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1. HITS Shop Suite  
HITS Shop Suite is a tire and auto service shop management system 
used by tire and auto shops across the U.S. and Canada. HITS has 

been around since 1985. HITS provides multiple platforms used by Gills Point S. 

HITS POS – Cloud-based, enterprise point-of-sale system. HITS POS requires a 
Windows device (desktop, laptop, or tablet) with internet connection. Usage on 
personal devices must be approved by Gill’s IT.  

HITS Digital – Browser-based extension to HITS POS used for mobile access. Currently 
limited users at Gill’s have access to HITS Digital. 

HITS Tirelink Ecommerce – B2B ecommerce website platform used by Protech 
Wholesale (the wholesale division of Gill’s) for selling to wholesale customers  

HITS Integration Hub – HITS currently has 14 connected integrations into other tools 
and platforms used by Gill’s Point S.  

More information about HITS products can be seen at: gohits.com  

 

https://gohits.com/
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2. HITS Support  
Operations support for the HITS application is provided by Gill’s IT Department.  

Additional helpful information and resources can be found at these links:  

• Gill’s Team Website  
• The Hub Help Site  

For non-urgent requests or issues:  

• Submit a ticket at: thehub.gillstire.com , OR  
• Email: help@gillstire.com  

For urgent requests or issues: 

• Call 877-IT-GILLS (877-484-4557) for immediate technical issues impacting 
daily operations.  

  

https://gillstire.sharepoint.com/sites/GillsTeam
https://thehub.gillstire.com/
https://thehub.gillstire.com/
mailto:help@gillstire.com
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3. Login, Access, General  
HITS POS can be accessed from any Windows computer that has been given security 
permission to access it. To launch the HITS Point-of-Sale, click the HITS icon on the 
desktop.  

 

 

Enter the Account, Username, and Password provided by your Manager/ Corporate. 
Keep in mind that the password will require CAPS LOCK on your keyboard.  

 

 

Make sure to leave the Do Not Exit Launcher After Login selected.  
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In the rare event the HITS Point-Of-Sale were to freeze or get locked, if you can access 
the Launcher, you can click the Close BPOS button to force the Point-Of-Sale to close, 
so you can restart it.  

Most commonly used functions can be accessed from the main toolbar in the 
application. Over time, you may notice new functions being added to the toolbar.  

 

Other functionality can be found on the drop-down menus.  

 

 

HITS contains different “views” for the various modules in the system, you may not use 
all modules or may not have permission to access certain modules or functions.  

 

HITS is a permission-based system so there may be functions that only a Store 
Manager, District Manager, or Corporate Accountant can perform in HITS. 
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Some users will be able to access other locations in the HITS system. Other users will 
only be able to access their store. Users who can access more than one store will see 
the Set Store menu and can change their logged in store, by selecting the appropriate 
store.  

 

 

 

IMPORTANT!  HITS is a very robust system. If at any point you get lost in the system, 
you can always click Home (upper-left corner) to return to the tickets screen.  

 

Additionally, any transaction type can be created by clicking the Create button (upper-
right corner).  

 

 

Display Size  
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Based on your monitor size, changing the text size under the Display option may make 
the screen easier to read.  

 

 

 

4. Sales Tickets (Workorders, Quotes, Batch, & Invoices) 

When you log into HITS, the first screen you will likely click on is the Sales Ticket 
Lookup screen (also accessed via Home button).  

The Sales Ticket Lookup screen can be used to see all the Workorders, Quotes, Batch 
Invoices, and Invoices for a date range. 
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The Sales Ticket Lookup also has other filters such Only National Account ticket, 
Vehicle Status, and Print Status which can be used to help find tickets.  

 

Depending on your search criteria on this screen, the KPI’s in the upper-right hand 
corner will reflect the current results showing on the screen.  

 

 

So, if you have searched for example, ONLY Open Workorders, the totals will only 
reflect Open WORKORDERS.  

To see your current finalized sales for the day, click to Batch and Invoice ticket types 
and then FIND.  

 

 

Gross Profit $ and % will be shown in the KPI section as well as the GP Data tab on the 
Sales Ticket Lookup screen. Use this tab to see GP by Ticket.  
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IMPORTANT!  The gross profit figures in HITS are estimated, not final and are meant for 
guidance on performance.  

True accounting profit will vary from gross profit reporting in HITS. This can be due to 
edits, adjustments, or bills that are entered directly into the accounting system and not 
into HITS.  

The gross profit figures in HITS can be used as a guide to advise if your day/ week/ 
month is on track but be sure to always validate final profitability figures with your 
store’s P&L reports. 

 

 

 

 

In HITS, the sales ticket type can be seen on the Ticket Lookup screen and on the 
opened ticket:  
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• Quotes are OPEN tickets that can be provided to the customer for pricing. 

Products on Quotes do not allocate items from inventory. Quotes stay in the 
system for one year (by default) and can be accessed within Customer History.  
 
If the customer decides to go forward with the quoted services, Quotes can be 
converted to a Workorder by clicking the Convert button.  

 

 

Quotes must be converted to Workorders before parts can be ordered  
 through the system. When Quotes are converted to Workorders, inventory 
 will be allocated. Quotes cannot be converted back to a Workorder after 
 being converted.  

Quotes can also be transferred from store-to-store using the Set Store button. 

 

•  Workorders are OPEN, in-process tickets that have not yet been “cashed 

out” and closed for the customer. Products on Workorders will allocate items 
out of inventory. 
 
When placing electronic orders through the system, the Workorder # will be 
used automatically as the PO#. The Workorder # will stay the same ticket 
number as the finalized Invoice.  
 
When the end-of-day closing process is performed, any remaining Open 
Workorder will be pushed forward as “Carryover” tickets. These tickets will 
show as highlighted yellow at the bottom of the Sales Ticket lookup screen. 
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Store Managers are responsible for keeping their Carryover tickets accurate. 
Open Carryover Workorders for cases like customers no-showing, should be 
VOID’ed as Open Workorder will affect Available inventory.   
 
Workorders can be printed as a quote when needed, to provide a copy of the 
work to be performed to receive authorization or a PO #. To do this, select Print 
at the bottom of the ticket or ALT-P. Make sure to change Print Format to 
"Quote."   
 

 

 

• Batch - When a customer is “cashed out” and the Workorder is closed, the 

ticket will become a Batch Invoice.  

 

A Batch Invoice is the same as a finalized Invoice, however, users with 
permission can re-open the Batch Invoices prior to the end-of-day closing to fix 
any discovered clerical errors on the ticket. A Batch Invoice ticket is considered 
a “soft-closed” ticket.    
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• Invoice – During the end-of-day closing process, Batch Invoices will be 

finalized and can no longer be edited.   

5. Invoicing   
This section will detail the various topics relative to customer management, quoting, 
and invoicing.  

 

a. Starting Quotes and Workorders 
 

Important!   Good customer data is a cornerstone of the success of Gills Point S from 
the technician to the corporate office – everyone is affected by having and maintaining 
good customer data. 

With good customer data, we can take better care of our customers’ vehicles, provide 
them with a seamless customer experience, and drive their repeat business back into 
our shop through post-sale marketing. Performance will be measured on maintaining 
good customer data.  

 

There are numerous ways to create new Quotes and Workorders in HITS. However, 
best practices will be detailed below.  

 

There are three primary retail customer sales interactions in a Service Center:  

• Customer showing up for an appointment  
• A return customer walking-in/ dropping-off  
• A new customer walking-in/dropping-off  

 

These questions will guide how to start a Quote/ Workorder for the customer: 

• How can we help you today?  
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• Do you have an appointment scheduled?  
• Have you ever been to a Gills Point S or [acquired shop 

name]?   

If the customer has booked an appointment online and the appointment was added 
correctly into HITS, go the Appointment (Appt) icon on the toolbar.  

 

 

From the Appointment List or Bay Management screen, click on the correct 
appointment and the customer’s Quote or Workorder ticket will load.   
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Appointments will be detailed further in the Appointment section of this guide (see the 
Table of Contents for page #). 

If the customer does not have a scheduled appointment, go to the Customer Lookup 
icon on the toolbar to either find a return customer or add a new customer.  

 

 

Important!  It is recommended to ask the customer’s phone. This will help you either 
find the retuning customer’s record or quickly add the customer into the system.  

Consider that even if the customer has not been in Gills Point S or [acquired shop 
name] they may have visited another shop in the nation that is now owned by Gills 
Point S so their information may already be in the system.  

 

Type in the customer’s phone number and hit ENTER (or click FIND).  

 

>>> If the customer is found, click on the customer.  
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>>> If the customer is not found, click on the Add Customer button   

After finding a return customer or adding a new customer, the Customer Dashboard 
will load. The Customer Dashboard will show  

1]  Contact information  

2]  Any open tickets for the customer (including appointments)  

3]  Account information including rewards registration status  

4]  Tab of customer’s vehicles 

 

>>> If the customer is NEW (first time visit) and you don’t have vehicle information yet, 

click on the [5] Create Ticket button to start the ticket.  

(You can add vehicle information after the vehicle’s license plate is captured). 
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>>> If the customer is a returning customer, go to the [4] Vehicles tab to locate the 

vehicle the customer is bringing in.  

From here you can click on a vehicle already in the system or click to Add Vehicle. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

 

Clicking on a vehicle will pull up the Vehicle Dashboard which will show: 

1]  Vehicle information 

2]  Any vehicle service reminders  

3]  Vehicle History  

4]  Button to search CARFAX Service History  

 

If you are reviewing vehicle information for a returning vehicle, when you are done, click 
[5] Create Ticket to start a new ticket for this vehicle.  

 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

There are multiple ways to start a new Quote or Workorder in HITS.  
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Many workflows will pass through the Create Ticket screen, in which you will need to 
add your Salesrep code and select whether you are creating a New Quote or New 
Workorder.  

 

 

Other places where you may find the option to create a new ticket:  

 

Inventory > Drive Out Pricing > right-click > Create Workorder/ Quote  

 

 

 

 

Appointment/ Bay Management > right-click > Create New Ticket 
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TireCAT (TireConnect) > Add To Ticket  

 

Disclaimer: "Add to Ticket" Button - Tire Cat is currently used for only product screen 
items, to ensure that stores are selling the instructed product screen tires. If you have 
any questions on what is considered a product screen item, please contact your direct 
management. If "non-product screen" items are being sold, please follow the process 
instructed in the store manual, section labeled "Products & Services".  
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ServiceCAT or LubeCAT > Preview > Add To Ticket  

 

 

New tickets can be started from all of these screens.  

The most important consideration is to ensure the correct customer and vehicle are 
added to the ticket regardless of where the ticket is initiated.  

 

Converting a Workorder Back Into a Quote 

HITS does not support converting a Workorder back into a Quote. 

  

Currently, if you are needing to change a workorder back into a quote, you would need 
to take the steps below to move the line-items from the open workorder to a new 
Quote in HITS: 

  

1. Access and open the "Workorder" ticket that needs to be moved to a Quote 

2. Click the Line Items tab 

3. Click on one line item and hold the left mouse button down and drag your mouse to 
select/highlight all items on the workorder 
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4. Once all items are highlighted > Right-Click > Move/Copy Items > select Copy Items 
To (Export)... OR Move Items To (Export and Delete)... 

 

5. Click the New Quote button 

 

Note: Do not enter a "Ticket #" as the system will generate the next available Quote 
Ticket # 

  

6. Click OK to view the new Quote 
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You have now successfully moved items from a Workorder back to a Quote! 

 

b. Customers 
Collecting good customer data is critical to the success of all team members. 

This information will be required for capturing in HITS. 

• Customer Name  
• Phone # (s) - used for contact customer about their vehicle  
• Address – used for some part warranty registrations (ie. tires)  

This information will be required for registering the customer for the Rewards:  

• Email Address – customer may also want email updates sent  
 

This information can be added into HITS when adding a customer for the first time into 
the system:  
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This information can also be added/updated after entering the customer and starting a 
ticket for the customer, by clicking the Customer Dashboard (Edit) icon on the ticket.  
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When adding a customers into HITS the Short Name or “search” name will be 
automatically be populated as the LAST NAME of the customer.  

 

For adding businesses, this should be edited to be a representative search name for 
the business.  

 

Customers should be added as Sales Type = “Retail” unless it is a “Commercial” 
account. The “Wholesale” Sales Type should only be used by Protech Wholesale 
locations.    

  

 

Cash Account  

Each store has a default CASH ACCOUNT which is the default customer if no customer 
is selected.   

Invoices cannot be closed to the CASH ACCOUNT. The Workorder will need to contain 
an actual valid customer.  

 

“Active Customer”  

You will notice after you have added or edited a customer, this customer will show as 
the “Active Customer” on the top information bar. Once a customer is active, tickets 
created will default to this customer.  
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Reset  

You can always reset back to the CASH ACCOUNT by clicking the RESET button on the 
toolbar.    

 

 

Merging Customers  

You may find duplicate customer records in your system. To fix these, you can highlight 
multiple customers from the Customer Lookup screen and click the Merge Customers 
button ... 

 

 

... or from the Customers menu, select the Merge Customers menu option.  
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This will combine vehicles and history for the merged customers under the selected 
customer account.  

You will not be able to merge customers who have an A/R account and/ or balance in 
file. Contact your Corporate Accounting Team if you noticed duplicate customer 
records for A/R accounts. 

 

c. Loyalty Program (BayIQ)  
Gills Point S uses BayIQ for its Rewards and Loyalty program.  

If a customer wants to receive any offer or discount, they must become a rewards 
member to access an offer or discount code (including Military, AAA etc.) at the time of 
checkout in HITS.  

If a customer wants to opt out of rewards program communication, they always can 
from Gills Rewards follow-up emails or SMS texts (depending on opt –in selection).  

Customer Reward Types:  
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Customers can sign up as either a Retail Customer or a Military Customer reward 
member. Military Customers accrue points at a higher rate than Retail Customers, and 
this is considered our Military discount.  

There should be NO fleet accounts signed up for Gills Rewards via Bay IQ.  

Affiliate Programs:  

Affiliate programs can be set up in Bay IQ for specific types of businesses or offers.  

An example are Lyft Drivers.  You can enroll a driver in the Gills Lyft Rewards program 
by signing them up for the Rewards program, then select the “Enroll Customer in Lyft 
Affiliate” line item in the Rewards Program Codes and applying it to their work order in 
HITS. This unlocks the additional Lyft Driver rewards for future visits. 

From the Customer Dashboard and well as on the Workorder, you will see if the 
customer has been registered for Rewards.  

If the customer is registered, you will see the rewards button highlighted in GREEN.  

You can click on the Rewards button to see eligible points and promotions for the 
customer. 

  

 

If the customer is not registered, the rewards button will be highlighted in RED. Click on 
the Rewards button to register the customer for Rewards, following the system 
prompts.  IMPORTANT: When registering a new rewards member, collect the following 
information: name, email address, mailing address, and phone number. 

 

 

Applying Rewards points and promotions will be detailed in the Discounts, Loyalty 
section of the guide (see Table of Contents for page #). 
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d. Vehicles  
In HITS, vehicles are assigned to a customer. Vehicles cannot be added into the system 
or invoiced without being assigned to a customer.  

Saving a vehicle into HITS requires a unique license plate state + TAG. 

If a vehicle does not have a license plate (such as cars being sent from a dealership), it 
is recommend to save using the last 8 digits of the VIN.  

 

Important!  Since vehicles are assigned to a customer, if you have the vehicle’s license 
plate (TAG), this is the fastest way to find a customer’s record and their vehicle.   

 

To find a vehicle (and the associated customer) click the Vehicle Lookup icon on the 
toolbar.  

 

 

Enter the TAG (or VIN or Barcode) and hit ENTER (click FIND). 
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Selecting the correct vehicle will open the Vehicle Dashboard as well as retrieve the 
correct customer account.  

From here you can proceed to Create Ticket for this customer and vehicle.  

 

 

Mileage 

It will be required to enter the mileage on the Workorder prior to closing.  

The mileage can be entered on the Main tab of the ticket.  

After entering Mileage, click Save.  

 

If it has not been entered prior to closing the Workorder, You will be prompted before 
your are able to print and close the invoice.  
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Carfax  

HITS is integrated with CARFAX.  

When adding new vehicles, simply enter the TAG and STATE and click the CARFAX 
button. If found, CARFAX will return year, make, model, and engine size.  

 

 

 

 

Gills Point S reports invoice history to CARFAX so your shop’s history will show on 
CARFAX reports.  
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Additionally, you can click the CARFAX Service History button in HITS to see history 
performed at other shops (outside of Gills). This will only include history for shops that 
are reporting their data to CARFAX.  

 

 

 

 

 

Merge Vehicles  

Like customer records, duplicate vehicle records can be merged, if found.  

To fix these, you can highlight multiple vehicles from the Vehicle Lookup screen and 
click the Merge Vehciles button ... 

 

... or from the Vehicle menu, select the Merge Vehicles menu option.  
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This will combine vehicles and history under the selected vehicle. 

 

Moving Vehicle Tags Without Merging Customers 

This process ensures that vehicle tags are moved without merging customers:  

 

1. Choose the Customer:  
 Select the customer who has been mis-assigned the vehicle tag. 

2. Access the Customer Dashboard:  
 Open the customer profile in the system. Select the Vehicle tag. 
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o Double-click on the Vehicle that needs to be reassigned.  

 

o Make sure that the vehicle is now in the customer information bar.  

 

3. Reassign the Vehicle:  
 Reassign the vehicle to the correct customer by updating the vehicle 

information in the system. 
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o Select vehicles in the top bar, then select Change Owner.  

 

o Insert the correct Customer number or search for the customer.  
o Once the correct Customer is displayed, select save.  

4. Confirm the Changes:  
 Ensure the vehicle tag is now correctly assigned to the appropriate 

customer. 

 

e. History  
History can be seen from the Customer Dashboard, Vehicle Dashboard, and on  the 
Customer History and Vehicle History buttons located on various screens throughout 
the application.  

Customer History will show the history for all the customer's vehicles.  
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Vehicle History will show history the current active vehicle.  

 

 

Quotes, Workorders, Batch, and Invoices will all show in History. Double click on any  
black row in history to open that ticket.  

 

Declines will show highlighted in light red inside of history. You copy and paste these 
items onto the ticket if accessing history from within a ticket.  

 

 

“Legacy History” is history from a previous point-of-sale such as Traction or GTX. 
Legacy history can be viewed alongside other history, but as “read only”. Legacy 
Tickets cannot be reprinted as an invoice.  
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Additionally, you can click the CARFAX Service History button in HITS to see history 
performed at other shops (outside of Gills). This will only include history for shops that 
are reporting their data to CARFAX. 

 

 

 

 

f. Ticket Notes & Comments 
When starting a ticket, a note can be added to the ticket noting why the customer is 
bringing in their vehicle or any other important note.  

This note will not print on the customer’s invoice. 

 

 



HITS Shop Suite - Service Center Manual: Gills Point S 
  

 

Version 20250312  38 
 

 

Line item comments can also be added to the ticket. Click the Add Comment button 
to add comments to the bottom of the ticket.  

 

From the Line Items tab of the ticket, right-click to Insert Comment if you need to add 
a comment in a specific location on the ticket (for example before line items).  

 

Comments on the ticket can be as Do Not Print .  
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Do Not Print comments will be shown highlighted on the ticket as RED.  

These comments will print on the TECHNICIAN SHEET WORKORDER , but not on the 
customer’s final Invoice.  

 

 

 

 

g. Products & Services  
The following section will detail how to add products and services onto tickets.  
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The + Add button row on the Main tab of the ticket will detail the various line-item 
types that can be added to a ticket:  

 

+  Product – add item by typing in the product code (if known). A product code could 
be for an inventory item, a nonstock item, or a service. All items that get added to 
tickets have a product code.  

+ Inventory – add item by going to the inventory lookup screen and searching for 
products (most often used for tires, by searching RAWSIZE.)  

+ Quick Code – add commonly used item codes, including nonstock code like OPT 
(Outside Purchase Tire), OPP (Outside Part), and MECH (General Labor). In a pinch, 
mostly any ticket could be written up with Quick Codes only.     

+ Service – add a service (labor) code by seeing a list of service items.  

+ Package – add a pre-configured package for items sold in a kit such as a 
preventative maintenance packge.  

 + ServiceCAT – lookup and quote parts and labor through SerivceCAT (powdered by 
EPICOR) which will show parts from your parts vendors and Mitchell labor.  

+ LubeCAT - add quick lube packages by going through LubeCAT.  

+ Specs – add vehicle specification to the ticket from EPCIOR  

+ Comment – add a comment as a line item to the ticket  

Tire Sales (and TireCAT)  

To quote and add tires from inventory to a ticket, click the + Inventory button or from 
the Line Items tab, click the tire icon. 
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Type in the RAWSIZE of the tire (ie. 2156016) or click Tire Fitment button to search by 
vehicle. Hit ENTER or click FIND.  

 

If you have launched the Inventory Lookup screen from within a ticket, you can double 
click a tire to bring it back to the ticket.  

From the Drive Out Pricing tab, you can see tire inventory priced in the various 
installation packages including Promise Plus Warranty packages.  
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Right-click on a tire and a package to add this package to your current ticket or a new 
ticket with the Create Workorder/ Quote option.  

  

 

You can also use TireCAT (which is the TireConnect integration inside of HITS).  

 

Important ! Using TireCAT (powered by TireConnect is HITS ensures your customers 
receive a seamless experience between your website and in-shop.  

TireConnect can be used within HITS to create good, better, best quotes and source 
tires that you don’t have in stock from approved suppliers.  

 

To add a tire from TireCAT back to a ticket, first click SEE-OUT-THE –DOOR-PRICE 
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Once the quote has pulled up, click the Add To Ticket button.  

 

And then either to New Ticket or Add To Last Ticket.  

. . . . . . . . . . . . . . . . . . . . .  
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A pop-up will show how the item will be added to the ticket. If the item in Tire Connect 
matches a product code in your inventory, the product number will be added to the 
ticket. 

 If the item in Tire Connect does not match a product code in your inventory, the OPT 
(Outside Purchase Tire) product code will be used.  

Click SAVE to add to ticket. 

 

Regardless of where a tire has been added from the inventory lookup or from 
TireConnect, you will have the ability to change the tire package that is being sold with 
the tire from the Line Item tab.  

 

Most often, this will be for deciding if the tire is being sold with a road hazard warranty 
or without the road hazard warranty. Always make sure to select the correct package 
that is being sold 

Important!  Do NOT delete the Promise Plus item off the tire package. Instead, if the 
customer has declined a Promise Plus plan, change the package to the basic “Install 
Only” package. 

 

For any items that have been added to ticket from TireConnect, will contain a LINK that 
can be clicked to retrieve the TireConnect quote and allow you to place an online order 
for tires from the supplier.   
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Outside purchases & quick codes 

If selling outside, nonstock inventory or looking for quick code click the +Quick Code 
button. 

Double click on one of these items to add it to the ticket.  

 

 

Outside purchase (nonstock) codes will require that you enter the Outside Part #, 
Vendor, Vendor Invoice #, and Date prior to closing the invoice.   
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All outside, nonstock part data can be entered in bulk using the Parts & Vendor Info 
button from the Line Items tab of the ticket, you can also track when parts werr 
ordered through this button.  

 

 

Services (Labor Codes)  

To view and add stand-alone services (labor codes) to a ticket, click the + Service 
button on the main tab of the ticket...  

 

 

... or click the lookup icon from the Line Items tab: 
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This will show Gill’s Point S product catalog of Services.  

 

Double click a service/ labor code to add it to a ticket.  

 

 

You can edit the Quantity if you need to adjust the time billed for hourly labor code.  

 

 

Click Save to add the service/ labor code to the ticket.  
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Packages 

To view and add preventative maintenance packages to a ticket, click the +Packages 
button on the Main tab of the ticket...  

 

 

... or click the lookup icon from the Line Items tab:  

 

 

This will show Gill’s Point S product catalog of Packages. 
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Double click a service/ labor code to add it to a ticket.  

After adding a package to the ticket, double click the specific items inside of the 
package to edit.  

 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

In HITS a package represents multiple products being sold together such as a 
Preventative Maintenance package that include inventory (fluids) and a labor line.  

Preventative Maintenance packages are usually based on a standard capacity, and 
extra fluid would increase the price of the package.  

 

Important !  The package pop-up should  NOT be used for billing oil changes. Please 
use the LubeCAT function to invoice oil changes. More detail on LubeCAT is detailed 
below.  
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Mechanical repair & parts ordering (ServiceCAT)  

ServiceCAT is the HITS wrapper around EPICOR (for shops familiar with using EPICOR).  

ServiceCAT connects to your local parts suppliers for pricing and ordering, and include 
labor from the Mitchell labor guide as well as vehicle specifications, making it a great 
tool for quoting and invoicing mechanical repair jobs.  

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

 

In ServiceCAT, Select the jobs by category you are quoting and click Fetch Jobs.  

 

Select the parts from your supplier, and labor from the labor tab. After selecting parts 
and labor for each job, go to the Preview Selection tab.  

If the quote looks good, you can click the Add To Active Ticket & Exit button to put the 
part and labor on the Quote.  
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You will need Convert your Quote to a Workorder to order parts through the system. To 
order parts, click the Order Parts button.  

When ordering through the system, the system will use the Workorder# as the PO# 
when ordering to your supplier. 

 

The parts ordering screen will confirm parts are still available and require you to click to 
order parts. 

Orders will be sent to all suppliers that were shown on the order screen (if ordering 
from multiple vendors at one time.  

 

 

Oil Changes  (LubeCAT)  

The Lube CAT Vehicle Specific Oil Change function runs through ServiceCAT, and will 
land on the Specification tab. Here you can verify the correct specifications are 
chosen.  

 

Next, click the Local Inventory tab.  
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If the correct filter is in stock, it will be automatically selected. The only selection you 
will need to make is the oil you are selling the customer.  

 

 

 

Click the Preview Selections tab to verify the oil change items are correct, and then 
click Add To Active Ticket & Exit.  

 

When a returning customer brings in a vehicle that has previously been serviced for an 
oil change, you will have the option to see the details of the last oil change invoice for 
this vehicle prior to proceeding to the VSOC feature in ServiceCAT so if a customer has 
a preferred oil you can recommend that oil prior to invoicing. 
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If you shop it set up for oil change stickers, use the Print, and Print Oil Decals to print 
oil stickers.  

 

To add an OPP oil change package outside of Lubecat. Follow these steps: 

1. Enter the oil product as an  "OPP".  
2. Under the package section, select "custom". 

 

 

3. Click the binoculars icon and choose the type of oil change (e.g., full synthetic). 
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4. Press "save item" to save the OPP as an oil change package. (Note, you can also 
add other custom packages)  

5. Additionally, add an “OPP” filter by right-clicking the line under the oil, selecting 
"insert new item", and choosing the appropriate part.  
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6. Add the filter like any other OPP Part; this will add it to the oil change package.  
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h. Setting Salesrep & Technician  
When creating a new ticket, the system will prompt for adding a Salesrep code. The 
Salesrep code may automatically default based on your workstation settings.  

After starting a ticket, the Salesrep will be shown on the Main tab of the ticket.  

 

This will default all lines item to this ticket to this Salesrep, however from the Line 
Items tab, items sold by a different Salesrep can be flagged by highlighting the items 
and clicking the Set Sales button.  
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Next to the Set Sales button (on the Line Item tab), will be the Set Tech button which 
can be used to assign line items to the technician performing the work.  

 

A pop-up window will allow you to enter the technician's code.  

 

 

To split the line item across multiple technicians, select the option MULTI-
TECHNICIAN , the select the button shown below.  
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This will allow you to set line item splits by percentage.  

 

 

 

i. Line items display  
There are few optional functions to move or arrange items to change the display of line 
items on ticket.  

 

Delete  

To delete line item, highlight the items to be deleted, right-click and select Delete Items.  

 

Order  
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To change the order of line items, select the line item, and then use your keyboard ALT 
+ UP ARROW or ALT + DOWN ARROW to move items up or down on the ticket.  

 

Kit Price  

After selecting multiple items, you can use the Kit Price button to total multiple items 
to a single price on the customer’s invoice.  

 

Add Seperator  

You can use the Add Seperator button to add a separator line between jobs on the 
ticket. (the separator will be placed before the selected item)  

 

j. Declining Items   
To decline line items, from the Line Items tab of the ticket, highlight the items to be declined 
and click the Decline button. 

 

Declined items will show highlighted in light red on the ticket and will print on the customer’s 
invoice a DECLINED.  
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The same Decline button can used to un-decline items to turn them back billable. 

 

k. DOT #s 
Federal Law requires that tire installers provide DOT#s to consumers.  

To enter DOT# for tires on the Workorder, highlight the tire line items, right-click and 
select DOT # Registration  

Ensure the Manufacturer, Quantity, and DOT# is entered correctly, and then click Add 
DOT Entries. 

 

 

This will add the DOT#s to the Workorder.  

 

 

l. Discounts & Price Adjustments 
This section will discuss all price adjustments that can be made to a ticket including 
discounts, loyalty rewards, warranty adjustments, non-warranty adjustments, and 
employee discounts.  
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The only discount codes that reside in HITS are product numbers that begin with PCD. 
All other retail customer discounting is handled through the Gills Rewards Program 
(currently managed by BayIQ). If a customer wants to receive any offer or discount, 
they must become a rewards member to access an offer or discount code (including 
Military, AAA etc.) at the time of checkout in HITS.  

If a customer wants to opt out of rewards program communication, they always can 
from Gills Rewards follow-up emails or SMS texts (depending on opt –in selection). 

 

i. Price Lock  - The majority of products and services in the system have been 

set to Price Lock meaning the Unit Price on the item cannot be edited and the 
only way to reduce the selling price is to use a discount / adjustment code 
applied to the item or the ticket total. You will be able to tell if the price for an 
item has been locked if the Unit Price is greyed out.  
 

 

Other items like MISC labor codes will allow the Unit Price to be edited.  

 

DISCOUNT CATEGORIES:  

There are two distinct categories of discounts that can be offered. Standing loyalty 
discounts are those only eligible to customers who sign up to become a Gills loyalty 
member and are managed by Gills Marketing outside of HITS (via Bay IQ). The second 
category are manager discretion discounts that can be used at the Service Center 
Managers discretion and does not require the customer to be a loyalty member.  
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Standing Loyalty Discounts:  

 These are only eligible to customers who have a Gills Reward account (currently 
managed via Bay IQ). The following discounts are managed by Gills Marketing in the 
BayIQ platform and will be seen in HITS at checkout if the customer is a Gills loyalty 
member. See BayIQ section of manual.  

• Friends and Family Discount (5% off). Add the name of the Gills employee 
connected to the customer into the notes in HITS.  

• AAA Discount (5% off). The customer’s 16-digit AAA card number is required to 
be entered as a note in HITS.  

• Senior Discount (5% off). Eligible for customers 60 years or older.  

• Student Discount (5% off).  Student ID must be presented at the time of 
purchase.  

• Note that Military Customers accrue points at a higher rate than Retail 
Customers, and this is considered our Military discount. Make sure to enroll 
them as Military Customer.  

Manager Discretion Discounts:  

These discounts can be used at the Service Center Manager discretion and are 
monitored through reporting to ensure they used appropriately:  

• Customer Satisfaction Discount (%).  Percent amount is the Service Center 
Manager’s discretion, and ca be used for a variety of situations needed to 
resolve a customer issue and ensure satisfaction. This code will be monitored by 
the business to ensure its appropriate use. In the description line please add 
reason for the customer satisfaction. Use the code: CSAT to discount at 
checkout.  

• Price Match Guarantee ($ off). Amount varies, and the customer must present a 
valid local competitor quote for full out the-door price for same manufacturer 
part number.  Review the Gills price match policy here: Price Match Guarantee 
One Sheet - Gills Point S  

• Employee Discount – see instructions below.   

https://gillstire.sharepoint.com/:b:/s/GillsTeam/Edr0oTqG2VpGiIv06F7jZQIB2R0y9siWL00RKiUFtR4osQ?e=GC42bs
https://gillstire.sharepoint.com/:b:/s/GillsTeam/Edr0oTqG2VpGiIv06F7jZQIB2R0y9siWL00RKiUFtR4osQ?e=GC42bs
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To discount items, there are two options:  

1] Adjust Items button will adjust the selected item(s).  

2] Adjust Total button will adjust the total ticket.  

 

 

Both options will load the Adjust Price pop-up which will be used for all discounts and 
adjustment types.  

 

Select the appropriate discount/ adjustment code from the dropdown. 

The Adjust Price pop-up will allow you to set the discount/ adjustment by   

Target Price, Dollar Discount, or Percentage Discount.   
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After entering the correct discount amount, click Adjust Price button.  

Loyalty points will automatically populate. 

Employee Discounts  

GILLS EMPLOYEE DISCOUNTS  

The Gills Employee Discount Program (following successful completion of Introductory 
period) offers two discounts for employees. Additional requirements about this 
program may be found in Appendix A of the Gills Employee Handbook. These discounts 
are:  

1. Tire, parts and tools = cost + 10%  

Tires, parts and tools bought through Gills Tire will be rebilled at cost plus 10% to the 
employee. Adjust the item prices by using the discount code: EE TIRE-PART-TOOL  

2. Labor = service center labor rate – 40%   

Labor provided by Gills Tire for employee vehicles is billed at the standard labor rate for 
the service center that the employee is using, less 40%. Adjust the labor price by using 
the discount code: EE LABOR, by entering the new manually calculated discounted 
labor price.   

**In no circumstance is any Gills service center operator allowed to use an open work 
order in HITS to extend credit to an employee. To assist an employee with payment of 
Gills Tire products or services, connect the employee with your Service Center 
Accountant (SCA) for assistance. Credit and payment programs exist to support Gills 
employee purchases and needs. 

Employee discounts will need to be applied using two different adjustment codes.   

• EE TIRE-PART-TOOL (COST + 10%)  
• EE Labor Discount (40 OFF %) 
 

See your Gills Point S Employee Handbook for more detail on how to calculate your 
employee discount.  

All discounts and adjustments will add a line item to the ticket with a product  code that 
starts with “PCD-” 
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OFFERS AND REBATES:  

Regional and Location Specific Offers:   

*Only Available Via Coupon.  

Throughout the year, Gills may offer specific discounts and promotions that can only 
be redeemed by signing up for the Gills rewards program, that are managed by 
Marketing outside of HITS (currently via Bay IQ). Within the discounting screen in HITS, 
you will see these appear with the following convention:   

 “With Coupon Only: (Coupon offer description)”  

• Ie. With Coupon Only: Get $25 off any service over $75  

• These offers are only to be redeemed if the customer presents this coupon at the 
counter.  

National Rebates:  

You will see National Rebates in the discounting screen in HITS, like the following 
examples:  

•  "[Brand Name] Rebate: Rebate Description”  

• *Up to [Insert Highest Dollar Amount of rebate] Off Select Sets Of [Brand Name] 
Tires  

• I.e. Bridgestone Rebate: Up to $100 off select sets of Bridgestone Tires  

These can be applied to the work order to track customers who will be taking 
advantage of a national rebate going on. NO discount should be applied to this line 
item unless otherwise specified, as most national rebates are online submission. 

Undo / Delete  

To undo, or reapply a discount or adjustment code, delete the adjustment line item and 
reapply the discount/ adjustment. 

 

Warranty & Non-Warranty Adjustments  
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To warranty items, there are two options: You also use the 1] Adjust Items button to 
adjust the selected item(s). 2] Adjust Total button to adjust the total ticket. 

Adding a warranty line is the same process as adding an adjustment or discount you 
need to scroll to the bottom items on the list. 

 

To make a warranty or non-warranty adjustment, select the correct Discount Type from 
the dropdown. 

• Non Warranty adjustment lines should be used when you are warranting an item or 
service that is the fault of the service center. (I.E.  the tire technician tore the bead of 
the tire on installation or removal from the rim. The technician did incorrect 
adjustments on alignment and needed to be redone)   

• Warranty Adjustment lines should be used when an item fails and is covered under 
the manufacturer’s warranty. (I.E. Battery warranty, Road Hazard, Milage warranty) 

 

m. First Mile/Paylink Payment Processing  
HITS integrated with First Mile payments processing.  

There are multiple payments screens in the application; Workorder payment; Advance 
payment (deposit); and ROA payment.  

1. On the payment screens, click the Process Credit Card button to send the 
amount to the credit card machine to be processed.   
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2. The primary screen where payments are processed will be from the Payments 

tab on the Workorder, shown above.  
3. Cancel terminal input to continue to Pay Link 

 

 

 

 

4. Send Pay Link 
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5. Enter customer phone number, Next. 
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6. Enter customer name, Select message, Next. 
 

 
7. Click check box, Send 
 

 



HITS Shop Suite - Service Center Manual: Gills Point S 
  

 

Version 20250312  70 
 

 
8. 1stMile will close and show an error in HITS, click OK 
 

 
 

9. Repeat steps 1 & 2 
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10. Click Remote Payment 
Note: A number will indicate how many remote payments you have 

 

 
 

11. Select the appropriate payment, View 
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12. Review the payment and click Close Out With POS 
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n. Cashing Out / Closing Invoice 
When the customer comes to pick up their vehicle, we will want to ensure their invoice 
is ready to cash out to get them out of the door quickly.  

When a Workorder is marked complete by the shop, it is important to ensure all the 
required information is entered on the ticket. This may include requirements such as:  

• Vehicle Mileage 
• Entering vendor invoice #s for outside parts  
• DOT# for tire installations 

 

Or customer requirements such as:  

• PO# for commercial customers  
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• Customer address  
• Customer’s payment  

 

At any time, we can click the Close button, and the system will show us what is 
remaining left to complete on the ticket.   

 

You may see a warning to clerical tasks to complete for the ticket  

 

 



HITS Shop Suite - Service Center Manual: Gills Point S 
  

 

Version 20250312  75 
 

Once the ticket is ready to be closed, you can use the Ticket Ready checkbox to alert 
your team that the ticket is ready to be checked out.   

(This is not a requirement but can help the front counter stay organized).  

 

Tickets that are ready will show highlighted in green on the Ticket Lookup screen.  

 

You can also toggle “Ticket Ready” status by right-clicking on the ticket. 

 

To close the ticket, the balance due must be $0 or be applied to a valid A/R account. 
From the Payments tab: 

[1] Process the customer’s payment on the Cash/Check/ Credit Card tab  

[2] Apply A/R Terms from the A/R Charge On Account tab 

[3] Apply close to National Account on the National Account tab  
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If the customer has an A/R account on file, the screen will default to the AR Charge On 
Account tab.  

To close a payment to an A/R account, click the Apply Customer’s Default Payment 
Terms button.  
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Once the customer’s payment has been made or terms have been applied, click the 
Close button.  

 

The close pop-up will prompt you to enter Mileage and Salesrep if you haven’t already. 
Click Close & Print to print the Invoice or Close only.  
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o. Advance Payment / Deposit   
Customers can make one or multiple pre-payments/ deposits on a Workorder. 

To post an advance payment/ deposit, from the Payments tab of the Workorder, click 
on the Advance Payment tab, and then Make Payment.  

 

 

 

The Advance Payment pop-up will open allowing you to process a Cash, Check, Credit 
Card payment. 

After entering/ processing the payment click Create Payment. 
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You may notice the Advance Payment looks similar to the ROA Payment, that is 
because Advance Payments actually flow through the Account Receivable system, 
giving retail customers the ability to carry a “credit only” balance while carrying 
Advance Payments on their account.  

 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

 

All Advance Payments made by the customer will shown in the table. You can click 
Print to print a payment receipt for the customer.  
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From the Payment, Cash/ Check/ Credit Card tab, you will see the total of any 
Advance Payments made, and the balance due will be reflected accordingly.  

 

  

 



HITS Shop Suite - Service Center Manual: Gills Point S 
  

 

Version 20250312  81 
 

p. National Accounts 
Customers who have a National Account will need to be properly set up with a National 
Account Ship To/Bill To. 

Once they have been properly set up, the system will alert you that a customer has 
multiple Ship To / Bill To rules.  

*Important: If this is a work order for a fleet vehicle, please follow the appropriate 
billing procedure in the vendor portals such as Auto Integrate & ARI/Holman Partner 
Connect. Before billing the work order in HITS, please ensure you know the correct 
payment direction.   

(Example: Enterprise Fleet approves work/PO through Auto Integrate portal.) 

Billing Process Outline 

 

In HITS, Sales Counter view, select “+ Create” & create a new work order. 

 

 

When prompted for customer information, please use the company who owns the 
vehicle (i.e. Element Fleet, BNSF, UPRR, etc.) 

 

Click the Ship To/ Bill To button on the Main tab.  
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Make the appropriate selection.  

If you are unsure of the payment direction, please refer to the client details in Auto 
Integrate.  IF Preferred, this payment will be paid by ACH & should be charged to the AR 
account. 

 

Pop-up window will appear, please select the correct billing “type”. 

This will add line items to the work order specifying the billing type, utilize the “blank” 
line for any important billing notes. 
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Enter the vehicle information & purchase order number.  

• ALL National Accounts require purchase orders to be paid for service. If 
purchase order requirements are unknown, please contact the fleet 
company or nationalaccounts@gillstire.com.  

• The PO # is the salesman/stores responsibility. If the PO is not included when 
processing by the national accounts team, the store will be contacted to 
correct. 

Navigate to add line items to the work order. All labor items will be entered using the 
specific “National Account….” Codes.  

 

If ARI or Auto Integrate are used, ensure the correct pricing is shown within the HITS 
workorder. 

Once all items have been added, select the “payments” tab, select the “Apply Terms”.  

Select Close to close the work order. 

The National Accounts team will process payment. 

mailto:nationalaccounts@gillstire.com
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SOP – National Account Processing in HITS POS (w/ DR Requirement) 

*Important: For any commercial or “service call” work, and any purchases made 
through a government entity, must have a DR form filled out in entirety & provided to 
the National Account team for processing. Failure to submit a DR form will result in no 
payment being received.  

(Commercial fleet or service calls are for companies such as Amazon, Swift Leasing, 
Schneider Transport, etc.) 

(Government entities are specified on the Government DR Form. If you have any 
questions regarding government customers or billing, please contact our national 
accounts team for assistance.) 

1. Submitting a DR form for National Accounts 

a. In HITS POS, the DR form is now electronic and can be accessed directly 
through HITS.  

b. Navigate to the HubSpot by following the process to Submit a Help Ticket.   
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c. Fill out the electronic delivery receipt form in entirety. 

i. Failure to have the requested information when submitted will 
result in it being returned to correct.  

d. Once the form has been submitted, return the HITS POS.  

 

2. In HITS, Sales Counter view, select “+ Create” & create a new work order.  

   

3. When prompted for customer information, please use the company who owns 
the vehicle.  

4. Once the customer is selected, select the red “Ship To/Bill To” button to select 
the national account bill to.  

   

 

a. Pop-up window will appear, please select the correct billing “type”.  
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b. This will add line items to the work order specifying the billing type, utilize 
the “blank” line for any important billing notes.  

 

5. Enter the vehicle information & purchase order number.  

a. ALL National Accounts require purchase orders to be paid for service. If 
purchase order requirements are unknown, please contact the fleet 
company or nationalaccounts@gillstire.com.  

b. The PO # is the salesman/stores responsibility. If the PO is not included 
when processing by the national accounts team, the store will be 
contacted to correct. 

  

6. Navigate to add line items to the work order. *Using NA labor codes if needed.  

a. Please add all items to the work order, ensure all items added were also 
on the DR form when submitted.  

  

7. Once all items have been added, DO NOT CLOSE the work order.  

mailto:nationalaccounts@gillstire.com
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a. The National Accounts Team will receive the DR and process payment 
within 24-48 hours.  

  

8. The National Accounts Team will verify and close the work order once processed 
for payment. 

 

6. Voids, Refunds, and Other ticket functions   
A few additional invoicing functions will be detailed in this section.  

 

VOID ticket  

At the bottom of the ticket is a button to VOID ticket.  

 

VOID’ed ticket will convert all items on the ticket to comments and save the voided 
ticket in the customer’s history. There is no way to “delete” a ticket.  

To avoid VOIDS, it is best to create Quotes, until it is confirmed the customer will be 
going forward with the service. Quote will stay in the system and customer’s history for 
year before they are removed.  
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Replicate / Reverse (Refunds)  

On the Main tab of the ticket (bottom of the screen) is the Replicate / Reverse button. 
This button can be used to replicate an invoice or reverse an invoice.   

 

A reversed invoice would most often be used for a refund. If the customer qualifies for 
a refund, reverse the original invoice. This will turn all quantities on the ticket to 
negative. Tender the payment as you would for the reverse amount. If processing credit 
card, follow the normal process to Process Credit Card which will put the credited 
charge on the customer’s credit card. 

 

Tire Connect Refunds 

As a reminder, we have a no-refund policy for deposits on Tire Connect orders. 
However, we recognize that certain situations may necessitate exceptions. In those 
rare cases, follow these steps: 

1. Apply Deposits to Alternative Options First: 
• Before considering a refund, attempt to apply the deposit to another 

order, such as a different set of tires or services offered by the store. 
• If this is not feasible, assess whether a restocking fee is necessary (e.g., 

for special-order items that cannot be returned to the supplier). 
2. Store Manager Approval: 

• Refund requests must be approved by the store manager before 
proceeding. 

• Approval can be given verbally or via email. 
3. Refunding the Deposit: 

• Obtain the customer name, work order number, the reason for the refund, 
and the amount to be refunded (if the full deposit is not being refunded, 
specify what was applied to other charges such as a restocking fee). 
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• Inform the customer that the refund will be processed by our corporate 
team and they will receive a receipt via email once completed. 

• The store manager must email Amy Robertson with the following details: 
• Customer name 
• Work order number 
• Refund amount 
• Reason for refund 

4. Corporate Processing: 
• Amy will process the refund and email a receipt to both the customer and 

the store manager for records. 
 

Consolidate  

There may be cases for Consolidate customer’s Quotes and Workorders. If the 
customer has multiple tickets, click the Consolidate button (buton of the screen on teh 
Main tab) to see tickets that are eligible for consolidation.  

 

Highlight the tickets to consolidate and click the Consolidate button. All items will be 
merged onto one ticket.  

 

 

Move Line Items To/ From tickets 

From the right-click menu on the Line Items tab is the ability to Copy Line From (Import) 
or Copy To (Export) another ticket.  
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Refresh  

Occasionally you may receive a message that the ticket you are working on has 
become “Stale”. This means someone else is working on this ticket and has made 
edits.  

Click Refresh to see the most recent version of the ticket.  

 

 

 

7. Appointments (and Autoflow appointment integration) 

HITS tracks appointments and bay/ technician resources. 

From the Appointment/ Status tab of the ticket, an appointment type, duration, and 
bay can be set. 
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Important!  In HITS, each appointment will need to be linked to a ticket (either a Quote 
or Workorder). There cannot be an appointment in HITS that is not linked to a ticket.  

Consider Quotes will not allocate inventory and parts cannot be ordered from Quotes. 
Typically Quotes are the better ticket type to use for appointments set one-two weeks 
in the future, but if inventory needs to be allocated or parts ordered for the 
appointment, a Workorder is the best ticket type to use for the appointment.  

 

Appointments made online (via Autoflow) will flow into HITS.  

There will be a notification in the upper-right had corner to alert of new notifications. 
Click the notification icon to view new appointment requests (and other notifications).  
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Click on the notification to process the notification.  

 

Clicking on this notification will create a new ticket for the requested appointment 
time in HITS.    

If the customer and vehicle that have booked the appointment already exist in the 
system, the existing customer and vehicle record will be added onto the ticket. If the 
customer and vehicle are new, you will need to be added into the system like any other 
new customer/ vehicle.  

 

8. Digital Inspections (by Autoflow)  
Workorders in HITS will flow automatically to the Autoflow board with the customer, 
vehicle, and vehicle status.  
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Important!  For Workorders to be sent to Autoflow, a vehicle with license plate AND 
vehicle status must exist on the Workorder.  

To set vehicle status, go the Appointment/ Status tab and set the vehicle status. 
Select the appropriate vehicle status and click Save.  

 

Updates made in Autoflow will sync back into the HITS for vehicle status and digital 
inspections created.  

Digital inspections linked to a ticket will be displayed on the Links tab on the ticket.  

Click the link icon to access the inspection in Autoflow.  

 

 

9. Receiving & Expenses  
In HITS, stocking inventory, nonstock inventory, and expenses for vendors on account 
will need to be posted.  Below is a quick guide for posting vendor receipts by type.   
More information for each type will be detailed below.  

Type Description  How To in HITS  
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Inventory 
products 

Stocking inventory for 
which there is a unique 
product number (ie. 
176236NXK)  

Create > Receipt > Add product #, 
Qty, and Cost 

Nonstock 
products  

Nonstocking product 
purchased for a customer’s 
workorder (ie. OPP, OPT, 
OPW, etc.) 

Add to Workorder with Vendor 
Invoice #. Receipt will be posted at 
Invoice close. Can be posted prior 
if necessary.  

Expenses  Ongoing expenses for 
vendors that invoice the 
shop (ie. laundry services) 

Create > Receipt > + Quick Code, 
select correct expense code  
 

BREX Expenses  One-time expenses 
charged to BREX  

Only add to HITS if purchase is for a 
customer’s Workorder, Add to 
Workorder with BREX as vendor. 
 
In the Brex app: 
- check the Work Order checkbox 
- do NOT enter a GL account 
- in the Memo field, type "COGS" 
 

a. Inventory Receipts 
When receiving stocking items from a supplier, these receipts to inventory will need to 
be posted into the system.  

To receive inventory, click the Create button, then Receipt. 
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The system will prompt you to select the vendor you are receiving product from. Click 
Select Vendor/ Store and proceed to search for and add the correct vendor to the 
Receipt.  

 

 

Next, click + Product to add items by product number.  

You can use your keyboard to batch entry items on your vendor invoice #, etnering 
through all items.  
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After entering all items with correct cost on the Receipt, click the Payments tab. 

[1] Enter the Vendor Invoice #  

[2] Tab or Enter over to fill in the Vendor Invoice Date  

[3] (If applicable) enter the HITS Ticket # or PO# the purchase is for 

[4] Click Apply A/P Terms 

[5] Click Close to finalize the Receipt, follow prompt to close  

 

Click Close to finalize the Receipt  
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All Receipts in HITS for inventory, nonstock, and expenses can be seen from the 
Receiving Ticket Lookup scree, found via the Home button.  

 

 

b. Nonstock (Outside Part) Receipts  
Nonstocking parts in HITS often start with “OP” for “Outside Purchase”  

OPT (Outside Purchase Tire); OPP Outside Purchase Part, OPW Outside Purchase 
Wheel, are some examples.  

For nonstocking parts added to customer Workorders, the system will require that 
Vendor;  Outside Part #;  Vendor Invoice #;  Vendor Date be added to the Workorder 
before the Workorder can be closed. 
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Upon finalizing the invoice at the end of the day all Nonstock part on (Batch) 
Invoices will be posted as received.   

If it is required to post nonstocking parts prior to the tickets being finalized, this can be 
done from the Workorder itself (or from the Vendor Reconciliation screen).  

From the Workorder, click the Parts & Vendor Info button   

 

From the Parts & Vendor Info screen, you can click the Post button to post parts as 
received on Open Workorders which will create the Receipt for the part at the time you 
click the button as opposed when the Invoices is finalized.  

 

 

You can also manage your nonstocking parts from the Vendor Reconciliation screen 
which will show all nonstocking parts on all of your Workorder and Batch Invocies, 
allowing you verify information is correct without needing to open each Workorder.  
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c. Posting Expenses  
Ongoing expenses for vendors that invoice the shop such as laundry services and 
landscaping services will need to be posted into HITS.  

To post expenses, go Create, then Receipt  

 

Click to Select Vendor/ Store that the expense is for.  

Click the + Quick Codes button to see of the various expense codes.  
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Select the most appropriate expense code, edit the cost and Save. 

  

 

After adding the expense line item, go to the Payments tab and proceed to add Vendor 
Invoice # and close the Receipt with the same step as closing a Receipt for stocking 
inventory.  
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10. Managing Returns, Cores, & Credits 

Returns, Cores, and Credits are managed from the Home, Returned Goods Ticket tab. 
This tab will track all the parts that are pending credit from vendors.  

 

To add a part to this screen, from the Workorder, highlight the part that is needing to 
be returned and click Return Goods.  (This is the recommended process for returning 
nonstocking parts).  

 

Fill in the required info and click Post Return & Await Credit :  
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This will post the initial Receipt of this part into the system, mark the item as declined 
on the customer’s Workorder and add an open Credit Receipt on the Returned Goods 
Ticket tracking screen.  

 

You can also create an Open Return Credit by clicking Create, Returned Goods.  
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This process is to be used if the item has already been initially received as this process 
will not post the initial Receipt, just the Credit. (This is the recommended process for 
returning stocking parts as stocking parts have likely already been received). 

Once you have created this ticket, it can be left OPEN if still awaiting credit or CLOSED 
if the credit has been received.  

Close the Credit like you would any other Receipt ticket in HITS, by going to the 
Payments tab, entering Vendor Invoice #, Applying A/P Terms and Closing the ticket. 

. . . . . . . . . . . . . . . . . . . . . . . .  

 

Credit can also be applied directly on the Returned Good Tickets tracking screen.  

Highlight one or multiple parts, right-click and select Apply Credits . 

 

Enter the required information and click Post Credit & Close (assuming your 
username has permission to perform this function).  
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Entering an OPP_CORE line item 

When purchasing a part with a core fee you will need to add a line for the core return.  

Click +Product  

In the Product # type OPP_CORE  

 

This will give you the core line item box to enter all the information: Fill in the part# and 
vendor inv# and core cost. Then save item. 

 

Once the line Item is on the ticket, the Item will need to be returned: to do this right 
click on the Core to be returned and select Return Selected Items. 
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You can change the status of the by going to Return Goods Tickets: Right-click on the 
line that you want to change the status of.  

  

You can change the status to: In Shop, Returned – Awaiting Credit, Credit Received. 



HITS Shop Suite - Service Center Manual: Gills Point S 
  

 

Version 20250312  106 
 

 

Once you receive the credit you need to Apply Credits by clicking on Apply Credits. 
Enter the Vendor credit Invoice # and the date and select post credits & close.  

 

11. Transfers  
In HITS, stores can transfer inventory to other stores or to/from the warehouse.  

Important!  In HITS the OUTBOUND (shipping) store must be the store to initiate the 
transfer process.   

There is also a transfer request feature, however this feature is not required to initiate 
the transfer process 

 

OUTBOUND Transfer  

For the OUTBOUND (shipping) store to initiate a transfer, click the Create button, then 
Transfer OUT 
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Click on the store product is being sent to:  

 

 

Click Add Product to add products to the transfer ticket, enter the Product # and 
Quantity.   
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(On the OUTBOUND transfer, HITS will automatically make the Quantity MINUS since 
products are being taken out of inventory). 

   

When finished adding products to the ticket, Print the OUTBOUND transfer ticket and 
arrange pickup/delivery of the products to the other store.  

These items will be allocated out of the OUTBOUND store’s inventory and will show as 
TIP (Transfer In Process).  

For the OUTBOUND store, there is nothing left to do assume the other location properly 
receives the products.  

. . . . . . . . . . . . . . . . . . . . . . . . . . . .    

 

INBOUND Transfer  

When products are received at the INBOUND (receiving) store, the receiving store 
should verify all the products on the shipping paperwork match the products that 
actually arrived.  

To post the INBOUND transfer in HITS, click the Create button, then Transfer IN.  
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This will display all transfers that are INBOUND into your store, select the transfer that 
matches the Ticket # for the shipping paperwork received with products.  

  

This will give you a preview of the items on transfer. If this matches what you received, 
click This matches what was received. 

 

Then click YES to finalize the transfer. This will finalize the transfer on both sides.  

 

If the transfer does not match, click This does not match what was received.  
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Doing so will show this screen and require you resolve the transfer discrepancy with 
the other store or your District Manager.  

 

 

. . . . . . . . . . . . . . . . . . . . . . . . . . . .    

 

Transfer Request  

The transfer process does not require a “request” , however the system allows you to 
make a transfer request that will alert the OUTBOUND store what you are requesting.  

From the Inventory Lookup screen (Main tab or Store Qtys tab), right-click on a product 
and select Transfer Request.  
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Enter the Quantity and From Store (if you have clicked on the correct store on the 
Store Qty tab the From Store will automatically be filled).  

 

Click Submit to submit a transfer request.  

 

 

This will as a notification in the other store.  

 

Click on the request, then COPY TEXT to copy the product being requested to the 
clipboard.  



HITS Shop Suite - Service Center Manual: Gills Point S 
  

 

Version 20250312  112 
 

 

 

Proceed to generate an OUTBOUND transfer ticket and PASTE the product being 
requested into the OUTBOUND transfer ticket.  

 

 

 

12. Received On Account Payments for A/R customers  
To post an ROA payment for a fleet or commercial account making a payment on their 
account, click the Create button, then ROA Payment. 
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Lookup the customer you are making a payment for by clicking the lookup binoculars 
next the Customer # field.  
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Type in the Amount.  

Select how the customer will be paying.  

• If Check, type in the Check# 
• If Credit Card, click Process Credit Card to use the credit card terminal  

After accepting and entering the payment, click the Create Payment button.  

 

 

After posting the payment, you can print the customer a payment receipt by clicking 
the Print button.  

You will not be disbursing the Payment. This will be performed by Gill’s corporate 
accounting team.  

 

 

13. Reports  
Two of the commonly used reports will be listed on the main toolbar with shortcuts, the 
Count Sheet and the Daily Close Out report. 
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Other reports can be found by going to Views > Reports. 

 

 

Some reporting may be limited by user permission. Check with your District Manager to 
learn if there is any additional reporting you will need to run.  

 

 

14. End Of Day Closing Process  
The end-of-day process will need to run each day at the end of the day to finalize the 
day of business.  

Daily Checklist of Accounting Requirements: 

❑ Close registers once the shop is cleared of customers 
❑ Enter any fuel and/or towing sales or bills/receipts 
❑ Verify customer work orders are closed on Sales Counter Home screen 
❑ Reconcile and post all vendor bills/item receipts using the Vendor Rec/Post tab  
❑ Count the cash, tally checks, reconcile card sales, and prepare bank deposit slips  
❑ Validate the HITS summary, and post the batch 
❑ Close the Day in HITS 
❑ Log out of POS and other apps 
❑ Scan daily deposit documents 
❑ Secure the cash and till drawers in the safe 
❑ Perform bank deposit on the way home, at least 3x/week 

 
  

Activities you should perform throughout the day, real-time, to ensure a faster End 
of Day Close: 

❑ Enter item receipts into HITS as soon as delivery has taken place; don’t wait until end of day  
❑ Document returned quantities and/or vendor credits in HITS 
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❑ Provide supporting documentation and submit Brex expenses/petty cash – at minimum, by 
end of day Friday 

 
a. Close registers once the shop is cleared of customers 

Do not remove till drawers until the last customer has left the store and all doors are 
locked. Remove the till and start the cash count activities in the presence of another 
employee.  

b. Fuel and/or Towing 

Fuel and Towing sales and bills must be collected from their respective systems and 
posted into HITS using a work order: 

1. Create a new work order. 
2. Enter a FUEL line item for fuel sales. 
3. Enter a FUEL line item for fuel receipts/replenishments. 
4. Make a cash ticket for all towing or fuel for the day. 
5. Close work order. 

 

c. Verify the Customer Work Orders are Closed 

1. On the Sales Order Home Screen 
2. Find the open work orders  
3. Close any work orders that (were paid and not closed? Any to be voided?) 

d. Vendor Bill Reconciliation  

To review your nonstocking parts info and ensure Vendor Invoice #s have been entered 
correctly, you can go to the Vendor Reconciliation/Post screen to review.   

This is not a required end-of-day process if you have been properly entering your 
vendor invoices throughout the day.  

 

1. Click the Vendor Rec/Post button from the main screen 
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2. Ensure the correct day is populated (defaults to the current day) 
3. Click Fetch Items 
4. Click the box to the far right each line item to post - **need info from David A re: 

selecting items. 

What “Paid and Not Closed” Means 

Here's an explanation of what "paid" but not "closed" might mean and how to address 
it: 

• What "Paid" Means: 

• The customer's credit card transaction has been authorized and approved by the 
payment processor. 

• The amount has been charged to the customer's card. 

• What "Not Closed" Means: 

• The batch processing, which transfers funds from the payment processor to your 
account, has not yet completed. 

• This process may take anywhere from a few hours to a couple of days. 

• Once the batch is processed, the transaction will be marked as "closed". 

If your 1st Mile Middleware application indicates that a transaction is "paid" but not 
"closed," it likely means the payment has been processed and charged to the card, but 
the batch processing for transferring funds to your account hasn't completed yet. You 
can verify this by comparing the dates of the “paid not closed” transactions in the 1st 
Mile EOD reports with the Transaction reports for those days. For example, look at 
transactions from today, dated 05/03 and 05/07. My examples focus on 05/07 to 
demonstrate what you are observing. 

The first screenshot is the EOD Report from today, displaying the "Paid Not Closed" 
message along with the credit card transaction, amount, and status marked with a 
bright red "A." 
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The second screenshot shows the Transaction search for 05/07. As seen, these 
transactions were approved, meaning the money was taken from the card. It 
corresponds with the red "A" on the EOD, indicating approval. 

 

Additionally, the payment amounts in HITS match the End of Day totals in 1st Mile. The 
EOD totals in 1st Mile do not include "Paid Not Closed" transactions, yet they align with 
the payments recorded to invoices in your End of Day in HITS, confirming the accuracy 
of your EOD. 
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Here is your EOD Report in 1st Mile showing the credit card transactions for the day. 

 

And here is your EOD Report in HITS showing your credit card transactions for the day. 

 

The "Paid Not Closed" notifications are simply informational and require no action on 
your part, as the payments have been taken and are pending closure in the payment 
system. These items typically clear on their own, and generally, there is no need for 
concern. It is merely part of the transaction reporting in 1st Mile. 
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e. Verify tender, drawer, and post deposit   
1. Go to the End Of Day screen to review sales, tender types, and drawer. 

 

2. Reconcile total cash, check, and card transactions in each Totals category: 

Totals Category Reconcile Against How 

Total Cash The physical cash in the till Count the cash in the till and 
ensure that the amount 
matches Total Cash 

Total Checks The physical checks in the till or 
safe 

Click the magnifying glass in 
the End of Day screen next to 
Total Checks. Compare each 
physical check against the list 
of check payments in HITS. 
Research any discrepancies by 
looking at closed invoices and 
deposits; when you have 
identified the issue make the 
update within HITS by editing 
the payment type or closing the 
paid ticket. 

Total Cards First Mile End of Day report Compare the total of the Total 
Cards field in HITS to the total 
in the First Mile End of Day 
report. If the totals do not 
match, use the magnifying 
glass in HITS to view the 
individual card transactions 
and compare to the First Mile 
report detail. If you find 
discrepancies, notify your SCM 
and SCA. 

 

 

NOTE: You can click on the binoculars on each subtotal to investigate any 
discrepancies. 
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NOTE: Consider that Batch tickets can still be edited prior to end of day close, so if 
you need a fix made to any tickets, a user with permission access can make the fix prior 
to the ticket being finalized. 

 

  

 

 

3. Enter the deposit amount for all tendered payments verified and click Post  
 Deposit.  
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4. Fill out a bank deposit slip for cash (minus Ending Drawer amount) and 
checks 
 
5. Insert the cash, checks, and deposit slips into the secure Night Drop 

deposit envelope. 

f. First Mile Close Process 
Open First Mile Icon on the Desktop 
  

 
  
This screen will pop up – Hit Cancel –  
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This screen will pop up – Hit Cancel  
 

 

 
 
Go to >File > Reporting > End of day Reports 
  
If End of Day Report is not an option choose 
Transaction Report 
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Select your Date 
  

 
  
This will generate the report, and you can print it  
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g. Tire Connect EOD Procedure 
Tire Connect orders will be received via the store's email inbox. To ensure all orders are 
properly accounted for during the daily closeout process, follow these instructions: 

1. Print All Tire Connect Orders Received: 
• At the end of each day, print all Tire Connect orders received via email, 

regardless of whether they have been processed in Traction. 
2. Include Only Orders Needed to Balance the Till: 

• Review your till to identify any discrepancies. 
• For orders that correlate to work orders in the system and are required to 

balance the till, include those printed orders in your daily closeout 
package. 

3. Store Unused Orders in the Till: 
• If an order is not yet needed to balance the till or cannot be correlated to a 

work order in the system, keep it in the till until it is needed. 
4. Daily Closeout Package Requirements: 

• Attach the relevant Tire Connect orders, credit card batch reports, bank 
receipts, and any other required documentation. Ensure that all totals 
match to avoid discrepancies. 
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g. Finalize Batch tickets  
This step is necessary to sync inventory data between HITS and RM Warehouse Management 

1. From the End Of Day screen, click the Batch Close button.  
2. This will take you to the screen to finalize all of your Batch Invoices.  
3. Validate the summary total against the total in the Cash/Checks/CC report.  

a. Go to Views >> Reports>>Cash/Check/CC>>Run Report 
4. Click the Close button, let the process run, and when complete, click Return. 

i. Close Day in HITS   
To finalize your day, click the Post Deposit & Close Day button, this will send your 
store’s data to the NetSuite accounting system.  
If you receive an error, please contact your Service Center Accountant (SCA) 

 

 

j. Log out of HITS and other systems 
For security purposes, log out of all apps, computers, and devices, turn them off or put 
into Low Power/Sleep mode 

k. Scan Daily Deposit Documents 
Gills Daily Deposits – Daily Deposit Scans - **scanning instructions located in the 
Miscellaneous section. 

Daily scans should include: 

• First Mile end of day report 
• Hand-written deposit slips for cash and checks 
• Any 3rd party funding authorization slips (Koalafi, Synchrony, CFNA, etc.) 

Payment recap report Views>>Reports>>Recap and Summary>>Payment Recap 
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l. Secure the Cash/Till Drawers 
If you are not going to the bank en route home, then put the deposit envelope with the 
cash, checks, and deposit slip into the service center safe. 

Put the till drawers into the Service Center safe and ensure that it is locked 

m. Bank Deposit  
You are required to deposit cash and checks at the bank at least three times per week. 
Daily is preferred.  

If you are going to the bank and using the bank Night Drop, then some best practices 
for doing so are: 

- Choose well-lit locations for night deposit boxes. 

- Be mindful of your surroundings before approaching the night deposit box. 

- Only use the secure, tamper-evident deposit envelopes provided by the bank. 

- Follow scanning instructions (in the Miscellaneous section of this document) 

and add to OneDrive....: 

 - the depository system's receipt  

- the completed bank deposit slip 

- the credit card report from the First Mile machine 

- EOD cash/check/cc screen from HITS 

- Avoid routine patterns when making night deposits. 

- Ensure that the chute is fully closed and locked before you walk away from the 

Night Drop box. 

 

The issue Where to get help 

Error prevents completion of hard close Contact the SCA 

Vendor is not in the system Use Brex card 

GL account is missing Contact SCA ASAP (escalation path is coming) 
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JEs are out of balance Submit Hub ticket for HITS assistance 

Customer related system issue Submit a Hub ticket 

Product code/pricing issues Contact the SCA 

Daily operational issues Contact SCA or DM (depending on the issue) 

 

15. Physical Inventory Count  

The Inventory Count Sheet report can be found on the main toolbar by clicking Count 
Sheet.  

 

There are no changes you need to make to the selections unless you are performing a 
cycle count on specific product type and need to only run the report for a single 
Department, such as “Tubes”.  

Click Run Report to run the Count Sheet.  

 

The report will provide totals for True count which reflect your inventory for all closed, 
finalized Invoices, as well as Available count which will reflect your inventory including 
any Workorder, Batch Invoice, Receipts, Returns, and Transfers. 
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• WIP – Workorders In Process (and Batch Invoices)   
• RIP – Receipts/ Returns In Process 

• TIP – Transfers In Process  
• OIP – Orders In Process (do not affect Available)  

 

After performing your count and determining if the system accurately reflects your 
physical inventory, you may need to post an Inventory Adjustment in the system. 

 To post an Inventory Adjustment, click the Create button, then Adjustment.  

 

 

Enter any products that you are needing to adjust, and use PLUS or MINUS for the 
adjusting quantity.  

For example: if you are missing 4 tires in inventory, you should post MINUS 4 to 
decrease the count in the system.  
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For another example, if you found tires in your physical count that do not show in the 
system, you should post 4 to increase the count in the system.  

 

 

Enter all products that need adjusting onto the adjustment ticket. 

When complete click the Close button to finalize the adjustment.  

16. Miscellaneous  
The following topics are miscellaneous how-tos. 

a. Download Invoice Graphics   
The logos and graphics that print on printed Quotes and Invoices will need to be 
downloaded to each workstation that prints.  

To download images, go to: 

Views > Administration & Utilities   
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Workstation > Download Images  

 

 

Ensure ALL checkboxes are selected and click Download Selected Images.  

 

(actual options may differ in your system from the screenshot above).  

After performing this download, printed Quotes and Invoices should contain the most 
recent graphics.  

 

b. Scanning Instructions 
- set allows the File Name line to be input by the individual  

- requires the use of the flatbed scanner (add multiple pages using the scan preview screen)  

- information in the File Name field needs to be correct (The Store # is preprogrammed). Only 
enter DATE DD **FILE NAME SHOWS: [DEPOSIT DATE] DD SHOULD BE CHANGED TO READ: 
02-12-23 DD (date ex. only)  
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*IMPORTANT – file names cannot be the same! So, you need to give them different file 
names if you have two deposits for the exact date and aren't using the quickset to keep 
them together. For example, "04-24-2024 DD 1" and "04-24-2024 DD 2" or "04-24-2024 DD" 
and "04/24/2024 DD Correction."  

Gills Invoices – Single Page Invoices  

- set does NOT require any adjustments or input by individual  

- set allows you to run multiple, single-page invoices through the scanner and automatically 
creates individual files  

- documents can be fed using the auto-document feeder (ADF) on top of the scanner  

- recommend that you do not scan more than 10-20 pages at a time  

Gills Multi-Page Documents – Documents more than 1 page (i.e. a statement or invoice more 
than 1 page long)  

- set does NOT require any adjustments or input by individual  

- set allows multi-page documents like statements or invoices to be kept together as one file 
instead of creating each page as an individual file 

 - set allows you to run multiple page documents using auto-document feeder (ADF) on top of 
the scanner 

SCAN DOCUMENTS: 

1. On HP E52645, place the document face-down on the scanner glass, or put it face-up in the 
document feeder and adjust the paper guides to fit the document size. 
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2. From the Home Screen on the printer control panel, select the Quick Sets icon. 

 

3. Select the Quick Set you wish to use: Gills Daily Deposit, Gills Invoices, or Gills Multi-Page 
Documents. 

 

 

4. When the document is ready, select Send to email it. 

 

 

Example of Quick Set Use for Gills Daily Deposits: 

Place your daily deposit face down on the scanner and close the lid. On the control panel, 
navigate to the Quick Sets. Load the Quick Set “Gills Daily Deposits,” and under the File 
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Name where it says [Untitled] or [DEPOSIT DATE DD], you want to ERASE the existing file name 
and put in the correct information for your store’s daily deposit. The Store # is programmed in 
the quick set, so only enter Date DD. Ex. 02-12-23 DD for the daily deposit for February 12, 
2023. NOTE: If you do not put in the correct information, it will not process the file. 

 

If you only have 1 page for the daily deposit, hit Send. 

 

If you have more than one page, “Touch the scan and preview” option, then on the left side of 
the panel, select the double page with the + sign, then add the second page and scan. 

 

After you have scanned all the pages, hit Send. Then, your daily deposit scan will contain all 
the pages in one file. 
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