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 Activation 

 Business Information 

Enter the level of business detail that you wish to appear on invoices generated using the 

DBS. You can include your business name, and modify your address and contact 

information. The information entered here will appear on receipts and other reporting.  

You can modify this information in the Settings module after you have completed the 

activation process. 

 Shipping Setup 

In the shipping setup screen you will specify a default shipping schedule. It is advised that 

you adjust all defaults for all sections (e.g. Percent of Subtotal, Amount per pound and 

Custom), so you can later easily select and modify these while making a sale. If you set 

these defaults prior to making a sale it will speed up the selection process. 

*Note - to enter fraction values (e.g. .25%) click into the text box and type the fraction value 

desired. 

 Charge Shipping on Pickup Orders: Checking this checkbox will apply your default shipping 

charges to orders that are picked up by customers at your inventory location. 

 Default Shipping Schedule: This will be the schedule that is defaulted in on every sale. You 

will still have the option to select a different shipping schedule on a per sale basis. See Change 

Shipping Default for more information. 

 Percentage of Subtotal: You have the ability to set a percentage based on the order subtotal. 

For example, if you set this default to 5%, and you enter an order where the subtotal equals 

$10.00 your shipping total would equal $.50. To make this your default for all sales you would 

select that in the Default Shipping Schedule dropdown mentioned above. 

 Amount per Pound: You can set a custom dollar value to be charged per pound of the weight 

of an order. For example, if you set this value to $.25, and you make a sale where the order 

weight equals 10 lbs., your shipping charge would equal $2.50. 

 Custom Schedule: You have the ability to create a custom shipping schedule by entering 

specific dollar values for each specified weight range. This gives you the ability to include 

customized amounts per pound and offer discounts based on the weight of the order and the 

values entered. 

 Taxes Setup 

Setting up taxes requires you to set all applicable tax rates. The rates entered will be the 

default tax schedule used in all sales transactions. Once activation is complete you will have 

the ability to create additional tax schedules. When making a sale, you will have the ability to 

select a different default tax schedule on a per order basis. You will also have the ability to 
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select a different default tax schedule on the setting menu. See the Settings - Taxes section 

below. 

 Collect Sales Tax: Specify whether or not you wish to collect sales tax on all orders. If this is 

set to No tax will not be charged on sales made using the DBS. 

 Charge Tax on Shipping: Specify if you would like to charge tax on shipping totals. If you 

elect to charge tax on shipping the amount of shipping will be taxed based on your current 

default tax schedule. 

 Standard Taxes: Enter your State, County and Local taxes if you are a U.S. Dealer or GST, 

HST and PST taxes if Canadian. 

 Custom Tax: If you wish to create a custom tax, enter a nickname and corresponding 

percentage value.  This would be used to apply an excise tax, or any other custom tax needed. 

The nickname you create will be used to identify the specific custom tax. 

 Inventory Setup 

Import Inventory 

To import your existing inventory you will need to prepare a CSV file. A CSV file is a multi-line list 

containing multiple comma separated values. If you have Microsoft Excel, you can create a CSV 

file by saving an existing inventory list as a .csv instead of .xls (Excel 97-2003) or .xlsx (Excel 2007 

or newer). There are multiple ways to create CSV files, and more examples can be found online.  

The first value on each line of the CSV file should be the AMSOIL product code with the second 

value being the quantity you have in inventory. Sample File 

To import your inventory simply click the browse button, and browse to your inventory CSV file. 

*Note – If you have inventory that you need imported into the DBS it must be done during 

the setup interview. 

Invalid entries or obsolete product codes will not be imported. These items can be added manually 

at a later time. 

 Pricing Setup 

Pricing can be set in multiple ways: 

 You may specify Pricing Rules that will apply at different levels within the DBS.  A pricing rule 

allows you to specify an adjustment (an increase or decrease) to make to pricing.  This 

adjustment is applied to a base price, either the Dealer Cost or the MSRP of products.  The 

amount to increase or decrease the base price is specified as a percentage.  If you want to set 

your prices to match Dealer Cost or MSRP you just need to set the Amount of the rule to 0%. 

 (Coming soon) You may also choose to set Custom Pricing for individual products. Using the 

DBS Inventory module you will be able to set a custom price for each customer type. 

Product pricing rules can be set at multiple levels: 

http://www.computerhope.com/issues/ch001356.htm
http://dbs.amsoil.com/Content/documents/Sample_InventoryImport.csv
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 Global Pricing Rules allow you to set pricing for each customer type.  By default all customer 

types will have product pricing set to match MSRP. Select an adjustment, base price and enter 

an amount (percentage) to customize these rules. 

 Category Pricing Rules may be created to adjust pricing at the Product Family level.  In 

addition to customer type, a category pricing rule specifies a specific category of products that 

the rule applies to, such as Synthetic Motor Oil.  Category pricing rules override global pricing 

rules for products in the specified product category. 

 Customers Setup 

Import non-registered customers (Customers not recorded by AMSOIL) 

By checking the import from file upload box you are indicating that you wish to upload a CSV file 

(save as CSV from Excel) that includes your customer information. 

If both the AMSOIL and file upload import are completed, and a customer appears in both the 

AMSOIL import and file import, the customer information from your file upload will be used.  

Duplicate customers can be identified by ZO Number. 

*Note – If you have customers that you need imported into the DBS you must do so here. 

To import your existing customers you will need to prepare a file in CSV format (save as .csv in 

Excel) including a single row for each customer. Each customer row should have the following 

columns (though they may not all contain data): Sample File 

1. Customer Number (A unique number for each of your customers) 

2. Customer/Company Name  

3. First Name  

4. Last Name  

5. Address Line 1 

6. Address Line 2 

7. City 

8. State/Province 

9. Zip/Postal Code 

10. Country Code (US or CA) 

11. Home Phone 

12. Mobile Phone 

13. Fax 

14. Email Address 

15. Customer Type (D, PC, CA, RA, CR, L (L = Lead)) 

16. ZO Number 

17. Date Of Birth 

18. Anniversary Date 

19. Tax Certificate 

 

http://dbs.amsoil.com/Content/documents/Sample_CustomerImport.csv
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 Navigation 

Quick Navigation Menu 

The quickest way to navigate throughout the DBS is by using the quick menu   located 

towards the top right of the DBS header. Click the Menu  button to expand the 

menu, and you will find links to all of the top level modules of the DBS. 

Return to Home Screen 

Clicking on the DBS logo,  Home  icon next to the help menu or selecting home 

from the quick navigation menu will get you back to the home screen with links to all of the 

main modules. 

Settings 

The button  to the Settings module is located toward the top right of the DBS screen just 

to the left of the yellow Help button. Here you will change, update and create various 

business information and settings such as shipping, taxes and pricing. More information 

regarding the various settings available can be found here. 

Help 

The Help menu is located toward the top right of the DBS screen. Here you will find help 

topics on all areas of the DBS.  AMSOIL has also included links to the online chat and 

support software, as well as a link to the online help center. The online help center contains 

information regarding FAQs (coming soon…), future enhancements and release updates. 

Log Out 

To log out of the DBS simply click the Logout link. The Logout link is the top right most 

control on the DBS screen. When you log out of the DBS you will return to the Dealer Zone 

home screen.

 Grid Functionality 

Sorting Columns 
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All grid columns are sortable. To sort a grid by a specific column (e.g. Name); simply click the 

header of the column you wish to sort on. The default sort will be ascending. To sort 

descending, click the column header a second time. Clicking the column a third time will 

clear the sort and return to the default sort order. 

Paging 

You can page through a grid by clicking on a page number or clicking on the next button in 

the grid footer which is located at the bottom of each grid. You can also change how many 

rows appear in the grid by changing the dropdown list located to the left of “items per page.” 

This dropdown list is also located in the footer of each grid. When selecting a number larger 

than 15, you may have to scroll inside the grid to see all results. The default is 50. 

 Settings 

Business Info 

You can update or change business information you initially entered during the initial setup 

interview. You can modify the information by changing the textbox text, or changing 

selections in dropdown lists. Clicking the Save button will save these changes to the 

database. Saving changes that have been made in the settings module adjusts your default 

values that appear throughout the DBS. 

Shipping 

On the shipping tab you can change your default shipping schedule and modify additional 

shipping settings. If you set these defaults prior to making a sale it will speed up the selection 

process. 

*Note - to enter fraction values (e.g. .25%) click into the text box and type the fraction value

desired.

 Default Shipping Schedule: This will be the selection that is defaulted in on every sale.

You will still have the option to select a different shipping schedule on a per sale basis. See

Change Shipping Default for more detail

 Percentage of Subtotal: You have the ability to set a percentage based on the order

subtotal. For example, if you set this default to 5%, and you enter an order where the subtotal

equals $10.00 your shipping total would equal $.50. To make this your default for all sales you

would select that in the Default Shipping Schedule dropdown mentioned above.

 Amount per Pound: You can set a custom dollar value to be charged per pound of the

weight of an order. For example, if you set this value to $.25, and you make a sale where the

order weight equals 10 lbs., your shipping charge would equal $2.50.
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 Custom Schedule: You have the ability to create a custom shipping schedule by entering

specific dollar values for each specified weight range. This gives you the ability to include

customized amounts per pound and offer discounts based on the weight of the order and the

values entered.

Taxes 

Here you can make changes to the rates entered during the setup interview. You also have 

the ability to setup multiple tax schedules by alias name. When making a sale, you will have 

the ability to select a different default tax schedule on a per order basis. Changes made here 

will be reflected throughout the DBS. 

 Collect Sales Tax: Specify whether or not you would like to collect sales tax on all orders. Tax

will not be charged on sales if this is set to “No”

 Charge Tax on Shipping: Specify if you would like to charge tax on shipping totals. If you

elect to charge tax on shipping the amount of shipping will be taxed based on your current

default tax schedule.

 Standard Taxes: Enter your State, County and Local taxes if you are a U.S. Dealer or GST,

HST and PST taxes if Canadian.

 Custom Tax: If you would like to create a custom tax you can enter a nickname and

percentage value.  This would be used to apply an excise or any other custom tax needed. The

nickname you create will be used to identify the custom tax.

You also have the ability to add/edit/delete additional tax schedules. 

20. Click the Add  button next to Tax Schedules to create a new tax schedule 

21. Enter a tax schedule name

22. Customize tax values

23. Click Save

If you want to set the newly created tax schedule as your default, select the tax schedule 

name from the Default Tax Schedule dropdown list and click Save. 

To delete a tax schedule click the Delete  button 

To edit a tax schedule click the Edit  button 

Pricing 

Price Settings: 

You may specify Pricing Rules that will apply at different levels within the DBS.  A pricing rule allows 

you to specify an adjustment (an increase or decrease) to make to pricing.  This adjustment is applied 

to a base price, either the Dealer Cost or the MSRP of products.  The amount to increase or decrease 
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the base price is specified as a percentage.  If you want to set your prices to match Dealer Cost or 

MSRP you just need to set the Amount of the rule to 0%. 

Product pricing rules can be set at multiple levels: 

 Global Pricing Rules allow you to set pricing for each customer type.  By default all customer

types will have product pricing set to match MSRP. Select an adjustment, base price and enter

an amount (percentage) to customize these rules.

 Category Pricing Rules may be created to adjust pricing at the Product Family level.  In

addition to customer type, a category pricing rule specifies a specific category of products that

the rule applies to, such as Synthetic Motor Oil.  Category pricing rules override global pricing

rules for products in the specified product category.

Other Settings 

Coming soon… 

 Sell Product 

Customer Lookup 

Type a customer’s name, ZO # or Cust # (number assigned by the DBS if known) into the 

search box to locate a customer and start a sale. 

Add a New Customer 

Click the Add New Customer  button to create a new customer from the sell product 

module. After creating a customer and clicking Save, you will return to the Sell Product 

module with that customer loaded as the purchasing customer. 

Change Default Location 

When making a sale you have the option to change your inventory location.  If you are selling 

inventory out of a different location, click the Location  button and inventory you sell will 

be taken out of whatever location specified you have selected. You also have the ability to 

change the location on a per line basis. See Change Location for a specific sale line for more 

details. 

If you only have one inventory location in the system these controls will not appear. Inventory 

will be removed from your default location. 
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Sell Products 

Product Lookup  

Begin typing a product code and the type-ahead lookup will display items that fit the text you 

entered. You can select a product by clicking the product code in the list, or by using the 

keyboard arrow key down until the correct product is selected. Hitting the tab or enter key will 

select the product. If you hit tab you will move to the QTY column where you can adjust the 

quantity being sold. If you hit enter while a product is selected the line will complete with 

quantity 1, and a new line will be created. 

Change Location for a specific sale line 

If you have more than one inventory location, you can change the location on a per line 

basis. You can select the location dropdown located in the item row and chose a different 

location. For example, you could enter ASLQT-EA and sell Qty 5 from location A, and then 

create a new line for ASLQT-EA and sell Qty 5 from location B by changing the dropdown 

value to location B. 

Return Products 

Returning products follows the same flow as selling product.  You will still use the sell 

product module to enter returns, but you will need to enter negative quantities into the Qty 

field by typing in the negative number or using the down arrow. For example, If you are 

returning 5 ASLQT-EA you would add ASLQT-EA to the sales grid and change the QTY to 

-5. 

Place Items on Backorder 

If you need to place items on backorder you can enter a Qty into the B/O QTY column. 

Entering 5 will put 5 of the item on backorder and will appear on the backorders module and 

backorders report. 

Apply a discount or Surcharge 

You can apply a discount or surcharge based off of a percentage or a fixed amount.  

Entering a negative (-) value applies a discount, and a positive value will add a surcharge. 

Select a radio button and enter the value as outlined above. Once you click the Save button 

the discount or surcharge will be applied to the current sale. 

Change Tax Default 

In the middle of making a sale you can elect to charge a different tax amount other than the 

default you specified in your settings module, click the Tax & Shipping button and you can 
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modify your tax values. After clicking the Save button the changes will be reflected on the 

current sale. These changes will not overwrite your default settings. 

If you have created more than one tax schedule in the Settings module, you can also select 

a different tax schedule name from the Tax Schedule dropdown list. 

Change Shipping Default 

In the middle of making a sale you can elect to select a shipping schedule different from the 

default you specified in your settings module. Click the Tax & Shipping button to select a 

different shipping schedule. After clicking the Save button the changes will be reflected on 

the current sale. These changes will not overwrite your default settings. 

If a customer has multiple shipping addresses you can also select a different shipping 

address from the Tax & Shipping window. 

Enter Notes for a Sale 

Click into the notes section to enter a note about a sale.  Keep in mind there is a 200 

character limit, so keep it short and sweet.  

Add PO# to Sale 

You can add a PO# to a sales transaction. The PO# box is located just above the notes 

section. 

Enter a Payment Method 

Click the Payment Method button to select a method of payment. The DBS does not 

process credit cards, but you can select credit card and card type as a method of payment. 

This will only record that the sale was paid for by credit card. You also can select cash, 

check or place the amount on account for the customer to pay at a later time. Once you have 

selected a method of payment you can complete the sale. If you forget to select a method of 

payment you will be prompted to do so when clicking the Complete Sale button. 

Cancel Sale 

Click the Cancel  button to cancel a sale and start over. Canceled sales are not stored in 

the database and cannot be retrieved at a later time. 

Pause Sale 
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Click the Pause  button to put a sale on hold. The sale will be stored in your held receipts 

module which you can resume at a later time. 

Complete Sale 

If you haven’t already selected a method of payment you will be prompted to do so when 

clicking the Complete Sale button.  Select a method of payment and select Complete Sale. 

If you have already selected a method of payment you will not be prompted to do so. Once 

you complete the sale you will be redirect to the Order Summary screen. Information on the 

Order Summary screen can be found on the next page. 

 Quote 

Customer and Lead Lookup 

You can create quotes for customers and Leads. Type a name, into the search box to locate 

an individual or business and start a quote. 

Add a New Customer or Lead 

Click the Add New Customer or Lead  button to create a new customer or Lead for 

quoted. After creating a customer or Lead and clicking Save, you will return to the quote 

module with the new customer or Lead loaded as the quote customer. 

Display Settings 

When creating a quote you will have the option to display certain information. The first 

dropdown list will let you select if you want to display the retail price. Retail price can be 

either AMSOIL MSRP or the AMSOIL delivered price. Selecting “None” will hide the retail 

price from the grid below. 

The second dropdown will be the “Quote Price” or the price you plan to offer the selected 

customer or Lead. For example, if you select “Dealer Price” from the dropdown, your set 

Dealer price for the particular item will be displayed in the grid below. If set to “None” only the 

selected retail price will be displayed, presuming you are quoting the customer or Lead at the 

AMSOIL MSRP or AMSOIL delivered price. 

CCs are automatically displayed in the grid. However, you will have the option to hide CCs 

when printing a quote. 
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Printing Quotes 

When you have finished entering a quote, you can click on the Complete Quote button 

which will redirect you to the quote completion summary page. From here you can print the 

quote or convert the quote to a sale.  You can also get back to a quote from the Completed 

Transactions module. When clicking on the Complete Quote button, the quote will be 

saved, and stored as a completed transaction. From the completion summary screen you will 

have the ability to print the quote or convert the quote to a sale.  You can also start a new 

quote or return to the home screen. 

When printing the quote you will again be prompted to select what information you wish to 

have displayed on the printed quote. You can display CCs, the selected retail price, the 

selected quote price or both the retail and the quote price. 

Convert Quote to a Sale 

Once a quote has been completed, it can be converted to a sale from the completion 

summary page.  If you wish to reprint or convert a previous quote to a sale, you can access a 

completed quote from the Completed Transactions module. Click the Convert to Sale 

button  to convert a quote to a sale. 

 Buy Product 

Dealer Lookup 

If the Dealer you are purchasing product from is not part of your downline, you will need to 

manually add that Dealer to your customer list. Click the Add New Customer  button from 

the buy product module. After adding the selling Dealer to your customer list and clicking 

Save, you will return to the Sell Product module with that Dealer loaded as the selling Dealer. 

Be sure to set their customer type to Dealer when adding them to your customer list. 

If the selling Dealer already exists in you customer list you can simply type his/her ZO # into 

the search box to locate that Dealer and begin a purchase.  

Change Default Location 

When making a purchase you have the option to change where the inventory should go by 

changing the location.  Click the Location  button and inventory you purchase will be 

added to the specified location you have selected. You also have the ability to change the 
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location on a per line basis. See Change Location for a specific purchase line for more 

details. 

If you only have one inventory location in the system these controls will not appear. Inventory 

will be added to your default location. 

Product Lookup  

Begin typing a product code and the type-ahead lookup will display items that fit the text you 

entered. You can select a product by clicking the product code in the list, or by using the 

keyboard arrow key down until the correct product is selected. Hitting the tab or enter key will 

select the product. If you hit tab you will move to the QTY column where you can adjust the 

quantity being sold. If you hit enter while a product is selected the line will complete with 

quantity 1, and a new line will be created. 

Change Location for a specific purchase line 

If you have more than one inventory location, you can change the location on a per line 

basis. You can select the location dropdown located in the item row and chose a different 

location. For example, you could enter ASLQT-EA and buy Qty 5 for location A, and then 

create a new line for ASLQT-EA and buy Qty 5 for location B by changing the dropdown 

value to location B. 

Apply a discount or Surcharge 

You can apply a discount or surcharge based off of a percentage or a fixed amount.  

Entering a negative (-) value applies a discount, and a positive value will add a surcharge. 

Select a radio button and enter the value as outlined above. Once you click the Save button 

the discount or surcharge will be applied to the current sale. 

Change Tax Default 

In the middle of making a purchase you can elect to apply a different tax amount other than 

the default you specified in your settings module, click the Tax & Shipping button and you 

can modify your tax values. After clicking the Save button the changes will be reflected on 

the current purchase. These changes will not overwrite your default settings. 

If you have created more than one tax schedule in the Settings module, you can also select 

a different tax schedule name from the Tax Schedule dropdown list. 

*Note - Creating a specific tax schedule for Dealers you purchase product from can simplify 

this process. 

Change Shipping Default 
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In the middle of making a purchase you can elect to select a shipping schedule different from 

the default you specified in your settings module. Click the Tax & Shipping button to select a 

different shipping schedule. After clicking the Save button the changes will be reflected on 

the current purchase. These changes will not overwrite your default settings. 

Enter Notes for a Purchase 

Click into the notes section to enter a note about a purchase.  Keep in mind there is a 200 

character limit, so keep it short and sweet. 

Enter a Payment Method 

Click the Payment Method button to select a method of payment. The DBS does not 

process credit cards, but you can select credit card and card type as a method of payment. 

This will only record that the sale was paid for by credit card. You also can select cash, 

check or place the amount on account for the customer to pay at a later time. Once you have 

selected a method of payment you can complete the sale. If you forget to select a method of 

payment you will be prompted to do so when clicking the Complete Sale button. 

Cancel Purchase 

Click the Cancel  button to cancel a purchase and start over. Canceled purchases are not 

stored in the database and cannot be retrieved at a later time. 

Pause Purchase 

Click the Pause  button to put a purchase on hold. The purchase transaction will be 

stored in your held receipts module which you can resume at a later time. 

Complete Purchase 

If you haven’t already selected a method of payment you will be prompted to do so when 

clicking the Purchase button.  Select a method of payment and select Purchase. If you have 

already selected a method of payment you will not be prompted to do so. Once you complete 

the purchase you will be redirect to the Order Summary screen. Information on the Order 

Summary screen can be found on the next page. 

 Order Summary 
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Print Order Summary 

To print an order summary for a customer simply click the Print  button from the order 

summary screen. After clicking the button, you will be prompted to open or save the order 

summary report. The report will render in PDF format. Once opened you can print the report, 

or you can also choose to email the report to your customer. 

If you do not have Adobe Acrobat installed on the machine you are running the DBS on you 

can download it from the Adobe  website. 

 Held Transactions 

The Held Receipts section is intended only for storage of uncompleted (paused) sales. 

Lookup 

The default sort order of the grid is based off of the order date and are sorted descending. 

The most recently paused sale will appear at the top of the list. You can locate a held receipt 

by searching on customer name in the provided search box. 

Resume a Sale 

To resume a paused sale, simply click the Play  button next to the sale you wish to 

resume. 

Delete a Held Receipt 

To delete a held receipt, simply click the Delete  button next to the sale you wish to delete. 

 Completed Transactions 

Search Orders 

The default sort order of the Completed Transactions grid is based off of the transaction date 

which are sorted descending. The most recently completed transaction will appear at the top 

of the list. 

Reprinting Receipt 

http://get.adobe.com/reader/otherversions/http:/get.adobe.com/reader/otherversions/
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You can reprint a receipt by selecting the receipt you wish to reprint and clicking the Print  

button. After clicking the button, you will be prompted to open or save the receipt. The report 

will render in PDF format. Once opened you can print the report, or you can also choose to 

email the report to your customer. 

 Backorders 

Filter by Status 

Backorders will be stored by status and can be filtered based on status. The default grid view 

is all backorders. 

 ALL: Backorders listed at any status 

 Pending: Backorders containing inventory items waiting to be ordered 

 Ready: Backorders containing inventory items that have been ordered and received 

 Available: Backorders containing inventory items that have been ordered and received 

View/Print Backorder Report 

To view/print a backorder report click the Print  button located next to the Status 

dropdown list. After clicking the button, you will be prompted to open or save the backorder 

report. The report will render in PDF format. Once opened you can print the report, or you 

can also choose to email the report to your customer. 

 AMSOIL Orders 

EZ Order Form 

Ordering product from AMSOIL through the DBS will take place using the existing EZ-Online 

Order forms located in the Dealer Zone through session transfer. The DBS and Dealer Zone 

are fully integrated, so session transfers between the two entities will appear seamless. 

 Receive AMSOIL Orders 

Receive an AMSOIL Order 
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Clicking the Receive Product button allows you to receive an AMSOIL warehouse order and 

add the items from orders to your inventory. Inventory can be split between one or more 

locations when receiving an AMSOIL order. 

Detailed instructions coming soon… 

 Volume Transfers 

Dealer Zone Volume Transfer Form 

Volume transfer functionality currently exists in the Dealer Zone. When clicking the volume 

transfers button you will be transferred to the Dealer Zone volume transfers form through a 

session transfer.  

Once the volume transfer is completed you will be redirected back to the DBS for continued 

use. All of this is done using session transfer which allows you to transfer back and forth 

between the DBS and the Dealer Zone without having to log in each time. The DBS and 

Dealer Zone are fully integrated, so session transfers between the two entities will appear 

seamless. 

 Customers 

Customer Lookup 

Use the customer search box to filter the customer’s grid. This is a type-ahead selection list 

and will filter your list based off of the characters you enter. To find a customer containing 

smith in the name simply start typing “Smith” (without quotation marks) into the search box. 

The Search box will show you a list of customers with names containing Smith. If you see the 

specific customer you can simply click on that customer’s name in the selection list.  

If you wish to see all customers with a name containing Smith simply type “Smith” (without 

quotation marks) into the search box and click the Search  button. Performing this action 

will filter your customer list to show all customers with a name containing Smith. 

*Note – search boxes are not case sensitive (e.g. “Smith” equals “smith”) 

Filter Grid by Customer Type 

You also have the ability to filter your customer list by customer type. To see only customers 

of a specific customer type change the selection in the customer type dropdown list located 
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above the grid on the right hand side. This will filter your list to only show customers in the 

selected customer type. 

Sell to Selected Customer  

To sell product to a customer you can select the customer row by clicking the row and then 

clicking the Sell Product  button located to the right of the search box. 

Performing this action will transfer you to the Sell Product module with the selected 

customer pre-loaded. 

Add 

To add a customer from the Customers module, click the Add  button to the right of the 

customer lookup. You will be required to enter certain information in order to create a 

customer.  

Edit 

After you save a customer to your DBS you can edit this customer and customize their tax 

rates. You have the ability to set a customer as Tax Exempt, or select a specific tax 

schedule to apply to that customer. 

You also have the ability to create a customer and give them a price type other than their 

customer type. For example if you have a Preferred Customer that you would rather sell to at 

MSRP, you can change their price type to “Retail Customer.” Items sold to that PC will then 

be sold at the Retail Customer price rule you created in the settings module. 

After the customer has placed an order, you will be provided with an Orders tab that will list 

the sales history for that customer. You can review and or print past sales with the click of a 

button. This tab will only appear if the customer has placed at least one order. 

Delete 

To delete a customer, on the main Customers module containing the grid of customers click 

the Delete  button  next to the customer you wish to delete. 

 Accept Payment 

You can accept a payment from a customer that has an outstanding on account balance. To 

accept payments, navigate to the accept payment module, and use the search box to find the 

customer that would like to apply a payment to their account. 
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Once you have located the customer, click the Accept Payment button next to the 

customer. This will present you with options for accepting a payment.  Select a payment 

method from the dropdown list and select the radio button next to the payment option you 

wish to apply. The customer has the option to pay the full balance amount, or specify a 

lesser dollar value to be applied to their outstanding balance. 

 Leads 

Lead Lookup  

Use the Leads search box to filter the lead grid. This is a type-ahead selection list and will 

filter your list based off of the characters you enter. To find a lead containing Smith in the 

name simply starts typing “Smith” (without quotation marks) into the search box. The Search 

box will show you a list of leads with names containing “Smith.” If you see the specific 

customer you can simply click on that lead’s name in the selection list.  

If you wish to see all leads with a name containing Smith simply type “Smith” (without 

quotation marks) into the search box and click the Search  button. Performing this action 

will filter your lead list to show all Leads with a name containing Smith. 

*Note – search boxes are not case sensitive (e.g. “Smith” equals “smith”) 

Add 

To add a lead from the Leads module, click the Add  button to the right of the customer 

lookup. You will be required to enter certain information in order to create a lead.  

Edit 

To edit a lead, on the main Leads module containing the grid of leads click the Edit  

button next to the lead you wish to edit. 

You also have the ability to set a price type for a Lead. This is beneficial when creating 

quotes for Leads. For example if you have a Lead that you would like to quote at Dealer 

Cost, You can set their price type to Dealer Price. Quotes to said Lead will follow the Dealer 

Price rule that was created in the settings module. 

Delete 

To delete a lead, on the main Leads module containing the grid of leads click the Delete 

button  next to the lead you wish to delete. 
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 Vendors 

Vendor Lookup  

Use the vendor search box to filter the vendor grid. This is a type-ahead selection list and will 

filter your list based off of the characters you enter. To find a vendor containing liners in the 

name simply start typing “liners” (without quotation marks) into the search box. The Search 

box will show you a list of vendors with names containing “liners.” If you see the specific 

vendor you can simply click on that vendor name in the selection list.  

If you wish to see all vendors with a name containing liners simply type “liners” (without 

quotation marks) into the search box and click the Search  button. Performing this action 

will filter your vendor list to show all vendors with a name containing liners. 

*Note – search boxes are not case sensitive (e.g. “Smith” equals “smith”) 

Add a Vendor 

To add a vendor from the Vendor module, click the Add  button to the right of the vendor 

lookup. You will be required to enter a Vendor Name, and select a vendor type to save a 

vendor. All additional fields are optional. 

Edit 

To edit a vendor, on the main Vendor module containing the grid of vendors click the Edit  

button next to the vendor you wish to edit. 

Delete 

To delete a vendor, on the main Vendor module containing the grid of vendors click the 

Delete button  next to the vendor you wish to delete. 

Enter Vendor Transactions 

Perform the following operations to enter a vendor transaction: 

24. In the Vendor list grid click the Edit  button next to the vendor you wish to enter a 

transaction for. 

25. Click the Transactions tab 
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26. Select a transaction type from the dropdown list 

27. Select a transaction date 

28. Enter the amount of the transaction 

29. Add Notes (optional) 

30. Click the Save button 

 

After clicking save you will notice the transaction appears in the grid below. You have the 

ability to edit or delete a vendor transaction. 

 Locations 

Location Lookup 

Use the location search box to filter the location grid. This is a type-ahead selection list and 

will filter your list based off of the characters you enter. 

If you wish to see all locations with similar names type the location name you are looking to 

match and click the Search  button. Performing this action will filter your location list to 

show all locations with a name close to the characters entered. 

*Note – search boxes are not case sensitive (e.g. “Smith” equals “smith”) 

Add 

To add a location from the Location module, click the Add  button to the right of the 

location lookup. You will be required to provide a location name and choose whether or not 

this will be your default (inventory) location. 

If you do not want this to be your default location, leave the Is Default checkbox unchecked 

and click Save. 

You can create as many locations as needed. 

Edit 

To edit a location, on the main Location module containing the grid of locations click the 

Edit  button next to the location you wish to edit. Here you can change the name or set a 

location as your default. Inventory will be removed from your default location unless specified 

otherwise when selling product. 

Delete 
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To delete a location, on the main Location module containing the grid of locations click the 

Delete button  next to the location you wish to delete. 

Change Default Location 

To change your default location, simply click the Edit  button next to the location you wish 

to become your default and check the Is Default checkbox. After clicking Save this will 

become your new default location. 

 Inventory 

Product Lookup 

Use the inventory search box to filter the inventory grid. This is a type-ahead selection list 

and will filter your list based off of the characters you enter. 

If you wish to see all inventory items with similar product code names type the product code 

name you are looking to match and click the Search  button. Performing this action will 

filter your inventory list to show all items with similar names matching the characters entered. 

Filter by Product Group 

You also have the option to filter your inventory list by product sales groups (e.g. Synthetic 

Motor Oil, etc.). Use the sales group dropdown list to make a selection. To clear this filter and 

view all sales groups change your selection to Sales Group (All). 

Edit Inventory Item 

Combine: 

You have the ability to combine eaches (EAs) in to cases (CAs) if you have enough units to do so.  

1. In the inventory module grid, click the combine  button next to the EA product code 

(e.g. ASLQT-EA) you wish to combine into CA(s) (e.g. ASLQT-CA).  

2. Enter the quantity of EAs you wish to combine to CAs (e.g. 36 ASLQT-EA = 3 

ASLQT-CA) 

3. Click Save. 

Split: 

You also have the ability to split cases (CAs) into eaches (EAs).  
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1. In the inventory module grid, click the split  button next to the CA product code (e.g. 

ASLQT-CA) you wish to split into EA(s) (e.g. ASLQT-EA). 

2. Enter the quantity of CAs you wish to split into EAs (e.g. 3 ASLQT-CA = 36 ASLQT-

EA). 

3. Click Save. 

About Pricing: 

You may specify Pricing Rules that will apply at different levels within the DBS.  A pricing rule allows 

you to specify an adjustment (an increase or decrease) to make to pricing.  This adjustment is applied 

to a base price, either the Dealer Cost or the MSRP of products.  The amount to increase or decrease 

the base price is specified as a percentage.  If you want to set your prices to match 

Dealer Cost or MSRP you just need to set the Amount of the rule to 0%. 

Pricing Rules: 

 Global Pricing Rules allow you to set pricing for each customer type.  By default all customer 

types will have product pricing set to match MSRP. Select an adjustment, base price and enter 

an amount (percentage) to customize these rules. 

 Category Pricing Rules may be created to adjust pricing at the Product Family level.  In 

addition to customer type, a category pricing rule specifies a specific category of products that 

the rule applies to, such as Synthetic Motor Oil.  Category pricing rules override global pricing 

rules for products in the specified product category. 

Receive an AMSOIL Order 

Clicking the Receive Product button allows you to receive an AMSOIL 

warehouse order and add the items from orders to your inventory. Inventory 

can be split between one or more locations when receiving an AMSOIL order. 

Manually Add or Remove Inventory 

In-stock quantities are set at the location level.  To adjust your in-stock quantities for a 

particular product do the following. 

1. Click the Edit  button next to the item you need to adjust 

2. Click the Manage tab. 

3. Click the Adjust button  

4. Select Add Inventory or Remove Inventory from the adjustment type dropdown list 

5. Select the location name from the location dropdown you are adjusting inventory for. 

6. Enter the quantity you are adding or removing 

7. Enter a description (optional) 

8. Click Save 

Transfer Inventory between locations 

You can transfer inventory between locations if you have more than one inventory location.  

To transfer inventory from one inventory location to another simply click the Edit  button 

next to the inventory item to be transferred. 
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This will take you to the inventory edit module.  Click the manage tab to complete a transfer. 

On the manage tab you have the ability to transfer inventory between locations or enter a 

manual inventory adjustment. Click the Transfer button.  You will now see a pop-window 

with transfer options.  

1. In the first dropdown list under From, select the inventory location you are 

transferring inventory from.  

2. In the second dropdown list under To, select the inventory location you are 

transferring inventory to.  

3. Enter the quantity to be transferred 

4. The date/time picker will default to today's date and time. If you are transferring on a 

different date and time you can select the desired date and time using the controls to 

the right of the date textbox. 

5. Include a short description regarding your inventory transfer. *Optional 

6. Click Save 

 

Once you click Save, inventory will be taken out of the location you specified as From, and 

added to the inventory of the location you specified as To. 

To change the in stock quantity after a cycle count click the button next to the inventory item 

you wish to update. Adjust the Qty Actual value to set the correct in stock quantity. 

Set Re-order Level 

You can specify a re-order level for each product you have in inventory. If you set a re-order 

level for an inventory item you will be notified when that specific product reaches your re-

order level. For example, if you set a re-order level for ASLQT-CA to 2 you will be notified in 

you re-order level report once that item has reached or is below the specified re-order level. 

This will assist you with finding items where you stock is running low on, and you can choose 

to replenish your stock when placing your next AMSOIL order. 

Set Re-order Quantity 

The re-order quantity is the level of stock you would like to maintain for each product. If you 

set these values for each product you will see your desired order level and can adjust your 

AMSOIL orders to maintain the specified quantities.  For example if you reach your re-order 

level of 2 for ASLQT-CA and your re-order quantity is 3 you can assume that you generally 

keep a stock of 5 cases of ASLQT. You can take this into account when placing your next 

AMSOIL order, and include 3 ASLQT-CA on the order to get you back to your desired 

inventory level. This information will also be available through reporting and other DBS 

analysis modules. 

Inventory Date 

Inventory date is the date of last activity for the corresponding inventory item. Activity 

includes sales, in stock quantity adjustments and receiving. This date will automatically 
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update after a change has been made to the corresponding inventory item. Details pertaining 

to activity on a specific inventory item can be found through various inventory reports. 

Custom Products 

You will also have the ability to create customer inventory items. Perform the following 

actions to create a custom inventory item: 

1. From the Inventory module click the add button located above the inventory grid 

2. Enter a product code and a product name (* required) 

3. Enter the weight (optional) 

4. Enter the Reorder Level (optional) 

5. Click Save  

 

After clicking Save, all additional tabs will become enabled. The additional tabs allow you to 

set pricing and manage in stock quantities per location. 

 

Pricing is managed similar to your AMSOIL inventory items, but you will need to enter a 

Dealer cost (your cost), and the suggested retail price. You also have the ability to create 

custom pricing rules based on each customer type. 

 

In-stock quantities are set at the location level.  To enter or change your in-stock quantities 

do the following. 

7. Click the Manage tab. 

8. Click the Adjust button  

9. Select Add Inventory or Remove Inventory from the adjustment type dropdown list 

10. Select the location name from the location dropdown you are adjusting inventory for. 

11. Select a reason 

12. Enter a description (optional) 

13. Click Save 

 Adjustments 

Personal Use, Promotional Use or Lost/Damaged 

You have the ability to remove inventory for multiple reasons.  Use the Adjustments module 

to make bulk inventory adjustments for reasons such as personal use, loss or damage and 

promotion. 

 Reports 
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Viewing Reports 

Running reports will require you to enter a start and end date. This is the date range you 

wish to see data for. Some reports may have one or more additional filters (e.g. customer 

type). Once you have all of your filters set, you can select the View Report  button 

to update the report grid with the respective data.  After the report is generated in the grid 

you have the option to export the data to either a spreadsheet such as Microsoft Excel or an 

Adobe PDF.  Simply click the corresponding format link after Export to: for the format you 

would like the report in. You will have the option to open the report in a new window, or save 

the report to your computer. 

*Note – Some reports are not available in grid format and will only display as a PDF. 

Transaction Reports 

 Receipts: Contains date range specific sales product code sales sorted high to low by total 

sales dollars. You can also filter the report by customer type and/or product category. 

 Vendor Transactions: Contains a list of date range specific vendor transactions sorted by 

transaction date descending. This report is also filterable by transaction type (e.g. advertising). 

Business Reports 

 Revenue Stream: Contains a list of date range specific vendor transactions sorted by 

transaction date descending. This report is also filterable by transaction type (e.g. advertising). 

 Commission Credit Report: See a list of sales and the amount of CCs. This can be used to 

calculate CCs to be transferred to another Dealer. 

 Returns: See completed returns 

Inventory Reports 

 Adjustments: Report detailing inventory adjustments for personal use, loss/damage or 

promotion. 

 Inventory by Location: Product in-stock quantities by location. 

 Product Top Sellers: See what products are your best sellers, so you know what to keep in 

stock at all times. 

 Reorder Level: See what products are due to be ordered based off of your reorder level 

settings. 

 Backorder List: See what items have been placed on backorder and need to be replenished. 

 Wholesale Price List:  PDF version of the current wholesale price list (G3500) 

Customer Reports 

 New Customers: A report containing any new customers generated based off a date range, 

state/province and/or customer type. 

 All Customers: All customers based off of state/province and or customer type. 
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 Customer Sales: Contains a list of date range specific customer sales sorted high to low by 

total sales dollars. This report is also filterable by customer type (e.g. PC). 

 Order Detail by Customer: See order details for you customers 

 Open Balances: See if customers owe you money 

 Days Since Last Order: Track and follow up with customers that haven’t ordered in a while 

 Email Addresses: View your customer’s email addresses to contact or for marketing. 

 Mailing Labels:  Generate mailing labels to stay in touch with your customers 

Lead Reports 

 Lead Follow up Dates: See what Leads are due for follow-up, so you can convert them to 

AMSOIL customers. 

 

 Button Controls and Icon Legend 

 You will see this icon in multiple places throughout the DBS. If clicked, this will provide 

instructions on a specific module or feature of the DBS. 

 You will see this icon in multiple places throughout the DBS. If clicked, this will be 

presented will help topics regarding the corresponding control. 

 This button is a graphical indicator for search. Click this button to search for a particular 

name or item. 

 This button is a graphical indicator for resume. For example, if you click this button for a 

held receipt the sale will be resumed 

 This button is a graphical indicator for split. For example when working with inventory you 

will have the ability to split cases into eaches. If you click this button next to an inventory item 

(e.g. ASLQT-CA) you will have the option to split X number of cases into X number of 

eaches. 

 This button is a graphical indicator for combine. For example when working with inventory 

you will have the ability to combine eaches into cases. If you click this button next to an 

inventory item (e.g. ASLQT-EA) you will have the option to combine X number of eaches into 

X number of cases provided you have enough eaches to make a case(s). 

* Indicates a required field. You must enter information in the pertaining field in order to 

submit the form. 
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 System requirements 

 Internet connection required (high-speed connection recommended) 

 Supported browsers: Chrome, Firefox, Internet Explorer 10+, Safari 6.1 

 Also accessible via Chrome on Android and Safari on iOS 7 

 Works with the iPhone, iPad, and Android phones and tablets 

 Not all features are available on mobile devices 

 


