evening_Phone r -
| Recordf: O LClose Save
A
Figure 19

The first thing that you need to do to import data is select the “TracReturns Table” — there are 4 selections on
the dropdown list: Customers, Products/Models, Parts, and Vendors.

Next, “Select File to Import” by using the “Browse” button. The file you select here MUST be a TAB-
DELIMITED ASCII file. After selecting a file, the first record of the file is displayed in the “Actual Data at
Each Field Position of the Import File” — see Figure 19.1. This gives the user an understanding of how the
ASCII file is laid out and the data at each field position. This data will be needed to map the data from the
ASCII file into TracReturns. To view the next record in the text file, click “View Next Import Record”.
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Next, determine if the first record (row) in the ASCII file has data or column headers. If the ASCII file has
column headers, then check the “Skip Import of First Record” — otherwise, uncheck this option.

Next, determine “Update Type”. When importing data, if a record with a matching PRIMARY KEY, what
should TracReturns do? Options are:

1. Replace Data meaning the old data is overwritten for this record

2. Skip Update meaning no data is changed in TracReturns for this record

3. Prompt meaning a prompt is shown to the user for each record with a matching PRIMARY KEY

TracReturns - Import Data.

TracReturns - Import Data

EEx

Actual Data at Each Field

iaining TracRetums oy supports "TAR delimited” test-based import fles. Plesse srisure that the flds are seperated by TAR's nstesd of COMMA's Actual Data at Each Fiskd Pasition of Impert FT2 =
FaTT Vabe-Tunhoner e Position
Select TracReturns Table:  [Customers - jeld 2 - value=Cusl :
Fiskd 3 - Value-dd1
Select il to Impor [C-\MainF olderF 0B ackupWisual5 tudorFrojects' TracRetumstDacuments UCustomers bl Freld - valuesid? TracReturns grves you a
ield 5 - Value—Cly . .
I Skip Import of Fist Record - Somsfines, the fist record are the colurn headers, not actual deta Pl Vo Stats view of the data in the ASCII
Fisl 6 - Vi 3
ot o i tvreaiete text file.
On match of Prmary Key Either replacs esisting dats, skip update. or prompt usst for action 110 et
 PeplscsDats  © SkipUpdste @ Prompt
Fiokd Posiion | Import Fle Field Data > | Customes T able Fieid Name Primary Koy |~ For example, in the text file,
S 5 CustomeD r - -
- the first field has a value of
- - CompanyN ame 2
3 2 : T
=l > Fis Hare r Customer Name” which is a
| - Last_Name - N R
] . pe— = column header in this case.
.. cx 7
ﬂ o |2 r By clicking “View Next
g -> City r [ 99
5] e = Import Record”, the second
ﬂ EEE r record is displayed — see
- -3 Country r -
E] O E—- r figure 8.28.
| - Evering_Phone r =
Goto Fist Import Record | W W e Rl Recordt: 1 Import \ s \ Som \
Z|
Figure 19.1

Field Position Column

Waming: TracRetums only supports "TAR defimited” text-based import files. Please ensue that the fields are separated by TAB's instead of COMMA's Actual Data at Each Field Position of Import File
Field 1 - Vale=Unyx-a —|
Select TracRetums Table:  [Customers S Field 2. Value=0100 - -
Field 3 - VW alue=,
Select Fils to mpirt: [ WsinFoldeiForB ackupisusiS o ProjsctshT o stuing D ormentUCustomers tt Brawse Clbdvlie Here, you will select the field
ol 5 - alus—Grsen By L .
I Skip Impart of First Record - Sometimes, the fist recard are the column heades, et aclual data fedg el position to be mapped into
Field 8 - Value=5 9
U T Feld & Yehiemban TracReturns’ customer table.
On mat iy Key: Either replace existing data, skip update, or prompt us I ——
( Froplisce Dats (" Skip Lipdats. & Prompt
e Posion e ST - Ty For example, field 1 in the
-3 Custome D r -
data file has a customer name
= > CompanyName ]
=l o |Fstene r —so field 1 should be amped
Edl - Last_Name r
B P o = to Company Name — see
~| - Address_2 r f|gure 8.29
| -5 City r [
| - State r
- EY Zip r
-3 Couritry r
| - Daytime_Phone r
- - Ewening_Phane r <
Goto First Import Record | \iew Hest Import Record Recordt: 2 [ ‘ B ‘ e |
Z |
Figure 19.2

Now that you know the data in each field (by viewing the “Actual Data at Each Field Position of Import File”
listbox), you can select the field position in the grid (see figure 19.2) that should be mapped into the “Customer
Table Field Name” column.
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As a field number is selected in the Field Position column, the data from the import text file is displayed in the
“Import File Field Data” column to confirm the data being mapped into TracReturns.

Before you can import data, you must select 1 field to be the Primary Key. The Primary Key field will be the
field used by TracReturns to determine if the data already exists in TracReturns. If the import file has a unique
ID for the customer, use the unique ID as your Primary Key — otherwise the customer name should be the
Primary Key. NOTE - if you have multiple customers with the same name then either modify the customer
name in your other system so the customer name is unique or use a unique ID for the customer.

ALSO - if your import file does not have a unique ID to be loaded into the CustomerID field, then TracReturns
will generate a unique CustomerlID.

No import occurs until you click on the “Import” button. To save your mapping for future imports, click
“Save”.

TracReturns - Import Data

Wwarning: TracHetuns only supports "TAE delimited” test-bazed import files. Please ensure that the fields are separated by TAB's instead of COMMA's, Actual Data at Each Field Position of Import File
Field 1 -Value=Onys-a
Select TracReturns Table: |Eust0mers j E:::g % :EZ:E::‘IDQDDID\dain
Select File to Import: |EI:\MainFoIderForBackup\VisuaIStudio-Proiects\TracHetums\Documents\ICustomers.txt Browse Fi9|d 4-Value=
Field 5 - Yalue=Green Bay
I Skip Import of First Record - Sometimes, the first record are the column headers, not actual data E:::g g :52:3::;\:;'311
R, | e
On match of Primary Key: Either replace existing data, skip update, or prompt uger for action. Field 10 - ¥ alue=samjones@yahon.com
" Replace Data ¢ SkipUpdate ™ Prompt
Field Position Impaort File Field D ata > Customer T able Field Name Primary Key =
2 ~| 010 - CustomerlD r
1 j Onys-a - CompanyM ame v
] j Sam -3 First_Mame r
9q j Jones -3 Last_Mame r
3 = 190 Main - Address_1 ~
4 -] - hddress 2 r
5 j Green Bay -y City I -
6 x| w - State r
7 =||543n1 - Zip ~
j - D aptirne_Phone r
ﬂ - Ewvening_FPhaone I -
Goto First Import Record | Wiew Mext Import Record Fiecordif: 30 Impaort Lloze Save
A
Figure 19.3

Page 46 of 63



TracReturns Version 2.3.6.3

Adding a New Return Ticket

Usually, a new Return Ticket is created when a customer calls about returning a product for repair. During the
initial call, you should collect all the customer information and then provide a return number (an RMA #) to the
customer. The customer should include the return number when they send in the product. By collecting the
customer information on the initial call reduces the time in processing a return when the product arrives at your
business. However, you can also create the Return Ticket when the product is received.

In addition, you can setup an email template to be sent to the customer when you create the initial “Return
Ticket”. Note: The email template sent on new tickets is the “Issued” template.

To add a new return ticket, click on the “Add New Return” from the main screen (see figure 20).

TracReturns-Return Tickets List o ] S R .
File Maintenance Configuration Help Retu rn LISt Grld

Listing Sort /# Search Return Ticket Statistics

& Retum Number  Dptime Phane Nurber Jssued 0 /T 4l Retuns  Equipment Recvd " Completed Return tickets are listed in the
© Status € Mods| Nurber (+ Dpen Aetumn Ticket ( NeedtoRepst Aefund H H H
© Pioity € Saial Nurber flecsind 1| e  InRepst  Refundsd L return list grld- Dependlng on the
€ Date ssued € RMA Number [ 0 N\_ (" ExeclingRetun € Not Called For € Relumed - .
¢ DacFceived £ B unber e filter selection, a subset of all
€ Date Retuned € Invoice Number T —
= .
; E;;Dﬂ:‘:‘;w; e Email Adrecs I Enabls Fitsr ((: Defaut £ UD Status & — returns are listed.
105 Stas 2. s b

Return Number = £ D) Gtatus 7

" ASC (* DESC @ lE D Status 4  UD Status &

Resize Fhatum List Calumns:

Freturm flumber | b Number | Status [Fii| Dalelosued | DefcFecvd | DaleFimd | Company Name [LastMame | First Mame | Day Fhone | b

- Add New Return
To add a new return ticket, click
the “Add New Return” button.
k Add New Rstum | ) Edit /View Delete Erianeturnl Reports | Exit
Figure 20
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After clicking on the “Add New Return” button, the return ticket screen is display (see figure 20.1).

N ¥ TracReturns-Return Ticket .
Fietum Nurber Bt Number dEx D'E“T‘e”sm'“s P Return Ticket
: ; & losued " InRispai " Refunded SNDefaul tatus

== st A Huber R 1001 " Expecting Retum ltem ¢ NotCalledFor Retumed " UD) Status 2 " UD Status 6

lssued D ate: N Generate Next Rida Number " Equipment Received ¢ Completed " Other U Status 3 " UD Status 7

CosedBy: [ gy [07 Hioh Prory List | N Need to Repai ¢ Refund CAID Status 4 " UD Status 8 Retu n Number

Genlnto | Aival Info/Est. | Service/Repail/Re TPetoies| Muliple Items | Attach | 3td Party/Bagl Frep-tser BefimecH-Drevies Complaint | Feedback A retum nu mber |S I’lOt aSS|g ned

stz Description of ProBlE—\" B} K
I —— to new return tickets until the
Firt Name: . . .
P return is saved by clicking the
Address 1 [ e 09
Address 2 [ Save” button.
City [
State Zip:
Country Code: |
Daytime Phone
Fan
s | — Return Status
Email Address e eys
| The initial status of a new
Order Number: | 1o 66 bR}
Puchase Dae: [T I F ke return is “Issued”.
o/l
Localion [
Mode! [ | clewr
Setial Number. |

1| 2| 3| | 5|  ErintEstinate | Print Beceint | Print AT-Gingle ltem | Print Ful RT-Multiple ltems  Print Partial AT Multiple ltems ‘ Send Email | Cancal ( Save ‘

Cover Leter [ Browse | Generate Cover Letter |

Figure 20.1

After adding a new return ticket, all input fields are cleared.

The initial status of a return is “Issued” — indicating that a return number was issued, but the equipment has not
been received yet.

All dates EXCEPT Issued Date can be changed. If a date has an unchecked box to the left of the date, then the
date is viewed by TracReturns as an empty date (even though there is a date in the field but is grayed out).

Return Ticket Statuses
There are eleven (11) normal return ticket statuses. In addition, the user can use a secondary status which
are called user-defined statuses. The user can define the user-defined statuses on the configuration screen.

Not all users will use all statuses.
The return statuses are:

Issued — When a new return ticket is created, a status of issued is assigned. This indicates that a return
ticket was created and a return number was generated, but the equipment has not been received.

Expecting Return Item — In most operations, after a ticket is issued, the next step would be Equipment
Received — however, if a user wants to distinguish between Issued and actual expecting a return, this
status could be used.

Equipment Received — When the equipment is received, the user should change the status to “Equipment
Received”, enter the date the product was received, and enter the contents of the package (including any
noticeable issues with the package). This step is usually handled by the shipping/receiving clerk.
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Need to Repair — This status could be used by the inspection department to indicate that a return needs to be
returned.

In Repair — When the product is moved to the repair area, the person in charge of the repair should change
the status from “Equipment Received” to “In Repair”.

Completed — When the repairer completes the repairs, they should change the status from “In Repair” to
“Completed” and enter date into the “Date Completed” input field. The product should be given to the
person in charge of shipping repaired-products.

Refund — This status could be used when it is determined that the return could not be repaired — so a refund
IS suggested.

Returned — When the product is shipped back to the customer, the clerk should change the status to
“Returned” and enter a “Shipping Date”.

Refunded — If the product could not be repaired, then perhaps a refund was given.

NOTE: All return tickets are considered open EXCEPT return tickets with a status of RETURNED
AND REFUNDED. The idea is that even a completed return ticket still needs to be shipped
(indicating an open issue still exists with the return).

TracReturns has two values to track tickets: Return Number and RMA Number. The Return Number is
generated by TracReturns and cannot be changed by the user. The RMA Number is a “user-defined” number
that TracReturns can auto generate when the user clicks the “Generate Next RMA Number” button.
HOWEVER, you must enter the beginning format. For example, on you very first ticket, enter a RMA number
such as “RA-1000” or “RMA:1200”. Then TracReturns will increment the number potion of the RMA number
when you click the “Generate Next RMA Number” button.

On the “Return Ticket” screen (see figure 10.1), there are many sections that make up a ticket. Each section has
its own tab. Tabs include:

Gen Info Tab — for general information about the ticket such as customer name, description of problem, and
purchasing information — see Figure 20.2.

Arrival Info/Est. Tab — when the product is received, information about the product can be entered such as date
received, the items received, general condition of product, etc. — see Figure 20.3.

Service/Repair/Replacement/Failure Tab — on this tab, the user can enter how the product was repaired
including parts used. In addition, the user can enter what type of failure occurred — see Figure 20.4.

Multiple Items Tab — on the general information tab, the user can enter the return information for 1 product. If
the customer is returning multiple items, use this tab.

Attach Tab — this tab allows the user to link multiple files to a ticket. First the files must be stored in some
folder accessible by the workstation using TracReturns. Then, browse and link each file (such as EXCEL
spreadsheets, PDF files, and pictures) to the ticket.

3" Party/Additional Replacements Tab — if the returned product will be sent to a third party for repair, the
information can be entered here.

User Defined Tab — The user can use “User-defined” fields — and the values are entered on this tab. The labels
are defined on the Configuration screen.
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Device Compliant and Feedback Tabs — The user can collect additional information about returns.

TracReturns-Return Ticket Q@@

Stat User Defined Stat
Fietum Number, Fibd Mumber s PseDr ’E Te s R
& lssued  InFiepai " Refunded * Default tatus

Opened By Last Ribiis Number. f-1001

" 4 " Expecting Retum ltem ¢ NotCalledFor Retumed " UD Status 2 " UD Status
Issued Date: Generate Neat RkA Number " Equipment Recsived ¢ Complated " Other " UD Status 3 " UD Status 7

quipr il
ClosedBy: [ Prioiix [07  High Prioriy List | | Meedta Repair " Refund " UD Status 4  UD Status 8

Genlnto | Aival Info/Est. | Service/Repai/Repl /Failies | Muliple Items | Attach | 3td Party/add Repl | User Defined | Devics Complaint | Fesdback
Customer
N
First Hlame: r—
Last Name: r
Address 1 [
Address 2 [
City [
Stale [ Ze —

Country Code:

Description of Problem:

Diaytime Phone
Far

Evening Phone:
Email Address

I

Purchase Information

Order Number: |

Furchase Date: [FH7 eomin =] T Underwananty

mmdd vy

Location

Mode! [ | clewr

Setial Number. |

Ll‘ Lg| L§| L5| L§| Print Estimate ‘ Pnr\tﬁe:elpl| Print AT-Gingle ltem | Print Ful RT-Multiple ltems  Print Partial AT Multiple ltems ‘ Send Email | Cancal | Save ‘

Cover Letter

Browse | Generate Cover Letter |

General Info Tab
When a new return ticket is
created, the user should collect
all the information shown on
the “General Info” tab.

The general information
includes the customer’s
information, information about
the product, and a complete
description of the problem.

Figure 20.2 — General Info Tab

TracReturns-Return Ticket

RetumMurber [ RaMumber | Status {Llser Defined Status R
& lezued " InRepair " Refunded * Default UD Status 5
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 Mongy Oider Amount $0.00
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Payment Memo

(] 12| 13| 4] 18|  PintEstimate | Pint Beceipt | Pint RTSingleltem | Pint Full RT-Huliple ems  Print Parial AT Aulipl ltems | Send Emai | Cancel | Gave |

Cover Letrer [ Browse | Generste CoverLetter |

Figure 20.3 — Arrival and Estimate Tab
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TracReturns-Return Ticket |'_7”'E|E‘
Stal User Defined Stat
Return Mumber Rt Murnber alls (jer efined Status -
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peneesy ¢ Expecting Retum ltem ¢ Mot CalledFor - Retumed " UD Status 2  UD Status §
Issued Date: Generate Next RMA Number " Equipment Received ¢ Completed " Other " UD Status 3 " UD Status 7
Closed By: — Prioiy: [07  High Frioriy List " Need to Repair  Refund " UD Status 4 1D Status 8
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Date Completed: [ = Replacement
o Date: iy [ = At | =] Serial Nurshes: |
Invaice Number,
Failure Cades
List List List
Repair Nates,
Part Laokup Shipping
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Shinper Website
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Cover Letter [
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Figure 20.4 — Service/Repair/Replacement/Failures Tab

After the user enters the Return Ticket information, the user must click the “Save” button to save the
information. If an email template was setup for the status of “Issued”, an email will be sent to the customer if
an email was entered. Email templates can be entered under the “Maintenance” menu.

When the user clicks the “Save” button, the Return Number is displayed — see Figure 20.5.

TracReturns-New Return Mumber, [‘5_<|
— New Return Number

The new Return Number < The return number is automatically generated by TracReturns.

The return number has a 2-digit prefix indicating the year (10 for 2010)
followed by a 5-digit sequential number. The return number of
Figure 20.5 1000002 indicates a year of 2010 and a sequential number of 00002.

When the year changes, the prefix will automatically change to the new
year. Also, you will be prompted concerning the 5-digit sequential
number. You can elect to reset this number to 00001 or you can elect
to continue with the next sequential number.
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TracReturns-Return Tickets List g
File Mainkenance Help .
Listing Sort / Search Rietum Ticket Statistics Rietumn List Filter M al n Screen
* Return Mumber " Davtime Phane Mumber Issued: 2 Al Returns " Equipment Recwd ¢ Completed H -
C e C ol et [T | @ OmPanties O Nesbre  C fetrd After saving a return ticket, you
riority efial Number A P -
In Repair i] " lssued " In Repair " Refunded
; g:tz :::z;:jved ; g:‘g’;%ﬁr:;:; " Expecting Return " Mot Called Far " Returned are returned to the maln Screen-
" Date Retumed " Invaice Number . ) sy st St Silisr
" Company Name " Email Address ™ Use User Defined Status Filter A
" Last Mame, First Name H H H
o o
N 2 2 The record selector is pointing
Enscachvais [ A c c to the current return.
Return List
Return Mum © | RkA Number | Status Pri|  Date lssued Diate Recvd Date Rtnd | Company Mame Last Mame First Marme | Day Phone ;
11/07/2010 Ai

ALirsep Corp
1000007 Ra-1001 ISEUED 10 11/05/2M0 Abbott Lab
UUDU R&-1000 RECVD 01 08/20/20010 03/26/2010 St Vincent Healthcare Jones Jan 920-555-1212

cd New Fictum Edit / Viow Frint Retun ‘ Bepots | Delete Exit
Figure 20.6 — Main Screen

The record selector is always pointing to the current return ticket. Before you click the “Edit/View”, ‘“Print
Return”, or the “Delete” buttons — move the record selector to the correct return ticket (using the scroll bar or
the “List Sort/Search” feature). The “Edit/View”, “Print Return”, or the “Delete” features work on the current
return ticket.

From the main screen, you cannot change any information on a return ticket.

Edit/View an Existing Return Ticket
After the user adds a “Return Ticket” to TracReturns, there will be several situations to edit (modify) the
“Return Ticket”. For example, when the product arrives, the shipping clerk should enter the fact the product
arrived. And when a technician starts working on a product or when a product is repaired, the technician should
update the “Return Ticket” with that information.

Before you click the “Edit/View” button, move to the return ticket in the “Return List” grid on the main screen
by using the scroll bar (on the right hand side of the list) or using the search capabilities. Another method for
selecting and editing a return ticket is to double-click on the record selector for the row.

NOTE: Double-click does not work when you do it on other columns of a record. You must double-click
on the “record selector”

NOTE: There are additional columns on the grid such as Serial Number, Model Number, Order
Number, Invoice Number, and Email Address. To view the additional columns, use the
horizontal scroll bar at the bottom of the grid.

NOTE: To change the sort order for your return tickets, click on the column title for the column to sort
on. For example, to sort by Serial Number, click on the “Serial Number” column. The first time
you click a column header, the sort order is ascending. To sort in descending order, click on the
same title again.
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Receiving a Product

When a product arrives, hopefully the customer included the “Return Number” or some information that allows
the receiving clerk to locate and update the “Return Ticket”. If there is no “Return Ticket” for a product, the
receiving clerk may need to add a new “Return Ticket”.

NOTE: An email can be sent to the customer with all the return details when the initial Return Ticket is
saved. You can ask the customer to include a printed copy of this email with the return. The
email can contain the RMA Number, customer name, etc. The email could also provide
instructions for the return.

After finding the “Return Ticket”, click on the “Edit/View” button. On the “Return Ticket” screen, select the
“Arrival Information/Estimate” tab (see figure 20.3).

The receiving clerk should enter and check the following information when the product arrives:
Arrival Date — which is the date the product arrived
Contents — should be the list of items in the package
Change the status from “Issued” to “Equipment Received”

After the information is entered, the shipping clerk should change the status from Issued to “Equipment
Received”, save the “Return Ticket”, prints a “Return Ticket”, and place the product with the “Return Ticket” in
the appropriate location for the repair technician.

Repairing a Product

After the product is received, it should be placed into the appropriate area for the repair technician. Based on
the return ticket information, either the technician will repair the product or create an estimate for the repair. In
either case, the technician should update TracReturns by changing the status from “Equipment Received” to “In
Repair” to tell the system that he/she is working on the product — and the “Return Ticket” should be saved.

NOTE: TracReturns is a multi-user system. However, the other users will not see the changes to a
“Return Ticket” until the changes are saved using the “Save” button.

If the product is no longer under warranty or if the “Estimate Required” checkbox is CHECKED, the technician
should provide an estimate. If an estimate is provided, the technician should enter the following information on
the “Return Ticket” on the “Arrival Information/Estimate” tab:

Estimate Date

Estimate Amount

Estimate Memo

After entering the estimate information, the user can print the estimate by clicking on the “Print Estimate”
button on the “Return Ticket” screen.

After entering the information, the “Return Ticket” should be saved.
If the technician completes the repair, the technician should change the status from “In Repair” to “Completed”

and the repaired product should be placed into the appropriate area for shipping.
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If you will be charging the customer for the repairs and you want to show the customer which parts were
replaced, the repair technician can enter the parts on the “Service/Repair” tab.

Reports

Reports are always printed to the computer screen first. To print a report that is displayed on the screen, click
the PRINTER icon. To exit a report, click on the X in the upper right-hand corner of the screen. To change the
size of the report on the screen, use the ZOOM icon.

Within TracReturns, several input fields can hold up to 1 million characters but only the first few lines of the
input field will be printed on reports.

Return Ticket

The “Return Ticket” contains all the information about the return on one printed page. Several input fields
(such as “Description of Problem” and “Repair Description”) can hold up to 1 million characters — but only the
first few lines are printed on the report.

If There are two methods for printing a return ticket — by clicking on the ‘“Print Return” button on the main
screen or by clicking on the “Print Return Ticket” on the “Return Ticket” screen (see figure 21). For an
example of a “Return Ticket”, see figures 21, 22, and 23. Figure 21 shows the whole Return Ticket. Figures 22
and 23 split the “Return Ticket” into two parts for easier reading.

wabe] Exit Report
To exit a report, click the
X (the Close) button.

Size Report
To change the size of the
report, use the ZOOM
icon.

Print Report
To print the report, click
on the PRINTER icon.

|curentPageMa:1  [TotslPageMe:1  |zoomFactorWholePage
Figure 21 — Whole Return Ticket
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MR ERE e Company Information
71 | Your company information (the
Retu Ticket information shown in figure 5) is
Mustang Technologies, LLC Peiot Date 1171872004 dlSpIaYEd here.
123 Main Street
Clifton NY J1010

Print Date

v MustangT echaalogies com

Lo 7 s ! The date the Return Ticket was
etum Information printed is shown here.
Return Number  Status Issued Date Arrival Date Estimate Date Service Date Ship Date
< 0400002 RTH 1171272004 1145 2004 I 11/16/2004 1171772004
= -
STammer Tnformation General Return Information
e it e e s ™~ The general information about the
Chiftan Park w549 mail dougsmith@acl return is shown here.
Return
Model Number  Serial Mumber Purchase Daie  Purchase Location Under Warraniy
Froduct 2000 C100-1233 04/22/2003 Bobs Merchanise Yes .
Contens in Package Receivd ™~ Customer Information
The device was packed corectly . X .
- Your customer’s information is
ey i e iy Seldteon shown here.
Flus, when recharging - the recharger has an odoy
Estmation Information _ _ > 4 Product Information
Cament Page Nar1 Tl Paga Hio- Tomomm Factor 100% The return product’s information is

Figure 22 — Top Half of Return Ticket shown here.

¥ TracReturns-Print <] e e
M4 r N EXxXS[E &= K-
[MainFieport |

Contents in Package Received
The devise was packed conectly

Problem

Battery is not rechazging to full charge - the light is on.
Aifter chaging for 12 hows, battery 1t is oxly 15 minates.
Plus, when tesharging - the recharger has an odor

Estimation Information
Estimate Date

_"'_[_

Repair Information

Work Completed
Fanlty charget - the charger was teplaced

Shipping Information

Shipping Memo

Payment Information

Bayment heihod Card Type E7xy Date  Check Number
s Visa

Payment Memo

|curentPageMa:t  [TowlPageMe:t  |zoomFastertoo%
Figure 23 — Bottom Half of Return Ticket
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Returns In House Report

To get a list of all customer equipment “in house” (meaning, a list of all products received but not
returned/shipped yet), 1) click the “Reports” button on the main screen, 2) select the “Returns — In House”
report on the “Reports” screen, and 3) click the “Run Report™ button.

Shipped Returns Report

To get a list of all return tickets with a status of “Returned” (meaning the product was shipped back to the
customer) 1) click the “Reports” button on the main screen, 2) select the “Shipped Returns” report on the
“Reports” screen (see figure 24), 3) select a date range, and 4) click the “Run Report” button.

TracReturns-Reports

Date Range Frame
— Feports Date Range When you select the “Shipped
" Open Returns Stark |1IZI£1 5/2004 vl Returns” report option, the date
£ Betums - In Houss End Ty range frame is display.

' Shipped Fetumns

" Unapproved E stimates

Burn Repaort Cancel Report

Figure 24 — Reports Screen with Date Range

When you select the “Shipped Returns” option, a date range frame is displayed. The default date range is the
previous month.

Unapproved Estimates Report
When a returned product is no longer under warranty or the reason for the damaged product is not covered by
the warranty, it might be necessary for you to provide an estimate to the customer. The “Unapproved
Estimates” report will list all “Return Tickets” with an unapproved estimate — which provides a quick method
for you to follow up with customers.

NOTE: If an estimate is given to a customer and the customer does not want to proceed with the repair,
you should uncheck the “Estimate Required” checkbox and enter a note in the “Estimate Memo”
input box. If you do not uncheck the “Estimate Required” checkbox, the “Return Ticket” will
continue to show up on the “Unapproved Estimate” report.
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Estimate Report

An Estimate report can be sent to a customer for their authorization to do the repairs. To print an estimate, click
on the “Print Estimate” button on the “Return Ticket” screen. An example of an estimate is shown in figures
25, 26, and 27.

| & rracketurnspeie G mEa=
H4r NEXxXSE&®=Q-d4

WS Eport |

Customer Estimate
PokeTua 148004
Mg Tuchasi g, 112
il
E w o0

W g hTuc lao e peaem.
125456780 Fux LT3-4567551

S Tu
Lm.

Bl

6 Hoztlad.
Tureis B, $IHE7ELLH

e wn s LIS b
B, H45157

aloam

Btimsn Tun L2320

Betum Humber DiteLiwed  Blvdel Fubor
o LLasam ey

Bisuson for Eetum

Current Page Mo: 1 Total Page Mo: 1 Zoom Factor: whole Page
Figure 25 — Whole Estimate

| & racRetwrns Pt s mER
{4 r HEXSE&=Q- -4
o

Customer Estimate

blustang Technologies, LLC Print Date  11/18/2004

123 Main Street
Clifton NY

worw MustangT echnologiessom
1234567800 Fax: 123-456-7801

Sold To:
Lou Clatk
98 Nesthland
Daytime Ph . [414) 8761234
FreningPh . :414) 3551987
E mail louis. clark@acl com

Milwaukes W1 54388

Estimate Date  11/23/2004

Return Number  Date Issued Model Number Serial Numher
0400004 1171872004 Product 3000 AN-ITIZ3

Reason for Retwrn,

Current Page No: 1 [Total Fage Mo: 1 |zZaom Factor. 100%

Figure 26 — Top Half of Estimate
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| & rrocketuns Pt G mE=
A r VExSE&= Q-
WS Eport |

0400004 1171872004 Froduct 3000 AN-TT123

Reason for Retwrn

Estimated Repairs
Testing Meno

Estimaied Repair Cost $456.00

Current Page Mo: 1 Total Page No: 1 Zoom Factor: 100%
Figure 27 — Bottom Half of Estimate

Customer Receipt
A customer receipt can be printed. To print a receipt, click on the “Print Receipt” button on the “Return Ticket”
screen. An example of a customer receipt is shown in figures 28, 29, and 30.

| & racRetwrns Pt s mER
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o

Customer Receipt
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Current Page No: 1 [Total Fage Mo: 1 |Zaom Factor. Whole Fage

Figure 28 — Whole Customer Receipt
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TracReturns:
4 4 » b
WS Eport |

Mustang Technol
123 Main Strest

Clifton

v MustangTa
1234367890

Sold To:

Louw
72 Northland

Customer Receipt

ogies, LLC
HY now

chnologiesoom
Fax: 123-456.7201

Clark

ilwankes

Frint Date  11/18/2004

Daytime Ph . (414) 8761254

Evening Ph . (414) 5551987
E-mail louis clark@aol com

Repair Number
0400004

Parts Used

Date Issued Model Nunher
11/18/2004 Product 3000

Serial Numher Date Serviced Date Shipped
AN-77123 112472004 i f

Quaniity
1.00
07

Description
Short Cable
HOURS

Tiem Cost Extended
$100 3109
$22.00 $16.50

Parts Total $18.49

Shipping $399
Taes 3000
- 724 A2

S

Current Page Mo: 1

TracReturns-
M 4 »r ¥

(MainFeport |

[Total Page Mo: 1

|zoom Factar: 100%

Figure 29 — Top Half of Customer Receipt

Q - dh

Repair Number

Date Issued Model Number

Serial Number Date Serviced  Date Shipped

0400004

Parts Used

11/18/2004 Product 3000

AN-77123 1172472004 i r

Quaniity
1.00
07

Description
Short Cahle
HOUES

Tiem Cost
5199
$22.00

Parts Total

Card Number

Hk kA Ak AR ETE

Shipping
Taxes
Total

Check Number

EEEEE

|curentPageMa:t  [TowlPageMe:t  |zoomFastertoo%
Figure 30 — Bottom Half of Customer Receipt
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(=] ME B

4 4 »r M
MainFieport |
Status Report
Date Range on Issued Date Field from 01/01/2005 to 03/31/2005 Print Date: 3/13/3
Statues used for this report inchade ALL STATUES
Retun  RMANumber /  Cusiomer Name (Last, Firsi)' Issued Date / Model Number / Estimate Amount / Daie Shi
Ticket/  Order Numher Company Name / Purchased Date / Serial Number / Estimate Date /
Status Phone Number / Date Received / Warranty Estimate Required /
Email Address Date Completed Estimate Approved
0500001 R 12001 Bower, Sally 372172003 1000 $0.00 7
ISSUED 0.9012 Gilen Bower, Inc 1241511999 3076123 it
Defunlt 9202221234 it Out of Wiy Est. Not Required
Sally Bower@GlenBowsr Com a; Est. Mot Approved
0500002 Ra-12002 Balwards, Jim 03721/2003 Product 3000 $0.00 R
RECVD i it
Defuult 414.123.1234 0312572005 Out of Wiy Est. Not Required
it Est. Mot Approved
0500003 Ra-12003 Blbers, lim 03/22/2005 Praduct 5000 $0.00 R
RECVD 098112 Ebbers, Inc i d UT-19013 it
Defuult 9201239871 0312872005 Out of Wiy Est. Not Required
it Est. Mot Approved
0500004 RaA-12004 Borden, Liz 03722/2005 -1020 $0.00 R
ISSUED 090222 YTech, In 04/21/3004 UT-19126 it
Defuult 5381231208 i In Wity Est. ol Required |
Liz Borden@VTech com a; Est. Mot Approved
0500005 RA-12005 Hamilton, Mike 03722/2005 Froduct 4000 $0.00 i
ISSUED UT-21900 Poland Springs, Ins 0145/3004 UT-32111 it
Defuult 630123 9871 i In Wity Est. Not Required
; Est. Mot Approved
0500006 Re-12006 Taylor, Jim 03722/2005 Fraduct 000 $0.00 i
ISSUED 031209 Microsoft i OX-41231 N
Defuult 7 Out of Wiy Est. ot Required
i Est. Mot Approved _ILI
Kl |
|current Pags No: 1 [Total Page Mo: 1+ |zoom Factar: 100%

Figure 31 — Status Report

MainRizport |
Failure Report - Details
Al Dates Print Date: 5/1572
Statues used for this zeport include ALL STATUSES
Al Failure Codes
Retwn  RMANumber /  CustomerName (Last,First)/ Issued Date / Model Nunber / Failure Code 1/
Ticket  OnderNumber  Company Name / Purchased Date / Serial Number / Failure Code 2/
Phone Number / Date Received / Failure Code 3
Email Address Date Completed Wazrranty
TGOD000 RA-10001 Denalo, Jo¢ 03/01/2008 Froduct 2000 D100 oreen falure
7762212 Betson Ine 03/01/2006 323242
(920) 777 1234 0511072006
Joe.Denato@Belsonlne. com 0541342008 In Wity
0600004 RA-10003 Snead, Tom 0511072006 Froduct 5000 D150 Heater
4455444 Carleon Industies 03/01/2006 3411121777
(383 1112222 05/18/2006
tensac@carlson com Y In Wity
600006 RA-10007 Snead, Tom 06/07 /2006 Froduct 2000 D024 Circwit Board ] 1925
3322 Carleon Industies 0373142005 33121223176
(383 1112222 06/10/2008
tensac@carlscn com i Out of Wty
6000CE RA-10009 Denato, Joe 06/07 /2006 Froduct 2000 0024 Circwit Board 7 1925
21313312 Betson [ne 03/03/2004 651212198777 0150 Heater ||
(920) 777 1234 06/11/2008
Joe. Denato@Belsonlne, com i Out of Wty

) o

|Current Page No: 1 [Total Page Mo: 1 |Zoom Factar: 100%

Figure 32 — Failure Report — Details
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TracReturns-|

H4r NEXxXSE&®=Q-d4

| SEE

“HiinFiepart |
Failure Report - Sumimary
Al Datos Frint Diate: $/15/2006
Statues used for this report inchade ALL STATUSES
All Failure Codes - By Failure Code
Model Number Quaniity __Failure Code __Failure Description
1 0100 Sereen fallure
2 0150 Heater
2 024 Zircuit Board 11925
< | LI_I
|current Pags No: 1 [Total Page Mo: 1 |zo0m Factar 98%

Figure 33 — Failure Report — Summary by Failure Code

& rracketurns eports. ‘x| =a§

A xS E &= XA

SR Eport |

Failure Report - Summary
Al Do Frint Diate: $/15/2006
Statues used for this report inchade ALL STATUSES
All Failure Codes - By Model Nuniber
Model Number Quaniity __Failure Code __Failure Description
Froduct 2000 1 0100 Sereen falure
Product 5000 1 0150 Heater
Froduct 2000 2 0024 Zircuit Board 11925
Froduct 2000 1 0150 Heater
il | ;l_l
|Current Pags No: 1 [Total Page Mo: 1 |zo0m Factar 983

Figure 34 — Failure Report — Summary by Failure Code
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Cover Letters

The Cover Letters option allows the user to create user-defined WORD templates — then call these templates
from TracReturns which in turn creates a WORD document. TracReturns replaces all KEY FIELDS in the
template with the actual values from the Return Ticket. All KEY FIELDS are in the format of
“<<KeyFieldName>>". For example, if the KEY FIELD of <<FirstName>> was in the template and the
customer’s first name on the Return Ticket was “Lucy”, then <<FirstName>> would be replaced by Lucy.

To modify and or create a template, you must use Microsoft WORD and save the template with a “DOT”
extension (which is 2003 WORD format). TracReturns does not support “DOTX” format (WORD 2007 and
WORD 2010) however the templates can be created in 2007 and 2010 but saved as 2003 formats.

After the template is created, save them to the same folder where the TracReturns database is located.

TracReturns will use the template when the user clicks L1, L2.L5 which is located at the bottom of the “Return
Ticket” screen — see figure 13.3.

L1 looks for TracReturns.DOT template

L2 looks for TracReturns2.DOT template
L3 looks for TracReturns3.DOT template
L4 looks for TracReturns4.DOT template
L5 looks for TracReturns5.DOT template

When TracReturns was installed, the five templates were stored to the same folder as the database (default
location is “C:\Program Files\TracReturns”). For a full listing of KEY FIELDS, open TracReturns5.DOT.

The WORD documents are stored in a subfolder under TracReturns called “CoverLetters”. Figures 35 and 36
provide an example of a DOT file.

=[] ME S|
i Fle Edi View Insert Format Tooks  Table Window Help Type a qu forhelp v %
NS HES GRIA 2B Bl ke [ iditoms - TmestiowRonen - 12 <[ B 7 U [E[= == 1= iz == - = Letter Head
S CEEREEE T SRR R Sy | z | Replace Mustang’s letter head
pEpe— information with your
company’s letter logo and
letter head.
? This template is an exatmple of a template for TracEeturns. When you click the “Create | Key I_:Ields .
- Cover Letter” button on the “Return Ticket” screen, TracReturns will replace all These key flelds Wl" be
. “<<fields>>" with values from the current return ticket.
_ replaced by data from the
For example, <<Firsttilame>> )¥Mplaced with customers first name .
return ticket.

s 1
< FirsNames> <<LastNames> // See Figures 31 and 32 to view

“cAddreslo- the document after the
replacements are complete.

<=City=>=, <<State=x <<Zip=> <<Country==

Ref: BME <=ReturnTickeMumber->

Do - WORD Fields

Enclosed is your repaired item —ModElNumbﬁr@ with a serial : 'You can 'als-o |nS-ert a WO-RD
Lot v ; field. This field is a date field.

Every time the document is
created, it will show the
current date.

=na|=88 4
ipawr I3 | agoshapes~ \ D OB @@ d-ZL-A-=E=E80 .
[Pae 1 Ser 1 [t o colvf[Red] [ (e foR] (@I ][]

Figure 35 — TracReturns.DOT — A Microsoft Template — Page 1

Page 62 of 63



TracReturns Version 2.3.6.3

2 porumentz-racromtt ot ) mE

Bl Edt Vew Iwet Fomat Ik Tabe Window Help Types & cusstion For help 3¢
DRSS SRR B R o - E| Oread - id toma - TimesMewRoman = 12 - | B Z U |_

‘ﬂ"""‘l‘"""2"""'3"""‘4"‘""5"""‘ Z]
<<FirstName=> <<LastName>>

<=<Addressl==

<<Address2==

<=City==, <=State=> =<Zip=> <<Country==

)

Fef: EMA ==ReturnTic

Dear <<Firgtame>>,

Enclosed is your repaired item — Model Humb er <<ModelTymber>> with a serial
number of <<Zenalllumber=>

The payment amount is <<Paymentdmount=>=

The estimate amount is <<Estimate Amount>>
The repair amount is <<Repairhmount>>

Thank you.
- +
@
*
=0 ¥
iaws [y [fwoshepes N W O E A2 EE - Z-A-=SE=E58 @ -
[Page 1 Gec 1 o |[aer” i ot |[f (= | |

Figure 36 — TracReturns.DOT — A Microsoft Template — Page 2
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