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Introduction 

Introduction 
Welcome to Microcat®! 

Microcat is an electronic parts and service selling system. Some of its advantages are: 

• Fast and accurate parts interpretation 

• Electronic transfer of parts to your DMS 

• Reduction of costly errors. 

This guide is for Microcat users. If you would like further information, please see the final section 
of this guide, More Help. 

About the Guide 
This manual is divided into the following sections: 

• Installing Microcat 

• Starting and Logging on to Microcat 

• Identify a Vehicle 

• Selecting Parts 

• Finalize an Order List 

• Additional Catalog Information 

• More Help. 

Each section includes: 

• learning outcomes 

• step by step instructions 

• visual prompts 

• notes for additional information. 

 

This is an example note that is used to display additional information throughout this 
guide. 
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Installing Microcat 

Installing Microcat 
Stand alone installations of Microcat require a dongle (hardware security key) to be connected 
to the appropriate computer port. 

To install Microcat: 

1. Insert the Microcat DVD in the DVD-ROM drive. 

The Microcat Autoplay Menu will display. 

2. Click Install Microcat. 

 

If the Autoplay menu does not appear, navigate to the DVD-ROM drive and click on 
setup.exe. 

3. Choose your setup language and click OK. 

4. Click Next. 

 

5. Read the End-User Software Usage Agreement, and if you agree with the terms and 
conditions, click Next. 

6. Select the target drive, and click Next. 
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Installing Microcat 

7. Select the type of installation, and click Next. 

An application and full data installation is recommended. 

  

8. Click Install. 

 

9. Click Finish. 

 

 

The data installation can be customized by selecting the required options under the 
Data hierarchy in step 7. 
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Starting and Logging on to Microcat 

Starting and Logging on to Microcat 
In this section you will learn how to: 

• Start Microcat  

• Set up your user name and password 

• Enter your user name and password. 

Initial Launch and Log on 
This procedure is completed once only at the time of the first log-on to Microcat.  

1. Double click the Microcat shortcut on the desktop.  

 

Or, select the Windows Start menu > Programs > Microcat for Windows > Microcat. 

2. Click the Start button. 

The Log-On to Microcat dialog box opens. 

 

3. Click the Administration button to set up a user name, password and dealer details. 

The User Administration dialog box opens. 

 

 

The initial log on settings only need to be completed the first time you log on and will 
be retained for subsequent installations of Microcat. 
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Starting and Logging on to Microcat 

4. Click the New User button. 

 

5. Create and enter a User Name, Password and a Sales ID (eg. your first name or initials). 

6. Click OK to return to the User Administration dialogue box. 

 

7. Click the Dealer Details tab to set up the dealership information. 
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Starting and Logging on to Microcat 

8. Enter the dealer name and address. 

 

9. Click OK to return to the Log-On to Microcat dialogue box. 

10. Enter the assigned user name and password.  

At the beginning of each work session with Microcat, you will need to log on using your 
assigned log on information. 

11. Click the Log-On button. 
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Starting and Logging on to Microcat 

12. The Vehicle Index is displayed. 

The vehicles shown may differ based on your market. 

 

 
User names and passwords store user preferences and identify you on printed orders. 
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Identify a Vehicle 

Identify a Vehicle 
In this section you will learn how to identify a vehicle using: 

• Identify a vehicle using the Vehicle Index screen 

• Identify a vehicle using the Vehicle Identification dialog box. 

Vehicle Index 
The Vehicle Index displays pages of digital images for each catalog contained within Microcat. 
Scroll through the pages by using the blue left and right arrows on the Vehicle Index screen. 
Alternatively, the catalogs can be filtered by selecting the appropriate Vehicle Type, 
Manufacturer and Model Year from the drop-down menus. 

 

Catalogs can be loaded by clicking once on the required image. To return to the Vehicle Index 
screen, select Navigation > Vehicle Index, or press Ctrl+V. 

Open the Vehicle Identification dialog box 
In order to choose parts accurately, Microcat needs to know about the vehicle you are working 
on. The first step is to open the Vehicle Identification dialog box. 

1. Access the Vehicle Identification dialog box by selecting Go to Catalog from the 

Catalog menu, or by using the toolbar icon . 

 

Once you have opened the Vehicle Identification dialog box, you can identify a vehicle in 
the following ways: 

• Enter the Vehicle Identification Number (VIN). 

• Select all known vehicle details 

 

To view additional catalogs select Catalog > Additional or Catalog > General 
Information. 
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Identify a Vehicle 

ID by VIN 
To identify a vehicle by VIN: 

1. Type the complete VIN into the Search field of the Vehicle Identification dialog box. 

2. Click the Vehicle Search button to retrieve the vehicle attributes. 

 

3. Click the Load button to load the vehicle catalog. 

 

 

Using a VIN is the most reliable way of identifying a vehicle. If the VIN is unknown, 
select all the known details in the Vehicle Identification dialog box. 
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Identify a Vehicle 

Select Vehicle Details 
To describe a vehicle by its vehicle line, model year, and major attributes: 

1. Select a manufacturer from the Manufacturer drop-down menu. 

 

2. Select a vehicle line from the Vehicle Line drop-down menu. 

 

3. Select a model year from the Model Year drop-down menu. 

4. Enter all known details by selecting them from the drop-down menus. 

 

5. Click the Load button. 
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Selecting Parts 

Selecting Parts 
In this section you will learn how to: 

• Use the Main Index to access the Illustration and Group Indexes 

• Use the Illustration Index to add parts to an Order List 

• Use the Group Index to add parts to an Order List 

• Jump directly to the Illustration and Group Indexes 

• Use the VIN / Expert Mode 

• Use the toolbar search 

• Use Microcat Search and the Reduce Choices function to add parts to an Order List 

• Use the SuperWindow 

• Respond to the Option Resolver. 

Main Index 
The Main Index allows you locate parts through either the Illustration Index or the Group Index.  

The major sections are displayed graphically, the minor sections or list of related illustrations are 
displayed in the Databar. 

To locate parts with the Ilustration Index: 

1. Click the Main Index icon  on the toolbar or press Ctrl+M. 

2. Click on Illustration Index 
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Selecting Parts 

3. Click the required major section. 

Use the blue arrows at the top of the window to scroll between pages of the index until the 
required section is found. 

 

4. Double click on the required minor illustration title to display the illustration. 

 

 

The Databar is the area at the bottom of the screen where search results and other 
data are presented. Pressing the Spacebar expands the viewable area of the Databar. 
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Selecting Parts 

5. Select the required part by clicking the callout on the illustration. 

Once the required part has been selected, the key part information appears in the Databar. 

 

If more than one item appears in the Databar, double click on the required item. 

6. Press the plus (+) key to add the part to the WorkBench. 

7. To display the order on the WorkBench, select the toolbar icon , or press Ctrl+W. 

Pressing Ctrl+W once more will return you to the previous screen. 

 

Parts can be also added to the WorkBench by right clicking on the callout and 
selecting Order 1 or Order Many. 
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Selecting Parts 

To locate parts with the Group Index: 

1. Click the Main Index icon  on the toolbar or press Ctrl+M. 

2. Click on Group Index. 

 

3. Click the required major section. 

Use the blue arrows at the top of the window to scroll between pages of the index until the 
required section is found. 

 

4. Double click on the required minor group in the Databar. 
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Selecting Parts 

5. Click on the required part in the Search Results View. 

The SuperWindow will display a list of all parts cataloged in that section. 

6. Select the required part by clicking the required line in the SuperWindow. 

Once the required part has been selected, the key part information appears in the Databar. 

If more than one item appears in the Databar, double click on the required item. 

 

7. Press the plus (+) key to add the part to the WorkBench. 

8. To display the order on the WorkBench, select the toolbar icon  or press Ctrl+W. 

 

For more information on using the SuperWindow, see the SuperWindow section of 
this guide. 
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Selecting Parts 

Illustration and Group Indexes 
The Illustration Index and Group Index can be accessed directly through the toolbar or keyboard 
shortcuts. Both the major and minor sections are displayed in the Databar. 

Illustration Index 

1. Click the Illustration Index icon on the toolbar , or press Ctrl+I. 

2. Double click on the required major illustration section. 

 

3. Double click on the required minor alpha section in the Databar. 

An illustration of all parts cataloged in that section will be displayed. 

 

4. Select the required part by clicking the callout on the illustration. 

Once the required part has been selected, the key part information appears in the Databar. 

If more than one item appears in the Databar, double click on the required item. 

5. Press the plus (+) key to add the part to the WorkBench. 

6. To display the order on the WorkBench, select the toolbar icon , or press Ctrl+W. 

 

To navigate back up through the indexes, press Shift+Tab on the keyboard or use the 
back icon on the toolbar. 
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Selecting Parts 

Group Index 

1. Click on the Group Index icon on the toolbar , or press Ctrl+G. 

2. Double click on the required major group. 

 

3. Double click on the required minor group in the Databar. 

 

4. Click on the required part in the Search Results View. 

The SuperWindow will display a list of all parts cataloged in that section. 

5. Select the required part by clicking the required line in the SuperWindow. 

Once the required part has been selected, the key part information appears in the Databar. 

If more than one item appears in the Databar, double click on the required item. 

6. Press the plus (+) key to add the part to the WorkBench. 

7. To display the order on the WorkBench, select the toolbar icon  or press Ctrl+W. 

 

Minor sections can be filtered by using the Reduce Choices feature. For more 
information see Reduce Choices.  
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Selecting Parts 

VIN / Expert Mode 
VIN / Expert Mode allows you to change catalogs by using one of the following catalog jump 
methods: 

• partial or full VIN   T6400015 

• catalog abbreviation   C98F 

• GM catalog reference   .18F 

Additional searches that can be added to the catalog jump are: 

• a group number   <catalog jump> 1219 .

.

. .

• a part description   <catalog jump> TANK 

• a group number and part description <catalog jump> 1219 TANK 

Note that each search component must be delimited with a period (.) or full stop. 

To use VIN / Expert Mode: 

1. Type your search criteria into the VIN / Expert Mode field. 

Note that each search component must be delimited with a period (.) or full stop. 

In this example, we will jump to a Chevrolet 98, and perform a group number search on 
group 01.219. 

2. Click on the arrow button or press the Enter key. 

The search results will be displayed in the Databar. 

 

3. Double click on the required section in the Databar to view the section information. 

 

Examples: 

TG400015 Searches for VINs ending with these 8 characters and jumps to the 
catalog 

TG400015.1219 Loads catalog and performs a 01.129 group search 

TG400015.TANK loads catalog and performs a TANK description search 

TG400015.1219.TANK Loads catalog and performs a 01.129 group search and a TANK 
description search 

L97C.RADIATOR Loads the Light Duty ’97 C truck catalog and performs a RADIATOR 
search 

 

 
Pressing F12 automatically places the cursor in the VIN / Expert Mode field. 
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Selecting Parts 

Search Toolbar 
The following searches can be performed from the search toolbar: 

• Group 

• Description 

• Part Number. 

 

To search for a part: 

1. Enter the search criteria in the corresponding field. For example, enter 1219 in the Group 
field. 

2. Click on the Search icon , or press the Enter key. 

Microcat will return the search results in the Databar. 

  

3. Double click on the required section in the Databar to view the section information. 

Advanced Microcat Search 
To search for a part with the Advanced Microcat Search feature: 

1. Click the Advanced Part Searching icon on the toolbar , or press Ctrl+F. 

2. Enter what you will search for in the Search For field, eg part number or part description. 

 

3. Select the corresponding search type from the Search By frame. For example, 
Description. 

4. Once you have entered the search criteria, click the Search button. 

Microcat will return the search results in the Databar. 

 

Group searches can be refined by adding a part name in the Part Name field. 
Broadcast Sheet data for medium duty trucks can be searched by selecting the Use 
Broadcast Sheet checkbox. 
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Selecting Parts 

Reduce Choices 
Reduce Choices allows you to reduce the number of items returned to the Databar list after the 
original search has been carried out. 

Reduce Choices can be used to filter results in Search, Minor Index, Interpreter and Search 
Section views. 

To use Reduce Choices: 

1. Click the Reduce Choices icon , or press Shift+Delete. 

2. Enter a word to be included in the filter in the Include field. 

3. Enter a word to be excluded from the filter in the Exclude field. 

4. Click the Filter button. 

 

5. Double click on a line from the reduced list. 

6. Add the part to the Order List as outlined in the Group Index above. 

 

The Reduce Choices feature can be applied as many times as necessary to filter your 
results. 
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Selecting Parts 

SuperWindow 
The SuperWindow allows you to access additional information about parts in a text format. The 
SuperWindow may be displayed in the full screen, or to the left or right of the parts illustration. 
Selecting a part in the illustration simultaneously selects it in the SuperWindow and vice versa. 

1. To display the SuperWindow, click the SuperWindow icon on the toolbar  or, press 
the Delete key. If you have a vehicle specified each line item in the SuperWindow will be 
interpreted as to its applicability to that vehicle. Different color text shows applicability: 

• GREEN text means the item is applicable. 

• BLUE text means that the item is a selective or optional fit and must be reviewed 
by the user for actual compatibility. 

• RED text means it is not applicable. If you do not want to see non-applicable 
parts, click in the box next to the words Show All Parts to deselect. 

2. To set the SuperWindow position, select the Views menu > SuperWindow Preferences > 
Full screen/ Left Side/ Right Side. Alternatively use the shortcut keys: 

• Ctrl+Up Arrow to set the SuperWindow to full screen,  

• Ctrl+Left Arrow to split screen with left side SuperWindow and 

• Ctrl+Right Arrow to split screen with right side SuperWindow  

 

3. To order a part within the SuperWindow, select either the illustration callout or the text 
line in the grid and press the plus (+) key. 

4. To hide the SuperWindow, select the Views menu > SuperWindow Preferences > 
SuperWindow or press the Delete key. 
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Selecting Parts 

Part Option Resolver 
When you send a part to the WorkBench, you may be presented with the Part Option Resolver. 
This occurs when the item requires a choice. 

1. Click on the line you wish to select. 

2. Click the OK button. 

3. If you do not wish to include any of the available choices, click the Skip button. 

 

 

The Part Option Resolver is a dialog box that appears when you are required to make 
a choice. 
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Finalize an Order List 

Finalize an Order List 
In this section you will learn how to: 

• Edit or delete a line of an Order List 

• Delete an entire Order List 

• Suspend and retrieve an Order List 

• Print out an Order List 

• Email an Order 

• Electronically transfer the Order List to the DMS using the Terminal Emulator. 

The WorkBench and the Order List 
The WorkBench is the screen where the Order List is displayed. The WorkBench is where 
you can view, edit, print or transfer your Order List. 

You can also save your Order List as a suspended order.

The Order List is the information displayed in the white area of the WorkBench—the list of 
parts, their part numbers and prices. 
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Finalize an Order List 

Edit a line 
To edit a line of the Order List on the WorkBench: 

1. Click on the text in the line you wish to edit. 

2. Click on the Edit Line button. 

 

3. Make the required changes in the Edit Part dialog box. 

If you edit a price on the WorkBench, the change will not be passed to your dealer business 
system. Part numbers, labour codes and quantities are transferred, not the prices. 

4. Click the OK button. 

Delete a line 
Deleting a line from an Order List in Microcat is simple. 

1. Click on the text in the line you wish to delete. 

2. Click on the Clear Line button. 

 

3. Click the OK button. 

Delete an entire Order List 
To delete an entire Order List from the WorkBench: 

1. Click on the Clear List button. 

 

2. Click the OK button. 

Suspend an Order 
To temporarily save an order: 

1. Enter a customer name in the Customer field. 

 

2. Click on the Suspend button, or press F2. 

 

The order will be saved and the Order List will be cleared. 
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Finalize an Order List 

Retrieve an Order 
To retrieve a suspended order: 

1. Click on the Retrieve button, or press F3. 

Suspended orders will be displayed in the Databar. 

 

2. Double click on the order you wish to retrieve. 

 

3. Click OK in the Microcat Message and the order will be restored to the WorkBench. 
When you retrieve the order it is removed from the hard drive. 

Print an Order List 
Printing an Order List is a good way to provide a quote to a customer. 

1. Print the Order List by selecting Print Order List from the Catalog menu, clicking the Print 

button on the toolbar , or using the keyboard shortcut, Ctrl+P. 

2. Click the Print button in the Print Selection dialog box (WorkBench selected). 

 

3. Click the OK button on the Page Setup dialog box. 

Email an Order 
To email an order: 

1. Click the Email Order icon  on the toolbar. 

2. Complete the Microcat Mail form with user and customer email details. 

3. Add your subject and any other message.  

4. Click the Send button. 
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Finalize an Order List 

Transfer an Order List to the DMS 
There are two ways to electronically transfer an Order List to your Dealer Management 
System (DMS): Assisted Transfer Mode (ATM) and Microcat Messaging Protocol (MMP). 
The System Administrator is usually required to set up the electronic transfer. In this 
section you will learn how to use ATM via the Terminal Emulator. 

The System Administrator is usually required to set up the electronic transfer. 

In this section you will learn how to use ATM via the Terminal Emulator. 

1. Once you have completed your Order List, display the Terminal Emulator, either by 
selecting it from the Order List menu, or by using the keyboard shortcut, Ctrl+T. 

 

2. Make sure that the Online button in the Terminal Emulator window is activated. 

 

3. Click once on each line of the parts list on the right. An asterisk will appear next to the 
ones you have transferred. 

4. To close the Terminal Emulator, first deactivate the Online button. Then select Close 
from the Terminal menu, or click the button in the upper left of the window.
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Additional Catalog Information 
In this section you will learn how to: 

• Use Broadcast Sheets to add parts to an Order List 

• Use the ACDelco Catalog to add parts to an Order List 

• Access Charts and Additional Catalogs. 

Broadcast Sheets – (For Medium Duty Truck Dealers)
Medium Duty Truck Broadcast Sheets contain all the parts used to build a specific medium duty 
truck. The data is separated into Major and Minor Uniform Parts Classification (UPC) codes. 

To locate parts with Broadcast Sheet data: 
1. Select Navigation > Broadcast Sheets or press the F11 key. 

2. Double click on the required Major UPC code. 

 

3. Double click on the required Minor UPC code to display parts applicable to the vehicle 
loaded. 

4. Add the required part to the Order List by right clicking on the appropriate line in the 
Databar and selecting Order from the pop-up menu. 

 

 

To navigate back up through the indexes, press Shift+Tab on the keyboard or use the 
back icon on the toolbar. 
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ACDelco Catalog 
Microcat gives you the ability to quickly search for and order all types of ACDelco parts. 

To search for ACDelco parts: 

1. Access the Vehicle Identification dialog box by selecting Go to Catalog from the 
Catalog menu, or by using the keyboard shortcut, Ctrl+C. 

2. Select ACDelco from the Manufacturer drop-down list. 

3. Click the Load button to display the ACDelco parts search window. 

4. Select the required attributes, where applicable, from the drop-down menus. For 
example, Application, Model Year, Make, and Model. 

The Category List will display all available categories based on your selection. 

 

5. Click on the required category. 

You can select multiple categories by holding down the Ctrl key. 

6. Click the Get Parts button. 

Microcat will return the search results in the Databar. 

7. To add a part to the Order List, right-click the item and select either Order 1 or 
Order Many. 
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Additional Catalog Information 

 

Charts and Additional Catalogs 
To access charts and additional catalogs: 

1. Select Catalog > General Information and click on the required option. 
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More Help 

More Help 
The following resources are available to provide more assistance with Microcat: 

Help files 
To access Microcat’s extensive help files, open the Help menu and select Help Topics. 

Application Shortcuts 
To access Microcat’s Application Shortcuts Card press the F10 key on the keyboard. 

 

Disclaimer 
© Infomedia Ltd 2004 - 2005. All rights reserved worldwide.  
Infomedia® and Microcat® are registered trademarks, and WorkBench™ and SuperWindow™ is a trademark of Infomedia Ltd. All other brand 
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No warranty of any kind is given regarding the information contained herein, which is provided on an “as is” basis. Any warranties as to 
merchantability and fitness for a specific purpose are, to the fullest extent, excluded. Infomedia Ltd shall in no way be liable to the reader of 
this document for any direct, consequential, indirect, incidental, punitive, special or other damages whatsoever arising from the reader’s 
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information provided, nor in the patents, trademarks or copyrights of Infomedia Ltd or any of its subsidiaries. 
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