Support: 1-800-925-6723

SOLUTIONS

Mestoil

User Guide

Email: support@cyclonesolutions.com Web site: www.cyclonesolutions.com
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CHAPTER 1 Y

Getting Started

Congratulations! You have just joined the ranks of all the proud owners of Mistral 2000. For those
of you who are just starting to use a computer, you will see very soon all the benefits associated
with its use and you will ask yourself how you have been working without it for such a long time.

Mistral 2000 has been designed by you “our users” and especially for you. Every system function
has been developed to meet requirements of the carpet cleaner business. Its use is simple,
intuitive and demands only a short learning time.

Mistral 2000 is the newest software in the carpet cleaning industry. This system is developed to
bring you all the advantages of the Windows environment.

It is now time to discover your new software! Look around, enter new customers, technicians, and
services, create new quotations, work orders and invoices. You can always call us if you need
assistance. Our business hours are Mon — Fri, 9 am to 5 pm Eastern Standard Time.

Thank you for your interest and enjoy!

Hardware requirements

The computer

e PC with a Pentium processor 100 MHz or more
e Windows 95, 98, ME and NT

e A minimum of 16 Mb of RAM

e 5 Mb of free space on the hard disk

The screen
e VGA with a 800 X 600 resolution (recommended)

The mouse
e Compatible Microsoft Mouse

The printer
e Compatible with all kinds of printers

Starting up

Mistral 2000 works like all the Windows based software. For the ones that are not very familiar
with those concepts, please read your Microsoft Windows operating system guide. This guide
introduces you to Windows and gets you up and running quickly.
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Installation

From the CD-ROM

Insert this CD-ROM into the drive, and wait a few moments. If the installation program starts,
follow the on-screen instructions.

If the installation program doesn't start, press the START button on the bottom of your screen,
choose RUN... and type d:\setup where “d"” is the drive letter for your CD-ROM. Press OK.

General principles and functions

Mouse and keyboard operations
There are many ways to move in the software windows:

e With the arrow key:
e With the “Tab"” key
e With the combination of the “Ctrl” key and a “Letter”

e  With the mouse
With the “Tab"” key you navigate to the next field.
With the combination: “Shift”+ “Tab” keys you navigate to the previous field.

With the combination: “Ctrl” + “The underlined letter” you activate the corresponding
button in a dialog box.

With the “Esc” key, you can go back at the previous window; it works as the cancel button.

The “Enter” key let’s you confirm your choice(s).
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What is Mistral 2000?

The elements of Mistral 2000 and their links

Here are the main elements that are involved in Mistral 2000. Each one of these elements has its
own attributes and how they interact with each other...

Your company(ies)

Your company is an entity for Mistral 2000. Your company has a name and a location. Your
company is located in a country, a state or a province, and has to pay taxes. Your company uses a
chart of accounts, performs services and makes advertising. Your company is a business and as a
service business system, Mistral 2000 needs all your company information in order to help you
manage your company.

Your customers

As a business, you interact with customers. They call your company and ask for your services in
exchange of money. Your customers are very precious for your company and you need to record
all their information in Mistral 2000. That way, it will be easier for you to keep a better relation with
your customers.

Your employees

Your company probably has employees. Those employees are ready to work for you in exchange of
money. Those employees are probably related to the services you offer to your customers and it is
very useful for you, the manager, to know as much as possible all the information about your
employees and their activities in your company.

Your jobs

You need these for your company to Survive. You might have a beautiful company; a huge list of
customers and the best employees on this planet, if you don't have jobs... you have nothing. The
jobs are a combination of all the previous entities. The jobs are built from your company, customer
and employee information.

Just remember those entities and you will understand Mistral 2000.
The information Mistral 2000 needs

Here is all the information you have to enter in Mistral 2000. Mistral needs this information in order
to be able to give you the outputs you need to manage your company.

Company information

“Setup before using Mistral 2000”

Company name and address

Tax rate(s)

Area code, state or province and zip codes range
Jobs preferences

Chart of accounts

List of services

List of sources (advertising)

Payment types accepted
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Customers
“Can be entered anytime”

Name and address

Phone numbers

Types

Source

Default rebates and price

Other pertinent information for your company
Callback information

Employees
“Setup before using Mistral 2000”

Name and address

Type
Commissions

Job information
“Can be entered anytime”

Type (Quotation, work order, invoice or contract)
Customer information
Date

Services to perform
Schedule information
Employee information
Source information
Comments and notes
Payment information
Job template

Job preferences

Mailing information
“Can be entered anytime”

Customer information
Mailing template (personalized letter, postcard, labels, etc.)

The outputs of Mistral 2000

Quotations, work orders and invoices

Mistral 2000 prints all your jobs. You can use a laser, an inkjet or a dot matrix printer.
The jobs print with all the information and the layout you need in accordance with the
job template you created.

Your invoices can have more than one page and you can print a personalized letter and
an envelope at the same time.

You can use the batch printing option to print more than one job.

Reports

Mistral 2000 can create a wide range of reports.
You can visualize before printing.

Define the filters.

Select the information you want to see.

Export these reports to a text file.
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Lists

Visualize and print your customers’ list.
Visualize and print your jobs’ list.

Visualize and print your employees’ list.
Visualize and print your sources’ list.
Visualize and print your payment types’ list.
Visualize and print your services' list.

Schedule

e Mistral 2000 prints the schedules in two formats: graphical or text.
e Mistral 2000 prints the schedule information that you setup.

Callback

e Mistral 2000 creates for you a daily list of all the customers you have to call back or send
a reminder to.

Mail merge

e Mistral 2000 contains all the functions you need to perform a mail merge without the
need of any external program. You can use Mistral 2000 to create your own personalized
mailing labels or letters.

Starting Mistral 2000

To run Mistral 2000, first start your computer, and then double click on the Mistral 2000 icon
located on your desktop to initiate the program. The software comes complete with 2 companies. A
clean database called Company data and a sample company full of dummy data.

Sample Company

Mistral 2000 comes with a Sample Company. You can use this Sample Company to practice and
learn how to properly use the program. This Sample Company contains customers, employees and
jobs. It also contains information that you might want to keep for your company such as the chart
of accounts and the list of services.

Every time you will open the Sample Company, your date in Mistral “not your system date” will
returned to the September 20™ 1999. All the jobs and all the information for this company (like the
schedules) are entered around this date, it easier for the user to understand and learn the
program.

Mistral 2000 =

@ Thiz iz a Mizstral sample databaze. Usze it az an example or for practice while ugsing Mistral.

Miztral will zet today's date o 20/09,/1339.

Do not uze thiz databaze as your company databaze.
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Mistral 2000 windows

Here are some examples of windows you will find in Mistral 2000.

Main menu

This window is the first image you see when you open Mistral 2000. The mouse is the only device
you can use in this type of window. Clicking on one of the seven options will provide access to the
different parts of Mistral 2000. The Main Menu stays always open. To return to it from another part
of Mistral, click on the Main Menu tab located at the upper left corner of your screen.

Templates

Change Company

User Manager

Repack Database
e

List
You will find this type of window all over Mistral 2000. We use it to show you all kind of items such
as customers, services, jobs, accounts, etc.

Mistral 2000 - [Customers] [_[=] _

David Harmburg (705)456-5623 6574 Balzac 85321
Rohert Mahan (T05)465-3214 4536 Hamiltan 85233
Denise WVulik (TO05)466-6544 8687 Rosedale 84300
Sue Hamblin (708)223-4568 3545 Viau 85659
Paul Rocea (T05)654-0854 876 Micheal 85543
MHancy Molling (T05)654-4735 654 Sterm 85124
Paula Roberts (T05)456-7852 1222 Lazard 85124
Diana Hall (T05)654-2222 777 Bates 85236
Jane Rankin (705)421-3256 TES5 Edwards 85005
Dan Ranger (7T05)455-5555 6544 Plessis 85111
Ay Lightfoot (T05)477-5465 9878 Green 85542
Angela Libertella (T05)644-4654 786 Hall 85264
Brenda Leach (T05)654-4544 TES5 Long 84599
Dana Leary (T05)455-7895 876 Mountain 84755
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Job

This type of window is used to build your jobs. It shows the job layout, as it will print.

[Zi Mistral 2000 - [Invoice] HE B3
[S] File Copy/Paste Job View Window Help =1a] x|
W tainten | =1 Unpeid invoices (5] Inveice |
N © & @ Y@
M 0
Info Customer  Sike  Sowce Services Schedule Mot Paym
o
-
O @
i
CYCLEAN 1 i -
nvoice a
1290 Main St. W&
Springfield, AZ
85220 =
705.787-4561 =
[&
Date Number
12i09/1898 12
Customer Site

Dialog box

This type of window is used to enter information in Mistral 2000. It contains fields that need to be
filled with information. All the fields have a label to tell you what information to enter. There are
several ways of entering the information in a field. Refer to the next section to learn how to use all
the dialog box controls.

Leach. Brenda HE
Fain info | Mare infol F'a_l,lmentsl
Nurnber: I
Carnpary: I
MrAs/Dr: Mz - Address 1: |?555 Long
First niame: IBrenda Address 2: I
Last name: ILeach Cross. street: IShOft
Atterition of: I City: IGIendaIe =l

Phaone: I[?D5]554'4544 ﬂ Statedprovince: IAZ
Other phone: I[?D5]932'1155 ﬂ Zip/postal code: |34999 Zip Codes...l

Fax; I[?D5] ﬂ Type:

Mew quaotation

% Besidential ¢ Commercial

B View sites... | &b Callbacks... |

Wiew jobs,.. | ) Viewcallbacks...l

i

Mew wark. order

Mew invoice

Cancel |
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Dialog Box Controls

Fields
Fields are rectangles, which accept entry via the keyboard.

MHumber:

Drop-down list

Fields that can be fill with a value contained in the list that appears when clicking on the arrow
button beside the field. Click a value from the list to select it. You can also type the first letter of
the item in the list to select it.

Radio button

Radio buttons allow you to select only one option from different possibilities. Click the button or the
label to select an option.

T ype: % Besidertial ¢ Commercial
Check box
Check boxes can select multiple options. Click the check box or the label to toggle the checkbox on
or off.

¥ Piint costs
¥ Piint totals

Custom fields

Custom fields are like regular fields. The difference is that you can change its label. Refer to
chapter3 to learn how to modify the label of a custom field.

Birthdan: I
Custam field &: I
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Text box

Text boxes are like regular fields but can contain a large quantity of text. Sometime, the text will
be larger than the box itself. Use the scrolling arrow to view the rest of the text.

MHate: ﬂ

H

Buttons

Dialog box contains buttons like OK and Cancel. Pressing the button will not necessarily close the
dialog box but execute a command like opening another dialog box on top of the one that contains
the button.

ek Miew sites. . | &4 Calbacks.. |

@ View jobsz... | &p Uiewcallbacks...l

The toolbars

Several toolbars can be found when using Mistral 2000. The toolbars are those chains of icons you
see at the top or on the side of the windows. Each toolbar can be moved to either edge of the
window, or to increase working space, move to the center of the screen, becoming a floating
toolbar.

Layout

Appears when creating a quotation, work order or invoice. Located on the right side of the window.
Contains tools to add pages, zoom in and zoom out the page, and preview the page before
printing.

[gemElaasssk

List
Appears when you open a list. Located on the left side of the window. Contains tools to create,

open and delete an item. You will also find other tools like choosing, printing, merging items. This
toolbar, in the Job List window also has tools to apply payment and void a job.

AYSEB ¥

i (=1 Dﬁen Fririt - Merge  Delete | Cloze
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Job

Appears when creating a quotation, work order or invoice. Located at the top of the window.
Contains tools to add information to the job (Customer, site, source, services, schedule, etc.)

N © €8 9 Y

Info  Customer  Site Source  Servicez Schedule  Mote F'_I,Im.

Job II

Appears when creating a quotation, work order or invoice. Located on the left side of the window.
Contains tools to change the template, print, create callbacks, save and close the job.

|@§‘@uv

Termpl. Fririk Callback -~ Save Cloze

Job list

Appears when you open the Job List window. Located on the left of the list. Contains tools to select
the type of job (quotation, work order, invoice, unpaid invoice). Contains also tools to print the

jobs.
DRmOR S
Schedule

Appears when you open the scheduler. Located on the top of the window. Contains tools to
manage the blocks and the schedule.

= 1]
<H X @ ¥
MHew Frop Copy Delete Cancel | Express Cloze
Search Bar
Appears when you open a list. Located at the top of the list. Used to search for one or more items
in a list.
‘ INumI:uer j IEDntaining j I m Search | | ||

Service description

Appears when you add a service in the job description. Contains tools to enter the description of
your services in the job.

Ev

Ok Cancel

ra ch

Pres - Mest

|®

Ihz D&l Form
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Template

Appears when you create a template. Located at the top of the window. Contains tools to build
your template. Find tools to add different kinds of elements, view your template or change the
properties of your elements.

Hx|jsmeglocunan

Save: Close

Jr@\mo@’@‘m@a

Select  Line  Hect Round Elipse  Text Picture  Field Setup Add.. Del.

[eelvauaEa

lans>A Bz u=s

View Manager

Appears all the time in Mistral 2000. Located at the top of the window. List all the windows that are
currently open in Mistral 2000. Used to switch from a window to another without closing it.

J_I (W Main MEHU' T Unpaid invoices |nw:nin::e|

Shortcut menus

A shortcut menu is a menu of commands that is specific to an object. Many fields and object of
Mistral 2000 have his own shortcut menu. The right mouse button is used to display a shortcut
menu. To select an item in the menu, move the mouse over an item in the list and click (with the
left button).

Job #: I1 3
Job date: Imﬂ“m
Today T

PO #: Erpress Calendar... M

Previous Diay
Mext Day +

Presrious wesk
hext Week

Previous Month
hext banth

I TT8 1
[ai}

Beginning of Month
End of Manth

Date

Right click in a date field to view the Date shortcut menu. This menu contains different commands
to help you to enter a date in the field. Here are the options:

e Today: Select to put today’s date.

e Express Calendar: Select to view a small calendar. Click on the date to bring it in the date
field.

Previous day: Select to choose the day before the date written in the field.

Next day: Select to choose the day after the date written in the field.

Previous week: Select to move to the day one week before the date written in the field.
Next week: Select to move to the day one week after the date written in the field.
Previous month: Select to move to the day one month before the date written in the field.
Next month: Select to move to the day one month after the date written in the field.
Beginning of the month: Select to move to the first day of the month.

End of the month: Select to move to the last day of the month.
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List item

Right-click on a list item to view the List item shortcut menu. This menu contains different
commands to modify the columns and the items of a list.

Font Size: Select to change the font size of the list items.
Column configuration: Select to change the columns of the list.
Show toolbar: Select to hide or show the List toolbar.

Show Searchbar: Select to hide or show the Searchbar toolbar.
Refresh List: Select to refresh the list (after deleting items).

Text

Right-click on text field to view the Text shortcut menu. This menu contains commands to work
with the text.

e Undo: Select to undo your last action.

e Cut: Select to cut the selected text (highlighted in blue) from the field.

e Copy: Select to copy the selected text (highlighted in blue) from the field.

e Paste: Select to paste the text (previously cut or copied from another field).
e Delete: Select to delete the selected text (highlighted in blue).

e Select all: Select to select all the text in the field.

Toolbar

Right-click on any toolbar to view the 7oolbar shortcut menu. This menu contains commands to
change the layout of the toolbar.

e Small icon: Select to view smaller icon (not always available).
e Large icon: Select to view the bigger icon.
e View Text: Select to view the text describing the icon.

View Manager

Right-click on the View manager toolbar (toolbar that shows the names of the currently opened
windows) to view the View Manager shortcut menu. This menu contains command to change your
Mistral 2000 window environment.

Cascade: Select to place the opened windows in cascade.

Tile Horizontally: Select to show all the opened windows in a horizontal position.

Tile Vertically: Select to show all the opened windows in a vertical position.

Arrange Icon: This command has no effect.

View manager: Select to hide the View Manager.

Full Screen: Select to view the active window in full screen.

Close All: Select to close all the windows (except the Main Menu).

Windows: Select to view a list of all the opened windows and to switch from a window to
another one.



Mistral 2000 User Guide

Special fields

Among all the fields that you will find in Mistral 2000, four of them are different and contain hidden
commands.

Date

All the date fields that you find in Mistral 2000 have hidden commands that help you to save a lot
of time when you enter the information.

Auto format: When you enter a date, enter one of these dates and Mistral 2000 will automatically
change it in the regular date format. For instance, let’s say that today is September the 20™ 1999.

Entry Mistral 2000 will change it to
21 09/21/1999
9 09/09/1999
0921 09/21/1999
092199 09/21/1999
010100 01/01/2000

Change date: Press the plus (+) or minus (-) key on your keyboard to change the date forward or
back one day.

Phone

When you enter a phone number, enter one of this phone numbers and Mistral 2000 will
automatically change it in the regular phone format.

Entry Mistral 2000 will change it to
9256723 925-6723
8009256723 (800)925-6723
9256723 ext 24 925-6723 ext 24
8009256723 ext 24 (800)925-6723 ext 24
18009256723 1(800)925-6723
925-6723 925-6723
(800)925-6723 (800)925-6723

Numeric

Every Numeric field contains a hidden calculator. This calculator can perform basic calculation like
the addition, the subtraction, the division and the multiplication. The calculator never appears on
the screen. The calculations are made directly in the field. Follow these steps to learn how to use
the calculator:

Move your cursor in a numeric field (a cost field, for instance).

Enter the first number (115, for example).

Enter the operator (*, for example). The operator doesn’t appear in the field.

Enter the second number (145, for example).

Now, you can press the <TAB> key if you have finished or you can continue if you have
another operation to do in this field

vihwn =
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Zip codes

You can setup Mistral 2000 to generate the city and the state automatically when you type the zip
codes. You will be able to use this command in the customer and the employee information
window. Refer to the next chapter to learn how to setup your zip codes list.



Mistral 2000 User Guide

CHAPTER 2 DA

2SR Q\
How to use Mistral 2000 e

User Logon

The first time you log onto the system, you will hot have to use any user name. You will have to
use user names only if you define them in the Mistral 2000 settings. Refer to the next chapter for
more information on how to implement passwords and protect your system.

If you have defined users within Mistral 2000, then every time you run the program, you are asked
to logon as a user. Mistral uses this information to manage the access of the user to individual
functions within the system. Because each user’s name and password is unique Mistral 2000 is able
to block or give access to the user depending on the way this user was defined in the user setup.

Moving inside Mistral 2000

The main menu

The Mistral 2000 main menu contains eight main function buttons: Customers, Invoicing,
Schedules, General Ledger, Reports, Other Lists, Setup and Exit. A quick description of
each function is as follows:

o Customers Used to add, change or remove customers in your list. Also used
to maintain your callbacks.

e Invoicing Used to find, add, change or remove quotations, work orders or invoices.
e Schedules Used to setup and maintain your schedules.

e General Ledger Used to setup and maintain your chart of accounts and perform the
data exportation to accounting software.

e Reports Used to generate management reports.

e Other lists Used to setup and maintain your lists of services, employees, sources
and payments.

e Setup Used to setup the program defaults for your company.
e Exit Used to exit the program.

Each of these functions will be described in greater detail throughout the remaining chapters.
When you click on one of these buttons (except for the Exit button) the program brings you a
submenu with subfunctions that detail what you want to do exactly. Now, if you click on one of the
subfunction, the main menu disappears behind the window of the function you called. The Main
menu is a window that’s always open, sitting behind all the other windows. A window will always
stay open until you close it. Use the close function of a window to close any windows.
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From one window to another

One of the nice things about Mistral 2000 is that you can open multiple windows, letting you do
multiple functions at the same time. That allows you, for instance, to create two work orders and
one invoice at the same time. Now, how to move out from a window without closing it? It's very
simple; you just have to use the View Manager Bar.

J_I @ b air Menul 1 Unpaid invoices |ﬂ'~"'3'i'3'3|

This Toolbar is located at the top of each window of the program and contains the names of the
windows that are currently open. You just have to click on the window'’s tab you wish to open. If
you wish to open a new window, and start a new function, click on the Main Menu tab and start
the new task. As you can see, the other windows are still available from the View Manager bar.

Using a list in Mistral 2000

& R

After the Main Menu window, the type of window that you will often find in Mistral 2000 is the list.
Mistral 2000 uses the list for almost everything.

The purpose of a list

Why do we use list? There are several reasons. First, it is very intuitive. Users can easily
understand the lists. Also, it is a very powerful tool in Mistral 2000. You can sort it the way you
want, you can search into it, you can print it, you can add, modify and remove columns very easily
and finally, you can view it the way you want.

The items on a list

The only differences that we find in all the lists in Mistral 2000 are the items that they contain. A
customer list contains customers’ information and a service list contains services’ information. Each
line on your list is considered an item. An item will never take more or less than one line in your
list.

Now, what are the columns in the list? The columns are the fields that define an item. For instance,
you define your customers by their first names, last names, phone numbers, etc. Mistral 2000 uses
those fields and creates columns in your list. Why some columns are in a different color? We just
though it would look better... that's it.

Adding an item to the list

Use this icon in all the lists to add an item to the list. When you click on it, a dialog box appears.
Use this dialog box to enter the information about the item to add to the list. Click OK when
finished. This new item will then appears in the list.

Opening an item on the list

Use this icon to view the detailed information on a highlighted item. You can also do some
maodification on the item from this window. Click OK to close the dialog box and return to the list.

Deleting an item from the list

Use this icon to remove a highlighted item from the list. Deleting an item equals to removing its
data from your system. If you delete an item, you will not be able to access to its information
again. Select the item to delete and click on the icon. Confirm your intention by clicking Yes. The
deleted item will then appear in the list with the word “#deleted” for each one of its column. This
confirms that the item is removed.
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7
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Click on this icon to refresh the list and remove the word “#deleted” from it.

Configuring your list

As we told you earlier, in Mistral 2000, you can customize your list the way you want. Here are all
the operations you can do on a list.

The font size: You can change the size of the text used to show you the list. Here are the steps
to change the font:

1. Right click on an item in the list.
2. Move your mouse over the Font Size option.
3. Click on the size you wish to use.

The columns size: Some information takes more space that other. The address for instance, will
normally take more space that the zip code. If you want, you can modify the width of the column
to make it fit with the information showed in the column. Here are the steps to modify the width:

1. Move your mouse over the black line separating two column’s headers.

2. When the cursor looks like the icon on the left, press and hold the mouse button.

3. Move your mouse to the right to increase the width of the column or move your mouse to
the left to decrease the width.

4. Release the mouse button.

The column order: It is possible to change the order of the columns you find in your list. You
may want to move the column that is on the far right completely on the far left. Here are the steps
to change the columns’ order:

1. Move your mouse over the header of the column you want to move.
2. Press and hold the mouse button.

3. Move your mouse (and the column header) to its new location.

4. Release the mouse button.

Change the information. Because of the size and resolution of your screen, it is sometime
impossible to show all the information about an item. As default, Mistral shows the information (or
the fields) that we believe are the most important for you. But, we are not always right and maybe
there is a very important field that you want to see in the list and it does not showing now. Click on
this icon located in the right upper corner of your list (Or right click on an item and chose Column
Configuration...). The Columns window contains 2 lists. The column on the left contains the fields
that are not in the list. Those fields are relevant to the item in the list but are not selected to show
in the list. The list on the right contains fields that are showing in the list.

To add a column in the list:

r— Columns configuration
Colurng to HIDE: Columng to SHOW:

N DNONE e 2 Humber -

Fax Company

Address 2 First name:

Cross street 22 | Last name

City Fhaone

State/pravince <4 | Address 1

tr. Mz Zip/postal code

Type Terms

Last service Kidz LI

Custorn 4

Custom 5 LI I ave um | I eve dovn |
Ok I Cancel |
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1. Select the field in the list of columns to HIDE
2. Click on this icon to move the field in the other list

To remove a column from the list:

1. Select the field in the list of columns to SHOW
2. Click on this icon to move the field in the other list

You can also change the order of the column from this window. The information that is on the top
of the list of columns to SHOW is the column that will be in the far left of your item list. So, the
information that appears at the end of this list is the column that will appear at the far right of the
item list.

To change the order of the columns, select the column to move and press on:

Move up to move the column to the left in your item list.
Move down to move the column to the right in your item list.

Sort the list. The item in the list always appears in an order. It could be in alphabetic, numeric or
date order. You can easily sort the list the way you want. Here are the steps:

1. The list contains column Headers. You can sort the list by only one of columns that appear
in the list at a time. If you wish to sort the list using information that does not appear in
the list, you have to add this information (or this column) in the list before you can sort the
list by this item.

2. Move you mouse over the header of the column you wish to use to sort the list (for
instance, move you mouse over the word Last name if you wish to sort your customers’ list
by their last name).

3. Click on the header.

4. Click again on the header to sort the column in reverse order.

There are two ways you can sort the list. Ascending and descending.
This icon on the right of the header indicates that the list is sorted in an ascending way.

L' This icon on the right of the header indicates that the list is sorted in a descending way.

Al Moving inside a list

Your position in a list is indicated with a blue block (selection). There are two ways you can use to
move your position (or selection) in the list. You can use the mouse or the keys of the keyboard.

How to move with the mouse:

To move up and down in the list

T
[ To move right or left in the list

4] ¥] Point and click on the item to select an item in the list

How to move with the keyboard:
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1" To move up in the list.

{ To move down in the list.

<= To move left in the list.

= To move right in the list.

<Page up> To move one page up in the list.
<Page Down>To move one page down in the list.
<Home> To move to the first item of the list.
<End> To move to the last item of the list.

Editing a field

If you want, you can easily modify an information that you see in the list without having to open
the item definition dialog box. You just have to move your selection on the item and click on the
information that needs to be updated. Note that it’s not all the information that can be edited from
the list. Press ENTER when finished.

Searching the list

This is one of the most handy and powerful tools in the lists. This tool allows you to search and
find easily an item in your list. Mistral 2000 has two kinds of searches: Simple and advanced. The
simple search allows you to find an item using only one criterion. The advanced search allows you
to find one or more items using more than one criterion. The two kinds of searches are started
from the Search bar located over the headers of the list.

The simple search needs maximum 3 or 4 entry depending on the operator you used. It needs an
initial criteria (on which field we want to do the search), an operator (containing, =, between, etc.)
and what we are looking for.

In this example, we want to look for all the customers that have the letter “L” in the last names:

Last name jIEDntaining j IL m Searchl Al ”

The op-erator Between is a bit different from the other because it needs two information to look, as
you need to define the range of information to look for. In this example, we are looking for all the
customers that have their zip codes between 80000 and 82000:

JIEipa"sttaI code leetween jIBDUDD &IBEDDD o] Searchl il ”

Here are the steps to use the Simple search:

Choose a field from the field’s list.

Choose an operator from the operator’s list.
Enter the information to look for.

Click on the Search button.

e

Mistral 2000 will then show only the items that answers to the search query. To view the whole list
again, click on the All button.
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The advanced search works like the simple search but contains more than one search query. So it
is possible for you to search an item using up to eight queries. In this example, we are looking for
all the customers that live in Tempe and have a last name containing the letter “T".

IEity j |= j Itempe
ILast narne j IEontaining j 1l
| | — a0
| =] [ |
| i)l =]
| OR
| =l [ |
| i)l [ |
| =l =l AND
| =l [ |
| =l |
LClear | ok I Cancel |

You can also define queries like this one, where we are looking for all the customers that live in
Tempe or in Mesa.

Jcity =l =] Itempe T
ILast name j IEontaining j I
| =1l [ AND
| =l |
| ] =
| oA
Jcity - =] [Mesa I
| =l [
| =l [ AND
| =l =
| =l =

Clear | ’TI Cancel |

Here are the steps to use the Advanced search:

Choose <ADV. SEARCH> from the field’s list.

Click on the Configure Search... button

Enter each query (using the simple search procedure)
Press OK when finished.

Pwne

Mistral 2000 will then show only the items that match your search queries. To view the whole list
again, click on the All button.
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Print the list

Mistral 2000 offers you the ability of printing the lists contained in his database. This function is
very interesting because not only you can print the information you want but also the way you
want. The principle used by Mistral 2000 to print its list is very simple. It prints the list that you are
currently viewing on your screen and in the way it is defined on your screen. In other words it print
exactly what you are viewing. So, if you make a search and you are currently viewing the result of
this search, you just have to press the printing icon to print this list.

How to print the list.

Define your list to view only the items and columns you want to print.
Click on the Print icon (the print preview then appears).

Change the columns and their orders and width.

Add a title to the list.

Choose the paper format.

Click on Print to print the list or Exp. to save as text file.

ounkwnNE

JJ [ Setup columne | Description ‘

CYCLEAN
Customers

Humber Conpany First name Last name Phane Address 1 Tap/postal code _Tems

Tae Rankin (F05}21-3256 7655 Edwands 25005
Kin Tuphn (T05)55- 5544 5645 Dnmn 85205
Pasquale Frawco (056547852 877 Milano 83010
Higi Frank (T05)654-4121 443 Alice 84756
Dolares Tuslor (TOSWG5- 5457 6545 Baprist 84754
ke Denis (T05}S5-7854 7655 Celami 2532
Sally Laverd. (TOSH 124654 7866 bic Heil 25101

PaE=s 8 i

Heather Hell (TO5}36-6558 8T Yok 5040
Dane ey (T05}55.7895 76 Mnniain 84755
Eranda Lesth (T05)34-4544 635 Long 24398
Angea Libarells (7055444654 96 Hall 4564
Steve Enutt (T05)521-4568 4045 Wilkid 85200
Dan Rangr (T05}55-5555 6544 Plessis 85111
Dan Estrada (TOS}36.7783 2344 Carkon. 5321
Dig Hall (05342222 77 Bates 45336
Panls Eoberts (T05456.7852 1222 Lagard. 51
ey Mol (T05)554-4725 654 Stem 851
Pail Roeco (T05)54-9854 76 Micheal 5543
Baron Ry Ray (T0S)634-7889 3437 Erunevrick 45363
Sue Harblin (7052254568 3545 Vie 45659
Crovn Dismond David Polls (T05)EIL6547 344 Tittley 5564
Danise ik (T05pe6-6544 3647 Rasaddle 24300
Robert M, (T05)465-2214 4536 Hnailton, 85133 Het 15 days

How to Change column width ...

Some information takes more space that other. The address for instance, will normally take more
space that the zip code. If you want, you can modify the width of the column to make it fit with the
information showed in the column. Here are the steps to modify the width:

1. Move your mouse over the yellow dot separating two columns.

2. When the cursor changes to the icon shown on the left, press and hold the mouse button.

3. Move your mouse to the right to increase the width of the column or move your mouse to
the left to decrease the width.

4. Release the mouse button.
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Change the columns to print. Because of the size of the paper, it is sometime impossible to
show all the information about an item. As default, Mistral prints the information or the fields that
were selected in the list. Click on the Setup Columns button located in the left upper corner of your
list print preview.

The Columns window contains 2 lists. The column on the left contains the fields that are not in the
list. Those fields are relevant to the item in the list but are not selected to show in the list. The list
on the right contains fields that are showing in the list.

To add a column in the list:

1. Select the field in the list of columns to HIDE.
2. Click on this icon to move the field into the other list.

To remove a column from the list:

1. Select the field in the list of columns to SHOW.
2. Click on this icon to move the field into the other list.

You can also change the order of the column from this window. The information that is on the top
of the list of columns to SHOW is the column that will be in the far left of your item list. So, the
information that appears at the end of this list is the column that will appear at the far right of the
item list.

To change the order of the columns, select the column to move and press on:

Move up to move the column to the left in your item list.
Move down to move the column to the right in your item list.

Add a title. Click in the Description field and type a title.

Change the paper format. Click on the Size icon and choose between the two formats (portrait
or landscape).

Export the list. If you want, you can even save this list into a text format. That allows you to
export the result to other software like a word processor (Microsoft Word) or an electronic
datasheet (Microsoft Excel). When viewing the print preview, click on the icon Exp. To save the list
into a text file. You can choose the folder where you want to save the file.
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CHAPTER 3 \

Setting up Mistral 2000

Mistral 2000 general settings

System Security

The following paragraphs will discuss system security, the operator logon, passwords and how to
add/change passwords.

Unrestricted access to the Mistral 2000 program could result in a total comprise in your company
data integrity. For this reason, it is very important that you establish strict policies with regard to
the use of passwords in this system, and enforce them. Some examples that should be included in
all security policies are:

e Operators should not leave the workstation unattended without logging off.
e No one should ever be allowed to learn or use another operator’s password.

e Operators should be removed from the system immediately upon termination.

Passwords

Passwords are the key to the system security. A new operator assigns his or her own password
when they log on for the first time. In this way, password integrity is maintained. You do not need
to keep a record of operator passwords.

Adding or changing a password is done at the Logon dialog box. When you add a new operator to
the system, there is no defined password. When there is no password for an operator, the operator
has to enter his user name and click on the Modify... button at the bottom of the Logon dialog
box as soon as you enter the operator’s name.

Here are the steps to enter the password

1.From the User Login window, type your User name.
2.Click on the Modify... button.

3.Type your password.

4.Type the password a second time to confirm.

Use the same steps to modify your password. The only difference is that you will have to enter
your current password in the User Login window before clicking on the Modify... button.
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User Name

The User names are used to define the users of the Mistral 2000. You do not need to define user
names if you do not need to secure access to the program. The minute you will define a user
name, Mistral will ask you a password in order to access the program. You will need to define at
least one user as an administrator. This administrator is the only one who has access to all the
functions of the program and also the only one who can change the list of user names.

User Manager

List of users:

€

Add user

Rename user

Delete user

I zer righits: ¥ =tdministrator
& Acoourt - add/modity - Set &l
& Accourt - delete Clear al
(&) Callbacks

ﬁ Cugtomer - add/maodify
(&) Custarmer - delete

(8 Delste information
. ave

& Emplaves - add/modify

& Emplaves - delete LI Cancel |

Here are the steps to add User names in your system.

1.From the Main menu, click on the Setup button.

2.In the Setup submenu, click on User Manager.

3.Click on the Add user button.

4.Type the name of the new user and press ENTER.

5.If this user is the administrator, Check the Administrator check box.
6.If not, check the User’s rights in the list bellow.

7.Click on Save when finished.

Note that it is very important to create at least one administrator. Use the same procedure to add
all the users. From this window, you will also be able to delete and rename the users.

Software Settings

1. From the Main menu, click on the Setup button.
2. In the Setup submenu, click on Settings.

All settings are grouped together on six different pages within the dialog box. The General Info
page is shown by default. Click another page tab to view other pages of settings. Here is a
description of each page:

e General Info Your Company name and address.

e Location Defaults Tax information and your default area code and state.
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e Zip codes Range of zip codes in your area. Helps you to write the city and the

State information automatically when typing a zip code.

e Job defaults Miscellaneous settings involving the jobs printing.
e Callbacks Miscellaneous settings involving the callbacks.
e Advanced Used to define the next jobs nhumbers.
Software Settings

General InfO Jobdefauts | Calbacks | Advanced |

. . . . General info Location defalts | Zip codes
Use thls Settlng to Identlfy the SOftware to your CompanY' The company info you enter here will show up on your reports
Write your company name in the Company name field and s

type your address in the address field. Mistral 2000 uses N
this information when printing reports and list.

*our company name:

Springfield, &2
85220
F05-787-4561

Cancel

Location Defaults

These settings control if a tax is calculated and how it is calculated in the price of your jobs. When
you click on the Location Defaults tab, the cursor automatically goes in the first tax rate field. Here
are the steps to define the taxes:

Enter the first tax rate that applies in your area. If theirs is
only one tax rate in your area, enter the tax rate in this Bar) b Locatondefauks | Zip codes
field. Type the number and press Tab (for instance, type 6 e g |
and press TAB if the tax rate is 6%). You may also rename CCE I [

Software Settings

Job defaults | Callbacks | Advanced I

the tax names by clicking on the blue text “2" tax:” and I The sacond s applied over he it on
type a new name in the window. aren o sl ctes by s o . o bl
City tax rates...
Enter the second tax rate that applies in your area. Type
zero (0) if there is no second tax in your area. Press TAB. Stalepravinge: |2
Area code: 705
1. Type your first tax registration number, press Tab.
2. Type your second tax registration number (if there e
is one), press Tab.
3. Check only if the second tax is calculated over the first one.
4. Type your default state (Mistral 2000 will use this information to help you when entering
the customers' information), press Tab.
5. Type your default area code.
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City tax rates
Use this function if you work in an area that has more than one tax rate. For instance, in you live
close to a state or a province border, you will be able to setup different tax rates depending on the
city and the state. Click on the City tax rates button to setup those taxes.

b=

Click on the New button.

Type the city name, press Tab.
Type the first tax rate, press Tab.
Type the second tax rate, press Tab.

Click on the Close button or press <ENTER>.

To remove a value from the list

1. Click on the City tax rates... button.
2. Click on the value to remove.
3. Click on the Remove button.
4. Click on the Close button.
Zip codes

Mistral 2000 comes with a great new tool that will help you save a lot of time when entering new
customers, sites or technicians. You just have to set up the zip code range with their respective city
and state and next time you enter a zip code, Mistral will automatically give you the city and the

state.

How to add a new entry in the zip code list

1.
2.
3

4.

Click on the Zip codes range... button.
Click on the New button.

Type the first zip code of the range, press
Tab.

Type the second zip code of the range, press
Tab.

Type the city corresponding to this zip code
range, press Tab.

Type the state corresponding to this zip code
range.

Click on the Close button or press
<ENTER>.

To remove a value from the list

1.

2.
3.
4

Click on the Zip codes range... tab.
Click on the value to remove.

Click on the Remove button.

Click on the Close button.

Job Defaults
These settings control the editing and the printing of your jobs. Here’s how to use those settings:

e Print comments

to print the default comment

(Located in the white rectangle

bellow).

Check only if you want Mistral

Software Settings
z Job defaults | Callbacks | Advanced |
) Generalinfo | Location defaults Zip codes | ]
Zip Code, City and State Setup
84700 ta 84799 Sun City, A Mew
84800 to 84899  Scotzdale, A7 _—I
84900 to 84333 Glendale, &2
85000 to 85099 Phoenis, AZ ﬂl
85100 to 85199 Tempe, A2
85200 to 85239 Chandler. &2
85300 to 85393 Mesa, A2
85600 to 85599 Tucson, A2
Zip code range: I to
Ciy: |
State: I
I
oK Cancel
o
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e  Print costs on work orders Check if you want Mistral

to print the cost for each ST T
service on the work -t L
Ol'derS . ~Printing options ————————————

Print Total Check if you want Mistral to Ez: e
print the job total price
on the work orders.

- Default comment

Cornment:
Happy holidays!

~Jab lir

[ Start in service code field

e Default comment Type the comment you
want to print on each
type Of ]Ob. Th's Cancel

comment prints only if you check the Print comments
check box above and if you setup your templates with the
comment fields.

Start in service code field Check if you are using codes to define your services. If checked,
Mistral will bring your cursor directly in the code field when
entering new services in your jobs.

Callbacks

The Callback feature has been completely changed in this new version of Mistral. It is now more
powerful and a lot easier to use. There are two ways you can generate a Callback. You can set one
up manually from the Customer submenu or/and ask

_ Software Settings [ %]
Mistral to auto-generate them for you. You can also Gerwaie | Locsindenits | 2
. . eneral Info ocanon defaults P codes I
ask Mistral to show you the list of all the customers Job defauts Calbscks | Advanced
to call back when you enter in the program. ¥ Popup calbcks on st

Default daps shead for the popup callback window: |3

Here is how to use the Call back settings:

Generate automalic customer callbacks after creating

J Generat
an involce

. Calback 1: |3 days after invoice creation

e Popup Callback on startup Check if you want Dessiptont:  [reskep =]
Mlstral to shOW the Callback 2 360 days after invoice creation

||St of the Description 2: IAmnua\ service 'I

Callback 3: IU days after invoice creation

Description 3 I 'I

™ Confim befare creating

e Default days ahead... Enter the number days _ Concel |
ahead for the Callback
list. For instance, if you type “7”, the Callback list will show you the
list of all the customers you have to call for today and for the next
week (7 days).

customers you
have to call.

e Generate automatic...  Check if you want Mistral to create an automatic callback when
you create and save an invoice. You can setup up to 3 callbacks
for that customer.

Why have an automatic callback? It is a way for you to show that you care for your customer and
also it is a great tool to help you bring back this customer later. You can setup a first callback after
a week, for instance, and verify with him if he is satisfied of your services. You can setup another
callback 6 months or a year later to check if he needs you services again.
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How to setup the automatic callbacks:

1. Check the Generate automatic customer callbacks after creating an invoice check box.

2. Type the number of days following the creation of the invoice that you believe would be a
good time to call that customer for the first time. Press Tab.

Enter a description for that callback (ex. Satisfaction callback). Press Tab.

Use the same procedure for Callbacks 2 and 3.

Check the Confirm before creating if you want Mistral to confirm the creation of the
callbacks every time you save an invoice.

6. Click OK when finished.

uhw

Advanced

These settings allow you to setup the next jobs number. You will be able to set up the numbers for
your quotation, work orders and invoices. Why? Let say that you decide to implement Mistral 2000
and that you are already in business for several years, you would probably want to continue with
the same job numbers as before you had this program. Here is how to modify the numbers:

Click on the Modify buttons next to the nhumber you want to change.
Click in the field where the number appears.

Delete and type the new number.

Use the same procedure to modify the other numbers.

Click OK when finished.

b=

Note that the number you enter will be the next number use for the job. Be careful not to change
these numbers more than once. You may end up with errors because of duplicate numbering.

Setting up your General Ledger

The purpose of the General Ledger module is to facilitate the achievement of your accounts. We
believe that there is a lot of accounting software presently on the market, and lots of them are
very good. We also believe that probably your accountant already uses one of those software
packages, so why should he use another one? We created the General Ledger section to "join" this
system with the accounting software of your choice.

You can also use the Ledger, even if you are not using any other accounting software. Mistral 2000
can generate accounting reports from the information of the Ledger. If you have a small business
and you think you don't need an accounting software package, you can use the accounting
features of Mistral to help you make your accounting.

Unfortunately, it is impossible for us to give you an accounting lesson. On the other hand, we will
show you how set up and use the General Ledger of Mistral 2000. Ask your accountant if you need
more information about your Chart of Accounts.
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Chart of accounts

The chart of accounts is the foundation of all your accounting. You will use it to follow all the
transactions made within your company.

W) s benu [ Aocounts > Al accounts |

Mumber = [Cortaining =] | | Al ”

[ Number | = Name B Type

= 077 All acoounts % [ o Aszel

) Aassets 1100 visa Asset

{7 Liability he 1200 Master Card Asset

1 Sales @ 1300 Amex Asset

1400 Discovery Asset

Heen 1050 Account Receivables Asset

S 2000 Tax payable Liabili
i pay ty

b 4100 Residential - Carpetcleaning Income
Print 4150 Residential - Uphalstery Cleaning Incarne
4200 Commercial - Garpet Cleaning Incame
4250 Commercial - Upholstery Cleaning Incame
Delets 4300 Residential - Protector Incarme
“w 4350 Commercial - Protector Income
Fa 4400 Accessories Income
Close 4450 Water Extraction Incame

4500 Area rugs cleaning Incame
4800 Discount Incorme
4900 Other Sales Income
1500 Other payments Aszet

Viewing your chart of accounts

1. In the Main menu, click on General Ledger.
2. Inthe General Ledger menu, click on Account List.

This window shows your chart of accounts. Every line in the list is a different account. If the word
All accounts is selected (in the Chart Tree on the left of your screen), it means that the list is
showing all your accounts in the right hand window. To view a subdivision of your chart, click on
the + beside All accounts and then choose one of the Account Header. To view all the accounts
again, just click on All accounts.

To create a new account header
The account header is used to divide your chart in sections. You can use those sections to create
reports.

1. In the chart tree, right-click on the word All accounts.
2. Move your mouse over New and click.
3. Type the new account header and click OK.
To modify an account header
1. In the chart tree, right-click on the account header to modify.
2. Move your mouse over Rename and click.
3. Type the new name and click OK.

To delete an account header

Find the account header to delete and click on the Delete button.
Click Yes.

This operation will not delete the accounts under the account header.
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To create a new account

In the Chart of Accounts, click on the New button.

Type the account number, press Tab. “These are mandatory even if you don't use them in
your accounting package”

Type the account name, press Tab.

Choose a type from the drop down list, click and press Tab.

Enter the opening balance.

Click OK.

N =

ouhw

To modify an account
1. Find the account to modify and click on the Open button.
2. Make the modification.
3. When finished, click OK.

To delete an account

1. Find the account to delete and click on the Delete button.
2. Click Yes.

To search for an account

Use the search section of the window

In the drop-down list, click on the information to look for, press Tab.
In the next drop-down list, choose an operator, press Tab.

Enter the value(s) to look for.
Click on the Search button.

e

The list will the show all the accounts that correspond to the search criteria that you defined. To
view the complete list again, click on the All button.

Refer to chapter 2 to learn how to modify the look of your chart and how to use the advance
search.

Setting up your Services

Mistral 2000 is designed to help you with your day-to-day work. One of the main features of the
program is the invoicing. When you create a new work order or a new invoice, you need to enter
the description of the work. This description consists, in part, of lines of services. This section will
show you how to create your own services with your costs.

What is in a service?

A service contains the following information:

e Category. The category is used to subdivide your list. That way, it is easier for you to search
for a service when creating a new job. You can choose to print or not this information on the
invoice. The category is also used in the sales reports.

e Name. The name is used to describe the service.

e Code. The code is used as a shortcut to enter the service rapidly when you are creating a job.
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¢ Unit of measure. The unit of measure is used to describe the cost. That way, your customer
will know what unit you used to calculate the price of your service. You can choose to print or
not this information on the invoice.

e Account number. The account number is used to link the service to one of your income
account. This number is required if you want to use Mistral 2000 with an accounting program
or if you wish to generate accounting reports in Mistral.

e Costs. You can define up to 5 costs per services. That way, you can define different prices
depending on your customer.

l ™ tain Menu 1 Services -» All services |
J Service jIConlainmg j I m Saarchl il |
——— = Senvice | = unit Zlcost1 | Plcost2 | Zcosts [ Zcosta | Pcosts
= All services % Ariti-Microbial SoFL. §45.00 £35.00 $0.00 §0.00 $0.00
- Bediwom Ariti- Stats S Ft $16.00 §1.00 B0 .00 000 .00
o Chai New Cleaning, extraction SqFt. $0.30 $0.25 $0.00 §0.00 $0.00
- Commercial C Deadorization SqFL $0.10 §0.80 $0.00 $0.00 $0.00
~f Dining room $0.00 §0.00 $0.00
- Enlrance Open \water Exraction SqFt $0.35 §0.25 §0.00 §0.00 $0.00
o Halwey Cleaning, Extraction Unit §10.00 $8.00 $0.00 §0.00 $0.00
o Kichen _ Dry Cleaning Unit §15.00 $12.00 $0.00 $0.00 $0.00
j tg\lf?stznm Frint | eather Cleaning Unit §15.00 $12.00 $0.00 $0.00 $0.00
J Master Bedio Frotector Unit $6.00 $3.00 $0.00 §0.00 $0.00
- Offce Anti-Microbial 5o FL §45.00 §36.00 $0.00 §0.00 $0.00
- Ditoman Delste | anti-Stats SqFt §15.00 §1.00 $0.00 §0.00 $0.00
J Sofa “ Cleaning, extraction S Ft 50.30 F0.25 Fo.00 §0.00 §0.00
oy o~ |Deodorization SqFt. $0.10 $0.80 $0.00 $0.00 $0.00
J‘ Study Close | Protector Sg Ft. 5015 012 $0.00 §0.00 $0.00
J‘ ‘i ashroom VWater Extraction Sq Ft. %0.25 F0.25 $0.00 §0.00 $0.00
Arti-Microbial SqFt §45.00 §35.00 §0.00 §0.00 $0.00
Anti-Stats SgFL §15.00 §1.00 $0.00 §0.00 $0.00
Cleaning, extraction S Ft 50.30 F0.25 Fo.00 §0.00 §0.00

Viewing your list of services

1. In the Main menu, click on Other Lists.
2. In the Other Lists menu, click on Service List.

This window shows your list of services. Every line in the list is a different service. If the word All
services is selected (in the services tree on the left of your screen), it means that the list is
showing all your services. To view a subdivision of your list, click on the + beside All services and
then choose one of the category. To view all the services again, just click on All services.

To create a new category
The category is used to divide your list of services.

1. In the service tree, right-click on the word All services.
2. Move your mouse over New and click.
3. Type the new category (ex. Carpet residential) and click OK.

To modify a category
1. In the service tree, right-click on the category to modify.

2. Move your mouse over Rename and click.
3. Type the new name and click OK.
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To delete a category

1. Find the account header to delete and click on the Delete button.
2. Click Yes.

This operation will delete all the services included in this category.
To create a new service

In the list of services, click on the New button.

Type the name, press Tab.

Type the code (optional), press Tab.

Choose a unit of measure from the drop down list, click and press Tab.
Choose an account from the drop down list, click and press Tab.

Enter the cost(s).

Check the tax(es) if you charge tax on this service.

Enter extra information (custom fields).

When finished, click OK.
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To modify a service

1. Find the service to modify and click on the Open button.
2. Make the modification.
3. When finished, click OK.

To delete a service

1. Find the service to delete and click on the Delete button.
2. Click Yes.

To search for a service

Use the search section of the window
1. In the drop-down list, click on the information to look for, press Tab.
2. In the next drop-down list, choose an operator, press Tab.
3. Enter the value(s) to look for.
4. Click on the Search button.

The list will the show all the services that correspond to the search criteria that you defined. To
view the complete list again, click on the All button.

To move services from one category to another

1.Click on the service to move and hold down the mouse button.
2.Drag the service over the category where you want to move it.
3.Release the mouse button.

To copy services from one category to another

1.Click on the category you want to copy the services from.

2.In the windows menu, click on Copy/Paste and choose Copy services.
3.Click on the category you want to copy the services to.

4.1n the windows menu, click on Copy/Paste and choose Paste services.
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Setting up your Schedules

With Mistral 2000 you will be able to schedule all your jobs. But, to be able to schedule the jobs,
you need to create the schedules. If you have a small company and only have one crew on the
road, you will probably create one schedule. But, on the other hand, if you have a big company
and multiple trucks and crews, you will probably create many schedules. Most of the time, you will
assign a schedule to one of your technicians or trucks.

To create a new schedule

. . Schedule Information b4
1. In the Main menu, click on x|

Schedules. Marme: ITruck moutk crew

2. In the Schedule menu, click
, . [[7iEpEza6sdz 2
on Schedule List. Bhone:  {(705) i
3. In the list of schedules, click Note: | ]

on the New button.

4. Type the name, press Tab.

5. Type the phone number =
(optional), press Tab. T Caoal

6. Type a note (optional). | concel |

7. When finished, click OK.

To modify or add information to schedule

1. Find the schedule to modify and click on the Open button.
2. Make the modification.
3. When finished, click OK.

To delete a schedule

Find the schedule to delete and click on the Delete button.

Click Yes.

Deleting a schedule will un-schedule any related job. If you have jobs linked to that
particular schedule, try renaming the schedule instead.

W

To search for a schedule

Use the search section of the window

In the drop-down list, click on the information to look for, press Tab.
In the next drop-down list, choose an operator, press Tab.

Enter the value(s) to look for.

Click on the Search button.

el e

The list will the show all the schedules that correspond to the search criteria that you defined. To
view the complete list again, click on the All button.
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Setting up your Sources

One of the advantages of using a computer program to manage your business is that it can
compile information rapidly that would take days for us to do manually. Tracking your sources, for
instance, is probably a very useful tool for your business. Within a few clicks of your mouse, you
can find out how much each source has brought you in revenue. Enter here all the possible sources
of business (Yellow Pages, Web site, newspaper, etc.). Now, with this new version, you can now

enter more information on the source. This way, you will be able to enter a company as your

source (dry cleaner for instance) and calculate a commission using a report.

To create a new source

—

2. In the Other List menu, click on
Source List.

3. In the list of schedules, click on

the New button.

Type the name, press Tab.

If this source is a company, click

on the More info tab.

6. Type the contact, press Tab.

7. Type the phone number, press
Tab.

8. Type the other phone number,
press Tab.

9. Type the address 1, press Tab.

10. Type the address 2, press Tab.

11. Type a commission.

12. When finished, click OK.

vk

To modify a source

In the Main menu, click on Other Lists.

x|
Main infa  More info I
Contact:
Phone: |[705)456-7656 #|
Other phane: I[?DE] ;{I
Addressz 1: I‘I 23, 3rd.
Address 2 I
Cormmizsion % IS-UUUZ
Ok I Cancel

1. Find the source to modify and click on the Open button.

2. Make the modification.
3. When finished, click OK.

To delete a source

1. Find the source to delete and click on the Delete button.

2. Click Yes.
To search for a source

Use the search section of the window

Enter the value(s) to look for.
Click on the Search button.

e

In the drop-down list, click on the information to look for, press Tab.
In the next drop-down list, choose an operator, press Tab.

The list will the show all the sources that correspond to the search criteria that you defined. To
view the complete list again, click on the All button.
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Setting up your Payments

The payments are the methods that your customers use to pay their invoices. Enter all the
payment types that your company accepts (Master Card, Visa, Amex, etc.). You can also assign a
type of payment to one of your account number. So every time you receive a payment, that
account will debited of the amount received. You can assign more than one type of payment to
one account if you want.

To create a new type

1. In the Main menu, click on Other Lists.
2. In the Other List menu, click on :
Payment Type List. Parment Type Information 5[
3. Inthe list of payments, click on the Marme: =
Mame:
New button.
4. Type the name, press Tab. Aceount number; |12EIEI j
5. Type the account number or select
it from the drop-down list oK. I Cancel
(optional). |

6. When finished, click OK.

To modify a type of payment

1. Find the type to modify and click on the Open button.
2. Make the modification.
3. When finished, click OK.

To delete a payment

1. Find the type to delete and click on the Delete button.
2. Click Yes.

To search for a type

Use the search section of the window

In the drop-down list, click on the information to look for, press Tab.
In the next drop-down list, choose an operator, press Tab.

Enter the value(s) to look for.

Click on the Search button.

Pwne

The list will the show all the types that correspond to the search criteria that you defined. To view
the complete list again, click on the All button.
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Setting up your Employees

Here are the procedures to set up your employees in Mistral 2000. The main reason why you need
to enter that information is to know which employee of your company is involved in each job. You
need to set up that list also if you give commission to your technicians or sales person. Refer to
chapter 5 to learn more about the Employee List.

To create a new employee

In the list of employees, click on the New button.

Type the employee number (optional), press Tab.

Type the first name, press Tab.

Type the last name, press Tab.

In the drop-down list, choose a type, click and press Tab.

Type a note.

Use the next section if you give commission to this employee.

Enter the commission this employee makes on sales before add-ons, press Tab.
Enter the commission this employee makes on add-on sales, press Tab.
10 Enter a fixed commission that this employee have on each job, press Tab.
11. Enter his wage per hour, press Tab.

WRNOURAWNE

Employee “"More info” window.

Click on the More info tab.

Type the phone number, press Tab.

Type the other phone number, press Tab.
Type the address 1, press Tab.

Type the address 2, press Tab.

Type the address 1, press Tab.

Type the city, press Tab.

Type the state, press Tab.

Type the Zip code, press Tab.

10 Type the social security number, press Tab.
11. Enter extra information in the custom fields.
12. When finished, click OK.

WHONOUTAWNE
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Setting up your Customers

This procedure consists in entering all the information about your customer. In Mistral 2000, all
your customers are listed in a window we call List of Customers. From that window, you will be
able to add a new customer, make modification into a customer folder or delete one. Right now,
we will only show you how to create a new customer. Refer to chapter 4 to learn more about the
Customer List.

Creating a new customer

In the list of customers, click on the New button.

Type the customer number (optional), press Tab.

Type the company name (if it's a commercial customer), press Tab.
In the drop-down list, choose a salutation, click and press Tab.
Type the first name, press Tab.

Type the last name, press Tab.

Type the attention of (if it's a commercial customer), press Tab.
Type the phone number, press Tab.

Type the other phone number, press Tab.

10. Type the fax number, press Tab.

11. Type the address 1, press Tab.

12. Type the address 2, press Tab.

13. Type the cross street, press Tab.

14. Type the city, press Tab.

15. Type the state, press Tab.

16. Type the Zip code, press Tab.

17. Choose a type, click and press Tab.
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Refer to the chapter 4 to learn more about the customers.

Other set up Options

Setting up your custom fields

The custom fields are extra information that you can add to help you describe a customer, a
service or an employee for instance. The custom fields can be recognized by their blue color. The
nice thing about them is that you can rename them and personalized, at the same time, your copy
of Mistral 2000. Once you rename a custom field, it will modify its value of all the custom fields. For
example: If you rename Custom field 6 to Email in the Customer Information window, All the
Custom field 6 of all the customers will be named Email.

We find two types of custom fields: regular and drop-down list.
To change a custom field name

1. Double-click on the word “Custom field” highlighted in Blue
2. Type the name you want to give to that new field
3. Click OK.

Do exactly the same if you want to modify the name of other custom fields.
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A regular custom field

Use the regular custom field to enter general information. They can take alphabetic or numeric
information.

Custom field &:

The drop-down list field

This field works like a regular drop-down list. Use this kind of custom field to enter information that
have limited values. To enter an information, you have to select it from the drop-down list
appearing when you click on the arrow. Look at the next section to learn how to set the values in
the Drop-down list.

Custorn field 1: j

Setting up your Drop-down list

The drop-down list fields can be found in most of the windows of Mistral 2000. The advantage of
having this kind of field is that it is easier and faster for the user to enter information in the field.
Some of the list already contains values but some lists are empty and you have to set the values.
Here are the steps you have to follow to set values in the list.

1. Click on the arrow.
2. Select <MODIFY> and click.

The window Custom List appears. %]
cao MHew
Met 10 days —
- - Met 15 days
To add a value in the Custom List Net 30 days _ Bemave_|
1. Click on the New button.

2. Type the new value.
3. Click on the Close button or press
<ENTER>.

This new value will be added to your list and will
appear in the field.

To remove a value from the list

1. Click on the value to remove.
2. Click on the Remove button.
3. Click on the Close button.
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CHAPTER 4 \

Customer RS ERLS

What is a customer?

For your business, the customer is your source of revenue. Without the customers and their needs
for your services, you would not have a business at all. We are very conscious of this reality and
we provide, a wide range of tools to help you take good care of your customers.

Customer information you can enter

Mistral 2000 can take more than the name, address and phone numbers. You can store a lot of
information on a customer. The more information you have, the better you will be equipped to
serve and keep each customer. Here’s a list of all the information you will be able to keep for each
one of your customers:

Name, salutation and address.

Crossing street.

3 phone numbers.

Type (residential or commercial).

Initial source (where this customer comes from).
Name of the person who refers that customer.

Last service date.

Default pricing and discounts.

10 custom fields (that you define the way you want).
A note section (invisible to the customer).

Payments, credits and refunds information.
Complete and detailed history on passed invoices.
List of sites (if this customer has more than one site).
Callback information.

The Customer list

The Customer list is the tool we use to enter most of the information on customers. This list allows
you to view, add, modify, search, delete and print customers’ information. In this section, we will
show you how to perform all those tasks.

Adding a customer in your list
This procedure consists in entering all the information about your customer

1.In the list of customers, click on the New button.

% 2.Type the customer number (optional), press Tab.
3.Type the company name (if it's a commercial customer), press Tab.
4.1n the drop-down list, choose a salutation, click and press Tab.
5.Type the first name, press Tab.
6. Type the last name, press Tab.
7. Type the attention of (if it's a commercial customer), press Tab.
8. Type the phone number, press Tab.
9. Type the other phone number, press Tab.
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10.
11.
12.
13.
14.
15.
16.
17.

Type the fax number, press Tab.
Type the address 1, press Tab.
Type the address 2, press Tab.
Type the cross street, press Tab.
Type the city, press Tab.

Type the state, press Tab.

Type the Zip code, press Tab.
Choose a type, click and press Tab.

To add more information, click on the More info tab.

1.
1.
2.

o vk

© N

Choose an initial source from the Initial source list, press Tab.

If this initial source is another customer, select it from this list, press Tab.

If that customer used your service before, enter the last service date; press Tab. (this date
will be updated each time this customer uses your services).

Select a price number. (your service can have up to 5 different costs. Choose the one that
applies to this customer). Press Tab.

Enter a default rebate (in %) for this customer (if any), press Tab.

Enter a default rebate (an amount) for this customer (if any), press Tab.

Enter information in your custom field. Refer to the previous chapter to learn how to set up
your custom fields.

Type a note.

Press OK when finished.

Modifying the customer information

1.

2.
3.
4

From the customers’ list

Find the customer to modify and click on the Open button.
Make the modification.

When finished, click OK.

Deleting a customer

1.
2.
3.

From the customers’ list
Find the customer to delete and click on the Delete button.
Click Yes.

Note that you will not be able to delete a customer if he is assign to a job (quotation, work order or
unpaid invoice)

Searching for a customer

Use the search section of the window

vihwn =

In the drop-down list, click on the information to look for, press Tab.

In the next drop-down list, choose an operator, press Tab.

Enter the value(s) to look for.

Click on the Search button.

The list will show all the customers that correspond to the search query that you defined.
To view the complete list again, click on the All button. To learn more about the search,
refer to chapter 2.
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Creating multiple sites for a customer

Mistral 2000 allows you to enter more than one address for a customer. Why? Very simple. You
probably have one or more commercial customers that own more than one building. For those
customers, you always charge to the main office but you perform the service at a different
address. Mistral 2000 has all the tools to keep this information. Here is how to enter different sites
address for one customer.

Find the customer in the customer’s list.

Click on the View sites... button. The list of sites appears.
Click on the New button to add a new site.

Type the company name (if it's a commercial site), press Tab.
Type the first name, press Tab.

Type the last name, press Tab.

Type the attention of (if it's a commercial customer), press Tab.
Type the phone number, press Tab.

Type the other phone number, press Tab.

10. Type the fax number, press Tab.

11. Type the address 1, press Tab.

12. Type the address 2, press Tab.

13. Type the cross street, press Tab.

14. Type the city, press Tab.

15. Type the state, press Tab.

16. Type the Zip code, press Tab.
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To add more information, click on the More info tab.

1. Enter information in your custom field. Refer to the previous chapter to learn how to set up
your custom fields.

2. Type a note.

3. Press OK when finished.

The new site will be added to the list of sites. Note that this list of sites is unique to this customer.
Use the other function to open, modify, delete or print the sites.

Creating new jobs

There are two ways for you to create new jobs. You can create them from the Main Menu
(Invoicing) or directly from the customer information window. The advantage of creating the job
from the customer window is that the information about the customer will already be entered in
the job. To create a new job (quotation, work order or invoice) from the customer window, simply
click on the button corresponding to the type of job you want to create.

Viewing jobs

This very useful function allows you to view all the jobs (current and old) you did for a customer.
To view those jobs, you just have click on the View jobs... button located in the customer
information window. When you click on this button, the list of all the current jobs (quotation, work
orders and unpaid invoices) appears as well as the list of all the history (paid invoices). If you
select a job and press on the Open button, you will be able to view all the details on this job. Refer
to the chapter 6 to learn more about the list of jobs and all its possibilities.
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Using the Customer Callbacks

What is a callback?

A callback is a little reminder that you set up to make you remember the calls you have to do. In
another word it is a To Do list of customers to call or send reminders to. The callbacks’ list pops up
every time you open Mistral 2000, that way; you have no reason to forget the customers you need
to call. Here is the information you have to enter when you create a new callback.

e Customer name Customer name

e Date Date you have to call this customer

e Description Why you have to call him

e Called Yes if you made the call and No if you did not.

Mistral 2000 has two types of callbacks: Automatic and Manual. The automatic callbacks are
automatically generated when you create an invoice. The manual callbacks have to be entered
manually by the user. Refer to the previous chapter to learn how to set up your automatic
callbacks.

Creating a new callback

There is 3 ways for you to create a callback: From the Main Menu, from the Customer information
window and from a job. All those ways use the same kind of dialog box.

Here are the steps to enter a new callback:

1. Choose a customer from the customers’ list.
2. Select a date where you will set up

Customer Callback

the call.
. Custamer: l: iew callbasks for custamer
3. Click on Add Callback.
4. Enter a description (the reason why
. . September 1933 CQctober 1999 Movember 1939
you need to call this customer at this ot O e GO s i
date). [T 2 5 4 102 12 3 45 8
. 5 B 7 & 910N 3 4 5 6 7 § 9 T 8 910 11 12 13
5' ClICk OK' 12 13 14 15 16 17 18 10 11 12 13 14 15 16 14 15 16 -18 18 20
19E|21 22 23@@2s 1ris 9Bl B2 o223 24 EEEE 27
You are also able to perform other tasks from |* ¥ *# pnrEmTEBN BED
1
this wmdow._ You are able _to viewallthe calls
set up for this customer, view the Customer i eaEece |
information window, view and print the Dele cafbeck |
callbacks for this customer, delete a callback, e
view the other callbacks (for the other
customers) and set a callback as called. S— =] F caesr gose |

Printing the list of callbacks

The callbacks' list is like all the other lists. This means that you can print the information displayed
in the Pop up callback list. Just click on the Print button to print the information. Refer to the
Chapter 2 to learn more about the options available for printing a list.



Mistral 2000 User Guide

Print the customers’ list

There may be several reasons for you to print your customers’ list. Whatever they are, you can
count on Mistral 2000 to help you achieve this task. Choose the information to print, select only the
customers and the columns you want. You can find the procedure on how to print the customers’
list in the chapter 2 because printing the customers’ list is like printing all the other lists of Mistral
2000.

Note that printing the list is different from printing a mailing list, labels or personalized letters. The
next section will show you how to perform those tasks.

Creating a Mail Merge from the customers list

What is a Mail Merge?

The mail merge is a new and wonderful tool that’s been added to Mistral 2000. The mail merge
allows you to create all kinds of mailing labels, personalized letters, envelopes and postcards, etc.
The mail merge is a great tool to make you save a lot of time and money and also to improve your
image.

The Mistral 2000 mail merge is so good that you do not need to use any other program. You can
dp=henlutahs avenithing from Mistral 2000. Here is the general principle of a mail merge:

Cuistnmer<’ lict Template _ Mailing

You need two entities to create a mail merge. A list of information (customers’ list in this case) and
a template (label, envelop, letter, etc.). The template contains fields that will be replaced by the
customer information when we will merge the two entities together. A mail merge will create as
many mailing items as there are items in the list of information. For instance, if you have 100
customers in your list and you decide to merge this list with a label template, the results will be
100 personalized labels. So, the list + the template = to the mailing.

When you will press on the Merge button in your customers’ list, Mistral 2000 is going to use the
list that you are currently viewing to create the mail merge. So, if you are currently viewing the list
of all your customers, Mistral is going to create the mailing for all your customers. If you want to
create a mail merge for only a part of your customers' list, you need to view only those customers.
Use the Search function to create a partial list.

You will also have to create mailing templates if you have not defined any. Refer to chapter 10 to
learn how to create the templates.

Finally, if you need to create more complex mail merge, you can use the Mail merge function
located in the Reports submenu. Refer to chapter 8 to learn how to create complex mail merge.
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CHAPTER 5 \

Employee IS

What is an employee?

Like we told you in the previous chapter, the more you know the better it is. Being able to know all
the employees that are involved in a job is a plus for your company. When we say employee, we
mean everybody, from the person who takes the call to the person who performs the jobs.

The information you can enter

Mistral 2000 can take more than the name, address and phone numbers. You can store a lot of
information on an employee. The more information you, the better you will be manage your
employees. Here’s a list of all the information you will be able to keep for each one of your
employees:

Name and address.

2 phone numbers.

Type (sales, technician, telemarketing, etc.).

Social security number.

3 custom fields (that you define the way you want).
A note section (invisible to the customer).
Commission information.

The employee list

The employees’ list is the tool we use to enter most of the information on employees. This list
allows you to view, add, modify, search, delete and print employees’ information. In this section,
we will show you how to perform all those tasks

Creating a new employee
This procedure consists in entering all the information about your employee.

In the list of employees, click on the New button.

Type the employee number (optional), press Tab.

Type the first name, press Tab.

Type the last name, press Tab.

In the drop-down list, choose a type, click and press Tab.

Type a note.

Use the next section if you give commission to this employee

Enter the commission this employee makes on sales before add-ons, press Tab.
Enter the commission this employee makes on add-on sales, press Tab.
10 Enter a fixed commission that this employee have on each job, press Tab.
11. Enter his wage per hour, press Tab.

WONOUTAWNE
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Use the next window if you need to enter more information on this employee

Click on the More info tab

Type the phone number, press Tab.

Type the other phone number, press Tab.
Type the address 1, press Tab.

Type the address 2, press Tab.

Type the address 1, press Tab.

Type the city, press Tab.

Type the state, press Tab.

. Type the Zip code, press Tab.

10. Type the social security number, press Tab.
11. Enter extra information in the custom fields.
12. When finished, click OK.

WRONOUIRAWNE

Modifying the employee information

2. Make the modification.

@ 1. Find the type to modify and click on the Open button.
3. When finished, click OK.

Deleting an employee

ﬁ 1. Find the type to delete and click on the Delete button.
2. Click Yes.

Note that you will not be able to delete an employee if he is assign to a job (quotation, work order

or unpaid invoice).

Searching for an employee

Use the search section of the window

In the drop-down list, click on the information to look for, press Tab.
In the next drop-down list, choose an operator, press Tab.

Enter the value(s) to look for.

Click on the View button.

Pwne
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The list will the show all the employees that correspond to the search criteria that you defined. To
view the complete list again, click on the All button. Refer to chapter 2 to learn more on how to
search a list
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Setting up employee commissions

If your company uses a commission system to motivate its employees, you will be able to use
Mistral 2000 to help you calculate this commission. The minute you assign an employee to an
invoice, this employee will have his commission calculated automatically. Mistral 2000 can calculate
up to 3 kinds of commission. We have:

e Commission on initial sales  Calculate the employee’s commission on the services that are
not add-on sales.

e Commission on add-on sales Calculate the employee’s commission on the add-on sales he
made.

e Fixed commission Assign a fixed commission for each invoice.

Note that a commission is calculated only if the employee is linked to an invoice.

Examples

We have two employee linked to this job. We have one technician and one sales representative.
Here are their commission:

Sales representative

Commission on initial sales: 30%
Commission on add-on sales: 0%
Fixed commission: 5% per invoice

Technician

Commission on initial sales: 10%
Commission on add-on sales: 30%
Fixed commission: 0$ per invoice

Here is a description of the job:

Description Extended
Commercial Carpet - Carpet Cleaning 500.00 $0.20 $100.00
Cornmercial Carpet - Protector 500.00 $0.10 $50.00

The last line of the description is an add-on from the technician. The commission will be calculated
this way:

Sales representative
Commission on initial sales: 30$ (100$ X 30%)
Commission on add-on sales: 0%
Fixed commission: 5$ per invoice

For a total of 35%
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Technician

Commission on initial sales: 10$ (100$ X 10%)
Commission on add-on sales: 15$ (50$ x 30%)
Fixed commission: 5% per invoice

For a total of 30%

Note that there is no calculation made with the amount entered in the field Wage per hour. This
amount is used only as information for the user.

Print the employees’ list

There may be several reasons for you to print your employees’ list. Whatever they are, you can
count on Mistral 2000 to help you achieve this task. Mistral 2000’s powerful list allows you to print
the list the way you need and want it. Choose the information to print, select only the employees
and the columns you want. You can find the procedure on how to print the employees’ list in the
chapter 2 because printing the employees’ list is like printing all the other lists of Mistral 2000.

a a [:} a ] a a a E.‘
CYCLEAN b
Employees @
Munba First nane Last namae Type B il Add-omssls  Anomtjeh Test Cusium =)
Baurdo Sauhez Clean Tech 15.00 2500 0.00 b
Jokw Smith Clean Tech 10.00 2000 0.00
Jazes Fozgaty Clean Tech 12.00 28.00 0o Eil
Hdele Flym Sales 2000 0.00 0.00
Eab Tamal Suparvisar 0.00 0.00 0.00
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CHAPTER 6 \

Invoicing

The process of invoicing

Mainly, the principle of invoicing is pretty simple. You create an invoice for each job you perform.
But, your business is different from a grocery store. In a grocery store, the customer enters,
chooses the items he wants to buy, goes to the cashier, pays and leaves. The customer will get an
invoice for all the items that he bought. The principle is, in this case, is very easy. In the kind of
business that you have, the process is slightly different. Most of the time, there is a delay between
the order (the customer calls and ask a price for your services) and the payment of the invoice.
During this delay, the order will pass through different states. In Mistral 2000 we have three
different states for an order: The quotation, the work order and the invoice.

The order does not have to go through all those states. For instance, if the customer calls and
needs your services, you will be able to create a work order without having to create a quotation
first. It's the same thing with the invoice; you can always create an invoice directly without creating
a quotation or a work order previously.

So why do we need all those states? Why can’t we create invoice directly instead of creating a
work order and then transform it into an invoice? The reason is very simple: Because it's a lot
easier to manage. When you look at all your jobs, you know that the quotations are jobs that have
not been authorized by the customer, that the work orders are jobs that have not been serviced
yet and that the invoices are jobs that have been completed.

Mistral 2000 is also different from other programs. When creating the jobs, the program will make
you work directly on your invoice template. In another word, you will fill up the invoice exactly like
you would fill a paper form. The image of your invoice appears on the screen and the only thing
that you will have to do is fill the blanks. Refer to chapter 10 to learn how to create your own
invoice templates in Mistral 2000.

The Job List

The Job list is the tool you use to manage all your jobs. This list allows you to view, add, modify,
search, delete and print all the type of jobs. In this section, we will show you how to perform all
those tasks.

Type of jobs

First of all, the job list contains five different lists.

Quotations’ list. List of Quotations created and not yet transformed into work orders.
Work orders’ list. List of work orders created and not yet transformed into invoices.
Unpaid invoices’ list. List of all the unpaid invoices. (Default when entering Job List).
Paid invoices’ list. List of all the paid invoices (invoice history).

Unpaid and paid invoices’ list. Combined lists of invoices.
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We decided to separate each type of jobs in different lists to help you have a better look at your
jobs. It's easier to manage and a lot more intuitive for the user. Use the Job list toolbar to select
which list of jobs you want to work on.

| Quotations | | Work Orders| | Unpaid Invoices| |Paid Invoices| |AII Invoices| | Print Invoice| | Batch Printing

Because the job list is like all the other lists in this system, you can use the List toolbar to create a
new job, modify a job and delete or void a job (depending on the type of job).

AR

! [=10 Elp;en "Wioid aym. Cloze

-
b A

Searching for a job

Use the search section of the window.

In the drop-down list, click on the information to look for, press Tab.
In the next drop-down list, choose an operator, press Tab.

Enter the value(s) to look for.

Click on the Search button.

Last name jIEDntaining j IL m Sean:hl | ||

el e

The list will show all the jobs that correspond to the search query that you defined. To view the
complete list again, click on the All button. To learn more about the search, refer to chapter 2.

Print the Job list

There may be several reasons for you to print your jobs’ list. Whatever they are, you can count on
Mistral 2000 to help you achieve this task. Mistral 2000's powerful list allows you to print the list
the way you need and want it. Choose the information to print, select only the jobs and the
columns you want. You can find the procedure on how to print the jobs’ list in the chapter 2
because printing the jobs’ list is like printing all the other lists of Mistral 2000.

Note that printing the list is different from printing a mailing list, labels or personalized letters. The
next section will show you how to perform those tasks.
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Creating batch printing or mail merge from the Job list

In the job list, creating a batch print and a mail merge is the same. A batch print is printing all the
jobs that we find in a list. Printing a mail merge is printing all the jobs that we find in a list but
using a template different from the template normally used for the job. For instance, if you are
currently viewing your quotations’ list and click on the Batch printing / mail merge button, the
system will bring you a preview window of all the quotations in the list.

W hain Menul = Quotations &3 Quotation |

Previob  Mestjob

Callback
1290 Main St.
springfield, AZ
85220
705-787-4561

= =
Tgl E
Print O
z O« ) -
Al N&C
& CYCLEAN Quotation ®
[&

Close

Date Number

20/09/1993 2

The system uses the quotation template as default for the quotation batch printing. But, if you
change the template using the Template button, you will be able to use the quotations’ list to print
letters or even envelopes, depending on the template you choose.

What is a mail merge?

The mail merge is a new and wonderful tool of Mistral 2000. The mail merge allows you to create
all kinds of mailing labels, personalized letters, envelopes and postcards, etc. The mail merge is a
great tool to make you save a lot of time and money and also to improve your image.

The Mistral 2000 mail merge is so good that you do not need to use any other program. You can
do absolutely everything from Mistral 2000. Here is the general principle of a mail merge:

- . — -
inh<’ lis emplate I alling
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You need two entities to create a mail merge. A list of information (jobs' list in this case) and a
template (label, envelop, letter, etc.). The template contains fields that will be replaced by the
customer information when we will merge the two entities together. A mail merge will create as
many mailing items as there are items in the list of information. For instance, if you have 100 jobs
in your list and you decide to merge this list with a label template, the results will be 100
personalized labels. So, the list + the template = to the mailing.

When you will press on the Merge button in your jobs’ list, Mistral 2000 is going to use the list that
you are currently viewing to create the mail merge. So, if you are currently viewing the list of all
your quotations, Mistral is going to create the mailing for all your customers that have a quotation.
If you want to create a mail merge for only a part of your quotations’ list, you need to view only
those quotations. Use the Search function to create a partial list.

You will also have to create mailing templates if you have not defined any. Refer to chapter 10 to
learn how to create the templates.

Finally, if you need to create more complex mail merge, you can use the Mail merge function
located in the Reports submenu. Refer to chapter 8 to learn how to create complex mail merge.

Building a job in Mistral 2000

In Mistral 2000, the quotations, work orders and invoices are built exactly the same way. The
windows, the tools, the toolbars and the menus are exactly the same. The only difference is the
type of job that you are creating.

Z1 Mistial 2000 - [Quotation] [_ 2] =]
File Copy/Paste Job View MWindow Help _I_I- <} ﬂ

M htain Menul 1 Quotations Huatation |

N & & @ % iy B

Info Customer  Site Source  Services Schedule  Nate .o

=
Templ E
= O ) DS == T
Pt (o 1) = L= VL [#
- Ei
& CYCLEAN Quotation e
Callback &
1290 Main St.
l Springfield, AZ G
Saye 85220 fog:x
» T05-T8T-4561 &
Claze @
Date Number
2040941983 4 E
Customer Site
Description Extended
Ready Page 141

The screen represents the image (or a part) of your job’s form. You can scroll the page to view the
rest of the page. The rest of the window is made of toolbars and menus. Those objects contain
tools to modify the look and the information of a job.
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The toolbars

In a job window, we find four types of toolbars.

The Job toolbar. This toolbar is used to enter the basic information of a job.

E Modify the settings of the job.

@ Enter the customer information.
@ Enter the site information.
@ Enter the source information.
Enter the job description (services to perform).

Assign employees and schedule the job.

e Type a note (invisible to the customer).

Transform the quotation into a work order or the work order into an invoice.

The Job II toolbar. This toolbar is used to perform other kind of action on a job.

Templ Choose a different job template.

&9 Print the job (also saves the job).
Prirt

Ep Enter a callback for this customer.
Callback

(™ Save the job in your database.
EavE

Exit from this window.
Close
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The Layout toolbar. This toolbar is used to change the view of the job.

Move to the previous page (if your job has more than one page).
Move to the next page (if your job has more than one page).
Add a page to your job.

Delete a page from your job.

Zoom in.

Zoom out.

View the job, as it will print.

View the whole page length.

View the whole page width.

) (1 [ 5 0@ UE &

To preview the page before printing.

The View Manager toolbar. This toolbar is used to switch from this window to other windows
(or functions) of mistral 2000.

| W ain Menul =1 Quotations E!u::ltatinnl

The menu
File Copy/Paste Job  Wiew Printing Window Help

The menu is the gray line at the top of your window that contains six different choices. Like the
toolbar, the menu contains tools to modify the look and the information of the job. In fact, some of
the tools found in the toolbars are also included in the menus. The toolbars act as a shortcut,
because, it's a lot faster to use the tools from the toolbars than from the menu. Here are the six
choices we have:

File. This option contains option on the action you can take on the job.

Save Ctrl-S: Choose this option to save the job in the database.

Print... Ctrl-P: Choose this option to print the job.

Close: Choose this option to close the job window and go back to the Main menu.
Exit: Choose this option to exit from Mistral 2000.

The Ctrl-S and Ctrl-P are shortcuts. Instead of using your mouse to execute those functions, you
can use the keyboard shortcut. In this case, the action is executed by pressing and holding the
<Ctrl> key on your keyboard then by pressing the <S> key on your keyboard to save or <P> to
print the job.

Copy/Paste. This option contains very useful and interesting functions. Use them to save a large
amount of time when creating repeating jobs. With Mistral 2000, you be able to copy information
from one job to another one or even create a duplicate of a job instantly. Great tool when you are
creating repeat jobs.

Copy job Ctrl-C: Open the job you want to copy the information from and choose this
option.

Paste job Ctrl-V: Open a new job and choose this option to paste the information you
copied from the other job.
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Duplicate job: Choose this option to make a duplicate of the job. You will be able to create
instantly a new quotation, work order or invoice with exactly the same information except for
the date and the job number.

Job. This option of the menu contains exactly the same tools as the Job toolbar.

Options: Modify the settings of the job.

Customer: Enter the customer information.

Site: Enter the site information.

Source: Enter the source information.

Line / Services: Enter the job description (services to perform).

Employees / Schedule: Assign employee and schedule the job.

Note / Comment: Type a note (invisible to the customer) or a comment that will appear on
the job (only if you have setup your template with a comment section).

View. This option contains tools to change the view you have of the program.

View Manager: If this function is checked, the View Manager toolbar appears on the
screen. If it is not checked, then, the View Manager toolbar will not appear.

Full Screen: If this function is checked, you will not see the Task bar from Windows and the
program line at the top. If not checked, then you will see those two bars. This function
allows you to view more information on your screen.

The line that you find under the words View Manager and Full Screen are another indication of
keyboard shortcut you can use. In this case, you can activate the function by pressing and holding
the <Alt> key on your keyboard and then by pressing the underlined letter <V> on your keyboard
for the View Manager function or <U> for the Full Screen function.

Window. This option contains tools to change the way you can visualize the windows of Mistral
2000. Remember that every time you open a job (quotation, work order or invoice) or a list, Mistral
2000 opens a new window. Most of the time, Mistral will only show the active window and will hide
the other opened window behind the active one. You would have to use the View Manager to
switch from a window to another one. Mistral 2000 provides tools to change the way you view
those windows. Here they are:



Mistral 2000 User Guide

Cascade: All the open windows appear in cascade. Just click on the window’s header to
switch from a window to another.

Fle View Window Help
“ ) bisin Menu | =1 Quetstions | (2] Guotstion 3 Cuslnmers'
B Quotations

M B Quotation
e Mena

§ B Customers
=t I L ] [convsining =] [ | Al ||
E i | (1 Number “ | = company 3 Last name
a David Hamburg (705)456-5627
I Robert Mahan (F05)465-3214 154]
1= Denise wulik (705)466-6544 56
D¢ i Crowr Diarmond David Palls (705)321-6547 34
= Sue Hamblin (T05)223-4568 35
1 Baron Ray Roy (705)654-7899 94
o Paul Rocco (705)654-0854 a7
] ] Nancy Maolling (705)654-4735 [
— Faula Raberts (705)456-7852 12
Diana Hall (705)654-2222 v
Jane Rankin (705)421-3256 76
Con Ranger (T05)455-5555 65
Army Lightfoot (T05)477-5465 98
Angela Libertella (T05)644-4654 78
Brenda Leach (r09)654-4544 76
Dana Leary (705)455-7895 87
2R Heather MNell (705)456-6558 78
ge || | Sally Laverd (705)412-4654 78
Mike Denis (705)455-7854 76
&1 ecordis 4| | LIJ

Tile Horizontally: All the windows appear partially and are open on their width. Click on the
window’s header to switch from a window to another. Use this view option if you need to see
the information from two or more different windows at the same time.

Eie indow
|| 100 b s | = i | [ ] Gtion (] Custornens |
| E— Ty | =] 0@ e &% h

(5] Numbor =1 Company

|| Mo Ciwlomer  Se  Souce Senvices Schedue Note oW
D
L Hobet “%‘
@ Dorso & "
st Crown Cesmand Dt ot J &
Sue =
.ﬁ Bann Ray = MNumber
et Faul ol (-}
Narsey o
& Faul &
- Diana " "
Mergn Clone.
)

= [ 1|
| @ wam. | ) Date
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Tile Vertically: All the windows appear partially and are open on their height. Click on the
window’s header to switch from a window to another. Use this view option if you need to see
the information from two or more different windows at the same time.

Ele CopuPaste Wiew Widw Heb
I o e |

| [rimeer =] [Cortsnng =] | g

@mm [ company |

=

Crown Dlamond

Baon

i ifi

i

SemoPoD |

f%

Fmeniy 4] | ﬂ:' e T | _'fﬂ

Arrange Icon: This tool does nothing in a job.
Close All: Use this tool to close all the windows of Mistral 2000 (except the Main Menu).
1 Main Menu: Choose this option to go back in the Main Menu.

2 Quotation: Choose this option to go back to the Quotation window (if you are in the Main
Menu).

3...:This list may be bigger. In fact, it will contain all the windows that are currently open in
Mistral 2000. You just have to choose the window were you want to go. It works like the
View Manager.

Help. Contains information, help and tips on Mistral 2000.

[£1Mistral 2000 - [Main Menu]

M) File View Printing Window | Help

H lil [EETRE ETH | Technical Suppart | Infa |/ Updates. ..
Registration. ..

Compress Data for Email. ..

Version Info...
about...

Technical Support / Info / Update...: Choose to view a window that shows where and
how you can find technical support, information on Mistral 2000 and other products of
Cyclone Software and also where you can get upgrades for the program.

Registration...: Choose to register your program or to enter your monthly password if you
are on the Mistral 2000 Purchasing Plan.
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Compress data for Email...: Will automatically create a backup file that you can use to
email your data to another office or to Cyclone Solutions for technical support.

Version Info...: Gives you information about what version of Mistral 2000 you currently

have installed on your system.

About...: Gives you general information about Mistral 2000.

The service dialog box

In Mistral 2000, the service section of a job is made of lines. Each line represents a service or a
description. The service dialog box is the tool we use to enter the job line description. This dialog
box can take different layout depending on the type of information you want to put in the
description of the services. Here are the four types of information you can enter using this box:

Service line. This is the most common type of information you will enter using the Service dialog

box. Here are the components of a service

Category

Name

Code

Quantity

Unit of measure
Extended
Account number
Cost

Tax

2" tax
Employee

3 custom fields

H 2 2 A "B * | @ &

Ins Del  Form Ok Cancel | Prew  Mext

Categary: Service: Extended:

j IEIeaning, extraction j I $57.00

(uantity: Unit cost: Tax ¥
| 15000 [$030  ~|

Account: Urit of measure:

|41 il j ISq Ft. j [ Employee sale il

Supplier Cusgtom Cuztom

| =l |

Refer to the chapter 3 to learn the basics on services.
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Mainly, Mistral 2000 needs all this information for each service in order to give you all the results
that you are expecting from this program. Most of the information that is included in a service is
already entered when you create your services in the program setup (chapter 3). The only
information that has to be entered when creating the description of the work is the quantity. You
can also use the 3 custom fields to add extra information on a service. This information will be

used later in the reports or can be shown

on a template.

So, if you want to enter a service in the description of your work, you have to either enter the
service code (if you know it by heart) or find the service in your Category and Service lists. To find
it in your lists, first select the category then find the service in the drop down list. You will just
have to enter the quantity to finalize the process.

Text line. The text line is used J 'lg E7| :@ E" | Ff? E
to type extra information about et S A e e
the description of the job. You Doscrplion - : Exfended
. L. . Special attention to spots in the entrance j |$D.DD
can use it for special instructions
from the client or to charg’e for = Y s
Somethmg that you haven't A Ins Del  Fom Ok Cancel |~ Prev Nest
included in your service list. You || Bsstiion Eutonded:
can enter a total at the end of Supplier |E:-:tra charge fior spots remayal j|$25EI.DD
the text line if you wish.
Tax v
Zrid tax v
Account:
b I Emploneesales 22 |
Supplier Cuiztom Cuztom
(=R ¥ tel W
. | Del  F Ok Cancel | P Nest
If you want, you can set Mistral to e ki i
remember the text that you often use. lgesc”p“m E:D‘BU”UE'EE':
Use the <MODIFY> option from the text S Bl
drop-down list to enter text often used. Special Care Ta v
Tharnk pou 2nd tax
< MODIFY ... »
I "I I Enplaeesales 5 |
Supplier Custor Custon

Title line. The Title line is used to subdivide the description of your work.

2 o & ¥ Lo
Ins Del Fom Ok - Cancel | Prew - Mext
Title:
|5 econd foor ﬂ

The difference between the Text line and
e The Title line appears in bold

the Title are:

e The Title line does not have a price.

Like the text line, you can store lines that you often use. Use the <MODIFY> option to add new

often used Title line.
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Farm

Subtotal line. Line used to enter a subtotal in the middle of the description.

s o @ ¥ola

Inz Del - Farm Ok Cancel Prew - Mesxt
Subtatal title: Subtatal:
Second floor |$25|:|.2|:|

Use the Form button of the Service dialog box to switch between each type of line.

The Quotation

As we told you earlier, the quotation is (or can be) the first step in creating a job in Mistral 2000.
We also told you that this state is not necessary in the invoicing process. Most of the time, you will
create a quotation for bigger jobs, jobs that need authorization from the manager or from the
administration. We suggest that you should not use the quotation for all the jobs, it would slow
down your invoicing process.

This section will explain all the actions you can perform on a quotation.

Creating a quotation

This process consists in entering all the information related to the quotation. Most of the time, the
information entered in a quotation is:

The quotation date (Date the order was taken)
The customer information

The services performed

The site information (optional)

The source of the order (optional)

A note (optional)

Quotation tutorial

Now that you know all the elements of the quotation’s window, we will show you the complete
procedure to create a new quotation. In this example, we will create a quotation for Mr. Wong of
the Bill Wong Restaurants. Mr. Wong has five restaurants in the area and needs to clean one of his
restaurants. First, open your new quotation window in the Sample Company.

The quotation’s template appears on the screen under the Job information dialog box. Mistral 2000

assigns automatically a quotation number and asks for a
date

PFiinting options | More info | MNote / comment |
b ait info Taves A rebate

Accept the date and press Tab.
There is no PO number, click OK.

Job #:
Job date:
F.O. #:
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Now we will enter the quotation information following the logical steps proposed by Mistral 2000.
Start from the left of your Job toolbar and click on the Customer icon.

N =

oukw

8.
9.

10.
11.
12.
13.
14.
15.

16.

N © & @ 4 < B

Info Customer Site Source  Services  Schedule  MNoke - A,

The customer’s list appears. Because it's a new customer, we will click on the New icon
and enter his information.

Type the customer number 5551212 (optional), press Tab.

Type the company name, Bill Wong Restaurants (it's a commercial customer), press
Tab.

In the drop-down list, choose a salutation, Mr. click and press Tab.

Type the first name, Bill, press Tab.

Type the last name, Wong, press Tab.

Type the attention of (it's a commercial customer), Accounting department, press
Tab.

Type the phone number,7055551212 press Tab. Mistral 2000 will automatically change
the proper phone format.

Type the other phone number,7055552121, press Tab.

Type the fax number, 7055551111, press Tab.

Type the address 1, 100 Main St., press Tab.

Type the address 2, Suite B, press Tab.

Type the cross street, 15" Ave, press Tab.

Type the city, Chandler, or choose it from your drop down list, press Tab.

Type the state, AZ, if it is not already set up, press Tab.

Type the Zip code, 85222, press Tab. Setup your Zip codes and save time! Refer to
chapter 3 to learn how to setup your zip codes.

Choose a type, click Commercial.

To add more information, click on the More info tab.

1.

2.

Choose an initial source from the Initial source list, Customer, press Tab. In this case,
Mr. Wong is referred to us from another customer, Mr. Dom from Mike’s.

Because this initial source is another customer, select it from this list, press Tab. Use this
function only if you want to keep track of your referrals.

This customer have not used your service before, so press Tab. (this date will be
updated each time this customer uses your services again).

Select a price number. (Your service can have up to 5 different costs. Choose the one
that applies to this customer). 1, Press Tab.

Enter a default rebate (in %) for this customer, 10, press Tab.

Enter no default rebate (an amount) for this customer, press Tab.

Enter information in your custom field. Refer to the chapter 3 to learn how to set up your
custom fields.

Type a note. Mr. Wong has 5 restaurants in the area. He wants a price and will
decide within 2 weeks if he will use our services.

Press OK when finished.

The program brings us back to the quotation with the customer section filled in. Let's continue and
click on the Site icon.

1.
2.

3.

Because the site is not in the list, we need to click on the New button.

Type the company name, Bill Wong Chinese restaurant, (it's a commercial site),
press Tab.

Type the first name, Cindy, press Tab.

Type the last name, Whu, press Tab.
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Press Tab.

Type the phone number,7056661212 press Tab.
Press Tab.

Type the fax number, 7056662222, press Tab.
Type the address 1, 205 Desert Hwy, press Tab.

. Press Tab.

. Type the cross street, Tempe Blvd. press Tab.

. Type the city, Tempe, press Tab.

. Press Tab.

. Type the Zip code, 85111 press Tab.

. To add more information, click on the More info tab.

. Enter information in your custom field. Refer to the chapter 3 to learn how to set up your

custom fields.

. Type a note.
. Press OK when finished.

The program brings us back to the quotation with the customer and the site sections filled in. Let's
continue and click on the Source icon.

1.

Choose Source from the list and click the Choose button.

The program brings us back to the quotation with the customer, the site and source sections filled
in. Let’s continue and click on the Services button.

Mr. Wong has all his carpets that need to be cleaned and all his chairs. Let’s enter the description.

kW=

© N

10.
11.

12.
13.
14.
15.
16.
17.
18.
19.
20.
21.

Click on the Form icon and choose Title.

Type Carpet cleaning, press Enter.

Press Enter again to leave a blank line.

In Category, choose Commercial carpet, press Tab.

In Service, choose Carpet Cleaning. Click in the service field and add the text in large
dinning room. Press Tab.

In quantity, type 2000 (for 2000 square feet), press Enter.

In Category, choose Commercial carpet, press Tab.

In Service, choose Carpet Cleaning. Click in the service field and add the text in small
dinning room. Press Tab.

In quantity, type 1000, press Enter.

In Category, choose Commercial carpet, press Tab.

In Service, choose Carpet Cleaning. Click in the service field and add the text in
entrance. Press Tab.

In quantity, type 400, press Enter.

Click on the Form icon and choose Subtotal.

Press Enter.

Press Enter again to leave a blank line.

Click on the Form icon and choose Title.

Type Chair cleaning, press Enter.

Press Enter again to leave a blank line.

In Category, choose Chair, press Tab.

In Service, choose Cleaning, Extraction. Press Tab.

In quantity, type 275, press Enter.
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Here is the result of what we entered:

Customer Site

Bill Wong Restaurants Bill wiong Chinese Restaurant

Bill Wong Cindy Whu

100 Main St., Suite B 205 Desert Hiry

Chandler, AZ, 55222 Tempe, AZ, 83111

(708)555-1212 (705)666-1212
Description Extended

Carpet Cleaning

Commercial Carpet - Carpet Cleaning in large dinning room 2,000.00 $0.20 $400.00
Commercial Carpet - Carpet Cleaning in small dinning room 1,000.00 $0.20 $200.00
Commercial Carpet - Carpet Cleaning in entrance 400.00 $0.20 $80.00

Subtotal $680.00

Chair ¢leaning

Chair - Cleaning, Extraction 275.00 $5.00 $1,375.00

The quotation is now completed. All we need to do now is save and print it. It is very important to
save the quotation. If you do not save it, you will loose this quotation and you will not be able to
access to this quotation again. If you want, you can save it now and print it later. You can also
enter a note on this quotation if you want.

¢ Click on the Note icon to enter a note that will not visible to the customer.
e Click on the Save icon to save it.
e Click on the Print icon to print it.

Now, you can click on close to exit from the quotation window and go back to the main menu.

Modifying a quotation

Once you save a quotation, you can always go back and open it again from the jobs list. It will
contain all the information you had put in it when it was created. One of the reasons you may want
to go back in a quotation would be to make some modifications. Here are the steps to open and
modify a quotation.

From the Main Menu, choose Invoicing.

From the Invoicing menu, choose Job list.

Click on the Quotation icon (green icon) to view the list of quotations.

Find and double-click on the quotation you want to open, or highlight the Quotation and
select open from the list of icons.

Using the tools provided, make the modification.

Save the quotation.

Print the quotation (optional).

Close the quotation.

.

O NOWU
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3

Deleting a quotation

If your customer does not authorize a quotation you made, it becomes useless in your system.
Here are the steps to remove this quotation from your system. Be careful, once deleted, you will
not be able to access to this quotation again. Note that deleting a quotation does not delete the
customer, site, source, etc. It only deletes the quotation itself.

From the Main Menu, choose Invoicing.

From the Invoicing menu, choose Job list.

Click on the Quotation icon (green icon) to view the list of quotations.
Find the quotation you want to delete.

Click on the Delete icon.
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Transforming a quotation into a work order

If your customer does authorize the quotation you made you will have to transform this quotation
into a work order. Here are the steps to transform a quotation into a work order.

From the Main Menu, choose Invoicing.

From the Invoicing menu, choose Job list.

Click on the Quotation icon (green icon) to view the list of quotations.
Find and double-click on the quotation you want to transform.

Click on the Transform to work order (->w.0.) icon.

Refer to the next section to learn how to add information into a work order.
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Note that once transferred, the quotation will not be erased from the quotations’ list until the work
order is saved.

The Work Order

Creating a work order

As we told you earlier, the work order is (or can be) the second step in creating a job in Mistral
2000. We told you also that this state is not necessary in the invoicing process. Most of the time,
you will create a work order for regular jobs. This state is very useful for the manager of the
company. It gives a good idea of all the jobs that have been authorized by the customer but not
done yet.

This process consists in entering all the information related to the work order. Most of the time, the
information entered in a work order is:

The work order date

The customer information

The services performed

The site information (optional)
The source of the order (optional)
A note (optional)

The employees

The schedule information



Mistral 2000 User Guide

The Employees and Schedule dialog box

One of the pieces of information that we have to enter in a work order is the name of the
employees involved in this work order. This information is entered in a dialog box called Employees
and Schedule.

Employee groups

In this window, you can define groups of employees.

Employee Groups are groups of employees that
generally work together (teams). This will help you
save time when entering the employees in the job.
Here are the steps to create groups.

1.

2.

In the Employees and Schedule dialog box, click
on the Employee groups button.

In the menu, choose Configure Employee
Groups...

Groups of employees dialog box

Mistral 2000 lets you configure up to 12 groups of
employees. Each group can contain up to 12
employees. To configure a group:

1.
2.
3.

4,

Select the group from the Group drop-downlist,
press Tab.

Enter a name for this group.

Click on the Employee fields and select the
employee associated to this group.

When finished, click OK.

Employees and schedule

Emplop
Ernplopee:
Emplog
Employes:
Enmploy
Emplop
Ernplopee:
Enmploy
Employes:
Ernplopee:
Emplop

Employes:

ee:

ee:

ee:

ee:

ee:

ee:

Emplayee groups

I N S E S

Schedule:

Schedule

Goto

DElete

Groups of Employees =]

This dialog box allows you to configurs aroups of emplayses. Creating groups of employees allows
you to save time by selecting o goup for the job instead of selecling each emplayes for the job.

Group name:;

Clean Tech
Clean Tech:
Clean Tech:
Employes
Employes

Employee:

Cleaners Al

James Forgaty
Eduardn Sanchez
John Smith

Employee:

Emplopes:
Employes:
Emplopes:
Employes:

Employee:

H

K Cancel

Now, when you want to associate this group to the job, click on Employee groups in the Employees

and Schedule dialog box and select the group from the menu.

The Employee commission

Beside each employee chosen, you have a little button with a dollar sign. When you click on this
dollar sign, the Pay window appears. This window shows the calculation of the commissions from
what is configured for each one of the employees in their setup.
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Pay information window

The commission rates are the rates setup in the CleanTech:  Names Forgaty
employee information window. If you want, you can 5
. . Initial sale: |$2,055.DD

change the rates from this window. o
Commigsion on initial sale: 18.000
Pay for initial zale: |$3BS.SD
Add-on sales: |$U.DD
Commizsion on add-on sales: 28.000%
Pay for add-on sales: $0.00
Fixed amount far job: |$D.DD
Total pay: |$3BS.SD

,TI Cancel |
Work Order tutorial

In the previous section, we learned how to build a quotation. The tutorial showed us how to enter
the customer, the site, the source and the services. If you are building a work order from the start,
you will have to follow exactly the same steps to enter that information. In this tutorial, we will
show you how to enter the employee information and how to schedule the job.

Finally, Mr. Wong accepted the job and wants us to clean his restaurant as soon as possible.

Open the quotation and transform it into a work order.

Click on the Schedule button.

The Employees and Schedule window appears.

Click on the first employee field and choose James Forgaty and click on choose.

Click on the Schedule button in the lower right hand corner.

In the Block properties window, choose a block length of 6 hours.

The schedule will give you a block of six hours. This block is light green and needs to be

placed somewhere in the schedule. We will place it Friday September the 24" at 12h00

am. Refer to the next chapter to learn more on the schedule. Click on the Close icon to
go back to the Employee and Schedule window.

8. Six hours is not enough to do the entire job. We need another six hours. We will
schedule another block. Click on schedule again.

9. In the Block properties window, choose a block length of 6 hours.

10. The schedule will give you another block of six hours. We will place it Saturday
September the 25" at 12h00 am. Click on the Close icon to go back to the Employee and
Schedule window.

11. Click the Close button to go back in the work order.

12. That's it with the work order. We can now save this work order and print it.

NouhwnH
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Modifying a work order

Once you save a work order, you can always go back and open it again. It will contain all the
information you had put in it when it was created. One of the reasons you may want to go back in
a work order would be to make some modifications. Here are the steps to open and modify a work

order.
1. From the Main Menu, choose Invoicing.
2. From the Invoicing menu, choose Job list.
3. Click on the Work order icon (yellow icon) to view the list of work orders.
4. Find and double-click on the work order you want to open, or highlight the work order

and select open from the list of icons.

B
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5. Using the tools provided, make the modification.
6. Save the work order.
7. Print the work order (optional).
8. Close the work order.
Reservice

Do you have a lot of jobs that need to be reserviced? Do you know why your customers are not
satisfied and need you to go back and fix the problem? Mistral 2000 has a new tool to help you
manage the reservice. Every time a job needs to be done again, you will be able to set this job as
“needs to be reserviced” and enter the reason why it needs to be reserviced. Later, you will be able
to set this job as reserviced. Why all that? Because Mistral 2000's powerful report can compile the
information on your reserviced jobs. You will then be aware of the problem that may cause all
these jobs to be reserviced.

Follow those steps to set a work order as a reservice:

1. From the Main Menu, choose Invoicing.
2. From the Invoicing menu, choose Job

. Job Information E
list

3. Click on the Work order icon (yellow Main info | Taxes / rebate
icon) to view the list of work orders Finingcptors  Morefo | Note/ comment

4. Find and double-click on the work order
you want to reservice.

5. Click on the Info icon.

6. Click on the More Info tab.

7. Check the Job has to be reserviced check

[ Job has been reserviced

box.
8. Type the reason why the job needs a
reservice. [ ok | Cancel

9. Save the work order.
10. Close the work order.

Once reserviced, you will just have to reopen this work order follow the same steps and set the job
as “Job has been reserviced”.
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Deleting a work order

If your customer cancels a job, the work order you made becomes useless in your system. Here
are the steps to remove this work order from your system. Be careful, once deleted, you will not be
able to access to this work order again. Note that deleting a work order does not delete the
customer, site, source, etc. It only deletes the work order itself.

From the Main Menu, choose Invoicing.

From the Invoicing menu, choose Job list.

Click on the Work order icon (yellow icon) to view the list of work orders.
Find the work order you want to delete.

Click on the Delete icon.

VhwnNe=

Transforming a work order into an invoice

Once the job is completed, you will have to create an invoice for this job. Mistral 2000 offers an
easy to use function that allows you to transform this work order into an invoice.

From the Main Menu, choose Invoicing.

From the Invoicing menu, choose Job list.

Click on the Work order icon (yellow icon) to view the list of work orders.
Find and double-click on the work order you want to transform.

Click on the Transform to work order (->Invoice) icon.

Refer to the next section to learn how to add information into a work order.
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Note that once transferred and saved, the work order will be erased from the work orders’ list.

The Invoice

Creating an invoice

As we told you earlier, the invoice is (or can be) the third and last step in creating a job in Mistral
2000. Most of the time, you will create an invoice from a work order. But, there are situations
where it would be preferable to directly create an invoice without creating a work order or a
guotation beforehand, for instance if a customer comes to your office and buys a product from you
instead a service.

This process consists in entering all the information related to the invoice. Most of the time, the
information entered in an invoice is:

The invoice date

The customer information

The services performed

The site information (optional)
The source of the order (optional)
A note (optional)

The employees

The schedule information

The payment information
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Invoice tutorial

In the previous sections, we learned how to build a quotation and a work order. The tutorial
showed us how to enter the customer, the site, the source, the services, the employees and the
schedule information. If you are building an invoice from the start, you will have to follow those
exact same steps to enter that information in an invoice. In this tutorial, we will show you how to
enter the payment.

Finally, Mr. Wong is very happy with the job your company performed and he is now ready to pay

for it.
1. Open the work order and transform it into an invoice.
2. Click on the payment button.
3. The Customer payment window appears.
4. Choose the payment type from the drop-down list, Check, press Tab.
5. Accept the date, press Tab.
6. Enter the amount, $2,178.30, press Tab.
7. Enter the check number in the note section, 1565, press Tab.
8. Click on the blank field in the Payment column and beside the invoice associated with the

payment.

9. Click on the Record button.

10. Click close to close the invoice.

11. If you receive a message that states “this transaction is unbalanced and will result in a
credit of...” then the client has either paid more that what was needed to pay the invoice
or you have forgotten to complete step “8” above. At this point you may either select
“OK" to have the credit applied to your clients account, or select “Cancel” to make the
appropriate modifications to have the transaction balance.

Modifying an invoice

Once you save an invoice, you can always go back and open it again. It will contain all the
information you had put in it when it was created. One of the reasons you may want to go back in
an invoice would be to make some modifications. Here are the steps to open and modify an
invoice. Note: Be very careful about modifying saved invoices.

N

From the Main Menu, choose Invoicing.

From the Invoicing menu, choose Job list.

Click on the Invoice icon (red or gray icon) to view the list of invoices.
Find and double-click on the invoice you want to open.

Using the tools provided, make the modification.

Save the invoice.

Print the invoice (if you want).

Close the invoice.

PNV AW

Delete an invoice

ﬁ Mistral 2000 does not allow you to delete a saved invoice. An invoice can only be voided
once saved.
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Voiding an invoice

Mistral 2000 allows you to void an invoice from your database. The voided invoice never really
disappears from your system; it just stays there but has a null amount. We leave it in your paid
invoices list to make it easier for you to track them. Here are the steps to void an invoice from your
system. Note that you can always cancel a voided invoice and reintegrate it into the list of invoices.
It would then revert back to the amount it had before it was voided.

From the Main Menu, choose Invoicing.

From the Invoicing menu, choose Job list.

Click on the Invoice icon (red or gray icon) to view the list of invoices.
Find the invoice you want to delete.

Click on the Void icon.
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Applying a payment to an invoice

There are three ways for you to enter a payment for an invoice. You can enter a payment from the
customer information window, from the invoice list or from the invoice window itself. Whatever the
way you use, the principle to enter a payment stays the same.

Customer Payment
Customner: | Bill org Restaurants, ‘Waona, Bil |
Fayment tupe: || j Clear |
Date: 20/09/1995
Amount receied: Ml
Hote: Cloze |
Account: I 'l
Number i @ Date Total Balance = Payment

24 200091999 $2178.30 30 &

¥
1 recordis) 4 I I 3

The new and improve payment feature allows you to enter a payment not only for one invoice but
also for all the invoices attached to this customer. Also, you will be able to view all the payments
history for this customer.
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Payment options from the customer window.

Like we told you previously, you can enter a payment from the customer information window. This
window also contains other information like the balance owing for this customer and the credit
balance for this customer. Why a credit balance? Because Mistral can manage the credits and the
over payment from your customer.

Bill Wong Restaurants. 'Wong. Bill = B

Main infol Mare infa  Papments |

Balance: |$2,T 78.30

@ Enter payment... il
% Wiew payments. .. |
Credit o
@ B |
. Lnnlta itoiees |
% Wiew refunds... |

Cancel |

Here is what happens when you receive a check that has an amount bigger than the total of the
customer balance. In this situation, you have three choices:

e Return the check and wait for another one.

e Keep the check, apply the amount on the invoice and keep the extra to pay a future
invoice.

e Keep the check, apply the amount on the invoice and send a refund for the extra.

In the following situation, we received a check of $2,200.00 for an invoice of $2,178.30. You just
have to enter the payment and apply this payment on the invoice(s). When finished, you just have
to press Record.

Customer Payment

Customer: | Bill 'Wong Restaurants, Wong, Bl | Recard |

Payment type: [ = Clear |

Diate: 20409/1993
Amount received:  |$2.200.00 View payments. . |

biote Close |
Account: |1EIDD vl

(] Number o | 2 Date

24 20509515949

¥
1 record(s) 1 I I ¥
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The program will advise you that the payment is unbalance and will ask you if you want to
continue. Click Yes. Click Close to exit from the Customer Payment window and come back in the
Payments. As you can see, the customer balance is now $0.00 and he has a credit of $21.70.

Bill Wong Restaurants. ‘Wong, Bill - [T x]

Main infol tMare info  Payments |

Balance: $0.00

% Enter payment i
% Wiew payments. .. |
Credit: |$2'|.?U

% Refund customer... |
Apply to invoices. . |

% Wiew refunds...

Cancel |

You can now:
e Refund the customer.
e Apply this credit on a future invoice.
e Delete the payment.
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CHAPTER 7 AN

Scheduling

Mistral 2000 provides tools to manage your customers, employees and jobs. But, as a good and
organized business, you also need a tool to make all those entities work together properly. Mistral
has the solution: The schedule. The schedule or schedules (you can have as many schedules as
you want) are mainly calendars that contain blocks of information. Each block represents a job and
each block is linked to one or more technicians.

The number of schedules that you will use depends on your company’s needs. If you only have one
crew on the road, you will probably need only one schedule, but, on the other side, if you have a
bigger company, with sales representatives, technicians, supervisors, etc. you will probably need
more than one schedule.

The elements of a schedule

The schedule identity

In Mistral 2000 a schedule is an entity in itself. Each schedule has a name and each schedule
contains days. Virtually, each schedule you create in Mistral 2000 can go to year 9999... that leaves
us a little bit less than 8000 years to schedule jobs. Scheduling is basically, reserving a period of
time to serve one of your customers. This period of time, in Mistral 2000, is called a block.

With Mistral, you can create as many schedules as you want. If you have two trucks on the road
plus one sale representative, then you will probably need three schedules; one for each truck and
one for the sales. Each schedule has his own calendar so, has his own blocks. When you will
schedule a job in Mistral 2000, you will need to know where you will schedule that job.

Creating a schedule

The schedules are created from a window we call the Schedule list. This list is like all the other lists
of Mistral. Each item listed in this window represents a different schedule. Here are the steps to
add or create a new schedule in Mistral:

In the Main menu, click on Schedules.

In the Schedules menu, click on Schedule List.
In the list of schedules, click on the New button.
Type the name, press Tab.

Type the phone number (optional), press Tab.
Type a note (optional).

When finished, click OK.

NoOUAWNR
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To modify or add information to schedule
1. Find the schedule to modify and click on the Open button.
2. Make the modification.
3. When finished, click OK.

To delete a schedule
1. Find the schedule to delete and click on the Delete button.
2. Click Yes.
NOTE: Deleting a schedule that has related jobs will remove them from the schedule. Consider
renaming the schedule instead.

To search for a schedule
Use the search section of the window

In the drop-down list, click on the information to look for, press Tab.
In the next drop-down list, choose an operator, press Tab.

Enter the value(s) to look for.

Click on the Search button.

e

The list will the show all the schedules that correspond to the search criteria that you defined. To
view the complete list again, click on the All button.

Viewing the schedules

Mistral 2000 has a special window where you can view your schedules. This powerful window
allows you to perform a lot of actions. You will be able to view up to ten schedules at the same
time, you will be able to schedule your jobs, move jobs from one schedule to another one, view
your schedule for the month, etc.
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Moving in the schedule

The schedule window of Mistral 2000 allows you to have different views of one or more schedules.
The main goal of this window is to give the best idea of what are your free periods and what are
your busy periods.

Main views
There are two different ways you can view the schedules. The daily view or the monthly view. The
a@@ monthly view allows you to view only your schedules; you will not be able to make any
E:M Wb modification in this view. Click on this button to view the monthly view. To switch back to the daily

view, you just have to click on the day that you want to show the detail of.

B View Medow Heb aldlx

O W e | = Gt (7] P oo |
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EEECE Semmems ECmECE
= Sy I erdisry NJ Tuesdwy n! Wecersday ‘] Thamsday 1! Friday !il Shuridary "i
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|
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The daily view

The daily view is the only one that you can use to make modification in the schedule. This view
allows you to view from 1 to 14 days of scheduled blocks. Each day is made of 24 hours, but only a
part of this day can be viewed on the screen, but that does not stop you from scheduling or
viewing other periods of the day. Here is how you can change the number of days you can view:

1. Click on this button.
2. Choose the Number of days option.
3. Select the number of days wanted.

s A M

[ T - T [ T T [——

gvevibo EM x
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Moving in the schedule

Normally, when you enter in the Schedule window, Mistral shows today’s schedule or a period of
the month that includes today’s schedule (if you are viewing more than one day). Mistral has
different tools to move the days that you are viewing.

The arrows on the screen
You can find two sets of arrows at the top of you schedule. Those arrows are used to move your
view of the schedule.

Click on this arrow to:

Move your view to the beginning of the month.

Move your view of one set of days. If you are currently viewing 5 days, clicking on this
arrow will bring you to the five days before.

Move back your view of one day.
Move forward your view to the beginning of the next month.

Move forward your view of one set of days. If you are currently viewing 5 days, clicking
on this arrow will bring you to the next five days.

B

Move forward your view of one day.

The arrows on the keyboard
You can also use the arrows on your keyboard to move your view of the schedule.

The blocks
The blocks are the way for Mistral 2000 to show you that this period of the day is assigned to a
job.

Attributes of a job block:

Job number: Each block is linked to a job (quotation, work order or invoice).
Schedule name: Each block is attached to one schedule.

Block date: Each block is schedule to one date.

Block time: Each block has a starting time.

Block length: Each block has a length of time.

When you place a block in a schedule you actually set all the attributes of the block.



Mistral 2000 User Guide

Modifying a block
The first thing you can do with a block is, naturally, to schedule it. But, outside of this are very
important actions; you can do lots of other actions on a block.

You can move a block inside a schedule (to another time or day)

1. Click on the block to move (it will turn in green).

2. Hold and drag the block to its new location.

3. Press <ENTER> on your keyboard or click in a free area of the schedule to drop the
block.

You can move a block to another schedule

Can be done only if you are viewing more than one schedule on the screen.

Click on the block to move (it will turn in green).

Hold and drag the block to its new location.

Press <ENTER> on your keyboard or click in a free area of the schedule to drop the
block.

el o

You can change its length of time

Click on the block to modify (it will turn in green).

Move your mouse to the line at top or bottom of the block (the cursor will change).
Click, hold the button and move the limit to obtain the desired length.

Press <ENTER> on your keyboard or click in a free area of the schedule to drop the
block.

N

Click on the block to modify (it will turn in green).

Click on the Prop button (in the toolbar).

Modify the block length.

Click Ok.

Press <ENTER> on your keyboard or click in a free area of the schedule to drop the
block.

kW=

You can attach a note

1. Click on the block to modify (it will turn in green).
2. Click on the Prop button (in the toolbar).
3. Add the text in the note section.
4. Click Ok.
5. Press <ENTER> on your keyboard or click in a free area of the schedule to drop the
block.
x|
You can change its text display Chosse the fines you wank ta show in 2 black:

You can decide of the text that is displayed inside the

block. o Eon:pany - EDTNW
1. Click on this icon on the left. - frrone - Frrene
‘ [ 2. Select “Block text setup...” A | RS
3. In the new window select the — o o
information you would like to display in the block. [Ssiecieafl| 1] it oeuie)
. ¥ Zip/postal code I~ Zip/postal code
4. Click Ok. | }

Cancel
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The schedule groups

This is the most amazing feature of the Mistral’s schedule window. As you know, you can create as
many schedule as you want. If you have eight trucks on the road and each one of them has is own

schedule it would probably be very useful for you to view all the schedules at the same time. With

Mistral 2000, this is no longer a myth, but a reality.

To be able to view more than one schedule at one time in the window, you need to create a group

of schedules. If you create a group of two schedules, you will see two schedules at the same time
on your screen. If you create a group of eight schedules, you will see eight schedules at the same
time in the window. Mistral 2000 allows you to view up to ten schedules at the same time on your
screen so; the maximum of schedule that you can set in a group is ten.

You can setup your groups the way you want. You can setup the groups per geographical area or
per type of service for instance or to possible separate Sales Staff schedules from Technicians
schedules. You will be able to name the group in order to facilitate your choice of group.

Creating a group of schedules

The first step you need to do before creating groups of schedule is to create the schedules
themselves. Refer to the beginning of this chapter to learn how to create your schedule.

1. In the Main menu, click on Schedules.
2. In the Schedules menu, click on Schedules.
3. In the Schedule window, click on the View button.

4. In the menu, choose the option Configure Schedule Groups...

a. As default, Mistral is

proposing to setup the first
group.

b. If you want to modify
another group, select it
from the group list, press
Tab.

c. Type a name for this
group (All trucks, for
instance) in the Group
Name window.

d. Use your mouse to select
the schedules you want to
include in this group.

e. Press OK, when finished.

Selecting a group

Groups of Schedules I

Thiz dialog box allows vou ko configure groups of schedules. Creating groups of schedules allows

you to zee many schedules at the same time.

Group:  [{E1E R

— Group setup

Group name: IA"

Sched. 1: | Partable crew

Sched. 2 | Truck mount crew

Sched. 3 | Evening and week-end

Sched. 4: | Sales

Sohed 5. [CAddaschedie.s ]

Sched. B:
Sched. 7:

Sched.
Sched. 10:

]

Cancel I

Now that you have configured your group, you are ready to view your group in the schedule

window. Here are the steps to choose a group.

In the Main menu, click on Schedules.

In the Schedules menu, click on Schedules.

In the Schedule window, click on the View icon.

In the menu, choose the option Schedule groups.
In the group list, select the group you want to display.

VhWwN =
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Follow those steps to display only one schedule:

In the Main menu, click on Schedules.

In the Schedules menu, click on Schedules.

In the Schedule window, click on the View icon.

In the bottom of the menu, choose the Schedule to display.
In the group list, select the group you want to display.

b=

Viewing the schedule using groups

Z1Mistral 2000 - [All] [_T=2]x]
[ Fle Wiew Wwindow Help @]
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7 Wi [ September 1999 1

El Suntsy Monday Tugsday Wenesday Thursday
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_______

11 gnvol)
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Scheduling a job

There are two procedures you can use to schedule a job. The principle is the same but the access
to get to the schedule window is different. In both cases, you will have to create the job before
you schedule it.

From the Job "window

This is the most common way. You create the job (quotation, work order or invoice) you enter all
its information and then, you schedule it.

1. From the job window, click on the Schedule button.

2. After selecting an employee from the Employees and schedule window, click on
schedule in the lower right hand corner.

3. The Block Properties window appears. Select a length in the list then press Tab.

4. Type a note (optional).

5. Press <ENTER> on your keyboard or click OK when finished.

6. Mistral will then show you the schedule window with the current block in light green.

7. Move the block to the desired location and press <ENTER> on your keyboard or click in a

free area of the schedule.
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Copy
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Delete

Note that even if you are scheduling a block, you are allowed to make any modification inside the
schedule. You can now move blocks, delete or modify blocks, change the view or the settings,
change groups or configure new groups.

From the Main Menu

This is the other way of scheduling. Even if you are not scheduling from the job itself, it is required
to create the job before you schedule it.

From the Main menu, click on the Schedules button.

In the Schedule sub-menu, choose Schedule.

Click in the free area where you want to schedule the new block.

In the Schedule window, click on the New button.

The Block Properties window appears. Click on the Job List button to choose a job.
Select a length in the list, press Tab.

Type a note (optional).

Press <ENTER> on your keyboard or click OK when finished.

Mistral will then show you the schedule window with the current block in light green.
0. You can then drop the block there or move it to the desired location and press <ENTER>
or click in a free area of the schedule.

SwooNoUnhWNE

Other scheduling functions

View the customer information

Every time you put your mouse pointer over a block, the window shows the customer information
attached to the block. Click on the happy face or on the house to switch between the Billing
address and the site information.

Open a job from a schedule
From the schedule, you will be able to open the job that is attached to the block. Click on the block
and then click on the Open button.

Copy a block

You will be able to create easily a copy of a block if the job you are scheduling needs more than a
block. Click on the block to copy and then click on the Copy button. Move and drop the duplicate to
its location.

Delete a block

Finally, you will be able to delete a block from the schedule. Click on the block to delete and click
on the Delete button. Note that deleting a block does not delete the job or the technician
associated with the job.

Employees and schedule
Employees and schedule window |
Clean Tech: JohnSmlth ll Truck mount crew - 14/03/1359 - 8:7
From this window, you can access directly to the Erpieec: [ ¢ |
schedule block. Select the block from the list and e
click on the Go to button. To delete a block from E ":y I:Iizll
- - - Mployes:
the schedule, select it from the list and click on the ... = .
Delete button. Empioyes: | hobseemenpeieEnn] ; |
Enphyee: [ EChomemnenpejeansl] ¢ |
Empioyee: e enenpejeel] ¢ |
Erployes:  [EiCHesseamemploreann] | Schedule
Empioyee: e enenpejeensl] ¢ | Goto
Employee:; l:l il Delete
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CHAPTER 8 MToYOIL

Reports and Mail merge

Reports

The reports are probably the main reason why we use computers to manage our business. They
can take all the data that we put into the database, compile it and give you results that would take
hours and hours for you to calculate by hand. They allow you to know and feel things that would

not be possible if you were not using a computer to generate your reports. Here’s how you can
access to the Mistral 2000 reports.

1. Click on the Reports button in your Main Menu.
2. Click on the Reports button in the Reports submenu.

Choosing the right report

In Mistral 2000, we made a great improvement in this section. We choose to cut a little bit in the
flexibility to give you a report module that can friendly user and also very powerful. We are now
offering a list of different reports you can generate based on a main criterion.

[Z1Mistal 2000 - [Reports] [_[5]x]

[ File Yiew indow Help =18

||/ 980 i ers | =1 uctations: T Reports |

Mistral 2000 - Reports

7 & & 8 =2 &

Sales by Sales by Sales by Sales by Sales by Sales by Sales by
Categor Categor Customer  Employes  Servic Servic Source - Detai

On the left side of the window, you can find the main criteria. Each time you select a criterion on
the left, the list of report change in the large window. Each report is represented by an icon and by
a small description. Here is a description of all the criteria and the reports. As with most Windows

Icons, you must first highlight it by clicking once on top of the icon to be able to read the whole
name of the report.
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Accounts

The Accounts reports are generated from the accounts’ information in the General Ledger and from
the jobs. Use those reports to analyze your sales and transactions on the accounts. You can also
use those reports to manually export your information to other accounting software.

Accounts Inquiry — Detail

This report details all the transactions that were done on each account of your chart of accounts
during a period. So, for each account, you will get the detail of each transaction that applied to this
account during a period of time you defined. The transaction detail includes the date, the type of
transaction and the amount of this transaction.

Accounts Inquiry — Summary
Same as the previous report but it does not give you the detail of each transaction but makes a
total of those transactions for each account.

Customer

The Customer reports are generated from the customers’ information and from the jobs. Use those
reports to generate the receivable reports or to print a list of your customers.

Account Statement

This report generates an account statement for each customer that owes you money. In each
statement, the report gives you the information about the customer and the detail of each invoice
that is unpaid. This is perfect for sending out monthly statements.

Aging — Detail

This report gives you a list of all the customers that owe you money. For each customer, the report
gives you the information about the detail of each invoice that is unpaid and their balances
distributed on a period of time. So, you will know if this balance is less than 30 days old, between
30 and 60 days, between 60 and 90 days old or older than 90 days. For each customer, the report
calculates the total of the balances for each period and the total of money that this customer owes
you. At the end of the report, you will find a total of your receivables distributed over the periods
and a total of all your receivables. Perfect for making collection calls.

Aging — Summary

This report gives you a list of all the customers that owe you money. For each customer, the report
calculates the total of the balances for each period (0-30 days, 30-60 days, 60-90 days, 90 days
and +) and the total of money that this customer owes you. At the end of the report, you will find
a total of your receivables distributed over the periods and a total of all your receivables.

Customer list — Summary
This report allows you to print a list of all the customers that used your services inside a period of
time that you define.

Employee
The Employee reports are generated from the employee information and from the jobs. Use those

reports to generate the employee commission, to analyze their performance and to check their job
quality.

Employee Commission — Detail
This report generates a list of all your employees and the commission they made on each invoice
during a period of time. The report gives you the information on the employee and the commission
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that they made on the initial sales, add-on sales and fixed amount. It will also calculate a total of
all the commissions for each employee and for all the employees.

Employee Commission — Summary

This report generates a list of all your employees and the commission they made during a period of
time without giving you a detail for each invoice. The report gives you the information on the
employee and the commission that they made on the initial sales, add-on sales and fixed amount.
It will also calculate a total of all the commissions for each employee and for all the employees.

Employee list — Summary
This report allows you to print a list of all your employees.

Employee Reservice

This report gives you a list of all jobs attached to each employee that had to be reserviced during a
period of time. For each one of your employees, the report gives you the list of the jobs the reason
why it needed to be reserviced and if the job has been reserviced or not.

Payment

The Payment reports are generated from the payments used by your customers to pay their
invoices. Use those reports to analyze your income or to reconcile your bank accounts.

Payment — Detail

This report gives you a list all the payment types used by your customers to pay their invoices. For
each type, the report generates a list of all the invoices that were paid with this payment type, the
payment date, the amount paid and the payment’s General Ledger account nhumber.

Payment — Summary

This report gives you a list all the payment types used by your customers to pay their invoices. For
each type, the report generates the amount received and the total number of invoices that were
paid.

Sales
Use the following reports to analyze your sales.

Invoice Register — Summary
This report gives you a list of all the invoices that were created between two dates. You will be
able to get all the information wanted about each invoice.

Reservice

This report gives you a list of all the jobs that had to be reserviced during a period of time. For
each job, the report gives the reason why it needed to be reserviced and if the job has been
reserviced or not.

Sales — Summary
This report gives you a summary of your sales between two dates. The report will give you the
total sales before and after rebates, the total sales tax collected and the total number of invoices.

Sales by Category — Detail

This report uses the categories that you had setup in the list of services and generates a list of all
the invoices that include this category in their description. For each invoice, you will be able to
know what was the amount charged, the name of the customer, the total of the invoice, etc. You
will then be able to tell which category of services brings you more income.
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Sales by Category — Summary

This report utilizes the categories that you had setup in the list of services and generates a list of
what you charged for each category during a period of time. You will then be able to tell which
category of services brings you more income.

Sales by customer
This report gives you a list of all the customers that use your services during a period of time. For
each customer, the report lists their invoices.

Sales by employee
This report gives you a list of all the employees that worked for you during a period of time. For
each employee, the report lists the jobs that they worked on.

Sales by Service — Detail

This report uses the services that you had setup in the list of services and generates a list of all the
invoices that include this service in their description. For each invoice, you will be able to know
what was the amount and the quantity invoiced, the nhame of the customer, the total of the
invoice, etc.

Sales by Service — Summary

This report utilizes the services that you had setup in the list of services and generates a list of
what you charged for each service during a period of time. You will then be able to tell which
category of services brings you more income.

Sales by Source — Detail

This report uses the sources that you entered in the job (not in the customer screen) and
generates a list of all the invoices and the total amount of money that comes from this source. You
will be able to get the detail on each invoice and also the total commission that you owe to this
source if you have configured one.

Sales by Source — Summary

This report uses the sources that you entered in the job (not in the customer screen) and
generates the total amount of money that comes from each source during a period of time. You
will be able to get the total commission that you owe to this source if you have configured one.

Voided Invoice
This report gives you a list of all the invoices that had been voided during a period of time. For
each invoice, the report gives you all the details you need to have on the invoice.

Source

The Source reports are generated from the Initial Source. This source is located in the customer
information under the More info tab. Use this initial source to keep track of all your customers that
refer your company to new customers. The following reports generate the information about the
referrals. Note: This report only generates information based on the “Initial Source” that is
dependant on existing client referrals.

Job Reference — Detail

This report gives you a list of all the customers that refers other customers. For each one of those
customers, you will have the detailed information about each new customer and about the job you
did for them.

Job Reference — Summary

This report is a summary of the previous one. It gives you the information about the customer who
refer new customers and the number of jobs that were generated from his referrals.
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Generating the reports

Generating the reports is probably the easiest task you will have to do in Mistral 2000. The
difficulty of this task is choosing the report you need to generate. Here are the steps to generate a
report:

Click on the Reports button in your Main Menu.

Click on the Reports button in the Reports submenu.

Choose the type of report you want to generate.

Select a report in your reports’ list

Double-click on the report or click on the Display button to run the report.

kW=

The report appears on the screen using the default display settings or the last settings you
configured under the “Setup Report” tab. Each time you generate a report; Mistral 2000 uses a

i Mistial 2000 - [Sales by Categary - Detail] 121
File View Swindow  Help =121x

l (W al Manul = Dunlalmnsl =1 Repoits Sales by Eategnw'Detaﬂ'

J LA Selupiepart. | @] Filters.. | Period |01/09/1933 1o [20/03/1399 i’l

=l ) &
Size L] - - L] L] - ﬁ
A CYCLEAN o
o Sales by Category - Detail
o Period: 010911997 to 2000911599 Q
Size e
= Cl
Print
Category =
A Hursber Date  Company Fullnaree Total sales Job Total
Exp [&
1 Bedroom o
Ciada 6 10091999 Don Estrada $60.00 $273.80
5 100941999 Lndy Aubum $56.70 $364.11
12 120901999 Gabriella Robin $60.00 $273.30
20 15091999 Sarah Ross $56.70 $364.11
16 150901999 Wlary Lopez 460,00 $273.80
$203.40
Chair
24 2009/1999 Bill Wong Restewants  Bill Wong $1,375.00 $2,178.30
$1,375.00
Commetcial Carpet
3 0709999 Sara Donoso $240.00 $254.40
19 1409/1999 Pizza Palace Ross Cagne $240.00 $254.40
17 1609/1999 Migi Frank $240.00 $254.40
21 1709999 Jody Lam $240.00 $254.40
24 20091999 Bill Wong Restauwrants  Bill Wong $30.00 $2,178.30
24 20091999 Bill Wong Restauwrants  Bill Wong $200.00 $2,178.30
24 20091999 Bill Wong Restauwrants  Bill Wong $400.00 $2,178.30
$1,640.00
Dirning 100m
13 0L09I1999 Holly Quercia $66.00 $274.43
13 0LO9I1599 Holly Quercia $33.00 $274.43
2 0809999 Pat Kim $31.50 $25435
1 N2MOM 000 My Thasmend Tharrid Palle Eha N 774 12 it
Ready Page1/2

default period that equals to the first day of the month until today. Refer to the next sections to
learn how to modify the look and the information inside the report.
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Setting up the filters

The filters are the tools used to modify the information inside the report in order to get exactly you
need. For instance, the period is a filter. Mistral 2000 generates all reports using a default period,
but it might not be the period you want. You can then use the filters to modify the period and get
the report wanted.

Mistral 2000 lets you define a lot of filters. To be able to define a filter, you need to know what
information you are really looking for. After that, you will have to choose which filter you need to
set up in order to get the report you are looking for.

You can setup up to seven types of filters:

Report Filters
Employes | Service I FPayment I
customer1 Filters Customer 1 | Customer 2 I Site I Job
Define criteria on the basic customer information. Selected customer (KBl eustomen 5 T
Use this filter to create a report on only a portion of Number between | and |
your customers' list. For instance, you would use this Company between [Bil'w/ong esta  “and  [Bil W/ang esta
filter to create a sales report on only one customer. st e E=lwea e
Last name between and

Address 1 containing

City bebween j and I j

and I

State between

Zip code between and
Phone between and
FPhone containing l—
Twpe= { Residential  Commercial % Both
’TI Cancel
Report Filters
Customerz Ermployee I Service I Paprent I
Define criteria on alternative customer information fe [t | Eemee (G0 [0S
like the initial source or the custom fields. Use this Last service between [EIEIEHEEE 20403/1933
filter to create a report on only a portion of your Initial saurce between | | and [ |
customers'’ list. For instance, you would use this filter Custom ild 1 = | =
to create a list of all the customers that were last Kids = | =
served in September last year. arinals = | |
Custom field 4 =
Custom field 5 =
Custom field 6 =
Bithdap =
Custom field 8 =
Custom field 3 =
Custom field 10 =

oK I Cancel
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Site

Define criteria on the site information. Select only a
portion of your customers’ list. Use this filter, for
instance, to get a report on all the jobs your

company did in a particular city or for a particular
site.

Job

Define your job criteria and select the ones you
want to build the report from. Choose only the
report that has Yellow Pages as a source for
instance.

Employee

Define your employee criteria to generate a report
on only a portion of your employees’ list. For
instance, use this filter to generate a commission
report on only one employee.

Report Filters

Employee I Service | Fapment I
Filters I Customer 1 I Customer 2 Site | Job

Setected ste RSN

Company between I and I

Last name betwesn ard I

Addresz 1 containing

City between  |Chandler A l

State between

Zip code between and
Custom field 1 = 'l
Custom field 2 =

Custom field 3 =

Custom field 4 =
Custom field 5 =
oK I Cancel |
Report Filters E
Employee I Service I Payment |
Fiters | Customerl | Customer2 | Sie Jaob
Hurmber betwesn |1 and [126]
Wwhork order date betw and
Scheduled date betw and
Tatal between and
Source between j and j
Ok I Cancel
Report Filters E
Filters | Customer 1 I Customer 2 I Site I Job I
Employes | Service I Fayment

Selected emplopes | Eduardo, Sanchez |

[urnter betiveen I At I

LLast name between At I
Type= 'l

[, it sales bet I At I

[Eairriry add-ar Beti At I
Tiest = 'l

[Eorstom field/2 = I
[Eorstom field/s = I

()8 I Cancel
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Report Filters
Service Filters ] Customer 1 ] Customer 2 ] Site ] Job ]
Employes Service Payment ]
Define your service criteria to obtain a report Catono bat Frdon o [
. . ke gory DEWeen ar 3 Eroo
generated on a portion of all your services. S
. Service name between | and |
You will be able to select only one or a part of your L
. . . . . L ler = e
services by configuring your service filter. Choose . F-psz =
all the services included in one category for ueten e =
insta nce Cuztom Field 3 =
0k | Cancel |
Report Filters
Payment
. . . . Filters ] Customer 1 ] Customer 2 ] Site ] Job ]
Define your payment criteria to obtain a report Ernploee | Semvics e
generated on a portion of all your payment types. :
Name between |Discovery

Date between and
AmaoLint between atd

Once you define a filter, each time you will
generate the report, Mistral will use the filters you
defined the last time you generated that report.
That way, you won't have to define the filters
again and again.

Mistral also provides a window that lets you set
“on” or “off” the filters.

QK | Cancel |

- - R t Filt
Filters window E—

. . . . Employee ] Service ] Payment ]

This tool allows you to tell Mistral if it will use or Filters l Cuiztomer 1 ] Customer 2 ] Site ] Jab ]

ignore the filters. When should you use this
feature? Here is a good example. Let say, you
defined a filter in the Sales by customer report to
select only your residential customers. Each time V' Use sie fiter

you generate this report, Mistral does it only on the IV Use job fiter
residential customers as it is set in the filters. But, IV Use emplopes filter
it might happen that you want to have the same Ll Wesz szl
report on all types of customers. Instead of going I Wit e

in the Customer filter and remove the filter you
configured, you just have to go in the Filters
window and set to “off” the customer filter. Mistral
would then ignore the Customer filter and generate
a report on all the customers.

Ok | Cancel
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Using the filters

In Mistral 2000 each report has its own filters. If you setup a filter for one report (Sales by
employee, for instance) this filter will only apply to this report.

NOTE: Like we told you earlier, when you configure the filters for a report, Mistral will
remember them the next time you will run the report. The only filter that Mistral will not
remember is the period. Here is an example on how to use the filters in a report.

First step: Generate the report wanted. In this case, we want to generate a report that gives me
my Sales by employee.

1. In the report window, click on Sales.
2. In the list of reports, double-click on Sales by Employee.

The report appears on the screen.

Fullname Type
Huraber Diate Job Total  Corpany Fullvarme
Eduardo Sanchez Clean Tech
1 02/09i1999 $27443  Crown Diamond Diarvid Polls
4 09/09i1999 $274.43 Jennifer Pontes
8 090911990 $254.35 Sue Harahlin
& 10/09i1999 $273.80 Don Estrada
12 12/09i1999 $273.80 Grabriella Robin
10 12/09i1999 $234.19 Ilichael Marceld
14 14/09i1999 $274.43 Joana Me Arthy
20 15/09i1999 $364.11 Sarah Ross
16 150901999 $273.80 IWlary Lopez
e 16/09i1999 $21083 b Jlam Wirtz
$2,728.17
James Forgaty Clean Tech
13 010001999 $274.43 Holly Quercia
3 070901999 $234.40 Sarn Dionoso
12 14/09i1999 $23435 Wike's Do Nonman
19 14/09i1999 $254.40 Pizza Palace Rose Gagne
17 16/09i1999 $254.40 Higi Frank
$1,201.98
John Smith Clean Tech
2 02/09i1999 $234335 Pat Kim
9 10/09i1999 $234.19 Bab Sien
5 10/09i1999 $364.11 Endy £ ubim
7 11/09i1999 $254.19 Tarny Jalil
11 12/09i1999 $21083 bngie Pexd
15 150901999 $25435 Daniele Iolling
21 1770901999 $254.40 Jody Lam
e 20/09i1999 $210.83 Ilichels Brown
$2,057.25
$6,077.40

Mistral 2000 made a report that is showing all my employees with a list of all the jobs (invoices)
they worked on. As default, Mistral is making this report on all the jobs that were invoiced between
September 1% and today (September 20™).

Now, that is not exactly the report I am looking for. I would like to have this report only for
Eduardo Sanchez and only for jobs invoiced between September 1% and September the 14™. I will
have to use the filters in order to get the result that I want.
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Second step: Configure the Employee filter to keep only Eduardo Sanchez.

1. Click on the Filters... button.

2. Click on the Employee tab. You now have
to enter your selection criterion.

3. It's very easy to select only one employee.
Click on the Get employee field and

choose Eduardo Sanchez in the list of

employee.

4. Click OK, when finished.

Repont Filters
Fiters | Custorer 1 | Customer 2 | Site | Job |
Employee Senvice | Payment
Selected employes |Eduard0,5&nchez |
Humber between I atid I
[Lastriame beteen & I
[
o, i, sales betis I atid I
[, add-ar bt atid I
¥
Custamhizld 2 = I
Custamhizld 3 = I
Cancel

Mistral automatically applies the filter and removes all other employees from the report.

Fullname Type
Hurnber Date Job Total  Company Fullnare
Eduardo Sanchez Clean Tech
1 020971959 $274.43  Crown Diarond Diavid Polls
] 0210971559 $25435 Sue Harehlin
4 0RM0971999 $274.43 Jennifer Pontes
[ 1000919909 $27350 Dion Estrada
12 12091999 $27350 Crabriella Robin
10 120971959 $254.19 Dvlichiael Ilarceli
14 1410919509 $274.43 Toana Ivle Arthy
0 1509119509 $364.11 Sarah Ross
16 1309719599 $273.350 Ilary Lopez
2 160971050 $210 83 A llan Wirtz
$2,728.17
$2,728.17

Third step: Set the period as September 1% to September 14,

1. In the report window, change the

second date to 14/09/99.

2. Click on the button on the right.

Period: |1/0941333 g (1440341339 ﬂ

Fullname Type
Nureher Date Job Total Company Fullnarne
Eduardo Sanchez Clean Tech
1 0210951999 §274.43  Crown Diaraond Diavid Polls
8 020911999 §25435 Sue Hamblin
4 0210511999 $274.43 Jenrifer Pontes
fi 10/09/1999 $273.30 Dion Estrada
12 1210971999 $273.30 Grabriella Robin
10 1210951999 §254.19 Tlichael Ivlarceli
14 1410911999 $274.43 Joana Mc Arthy
$1,870.43
$1,870.43

That's it! You can now print the result or create another report.
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Changing the reports’ look

Mistral offers different tools to change and customize the information and the layout of the reports.
Here are the different changes you can modify on a report.

Changing the information shown in a report

You generated a report and you defined filters to obtain the record or the compilation you were
looking for but the report is not showing the information you are looking for. For instance, the
Sales by Source- Detail report is showing the customer name but not his phone number, and you
need to see that information. Thanks to Mistral powerful report module, you can setup the
information you can print in each report. This information is configured by clicking on a button
called Setup report...

I Setup repart. .

Main setup. Use this window to define the period dates, enter a title for the report, choose the
information the report uses to sort its information and select the type of job its going to use to
generate the report. Note that it is not all those option that are available for each type of report.
Those filters change depending on the type of report you create.

Sales by Category - Detail

Main setup | Columing - Title section I Colurnns - Detail section I

to |2D£DSH1 933

Period:

Description: I

Main zort column: ICategor_l,l VI
Dietail sort column: IDate vl

Repart on

" Quotations ¢ Work orders % [nwoices

Reset repart settings to default

Ok I Cancel

Because of the size of the paper, it is sometime impossible to show all the information about an
item. As default, Mistral shows the information (or the fields) that we believe are the most
important to you. But, we are not always right and maybe there is a very important field that you
want to see in the report and it does not show now. The window contains 2 lists. The column on
the left contains the fields that are not in the report. Those fields are relevant to the item in the list
but are not selected to show in the list. The list on the right contains fields that are showing in the
list.
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Columns - Title section. Use this window to define the columns that will appear on the report
for the title section. Here is example of title section:

Sales by Customer

Main setup  Columns - Tithe section | Calurnnz - Detail section I

— Coluning configuration

Columns to HIDE: | Columng ko SHOW:

Mumber S Compangy

First name Fullnarne

Laszt narne » Address

Attention of | City

Phone Zip code

Other phaone < |

Fau

Address 1

Address 2

Cross street

Ctate ;I eve Up fdowe dowm
Selected column description: IEustomer-Compan}l
Selected column name: Il:ompan_l,.l

Ok I Caticel

To add a column in the list:

1. Select the field in the list of columns to HIDE.
2. Click on the (>>) icon to move the field to the other list.

To remove a column from the list:

1. Select the field in the list of columns to SHOW.
2. Click on the (<<) icon to move the field to the other list.

You can also change the order of the column from this window. The information that is on the top
of the list of columns to SHOW is the column that will be in the far left of your item list. So, the
information that appears at the end of this list is the column that will appear at the far right of the
item list.

To change the order of the columns, select the column to move and press on:

Move up to move the column to the left in your item list.
Move down to move the column to the right in your item list.
To change the name of a column:

1. Select the field name in the list of Columns to show.
2. Type the new name in the Selected column name field.
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Columns - Detail section. Use this window to define the columns that will appear on the report
for the detail section. You will find a detail section in only some reports. Generally, those reports
have the word “— Detail” in their name. Sales by Source — Detail contains a detail section, Sales by
Source — Summary does not contain a detail section. Here is an example of detail section:

Sales by Category - Detail E

Main setup I Columns - Title section  Columns - Detall zection |

r— Columns configuration
| Colurnnz ta HIDE: | Colurnng bo SHOW
Subkotal ™ Mumber
Subtotal 2 Date
Tas1 o Compary
Tan2 | Fullname
Paid Tatal zalex
Balance << | Job Tatal
Rebate
Source
turnber
Address
City LI e up Ioe dovin
Selected column description: IJDb'NUITIbET
Selected column name: INumber
Beset column names to default |

akK I Caticel |

Use the same procedure as the T7itle section to make changes to your columns in the Detail section.

Changing the column size

Mistral 2000 allows you to change the width of a column directly on the screen. At the top of the
report window, you can see blue and yellow dots. Each dot represents a right side column border.
The yellow dots delimit the Title section columns and the blue dots the Detail section. If you do not
have blue dots on your screen it is because you are not currently viewing a detailed report.

To change a column width:

1. Move your mouse cursor over a dot until it changes shape

2. Click and hold the mouse button and move your mouse to the left or right until you reach the
desired size.

3. Release the mouse button.

[Z1 Mistral 2000 - [Sales by Category - Detail] [-[5]x]
Fie View Mindow Help =1l x|

H W biain Menul oz Quntatinnsl [ Reports Sales by Category - Detail I

H B4 Setuprepot | @ Fites | Peiiod [0170571335 o [20/09/1938 il

Bl o =
Size b - 4 - - . oy
A CYCLEAN °
L Sales by Category - Detail
Al Perind: 01051909 to 200571999 e‘
Size m&
- =
Print
Category =
i Humber Date  Cormpany Fullharme Total sales Job Total
Exp. @
w Bedroom b
Close 1000911999 Dion Estrada $60.00 $27380
5 10/09/1999 i ndy dubum $56.70 $364.11
12 120911999 Crabriella Robin $60.00 $273.80
20 1509/1999 Sarah Foss $56.70 $364.11
16 150911999 ary Lopez $60.00 $273.80
$203 40
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Changing the font

You can easily change the font and the font size. This procedure allows you to view more but
smaller text or less but bigger test.

Click on to change:
A The font size
Faont
Al
S The font type

Changing the paper format

You can easily change the paper format. This procedure allows you to view more columns on a
page but fewer lines.

2l Click on this button to choose between Portrait and Landscape.
Size

Viewing the report

Here are the different tools you can use to change the way you are viewing the report.
Move to the previous page (if your report has more than one page).

Move to the next page (if your report has more than one page).

Zoom in.

Zoom out.

View the report, as it will print.

View the whole page length.

View the whole page width.

Preview the page before printing.

ISIERE: SoRolis i

Printing the report
The report is generated; you have defined filters and changed the layout of the report to finally
obtain the report you were looking for. If you want, you can now print the result. The printed
result will look exactly like what you currently have on your screen.

5? Click on this button to print the report.

Frint

Exporting the report
This feature is made for advance users. It allows you to save the report in a text file. You will then
be able to use an electronic datasheet program (Excel, for instance) to open the report and modify
it contents to get more detailed information.

=

Bl Click on this button to save the report in a text file.
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Mail merge

What is a mail merge?

The mail merge is a new and improved feature in Mistral 2000. The mail merge allows you to
create all kinds of mailing labels, personalized letters, envelopes and postcards, etc. The mail
merge is a great tool to make you save a lot of time and money and also to improve your image.

The Mistral 2000 mail merge is so good that you do not need to use any other program. You can
do absolutely everything from Mistral 2000. In Mistral, you can find two types of mail merge. There
is a mail merge that you can create from a list or a mail merge that you can create from the Mail
Merge module. Refer to the Chapter 4 to learn how to create a mail merge from a list. In this
section, we will show you how to create a mail merge from the Mail Merge module. Here is the
general principle of a mail merge:

Cuict Templat Maili
1istomers emplate _ alling

You need two entities to create a mail merge. A list of information and a template (label, envelop,
letter, etc.). The template contains fields that will be replaced by the customer information when
we will merge the two entities together. A mail merge will create as many mailing items as there
are items in the list of customers. For instance, if you have 100 customers in your list and you
decide to merge this list with a label template, the results will be 100 personalized labels. So, the
list + the template = to the mailing.

Defining a mail merge

When you are creating a mail merge from the customers’ list, Mistral uses the list you are viewing
and merge it with a template. When you are creating a mail merge from the Mail Merge module,
you need to define a list of customer to which you want to send your mailing. This step is
accomplished by defining criteria in the Mail Merge window.

Mail Merge x|

Do mail merge on the [Customers List]
with criteria on [Balance]

Do mail merge on the [Customers List]
aith critenia on [Jobs]

Perind: |a;1;1999 - Ig;gnﬂggg Balance »=  [$0.00 Unpaid jobs »= |1_
Purchased »= [$0.00 Tl |
" Quotations " Work orders % rwoices Ureiived - |$ otaljobs > |

Jiot date <= ISHEDJ‘ISES
Sart by: Im Filters... | St b lm Filters... |

o~ Do mail merge on the [Customers List] — Hint
with critenia on [Calbacks]

Yaou can alzo use the mail merge function fram the
cuztormers list or from the callback popup list.

Siart by INumber 'l Filters... |
v Usze only mail merge customers OF. I Cancel
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The Mail Merge window contains three sections. Each section represents a main criterion. Select on
of those main criteria allows you to obtain the list of customers that you want to send your mailing
to. If you need to define other filters to reduce your mailing list, you can click on the Filters button
and define other criteria. Refer to the previous section to learn more on the filters.

All of the 3 criteria screens have one common element. The "Use only mail merge customers”
check box. This check box will filter out only the clients that you have selected as “Included in mail
merge” within the customers information screen. This filter has been added to the main screen as
it is the most used.

Press OK once you have defined all your criteria.

Print the mail merge

You have now completed the first step of your mail merge. Now, you need to decide which mailing
template you will use in this mailing. Select it from the list and Click OK. You will have to create
mailing templates if you have not defined any. Refer to chapter 10 to learn how to create the
templates.

When you will press on the Merge button, Mistral 2000 is going to use all the customers that fit
your criteria, to create the mail merge. The mail merge will first appear on the screen. You just
have to click on the Print button to print it.
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CHAPTER 9 \

Exporting your data IS

The purpose of exporting

Mistral 2000 is business software designed to help you manage your service company. But, Mistral

2000 is not designed to do your accounting. We believe that there is already very good accounting
software on the market right now and that there is no reason for us to reinvent the wheel. So, we

focused on building a software package with tools and features that you will not find in accounting
software and we made the connection possible between the most popular accounting software and
us.

The exportation to accounting software allows you to simplify your accounting. You will be able to
put all your income, expenses and payroll information in one system and generate reports and
other information for your accounting.

What can Mistral 2000 export?

Mistral 2000 is a partially a billing program. It is used to create invoices and to accept payments.
And this is the information that we need to export to the accounting software. The exportation is
done through using a file we call the Journal.

The Journal

The Journal is a file created by Mistral 2000 and it contains the transactions done on the accounts
inside the system. Those transactions are sales, payments and credit transactions. The Journal file
is used for one thing: it allows you to transfer the transactions done on this system to your
accounting system.

Presently, this Journal can be import by four accounting software packages. If you are not
currently using one of the four systems listed in the Export Ledger window, or have not set up your
Account List in the general Ledger within Mistral you will not be able to use the Export feature of
Mistral 2000.

The Journal is not essential, though, it only help you to make the transfer easily. If you want, you
can make the transfer manually (E.I. to write manually all the transactions done on your accounts
in this system into your accounting system by taking values from the accounting reports).

Important. Do not forget to define an account number for each one of your services. Refer to the
Chapter 3 to learn how you can create your accounts and how to link accounts to your services.
The account numbers are mandatory in setting up your accounts in Mistral 2000. You can just use
dummy ones in Mistral if you don’t use account numbers in your accounting software.
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Exporting to Accounting software

If you are currently using an accounting program or if you think about using one, you need to set
up Mistral and tell it which software you will use.
To choose an accounting program

1.
2.
3.

In the Main menu, click on General Ledger.

In the General Ledger menu, click on Export Ledger.
In the Choose your accounting software section, click beside the desired system.

How to export

Setting up your Export Ledger

Before you export your transaction into the journal, you have to make sure that you have setup
Mistral properly. Here is the window that you need to configure. This window contains description
of accounts that we normally find in the accounting software. For each one of those accounts, you
need to enter the account number you are using in Mistral 2000 to describe this account.

If you can not find the account in your list, you
will have to create one.

Before trying to export make sure that:

You associated all your services to an
account number

You configured your exportation (section
above)

You chose an accounting software.

Exporting the invoices

1.

2.

3.

4.

5.

From the Main Menu, click on the
General Ledger button.

In the General Ledger submenu, click on
the Export Ledger button.

In the Export invoices section, enter the
number of the first invoice to export.
Then, enter the number of the last invoice
to export.

Click on the Export button.

Exporting the payments

1.

2.

From the Main Menu, click on the
General Ledger button.

In the General Ledger submenu, click on
the Export Ledger button.

In the Export invoices section, enter the
date of the first payment to export.

Then, enter the date of the last payment
to export.

Export Ledger x|

Export  Export setup I

—Account number for

Tau: Im
2nd ta: |2UUU vl

Dizcounts:
Receivables:
Otker sales:

Other payments:

“r'au must fill all the preceding fields in arder ta be able ta expart

your data.
Clase |

Export Ledger E

Export | Export setup I

—Chooze pour accounting software

 Quickbooks

" Peachires Accounting

) Simply &ecaunting

—E=port irvoice:

Invoices between # |23
ﬁﬂ Export
[ Ewet |
—Expart payment:
Payments between the |2Ua"09#’1 999
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5. Click on the Export button.
How to import into accounting software

Mistral 2000 is currently able to export its data to four accounting software packages: QuickBooks
(or QuickBooks pro), Peachtree accounting, MYOB Accounting and Simply accounting. This section
will show you how to import, the journal that Mistral 2000 creates into each program.

Don't forget to configure these programs before exporting data. The exportation will not work
properly if you have not created your chart of accounts.

NOTE: 7his chart of accounts needs to have the same account numbers and exactly the same
account description than the accounts used in Mistral 2000. That means that account names must
have the same "spaces’, "Cases” and "Exact spelling” In order for the Import to work correctly.
You will only have to enter only the accounts that are relevant to Invoicing and Payments into
Mistral 2000.

**WARNING**
ALWAYS CREATE A BACKUP OF YOUR ACCOUNTING PACKAGE DATA BEFORE
ATTEMPTING TO DO YOUR FIRST IMPORT!

QuickBooks

Here are the steps you have to follow to import the transactions from Mistral 2000 to QuickBooks.
Do not forget to make a backup of your QuickBooks data before you import the new journal.

NOTE:
1. Sales Tax must be set to “"Off” within the preferences of QuickBooks for the journal to
import.
2. If you complete the import and you appear to have new accounts that have been created
and have a “type” as “Bank” that normally means that an account name was spelled
incorrectly

Steps to Importing
1. Open QuickBooks.
2. Inthe menu, click on File and choose Import...
3. In the Import window, open the file Sales.iif (or Payments.iif, if you are importing the
payments) located in the folder Company Data_ of the folder Mistral 2000.
4. Click Ok.

Follow the same steps to import the payments
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Peachtree accounting

Here are the steps you have to follow to import the transactions from Mistral 2000 to Peachtree.
Do not forget to make a backup of your Peachtree data before you import the new journal.

Importing the customers

1. Open Peachtree accounting.

2. In the menu, click on File and choose Select Import/Export...

3. In the Select Import/Export window, choose Accounts Receivable on the left and
choose Customer List on the right.

4. Click on the Import Button.
5. Click on the Fields tab and select only those fields:
e  Customer ID
o Customer Name
e Bill to Address-Line One
e Bill to Address-Line Two
e Bill to City
e Bill to State
e Bill to Zip Code
e Customer Type
e Telephone 1
e Telephone 2
e Fax Number

6. Click on the Options tab and check First Row Contains Heading.

7. Click on the button to the left of the file name (C:\CUSTOMER.CSV) and find the file
Customer.csv located in the folder Company Data__ of the folder Mistral 2000.
Typically located in “C:\Mistral 2000\Company Data_\

8. Click Ok.

Importing the sales

[y

In the menu, click on File and choose Select Import/Export...
2. In the Select Import/Export window, choose Accounts Receivable on the left and choose
Sales Journal on the right.
Click on the Import Button.
Click on the Fields tab and select only those fields:

o Customer ID
Invoice #
Date
Customer PO
Date Due
Discount Amount
Discount Date
Accounts Receivable Account
Number of Distributions
Quantity
Description
G/L Account
Unit Price
Tax Type
Amount

e Sales Tax Authority

5. Click on the Options tab and check First Row Contains Heading.

Hw
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6. Click on the button to the left of the file name (C:\SALES.CSV) and find the file Sales.csv
located in the folder Company Data_ of the folder Mistral 2000. Typically located in
“C:\Mistral 2000\Company Data_\

7. Click Ok.

Importing the payments

1.
2.
3.

No

8.

Open Peachtree accounting.
In the menu, click on File and choose Select Import/Export...
In the Select Import/Export window, choose Accounts Receivable on the left and choose
Customer List on the right.
Click on the Import Button.
Click on the Fields tab and select only those fields:

o Customer ID
Reference
Date
Payment Method
Cash Account
Total Paid on Invoice(s)
Discount Account
Number of Distributions
Invoice Paid
Discount Amount
G/L Account

e Amount
Click on the Options tab and check First Row Contains Heading.
Click on the button to the left of the file name (C:\RECEIPTS.CSV) and find the file
Receipts.csv located in the folder Company Data__ of the folder Mistral 2000. Typically
located in “C:\Mistral 2000\Company Data_\
Click Ok.

MYOB accounting

Here are the steps you have to follow to import the transactions from Mistral 2000 to MYOB. Do
not forget to make a backup of your MYOB data before you import the new journal.

Open MYOB accounting.

1. In the menu, click on File and choose Import Data

2. In the Import Data menu, choose General Journal Entries.

3. Inthe Import General Journal Entries window, select Comma-separated and
Header Record, then click Continue.

4. Open the file Sales.txt (or Payments.txt if, if you are importing the payments) located in
the folder Company Data_ of the folder Mistral 2000. Typically located in “C:\Mistral
2000\Company Data_\

5. Click Ok.

6. Inthe Import Data window, match the fields on the left to the field on the right. First
click on the field on the left (DATE, for instance) and Click on the corresponding field on
the right (Date:). Repeat this process for all the fields.

7. Click on the Import Button.

Follow the same steps to import the payments

Simply Accounting
*Call for Support*
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CHAPTER 10 \

Templates, labels and
letters

What are the templates

With Mistral, you can create six types of templates and, you can create an infinity number of
templates of each type. You want to create fives types of labels, ten personalized letters, three
types of invoices, one type of envelope and five different brochures, and twelve kind of business
cards... no problem, you will be able to create and store all the templates with Mistral 2000. You do
not need to use the ones included with Mistral. Those are only examples that CAN be used if so
desired.

The templates are the tools that Mistral 2000 uses to print your invoices, labels, envelopes,
personalized letters, business cards and brochures. It is a way for you, the user, to tell Mistral how
you want to print those forms. When creating a template, you tell Mistral what information to print
and where to print it.

Types of templates
Mistral 2000 has six different types of templates.

Envelope

Choose this type to create an envelope template. Mistral has a complete list of envelope sizes in its
database. Choose the size wanted and put your information on it.

Label

Choose this type to create address, diskette, audio cassette labels or if you want to create business
cards. Mistral 2000 has a listing of all the Avery labels. You will also be able to customize your own
label.

Letter

Choose this type to create personalized letters. You will be able to use this template when creating
a mail merge. You can put “fields” in the template that will be replaced by the customer
information once merged.

Sheet
Choose this type to create a general type of template like inside memo or fax cover sheet.

Brochure
Choose this type to create your company pamphlets or brochures. Mistral has a built-in list of
different kinds of brochures you can create.

Invoice

Choose this type to create your templates for the jobs. It is very important for you to create a
template; without the template, Mistral 2000 cannot print your quotations, work orders or invoices.
Use the Template editor and create your own invoice with an image that will reflect your company.
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We will start by showing you how to build your invoice template. If you understand how to build
this type of template, you will understand how to create the other types. The next sections will
show you all of the other types that we are not showing you in this section.

When creating an invoice template, you create everything that appears on an invoice when you
print it. If you already have pre-printed invoices, this task will be simple. If you print on blank
paper, then you will need to create all the elements of the invoice. We did include some examples

of templates within the software; you can use, modify and copy them.

What do we find in an invoice template

Here are the objects that we find in an invoice template
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Description of the objects

Line. Object normally used to separate sections within the template. You can draw lines of
different color and size.

Rectangle. Object normally used to create a section or to separate section in the template. You
can also use the rectangle to decorate your invoice. You can draw rectangles of different colors
and sizes.

Rectangle with round corners. Object normally used to create a section or to separate section
in the template. You can also use the rectangle with round corners to decorate your invoice. You
can draw a rectangle with round corners of different colors and sizes.

Ellipse. Object normally used to create a section. You can also use the ellipse to decorate your
invoice (like in the figure 2.x). You can draw an ellipse of different colors and sizes.

Text box. Object used to write text on the template. Normally used to describe the information or
create field headers (Date, customer, and site) or to write the company information (name and
address). You can write text of different sizes and color

Picture. Object normally used to insert your company logo. (Must be in BMP “Bitmap” format)

Field. Object used to write the invoice information (customer, site, date, and description). This is
the only object that the template must contain. The fields are represented by variables (Full name,
for instance) and will be replaced by its real value when you will create the invoice.

How to create a new template

1.In the list of templates, click on the New button.

2.In the Template description window, Type the name of the template and any optional
comments, then press Tab.

3.Type description (optional).

4.When finished, click Next.

5.In the Template type window, click Invoice and click Next.

6.In the Invoice option window, choose the size, click and press Tab.

7.Press Tab again.

8.Choose an initial invoice layout (optional), click Finish.
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The objects of a template

The Template creation window appears empty or with an initial layout depending on the last choice
you made. Here are the tools Mistral 2000 offers you to build your template:

Choose to
: Draw a line
Line
[ Draw a rectangle
Rect
— .
Draw a rectangle with round corner
Round
= D Ili
Eilie raw an ellipse
FrH
= Insert a text box
Text
E Insert a picture
Picture
Insert a field
Field
[e Select an object
Select

To add and modify an object in the template

The white part of this window represents the paper. The size of the white area equals to the size
of the paper you chose earlier when you created the template. The doted squares are %zinch by
2inch. Here are the steps to add each kind of object.

To add a Line
1. Click on the Line button.
2. Move your mouse over the working area (in white). Your cursor will then change shape.
3. Click and hold the mouse button. This is where the line begins.
4. Move your mouse until you reach the point where you want your line to stop.
5. Release the mouse button.

If you hold the <Shift> button when you are in step four; the line will only take a 45° angle.

To move the Line

1. Move your mouse over the line (the cursor takes a new shape).
2. Click and hold the mouse button.
3. Move your mouse (and the line) to its new location.
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To change the size or the direction of the Line

1. Move your mouse to one of the extremity of the line (the cursor takes a new shape).
2. Click and hold the mouse button.
3. Move your mouse (and the extremity) to its new location.

To add a Rectangle

Click on the Rectangle button.

Move your mouse over the working area (in white). Your cursor will then change shape.
Click and hold the mouse button. This is where a corner of the rectangle will be.

Move your mouse (in diagonal) until you reach the point where you want to put the
opposite corner.

5. Release the mouse button.

e

If you hold the <Shift> button when you are in step four; the rectangle will only take a perfect
square shape.

To move the Rectangle

1. Move your mouse over the rectangle (the cursor takes a new shape).
2. Click and hold the mouse button.
3. Move your mouse (and the rectangle) to its new location.

To change the size of the Rectangle

1. Move your mouse to one of the corner or side of the rectangle (the cursor takes a new
shape).

2. Click and hold the mouse button.

3. Move your mouse (and the side of the rectangle) to its new location.

To add a Rectangle with round corners

Click on the Round button.

Move your mouse over the working area (in white). Your cursor will then change shape.
Click and hold the mouse button. This is where a corner of the rectangle will be.

Move your mouse (in diagonal) until you reach the point where you want to put the
opposite corner.

5. Release the mouse button.

Sl

If you hold the <Shift> button when you are in step four; the rectangle will only take a perfect
square shape.

To move the Rectangle with round corners
1. Move your mouse over the rectangle (the cursor takes a new shape).

2. Click and hold the mouse button.
3. Move your mouse (and the rectangle) to its new location.
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To change the size of the Rectangle with round corners

1. Move your mouse to one of the corner or side of the rectangle (the cursor takes a new
shape).

2. Click and hold the mouse button.

3. Move your mouse (and the side of the rectangle) to its new location.

To change the shape of the Rectangle with round corners

1. Move your mouse to the blue square inside the rectangle (the cursor takes a new shape).
2. Click and hold the mouse button.
3. Move your mouse until you reach the desire shape.

To add an Ellipse

Click on the Ellipse button.

Move your mouse over the working area (in white). Your cursor will then change shape.
Click and hold the mouse button. This is where a corner of the ellipse will be.

Move your mouse (in diagonal) until you reach the desired size and shape.

Release the mouse button.

R N

If you hold the <Shift> button when you are in step four; the ellipse will only take a perfect circle
shape.

To move the Ellipse

1. Move your mouse over the ellipse (the cursor takes a new shape).
2. Click and hold the mouse button.
3. Move your mouse (and the ellipse) to its new location.

To change the size of the Ellipse

1. Move your mouse to one of the corner or side of the ellipse (the cursor takes a new
shape).

2. Click and hold the mouse button.

3. Move your mouse until you reach the desired shape.

To add a Text box

Click on the Text box button.

Move your mouse over the working area (in white). Your cursor will then change shape.
Click and hold the mouse button. This is where a corner of the text box will be.

Move your mouse (in diagonal) until you reach the point where you want to put the
opposite corner of the text box.

5. Release the mouse button.

el

If you hold the <Shift> button when you are in step four; the text box will only take a perfect
square shape.

To move the Text box
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1. Move your mouse over the text box (the cursor takes a new shape).
2. Click and hold the mouse button.
3. Move your mouse (and the text box) to its new location.

To change the size of the Text box

1. Move your mouse to one of the corner or side of the text box (the cursor takes a new
shape).

2. Click and hold the mouse button.

3. Move your mouse (and the side of the text box) to its new location.

To edit the text of a text box

Once the box is made, click on the text (Type text here).

A blinking cursor then appears. Delete the text and type the text you want to enter.
You can type one word or a complete paragraph if you want.

Change the shape of the box to fit with your text.

N

Refer to the section Object properties to learn how to change the font, the color and the size of the
text box or of the font.

To add a Field
A field is exactly like a text box. The only difference is that you can’t change the text it contains.

Click on the Field button.

Move your mouse over the working area (in white). Your cursor will then change shape.
Click and hold the mouse button. This is where a corner of the field box will be.

Move your mouse (in diagonal) until you reach the point where you want to put the
opposite corner of the field box.

5. Release the mouse button.

el S S

If you hold the <Shift> button when you are in step four; the field box will only take a perfect
square shape.

To move the Field
1. Move your mouse over the Field box (the cursor takes a new shape).
2. Click and hold the mouse button.
3. Move your mouse (and the Field box) to its new location.
To change the size of the Field
1. Move your mouse to one of the corner or side of the field box (the cursor takes a new
shape).
2. Click and hold the mouse button.
3. Move your mouse (and the side of the field box) to its new location.

Refer to the section Object properties to learn how to change the font, the color and the size of the
Field box or of the font.

The Object properties
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Every object of a template has its own properties. The properties define, for instance, the color and
the thickness of a line. In this section, you will learn how to change the properties of every object
we find in a template.

Mistral 2000 uses the same type of window to set up the properties of every object. This window
contains six sections. Some sections of the Object properties window only apply to certain objects.
The line, for instance, only uses the sections Color and Lines, Size and Position and Printing. The
other sections are not applied to this object.

Object Properties
Text Box I Picture I Field I Printing |
Colors and Lines | Size and Pogition
_|__il’|l:
Color. [ ™ Moline
Weight: I'I _|:;‘
Color: I '] ™ WaFil
—Text
Color; _3
Ok I Cancel |
Color and Lines. Use this section to set up the
color of the object. You can also use this section to change the weight (thickness) of a line or a

border.
Size and Position. Use this section to change the size of an object and its position on the sheet.

Text box. Use this section to set up the margins inside a text box and to change the font, the font
size and the font style.

Picture. Use this section to select the file containing the picture.
Field. Use this section to change the field.

Printing. Use this section to enable or disable the printing of the object. “Object will appear on
your screen but will not print”

The properties of a Line

Color and Lines
e Change the Line color to change the color of the line.
e Change the Weight to change the thickness of the line.

Size and Position
e Change the horizontal and vertical position to set up the starting point of your line.
e Change the width and the height (difference between the 2 extremities).
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Text box
e Does not apply.

Picture
e Does not apply.

Field
e Does not apply.

Printing
e Check if you want the line to show on the screen and print on the paper. If the check
box is empty, the line will show on the screen but will not print.

The properties of a Rectangle, Rectangle with round corners and Ellipse

Color and Lines

e Change the Line color to change the color of the border.
Change the Weight to change the thickness of the border.
Check No line to remove the border.
Change the Fill color to change the color of the fill.
Check No fill to remove the fill.

Size and Position
e Change the horizontal and vertical position to set up the upper corner of your object.
e Change the width and the height to change the size of your object.

Text box
e Does not apply.

Picture
e Does not apply.

Field
e Does not apply.

Printing
e Check if you want the object to show on the screen and print on the paper. If the check
box is empty, the object will show on the screen but will not print.

The properties of a Text box

Color and Lines

e Change the Line color to change the color of the border.
Check No line to remove the border.
Change the Weight to change the thickness of the border.
Change the Fill color to change the color of the fill.
Check No fill to remove the fill.
Change the Font color to change the color of the font.
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Size and Position
e Change the horizontal and vertical position to set up the upper corner of your text
box.
e Change the width and the height to change the size of your text box.

Text box
e Change the Internal margin to set up the space between your text and the border of
your text box.
o Check Center text vertically if you want center your text and have the same space
over and under your text.
e Click on the Font Dialog button to change the font, the font style and the font size.

Picture
e Does not apply

Field
e Does not apply

Printing
e Check if you want the text box to show on the screen and print on the paper. If the
check box is empty, the text box will show on the screen but will not print.

The properties of a Picture

Color and Lines
e Does not apply

Size and Position
e Change the horizontal and vertical position to set up the upper corner of your picture.
e Change the width and the height to change the size of your picture.

Text box
e Does not apply

Picture
e Click on the Change picture button to go and get another picture and replace this one.
e Click on the Reload picture button to re-insert the picture as it was originally.

Field
e Does not apply

Printing
e Check if you want the text box to show on the screen and print on the paper. If the
check box is empty, the text box will show on the screen but will not print.

The properties of a Field

Color and Lines
e Change the Font color to change the color of the font.

Size and Position
e Change the horizontal and vertical position to set up the upper corner of your field.
e Change the width and the height to change the size of your field.

Text box
¢ C(lick on the Font Dialog button to change the font, the font style and the font size.
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Picture
e Does not apply

Field
e Click on the Change Field button to choose another field from the list and replace this
one.
e Click on the More Properties button to change the properties of the field J-Lines. View
next section to learn how to modify those properties.

Printing
e Check if you want the field to show on the screen and print on the paper. If the check
box is empty, the field will show on the screen but will not print.

The properties of the field J-Lines

The fields J-lines are different from all the others. It's this field that will be replaced by the
description of the work when you will build your invoice. Here what a description line looks like:

In this line we find 5 columns:
e The category (Residential Carpet Cleaning)
e The service (3 rooms special)
e The quantity (1.00)
e The cost (75.00)
e The price (75.00)

To set up the J-lines field, you need to tell Mistral 2000 what information you want see on this
line, the width of each column, the name of each column, etc. Here’s how this example look like in

Description Extended

Residential Carpet cleaning - 3 rooms special 1.00 $75.00 $75.00

the template.

Description Extended
Description Quantity Unit cost Extended
Description Ciuaritity Unit cost Extended
Description Quantity Unit cost Extended

How to set up J-Lines

1. In the Object properties window, click on the Field tab.
2. Click on the More Properties button.
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The Job Lines Setup window appears

Job Lines Setup

Main options | Mare options I

Colurnn width [1/100th inch)
ECI

75

|75
100

Colurnn 1:

Column 2: IQuantity

Calumn 3: IUnit cost

Calumn 4: IExtended

Calumn 5 INone

Calumn B: INone

Colurnn 7: INone

Column 8: INone

Calumn 3: INone

Ll Ld L L L L e L] L«

Colurnn 10: INone

Ok I Cancel

Main options section

This window contains 2 sections. In the first section (Main option) you will choose the information
you want to print on the invoice and the size of each column. If we look in the figure above the
columns shown were Description, Quantity, Unit Cost and Extended.

To set it up that way, we chose to put the Category+service in the column 1 and set this column
as 5 inches wide (500 X 1/100 inch). And all the other columns as it is in the figure above.

More options section

x4
Main options |
Wumber of lines: |2D Title 1: | Description
Space between Title 22 |Quantity

inch: |1 0 =
columns [1/100th inch]: Tile 3 [Uritoodt
[~ Draw vertical lines: I Yl Title 4 |Extended

v Diraw header Title 5:
[V Erirt header Title B:
Title 7:

[~ Bold header

Header text: Iﬁ Tithe &
Header i NN =] Title 9:

Title: 10

(u]9 I Cancel

Use this section to set up these options:
Number of lines. Type here the maximum number of lines that your invoice can contain

Space between columns. Enter here the space you want to leave between the information of
each column.
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Draw vertical lines. If you check this box, Mistral 2000 will automatically draw vertical lines to
separate the columns.

Draw header. If you check this box, Mistral 2000 will automatically create a header for your

column.

Check “Print header” if you want to see the header on the screen and if you want to
print it on the paper.

Check “Bold header” if you want to have the text in the header in bold

Choose the color of the text in Header text.

Choose the header background color in Header fill.

Type the name of the column headers in the fields “title 1” to “title 10".

You will also find tools to modify the look of your object.

Choose

To

mwme~= &P sk » >

Select a font

Select a font Size

Select a line color

Select a fill color

Select a font color

To view the object properties
To put the text in bold

To put the text in italic

To underline the text

To align the text on the left
To center the text

To align the text on the right
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Setting up your Envelope Template

How to create a new envelope template

In the list of templates, click on the New button.

In the Template description window, Type the name of the template, press Tab.
Type description (optional).

When finished, click Next.

In the Template type window, click Envelope and click Next.

In the Envelope option window, choose the envelope size, click and press Tab.
Press Tab again.

Choose an initial envelope layout (optional), click Finish.

PNV R WN

A big white rectangle the size of an envelope appears on the screen. You are now ready to put
your information in. You have to use the same tools to build an envelope that to build an invoice
template. Refer to the previous section to learn ho to use those tools. Here is an example of an
envelope template.

e
WA
1290 Main St

Springfield, AZ 85220
usa,

C-Company
C-Fullname
C-Address 182

C-City & state & zip code
USA

This template contains three types of object:
Picture: the Cyclean Logo.

Text box: The return address.

Field: The customer information fields.

The fields will be replaced by the customer information when you will open this template in a job or
when you will use it in @ mail merge.

When you have finished creating the envelope, save and close the template window.
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Setting up your Label Template

How to create a new label template

N hLWNE

In the list of templates, click on the New button.

In the Template description window, Type the name of the template, press Tab.
Type description (optional).
When finished, click Next.
In the Template type window, click Label and click Next.

In the Label option window, choose the label size or Avery Number, click and press Tab.
Press Tab again.

Click Finish.

A small white rectangle the size of a label appears on the screen. You are now ready to put your
information in. You have to use the same tools to build a label that to build an invoice template.
Refer to the previous section to learn ho to use those tools. Here is an example of a business card.

This template contains four types
of objects:

1. Picture: the Cyclean Logo.

2. Text box: The address
information and the name.

3. Rectangle: Separating the

top and bottom.

4. Field: Used to enter the
clients mailing address

1290 Main Street, Springfield, AZ 585220
Tel 1705 555-2222 Fax (7051 555-3333

Bill f Company

Full name

Address 1, Address 2
City. State. Fin code

The label template is different than the other type of template. Because of its size, we can print
more than one label on one page. Mistral 2000 organizes the printing page automatically.

Here is a preview of the label page before printing.

ELNALA AT Eiach sty
1250 Ml Seet Spribgei, A2 5200 1250 WA St SPINTE M, A2 B520
Tel 105 $55-2222 Fax (18 885003 Tel 105 §55-2202 Faa (10K £55-T033
Allan Witz Andy Aubum
730 Madde 9208 Collins
Tempe, AZ85111 Tueson, AZ 85642
EENPESLERRE IS ISR
1250 Ml STt SPrGIRK, A2 D520 1250 WA St SEINGT K, A2 95220
Te 105 S55-2220 Fax (1051 8855303 Tel 105 555-2202 Faa (108 £55-T033
Angie Pexd Bob Sien
8208 Redfemn 123 Clanaral Id
Chandler, AZ 35264 Chandler, AZ 85233
ENATRO EERT NI A
1290 Mah Sireet Sprig ek, 4 35220 1290 Malh Stieet Sprig kM, AZ 35200
T 105 S22k 7005 550 Tel 105 S55-2222 & (10 S55-200
Daniele hiollino Don Estrada
9298 Dewon 2344 Carlton
Tempe, AZ85124 Mesa, AZ 85321
ELNALA AT Eiach sty
1290 Malh Sireet, Sprivgeid, 42 8520 1290 Malh Sireet, Sprivg ke, 47 85210
T 105 S22k (705 5500 Tel (105 S55-2222 i (1) 595000
Gabriella Rob Holly Quersia
8320 Cawendish 8218 arlbora
Glendale, AZ 54839 Chandler, AZ 85236
ELNFUL SRR EAch oty

12600 Ml STt SprlgIK, A2 D52
Tel (05 $56-2220 Fali (105) S56-1903

1250 Malh STeet, SprNGIEK, A2 B52T
Tel (05) S5-2222 Fa (105 565703

Jennifer Pontes
2373 Hudson
Tempe, AZ 35124

Jozna Me Arthy
6392 Mayrand
Glendale, A7 64300

When you have finished creating the label, save
and close the template window.
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Setting up your Letter template

How to create a new letter template

Type description (optional).
When finished, click Next.

In the list of templates, click on the New button.
In the Template description window, Type the name of the template, press Tab.

Press Tab again.
Click Finish.

PNV R WN

A big white rectangle the size of a sheet of paper appears on the screen. You are now ready to put

In the Template type window, click Letter and click Next.
In the Letter option window, choose the paper size, click and press Tab.

your information in. You have to use the same tools to build a letter that to build an invoice

template. Refer to the previous section to learn ho to use those tools. Here is an example of a

letter.

This template contains five types of
object:

1. Picture: the Cyclean Logo.

2. Text box: The return
address.

3. Field: The customer
information fields.

4. Rectangle with round

corners: for the yellow bars.

5. Ellipse: for the little ellipse.

Company addresz
Liree 2
Y CLEAR Line 3

RERIACE wi h wour own Company Logo lirna 4

~0-Today - day of week~ ~0-Today - month name~

Bill { Company
Full name

Address 1, Address 2
Fitv Gtmta Fin eada

~ THANK YOU ~

Dear ~C-br. W5, .~ ~C-Lastname-,

e would like to Thank You for choosing ~0-Company~ and placing your trust in us to execute your
cleaning work on ~C-last service-,

Ourteam of technicians take Great Pride in being able to prowide excellent results for clients like
yourselves. Forthis reason we would like to be certain that evenything was done to wour entine
satisfaction. If for any reason, wou were not completely satisfied with our service, please do not
hesitate to contact us. Utk will try to help in any way in order to =atisty your concems

#e specialist in cleaning carpets, fumiture, draperies and blinds, we are at wour dispozal, as well as

your relatives and fiends, to fulfil all your cleaning requirements. Our office is open from Mondays
to Fridays, between Sam to <4:30pm.

Thank you for choosing ~0-Company~, in the hopes of having the pleasure of serving you and your
family in the future.

Regards,

Linda $mith
Customer Service Reprezentative

Proukding 24310y Se uice Brower A wars [ both Reskdk i3l and Comme i@l Enlrome i
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The fields used in this template are different from the fields used in the invoice. In this letter, we
used text-integrated fields. It means that the fields were integrated directly in the text box. Here
are the steps to integrate a field directly in a text box:

1.Create a new template.

2.Click on the text icon.

3.Draw the text box in your template

4.Type the text.

5.When you are ready to include a field, right-click in the text box.
6.Choose the Insert Field... option.

7.Choose the appropriate field from the list and click OK.
8.Repeat this procedure for every field to insert in the text.

Fields |
Field name: Field description:
C-éddress 1 il
C-address 182
C-Address 2
C-attention

C-Balance

C-Callback closest
C-Calback farthest
C-City

C-City & state

C-City & ztate & zip code
C-Campany

C-Credit LI

oK I Cancel |

The fields will be replaced by the customer information when you will open this template in a job or
when you will use it in a mail merge.

Example:
A line created to look like “Dear ~C-Mr. Ms...~ ~C-Lastname~,”

Will actually print appearing like “Dear Mr Marcelli,”

When you have finished creating the letter, save and close the template window.

Field names and their descriptions

When you highlight a Field in the Insert Field window, a description of that field will be shown in
the description window on the right hand side. To make things a little easier in planning your new
Templates, our next section has all the fields and descriptions of what those fields will do.
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Customer Fields

C-Address 1 Customer: Address line 1

C-Address 1&2 Customer: Address line 1 and 2

C-Address 2 Customer: Address line 2

C-Attention Customer: Attention of

C-Balance Customer: Balance Customer mail merge only
C-Bill to Customer: Name and billing address + phone
C-Bill to (no phone) Customer: Name and billing address
C-Callback closest Customer: Closest callback date Customer mail merge only
C-Callback farthest Customer: Farthest callback date Customer mail merge only
C-City Customer: City

C-City & state Customer: City and state

C-City & state & zip code Customer: City and state and zip code
C-Company Customer: Company

C-Credit Customer: Credit $

C-Cross street Customer: Crossing street

C-Custom 1 Customer: Custom 1

C-Custom 10 Customer: Custom 10

C-Custom 2 Customer: Custom 2

C-Custom 3 Customer: Custom 3

C-Custom 4 Customer: Custom 4

C-Custom 5 Customer: Custom 5

C-Custom 6 Customer: Custom 6

C-Custom 7 Customer: Custom 7

C-Custom 8 Customer: Custom 8

C-Custom 9 Customer: Custom 9

C-Fax Customer: Fax

C-Firstname Customer: Firsthame

C-Fullname Customer: Fullname

C-Last service Customer: Last service date

C-Lastname Customer: Lastname

C-Mr. Ms... Customer: Mr. Ms...

C-Note Customer: Note

C-Number Customer: Number

C-Other phone Customer: Other phone

C-Phone Customer: Phone
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C-Purchased Customer: Total purchased Customer mail merge only
C-Rebate Customer: Default rebate amount $

C-Rebate % Customer: Default rebate %

C-Source Customer: Initial source

C-State Customer: State

C-Totaljobs Customer: Total jobs Customer mail merge only
C-Totalunpaid Customer: Total unpaid jobs Customer mail merge only
C-Type Customer: Type (residential or commercial)

C-Zip code Customer: Zip code

Employee Fields

E-All names Employee: All employees for the job

E-Commission initial $ Employee: Employee initial commission $
E-Commission initial $ 2 Employee: Employee initial commission $
E-Commission initial $ 3 Employee: Employee initial commission $
E-Commission initial $ 4 Employee: Employee initial commission $
E-Commission initial $ 5 Employee: Employee initial commission $
E-Commission initial $ 6 Employee: Employee initial commission $
E-Commission initial $ 7 Employee: Employee initial commission $
E-Commission initial $ 8 Employee: Employee initial commission $
E-Commission initial $ 9 Employee: Employee initial commission $
E-Commission initial $ 10 Employee: Employee initial commission $
E-Commission initial $ 11 Employee: Employee initial commission $
E-Commission initial $ 12 Employee: Employee initial commission $
E-Commission initial % Employee: Employee initial commission %
E-Commission initial % 2 Employee: Employee initial commission %
E-Commission initial % 3 Employee: Employee initial commission %
E-Commission initial % 4 Employee: Employee initial commission %
E-Commission initial % 5 Employee: Employee initial commission %
E-Commission initial % 6 Employee: Employee initial commission %
E-Commission initial % 7 Employee: Employee initial commission %
E-Commission initial % 8 Employee: Employee initial commission %
E-Commission initial % 9 Employee: Employee initial commission %
E-Commission initial % 10 Employee: Employee initial commission %
E-Commission initial % 11 Employee: Employee initial commission %
E-Commission initial % 12 Employee: Employee initial commission %
E-Commission sales $ Employee: Employee sales commission $
E-Commission sales $ 2 Employee: Employee sales commission $
E-Commission sales $ 3 Employee: Employee sales commission $
E-Commission sales $ 4 Employee: Employee sales commission $
E-Commission sales $ 5 Employee: Employee sales commission $
E-Commission sales $ 6 Employee: Employee sales commission $

E-Commission sales $ 7 Employee: Employee sales commission $
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E-Commission sales $ 8
E-Commission sales $ 9
E-Commission sales $ 10
E-Commission sales $ 11
E-Commission sales $ 12

E-Commission sales %
E-Commission sales %
E-Commission sales %
E-Commission sales %
E-Commission sales %
E-Commission sales %
E-Commission sales %
E-Commission sales %
E-Commission sales %

E-Commission sales % 10
E-Commission sales % 11
E-Commission sales % 12

E-Fixed add-on sales $

E-Fixed add-on sales $ 10
E-Fixed add-on sales $ 11
E-Fixed add-on sales $ 12

E-Fixed add-on sales $ 2
E-Fixed add-on sales $ 3
E-Fixed add-on sales $ 4
E-Fixed add-on sales $ 5
E-Fixed add-on sales $ 6
E-Fixed add-on sales $ 7
E-Fixed add-on sales $ 8
E-Fixed add-on sales $ 9
E-Fixed amount $
E-Fixed amount $ 2
E-Fixed amount $ 3
E-Fixed amount $ 4
E-Fixed amount $ 5
E-Fixed amount $ 6
E-Fixed amount $ 7
E-Fixed amount $ 8
E-Fixed amount $ 9
E-Fixed amount $ 10
E-Fixed amount $ 11
E-Fixed amount $ 12
E-Full name
E-Full name
E-Full name
E-Full name
E-Full name

a B wN

© 0 NOoO Ok~ WD

Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:
Employee:

Employee sales commission $
Employee sales commission $
Employee sales commission $
Employee sales commission $
Employee sales commission $
Employee sales commission %
Employee sales commission %
Employee sales commission %
Employee sales commission %
Employee sales commission %
Employee sales commission %
Employee sales commission %
Employee sales commission %
Employee sales commission %
Employee sales commission %
Employee sales commission %
Employee sales commission %
Employee total fixed add-on $
Employee total fixed add-on $
Employee total fixed add-on $
Employee total fixed add-on $
Employee total fixed add-on $
Employee total fixed add-on $
Employee total fixed add-on $
Employee total fixed add-on $
Employee total fixed add-on $
Employee total fixed add-on $
Employee total fixed add-on $
Employee total fixed add-on $
Employee fixed amount for job $
Employee fixed amount for job $
Employee fixed amount for job $
Employee fixed amount for job $
Employee fixed amount for job $
Employee fixed amount for job $
Employee fixed amount for job $
Employee fixed amount for job $
Employee fixed amount for job $
Employee fixed amount for job $
Employee fixed amount for job $
Employee fixed amount for job $
Employee full name

Employee full name

Employee full name

Employee full name

Employee full name
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E-Full name 6 Employee: Employee full name
E-Full name 7 Employee: Employee full name
E-Full name 8 Employee: Employee full name
E-Full name 9 Employee: Employee full name
E-Full name 10 Employee: Employee full name
E-Full name 11 Employee: Employee full name
E-Full name 12 Employee: Employee full name
E-Total pay $ Employee: Employee total pay $
E-Total pay $ 2 Employee: Employee total pay $
E-Total pay $ 3 Employee: Employee total pay $
E-Total pay $ 4 Employee: Employee total pay $
E-Total pay $ 5 Employee: Employee total pay $
E-Total pay $ 6 Employee: Employee total pay $
E-Total pay $ 7 Employee: Employee total pay $
E-Total pay $ 8 Employee: Employee total pay $
E-Total pay $ 9 Employee: Employee total pay $
E-Total pay $ 10 Employee: Employee total pay $
E-Total pay $ 11 Employee: Employee total pay $
E-Total pay $ 12 Employee: Employee total pay $
E-Type Employee: Employee type
E-Type 2 Employee: Employee type
E-Type 3 Employee: Employee type
E-Type 4 Employee: Employee type
E-Type 5 Employee: Employee type
E-Type 6 Employee: Employee type
E-Type 7 Employee: Employee type
E-Type 8 Employee: Employee type
E-Type 9 Employee: Employee type
E-Type 10 Employee: Employee type
E-Type 11 Employee: Employee type
E-Type 12 Employee: Employee type

Job Fields
J-Balance Job: Balance
J-Balance prev. invoices Job: Customer balance
J-Comment Job: Comment
J-Custom 1 Job: Custom field 1
J-Custom 2 Job: Custom field 2
J-Custom 3 Job: Custom field 3
J-Date Job: Date
J-Lines Job: Description / services
J-Note Job: Note
J-Number Job: Number

J-Paid Job: Amount paid
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J-PO number Job: PO number

J-Prev. invoices Job: Balance of all other invoices

J-Reason Job: Reservice reason

J-Rebate Job: Rebate amount $

J-Rebate % Job: Rebate %

J-Rebate total Job: Total rebate

J-Reservice Job: Reservice (yes/no)

J-Reserviced Job: Reserviced (yes/no)

J-Source Job: Source

J-Subtotal 1 Job: Subtotal before rebate

J-Subtotal 2 Job: Subtotal after rebate

J-Tax 1 total Job: Tax 1 total

J-Tax 2 total Job: Tax 2 total

J-Total Job: Total

J-Total block Job: Configurable total block with subtotals - rebates and
taxes

J-Type Job: Type (Quotation - Work Order - Invoice)

J-Type lowercase Job: Type (quotation - work order - invoice)

J-Type uppercase Job: Type (QUOTATION - WORK ORDER - INVOICE)

J-Voided Job: Voided (yes/no)

J-Voided word Job: Voided If voided - the word Voided appears - if not -
nothing appears

J-W.o date Job: Work order date

J-W.o number Job: Work order number

Other Fields

O-Company Other: Your company name

O-Company address Other: Your company address

O-Page number Other: Page number

O-Page number / total Other: Page number (# / total)

O-Page number word Other: Page number (Page #)

O-Page number word of total Other: Page number (Page # of total)

O-Page total Other: Total pages

O-Tax 1 registration # Other: Your tax 1 registration #

O-Tax 2 registration # Other: Your tax 2 registration #

O-Today Other: Today's date Xxx/xx/xxxx

O-Today - day of month Other: Today's day 0-31

O-Today - day of week Other: Today's day of week

O-Today - month Other: Today's month 0-12

O-Today - month name Other: Today's month name

O-Today - year Other: Today's year xxxx
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Site Fields

S -Address 1

S -Address 1&2
S -Address 2

S -Attention

S -City

S -City & state

S -City & state & zip code

S -Company

S -Cross street
S -Custom 1

S -Custom 2

S -Custom 3

S -Custom 4

S -Custom 5

S -Fax

S -Firstname

S -Fullname

S -Lastname

S -Note

S -Other phone
S -Phone

S -Site

S -Site (no phone)
S -State

S -Zip code

Schedule Fields

Sc-Date (first block)
Sc-Date (from - to)
Sc-Name
Sc-Name-Date-time
Sc-Time end (first block)

Sc-Time start (first block)

Site:
Site:
Site:
Site:
Site:
Site:
Site:
Site:
Site:
Site:
Site:
Site:
Site:
Site:
Site:
Site:
Site:
Site:
Site:
Site:
Site:
Site:
Site:
Site:
Site:

Address line 1

Address line 1 and 2
Address line 2

Attention of

City

City and state

City and state and zip code
Company

Crossing street

Custom 1

Custom 2

Custom 3

Custom 4

Custom 5

Fax

Firstname

Fullname

Lastname

Note

Other phone

Phone

Name and billing address + phone
Name and billing address
State

Zip code

Schedule: Date of the first block
Schedule: From date to date

Schedule: All schedules for the job
Schedule: All time blocks for the job
Schedule: Ending time of the first block
Schedule: Starting time of the first block
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