10 Steps to Getting Started With

e AL Your Service

For Suall Burinens

Setup
» Click on the "Key" in the Customer Information

ustome’ [ Tist | [Fioarmsanes]
< formation et ] screen to access the Setup area.

- Ragidertial

- Customer| Company
Hame Susan

» Then choose "Section | - Company
Information”

Se(llol\ 111 - Customer Classification
Section IV - Ioport Information
I Section V - Password & Registration I

§8 Foeigr QNs:).

Setup Business Information

Enter Your Business

s * Enter your business
; information, then import a
graphic of your company logo.

e Click "Menu" to return to the
serup menu.
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|. Metn ﬂ Go Ihd] | Continne |

» Before moving on to other
setup areas, you need to decide
if you are going to enter your customer data manually (one by one) or if you will
be importing customer data from an existing computer file.

« If you plan on entering data manually, please skip the next step and go
to step 3.
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Importing Customer Information

* From the setup menu click on the
o “Section IV-Import information” button

and follow the instructions.

FEREF |

an ERER

n Manually Entering Customer Data

e —— » Although there are other topics in the setup area, none

Click n s sction 1o the bt o of them are important in getting you up and running and
you can check them out later once you are more familiar

with the program. For now click the “Exit Setup” button and

you will be returned to the Customer Info screen.
e One of the most
important buttons you will o This will bring up a “Search” window with some
use is the "Find/Add New’ choices underneath. If you are not sure whether
button on the top of the the customer you are about to enter has been
screen. Click it now. previously entered, you can search for it. Otherwise

\ click the “Add New” button.

\
l'c‘;::'::‘:orn I List @ I Back I \Forward I I Mailroom I

SEARCHFOR

Commercial
Edu cational

| | Sample

Example Street

Phone 1 |

Sales History | Post Payment

Citytghizip Amtown | NY | 01233

,§j\__mmUI O—r (Rl clof e[ Flc[H] 1] ] L m] n]o]
g 3 ptepad ] Ylew Invoices

) Iny Date Complete First ltem vice Total Amt. Pad
Manage 3388 o 151‘2004 Cleaning as Quoted $25|] on $250.00 P
A .?
Gy | :
| -
- 1 Invoices Farg. Days to Pay: O Balance Due: $0.00
u'l}‘j!eportsl
Original Date Entered . Last Date Serviced
Records: 911612004 Send Reminder 9/16¢2004
Found:20 Average Amount Paid: 1 Year | Reminder Date
Total:20 $250.00 [ 9I6I2005

» Select the category you wish to assign to your customer from the drop-down
menu, then begin entering the customer information. You can use the “TAB”
key to get to the next field or click in any field you want to enter. The information
you enter is automatically saved as you type it in.
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n Setting Reminders

Vlarketing Info

Original Date Entered ) Last Date Serviced
1/5/2005 Send Reminder 1/5/2005

Average Amount Paid: 1 Year | Reminder Date
$48.00 | 1512006 |

* At the bottom of the Customer Info screen is an area called Marketing Info.
Choose how often you would like to have your customer reminded of your services.
Every month you will be automatically informed of which customers need to be
reminded and postcards or calling lists can be generated.

Invoicing a Customer

Use the “Find/AddNew” button to locate the customer. When
the customer you wish to invoice is showing in the customer
info screen, press the “Sales
Entry” button on the left.

custome’ T | [wae | [Fe
lrli'-""“'I
@ Residentisl
Customer Company Phon
< Infe Hame Susan | Sample |

Address 313 Example Street Pvan
"X Sales ) | Phon
Entry CitylStiZip Antown | My | 01233 | E=
ﬁ:\mmf O—r [Ale[clofe[Flaln[ 1 [Tk M n[of rfe] R]

et
Inwoice  Date Complete First Iten

P, em—— T B || 8686 9/16/2004 Clesnings=Q

sales [Tiist || [Finasadamew] [T Back || [Forwara | [ Print |
1003
. ‘O"T:?:"I Susan Sample Susan Sample
i 313 Example Street 313 Example Street
~ Arntown WY 01233 Artomn NY 01233 Printed? O
//:/'Q Sales
: Ent
& a Edit ltem List : L d D
3’\ Mark 1 each | Mninum Setdp Charge | x x = 45.00] % $4%.00
\ -‘J'E,,,:,:: I | SqFt|FebricProtestor | 13 |x 12 ]x |- 156 _073'34 B . i
| I 1% = ) =
" x x = :5
Manage jx___|x = L 3
Accounts % |x - %
x x |
1 1 = 3
% |x = b
) |2 |x = [

- Date Entered 11612005 | Subtotal 57.4
< ; 1
'Reports Adjustment E:

llg ] tora - [NETEL

You will be brought to the Sales Entry screen where the customer information has
already been entered for you, and your cursor will be in the “Invoice No.” field. You
can enter your own invoice number or use the one the computer has already
entered, then tab to fill in the remaining information.
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n Using the Item List

Items you sell often or services you provide often can be
entered into the “ltem List” to save time during invoicing.

List

Sales [

| | Find/add Hew ] |

Back | |Forward f| |  Print |

i Cust I
. . -Tn::“r Susan Sample

Invoice No.
1003

Location Serviced

Susan Sample
313 Example Strest
Ao

* Click on the

313 Exaanple Streat
//\ Sales
: } Enla I
ﬁ’\_ﬁarlulf
"7 Remind
' Manage
Accounts

e S— “Edit Item List”
button.
ench | binimun STt ® 4500
| SqFt.| Fabric Protector |- X
I <- Back I IForward - ?I I Print I E

ul! ;"Ropor!sl

—

(CL Minimum Set-Up Charge

Rate [EXTNN Tax Rate [ Unit CECINNEN  BES
A

field during invoicing.

* In the "Items” window that appears, click the “Add New” button to enter any
common item or service you wish to bill. Click the “Close” button to return to the
Sales Entry screen. A list of the items will appear each time you enter the “ltem

”

Market/Remind

Market/ [

ist || |Find/Add Hew] |

Back I IForvari I I Mailroam I E

A

(=]

Market / Remind

Post Card Reminders
Seasonal Types
Discounts
Weekly Thank You's
Target Marketing
Contact Lists
Create Your Own Tetter

Auto Remind Postcards

» Clicking the Market/Remind button brings you options for sending postcards,
letters or contact lists for reminding existing customers or target marketing new
prospects. We recommend playing around and trying the various options. If you
have any questions click on the ? button for help along the way.
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n Managing Accounts

While "At Your Service for Small Business" is not an accounting program, it does

allow you to keep track of your

transactions and your income

up to the point of deposit.

“..”i;‘..‘:‘ | vist | [Findiaddbew) | Back | |Forwarda | | Wailresm || m
- 4
- portamer Account Management
s Infa
/’:} Sales Accounts Receivable Al Feceivabies
Ent:
o Batch Print Irvoi Trwaies Dty
L Remind
[So] Send Statements
Manage
Account: )
Send Collection Letters
Gy
Y View Imvoices
ill”""' Find an Imvoice  — 7 —
——

* This is where you can print
monthly statements, invoices,
view account aging or simply
browse your invoices. This area
is very self-explanatory. For
more information click the ?
button in the various areas.

n Mail Room Functions

During the course of using this program, you will periodically find yourself in the
Mail Room & Print Center

Mail room.

* This is where you will print the chosen
marketing items such as postcards,
mailing labels, letters, etc. You will see
a sample of the item you have chosen
to print on the left and various print options
on the right. A description of these items
can be found by clicking the ? button on
the lower right of the screen.

Currenily Chasen Tiem.

Dollar Discount

Prit Chesen fem (-}

Print Labels oo [Remm]
Print Envelopes mrm]
Print Chasen List [Fem]

Currently Chosen List

You have 1 names in your curment st
Choose Now List

|
Visw Edit Curront List | m
[z

Sarve a5 Calling List

m Registering Your Program

be given to you.

Once your free trial expires you will be brought to the “Password/Registration Info”
screen. Contact Castlebrook Software to purchase your copy and a password will

Password / Registration Info

» Enter the password and click
“Submit’. If you received a password
before the trail expired, you can click
on the “Key” in the Customer Info
screen to get to the Setup menu.
Click the “Section V - Password &
Registration” button.

Passwor d / Registration
Enfer yous passwond anid basines
ety e you d nhea
you registezed with Castlehzock
Boftware, een click 'Fubmsil”,
Phone £2
Tous license 15 good ot ome copy of
Contact Hame g e i aomweat S n nghe W
only. You will noed ho contact
Castlemook
‘buxiness name o1 addiess changes
e e
Enter your Password: L=
| | |
—
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