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High Level Process Definition

Process Name Repair Order Entry

Accept and accumulate Repairs Orders and Repair Order

Process Intent . .
Quotations for the Service Workshop

Process Owner Service Manager

Service Adviser
Process User Service Booking Clerk
Service Reception Personnel

Process Starts with Request for Service - pre-book or walk-up

Process Ends with Service Booked and Workshop Time Reserved

Vehicle Owner

Workshop

Parts Department

Whole Goods Department

Process Customer
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Process Flowchart

Open Service Resource Booking
window
Click ‘New R/O..." button

Repair Order Entry window displays
Select Vehicle Type
[Workshop/Stock Unit/Fixed Asset]

Enter/ Select / Search for
Vehicle Reg'n N°. / Stock N°.
etc

Respond 'No' to 'Vehicle
Not Found' Message

Respond 'Yes' to 'Vehicle
Not Found' Message

Verify the Vehicle / Driver Complete Workshop Vehicle
details displayed Mtce window (pop up)
Maintain if Required & SAVE

v""Quotation’ Indicator
& adjust Quote Expiry Date
if Required

No
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Click 'Enter De
RO Details window displays
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Go to Internal Credit
Control / Over-ride
Procedure

Respond to Schedule
Service Warning(s)

Respond to 'Recall Campaign'
Warning(s)

Enter/ Select/ Search
Job Codes. Complete Job
Types / Work Categories
etc as required

Respond "No". Identify existing

Access RO Maintenance
& Invoicing - add extra req'ts

Respond 'Yes' to
Warning Msg

Click 'Enter Details’
RO Details window displays

‘ Yes

Yes
—

o E—
Go to Internal Credit
Control / Over-ride
Procedure

No
Respond to Schedule
Service Warning(s)

Respond to 'Recall Campaign'

Warning(s)

Enter /' Select / Search
Job Codes. Complete Job
Types / Work Categories
etc as required

Respond 'Yes' to
Warning Msg

Respond "No". Identify existing
RO - Access RO Maintenance
& Invoicing - add extra req'ts
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Review 'Concide History'
for any action items

Confirm and Set Dates / Times
for Booking

Arrange ‘Loan Car’
if required

Save Transaction
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Service Module Procedure Manual - W100 Repair Order Entry

Yes

2N
Respond to

Un v the "Quotation*
Indicator

Review 'Concide History"
for any action items

Communicate Quotation to

Parts Dep't for Parts Price
Review - if req'd

Review Service Dep't Costing
Factors / adjust as req'd

Review Debtor Discount
opportunities / adjust as req'd
& authorised

lete Quotation

Open RO Maintenance &

Invoicing Window
Enter / Select RO Number

Confirm and Set Dates / Times
for Booking

©Auto-IT Pty Ltd | This material is the property of Auto-IT Pty Ltd. All Use, disclosure and/or reproduction not
specifically authorized by Auto-IT Pty Ltd is prohibited.




alll dealers

Spectrum Dealership Name | 7
P Service Module Procedure Manual - W100 Repair Order Entry

Process Map
Process Description: Service / Repair Booking — Existing Customer and / or Vehicle

Int |
Process (Major) Steps Procedure (EEHRd

Policy

1. Prepare for Transaction a. Open the Service Resource Booking window then
Click the ‘New R/O..." button
b. Repair Order Entry window will display in

Objective: Preparation for data entry readiness for the transaction
transaction

2. Load Vehicle and Driver Details a. Select Branch (if required) and Vehicle Type —
Workshop Vehicle, Stock Unit or Fixed Asset
b. Enter the Vehicle Identifier (Registration Number,
Objective: Retrieve Vehicle & Driver Stock or Asset Number) — use dropdown list or

details, validate / modify for transaction SmartSearch if required or Equipment List function
c. Verify Vehicle/Driver data displayed adding any

missing data if possible

d. Click ‘Enter Details’ to record R/O details

e. Respond to any Warning Messages relative to
Credit issues

f.  Respond to any Warning Messages regarding
existing R/Q’s for this vehicle

g. Respond to warnings regarding Scheduled Services
due

Respond to warnings regarding any outstanding Recall

3. Enter Service Requirements a. SelectJob Code —drop down list or SmartSearch
Select Job Type — e.g. Retail, Fleet etc
Add / Change Work Category, Labour Multiplier etc

Objective: Establish nature and as required
description of work required to be d. Continue adding Job Codes until Customer Service
performed / Repair requirements are complete

e. Click the ‘Concise History’ button and take
appropriate action on any notes etc from prior
services

f.  Review workshop resource availability for available
time for booking and communicate to customer

g. Select Arrival / Required Dates and Times, Record
Odometer Reading if available, Customer Order
Number if applicable.

h. If Loan Car required and available complete Loan
Car details

i. Save R/O for subsequent Processing

©Auto-IT Pty Ltd | This material is the property of Auto-IT Pty Ltd. All Use, disclosure and/or reproduction not
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Process Description: Service / Repair Booking — New Customer and / or Vehicle

I I
Process (Major) Steps Procedure fiterna

Policy

1. Prepare for Transaction a. Refer Service / Repair Booking — Existing Customer
and / or Vehicle

Objective: Preparation for data entry

transaction
2. Load Vehicle & Driver Details a. Select Branch and Vehicle Type — Workshop
Vehicle, Stock Unit etc
b. Enter Registration Number — (NB — use of drop-
Objective: Retrieve Vehicle & Driver down or SmartSearch functions will not be
details, validate / modify for transaction applicable if vehicle is not in system table)

c. Respond to System Message indicating record
does not exist — click Yes if new vehicle record is to
be added

d. Workshop Vehicle Maintenance window will
display — complete data fields to the extent
possible then Save

e. Return (automatically) to R/O Order Entry window

f.  Verify Vehicle/Driver data displayed adding any
missing data if possible

g. Review available Workshop Time with Customer

h. Click ‘Enter Details’ to record R/O details

3. Enter Service Requirements a. Refer Service / Repair Booking — Existing Customer

and / or Vehicle

Objective: Establish nature and
description of work required to be
performed

©Auto-IT Pty Ltd | This material is the property of Auto-IT Pty Ltd. All Use, disclosure and/or reproduction not
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Process Description: Service Quotation

I I
Process (Major) Steps Procedure fiterna

Policy

1. Prepare for Transaction a. Refer Service / Repair Booking — Existing Customer
and / or Vehicle

Objective: Preparation for data entry
transaction

2. Load Vehicle / Driver Details a. Tick Quotation Indicator and select Quote Expiry
Date — if different to default date
b. Refer Service / Repair Booking — Existing Customer
Objective: Retrieve Vehicle & Driver and / or Vehicle 2(b) — (e)
details, validate / modify for transaction

3. Enter Service Requirements a. Refer Service / Repair Booking — Existing Customer
and / or Vehicle 3 (a) — (e)

Objective: Establish nature and
description of work required to be
performed for which quotation is

required
4. Review / Negotiate factors a. Refer Quotation to Parts Department for review of
affecting Service / Repair Price Parts Pricing — if required
b. Review Service Department components of Service
Objective: Finalise the details of the Cost and define allowances / reductions available —
quotation to be presented to the if required
customer

c. Refer Quotation to Admin Dept for review of
Discount extended to Debtor —if required
d. Compile Quotation for approval and

communication to Customer

©Auto-IT Pty Ltd | This material is the property of Auto-IT Pty Ltd. All Use, disclosure and/or reproduction not
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Statement of Work

The Repair Order Entry window in EQUIP™ may be accessed from the Service Resources Booking
window

@ Service Resources Booking EI@
Parameters Refresh Hide Progress Status e
Branch:|GG -] Advisor:| v | AW || tefresh Interval (min): = F Hide Booked In =
Hide WIP+
Date:(14/10/2010 = T 3 ~ | Alllv
e I 110l —I Eam I —I ¥ [ Hide Collection+
[~ Hide Carry Over

‘Workshop Resources Booking - Branch: GG, Date/Time: 14/10/2010 09:55:09

Progress Status Carry Over | Team Code Advisor Def. Sort]| Arrrval Time Pick- Ug Date/Time Customer D|
= 20

< m b
(o) ot ven (e o] (s ]

by clicking the ‘New R/O..." button or from the Menu to display the following window ready for
vehicle selection

Repair Order Entry EI@
Branch: [GG v |[warkshap Vehicl | ~| Equipment Lit... Quotationd |
Warkshop |

Workshop Hours

Thu 14/10
Fri 15/10

Sat 16/10

E Sun 17/10
Mon 18/10
Tue 19/10

Wed 20/10

0 300 600 900
Hours

. Avaitatie Time l Socked Tima ‘

Click an graph bar to view Workshop
Resources Booking. Type Code Expiry Units |Unit Type|  Company Ref

. =] ' 00/00/0000
From:[14/10/2010 ~| [ Today |

To: [20/10/2010 Detail

[ cear | [Enter Detais... || close |

The ‘Workshop Hours’ panel on the left side of the window displays a graphic representation of the
daily hours available in the Workshop for the week (red bar) and the booked time (green bar) —the
hourly scale is shown on the horizontal axis.

©Auto-IT Pty Ltd | This material is the property of Auto-IT Pty Ltd. All Use, disclosure and/or reproduction not
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In order for Available Hours to be accurately displayed the ‘Workshop Diary Maintenance’ procedure
must have been run for the particular month and Technician Set Up, Schedule Set Up, Public Holiday
Adjustment and Technician Attendance maintained in ‘Technician Maintenance’ in an accurate and
timely manner.

The date range displayed may be modified in a number of ways including selecting a date from the

calendar accessed through the Z‘ symbol on the “From:’ date or clicking the end of the ‘Slider Bar’
to advance or regress a day at a time. It is possible, by using this feature, to be able to assess
workshop time availability very early in the Repair Order Entry procedure.

Service Quotations

The process for creating a Service Quotation is, with the exception of activating the ‘Quotation’
check box and confirming the ‘Expiry Date’ almost identical to that of raising a Repair Order
described below (refer Service / Repair Booking — Existing Customer and / or Vehicle and Service /
Repair Booking — New Customer and / or Vehicle).

©Auto-IT Pty Ltd | This material is the property of Auto-IT Pty Ltd. All Use, disclosure and/or reproduction not
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[©] Repair order Entry (= =l
Branch: |GG _|[workshap vehicl ¥ |[806635 | Equipment List... Quotationd |
Waorkshap } Reg.: [p06835 H|Stock No.:] Man. Ref. No.:|
Workshop Hours Driver: ’hl Vin No:lm
Company: |GJ & TA TAPSCOTT Title: | ﬂ Chassis: | Tmn5:|
Thy 14/10 surname: [TAPSCOTT Narne: |GLENN & TRACEY Make: DOHN DEERE anchse:m
Street/City: [PO BOX 294 [MORAWA  ~| Model:pD 9650 Type:[
Fri 15/10 State: [Wa pcode: [6623 _ |uodel Name: ID 9650 Harvester
Sat 16/10 County: | v |Home Ph: | Del. Date: [30/08/2000 Del. Km: |
- Bus Phone: [08-99715043 Mobile: [0427-715048  Build Date: | Engine: [RG6081H10
8 Sun 17/10 Email: | Paint: | Key No.: |
Mon 18/10 Cont Code: [11664 v Cust Ho: [11664 -] Team:|
Bill To Acc.: |11664 Payment: |A((nunt ﬂ Sold By: |891
Tue 1/10 AcctChss:[ ]
Wed 20/10 Name: [G) & TA TAPSCOTT Avail Credit: [ $1,158.86 Need Label Name|
—— Street: [PO BOX 204 City: [MORAWA Jobs:
v 31?0“2'[' 800 Notes 1: | [D0IDTRAVEL  |02IDPSS
Notes 2: | [801DPSSERVICE |
B iserme [ St mime ‘ L/serv: [16/10/200¢ LastRO:[ 45170 Inv.No.:| 305203 | [
Rem 1: | RO Number:[
) ) Rem 2: | Loan Car css:[
Click on graph bar to view Workshop
Resources Booking. Type Code Expiry Units  |Unit Type Company Ref |
E | [ | 0/00/0000 | [ [ [
From:[14/10/2010 ~| Today
To:[20/10/2010 Detail
Clear [ Enter Details... ] l Close l

One of the primary reasons for issuing Quotations is to facilitate the negotiation of prices for
services to be provided in the future and to ensure that the full costs are identified and
communicated enabling the customer to commit to the transaction and eliminate potential disputes
arising through ‘misunderstandings’ arising for any number of reasons. It is not unreasonable to
expect that standard prices may be adjusted in order to win business in the face of an open
competition environment.

Provision of Quotations is generally the responsibility of personnel specifically authorised to
negotiate and approve prices.

Repair Order Quotations may be modified in terms of price by changing Labour Costs, Parts Costs
and Discounts.

Where Parts Pricing adjustments are considered advice of the Quotation must be made to the Parts
Manager with the appropriate request for review. Costs associated with the Service Department are
able to be modified in Repair Order Maintenance and Invoicing and Discount changes can be
effected by the Administration Department in Debtor Maintenance.

It is important to note that these changes may not ‘feed-back’ into the Repair Order Quotation and
consequently some adjustment may be required to the Job Code details to correctly reflect the
amounts quoted to the customer. These adjustment need to be made in Repair Order Maintenance
and Invoicing.

Repair Order Quotations have a defined Expiry Date and should not be converted to a Repair Order
beyond that date without specific approval. In addition expired quotations should be removed from
the system on a regular basis.

©Auto-IT Pty Ltd | This material is the property of Auto-IT Pty Ltd. All Use, disclosure and/or reproduction not
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Service / Repair Booking — Existing Customer and / or Vehicle

Enter / Select the applicable Branch Code, if this has not defaulted to a preset value or requires
changing, and then select, from the drop-down list the type of vehicle to which the transaction will
relate — Workshop Vehicle / Stock Unit / Fixed Asset.

Branch: |GG = ||Workshop Vehicl

Workshop |

Stock Unit

Fixed Asset
Workshop Hours =E E;.

Enter / Select / Search for the vehicle identifier:

e  Workshop Vehicle = Registration Number
e Stock Unit = Stock Unit Number
e Fixed Asset = Unit ID / Fixed Asset Number

An alternative method of identifying a Workshop Vehicle is to use the ‘Equipment List’ search
function.

Click the ‘Equipment List...” button....

|§| Repair Order Entry
Branch: |GG v ||workshop Vehicl ¥ || _*I] Equipment List...
| |

Workshop | |

and the ‘Customer Equipment List Inquiry” window will display.

The user Enters/ Selects / Searches for the appropriate Contact Code in this window then clicks the
‘Retrieve’ button to display a full list of all ‘equipment’ associated with the particular customer.

©Auto-IT Pty Ltd | This material is the property of Auto-IT Pty Ltd. All Use, disclosure and/or reproduction not
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-

[&] customer Equipment List Inquiry !‘_ R et M‘
Contact Code: Im
[l Company Name: |G] & TA TAPSCOTT
Contact Name: I-GLENN & TRACEY TAPSCOTT
i Address: [PO BOX 294, MORAWA, WA, 6623 Eolious
Info| FRegMo I ake todel todel Mame WINAPIN Delivery Date Fleet t
g | 116649750 97R0PARTS
E-IBDEESE JOHM DEERE  |JD 9650 JD 9650 Harvester HO96505 EBE06E 30/06/2000
EEDBBSE JOHM DEERE D 936D JO 336D Platfarm HO09360 6EEERS 3040642000
5| 50426 JOHM DEERE D 2570 JO 2370 Tractor Riw3970HO0RZ22 N0242000
50639 JOHM DEERE  |JDCTS JD CTS Harvester HOOCT S<EES570 14127200
FOHO02133 |Mon-Gen 4D TRACTOR Rw8g70H002133 321995
ﬁﬂ‘l 4414 MHaon-Gen MPWD TRACTOR R 781 OHO 4414 1241141938
EMD%S? Hon-Gen 2D TRACTOR 4280H1867
W it Mon-Gen PLATFORM 435968064 14127200
E-IBDEBM J.C.B. Nes JCB 3185 Fastrac SLPFT106E50642207 940172002
" 4] 1 3

The wl symbol at the start of each line item, will, when clicked, activate the ‘Workshop Vehicle
Maintenance’ program if additional information is required.

Forer v I T
Options
‘ Regn Mo.: ISU 6635 -

& Workshop Vehides  Stock Units

Vehicle Details | Other Delalbl Outstanding Repair Drdersl Invoiced Repair Drdersl Notes,’lmagesl Merge To Reg. | Aﬂa(hmentsl Remmderl

Red Book & Glass's Guide

i Driver Details |~ Account Details
Regn Mo.: 806635 Get. Veh. Account MNo: lm wccount Code: m
(||| oriver code: |11664 v, ... | Zauipment List...| Bill To Acc.: 11664 Equipment List... |
Driver Coy.: IGJ & TA TAPSCOTT Company: |G] & TA TAPSCOTT Title: |
Surname: [TAPSCOTT Title: | ] surname: [TAPSCOTT Init: [
' Name: [GLENN & TRACEY In'rt:| Name: |GLENN & TRACEY
I Street: PO BOX 204 Street: |PO BOX 204
City: [MORAWA | City: [MORAWA State: WA
' State: WA Pcode: [6623 =] Pcode: [6623 County:
' County: - Ph Bus: |08-99715043 Mobile: (0427715048
Ph Bus: |08-99715043 3h Mobile: |D427—715D48 Ph Home: Fax:
W ph Home: Fa: | Email:
' Email:
' ~Vehicle Details r inders/Notes
| Make: OHN DEERE Franchise: [1H - Reminder 1:
Model: [ID 9650 Fleet No.: Reminder 2:
Variant: Note 1:
Note 2:

‘Warranty Details
Type | Code | Ewpiy

Expi \ Units Unit T Compan Ref
| | _~|oo/oo/o000 | -

Delete Save

N Clear

[ condise History... ||

oo |

Identify the vehicle and double click on the line to populate the data to the ‘Repair Order Entry’

window.

©Auto-IT Pty Ltd | This material is the property of Auto-IT Pty Ltd. All Use, disclosure and/or reproduction not
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@ Repair Order Entry |E||E”E|
Branch: |GG _|[workshap vehicl ¥ |[806635 | Equipment List... Quotationd |
Waorkshap } Reg.: [p06835 ﬁ|stock no:[  Men.Refmo:[
Workshop Hours Driver: ’hl Vin No:lm
Company: [G] & TA TAPSCOTT Title: | =] Chassis: | Trans: |
Thy 14/10 surname: [TAPSCOTT Narne: |GLENN & TRACEY Make: DOHN DEERE anchse:m
Street/City: [PO BOX 294 [MORAWA  ~| Model:pD 9650 Type:[
Fri 15/10 State: [Wa pcode: [6623 _ |uodel Name: ID 9650 Harvester
Sat 16/10 County: | v |Home Ph: | Del. Date: [30/08/2000 Del. Km: |
- Bus Phone: [08-99715043 Mobile: [0427-715048  Build Date: | Engine: [RG6081H10
8 Sun 17/10 Email: | Paint: | Key No.: |
Mon 18/10 Cont Code: [11664 v Cust Ho: [11664 -] Team:|
Bill To Acc.: |11564 Payment: |A((nunt ﬂ Sold By: |891
Tue 19/10 ActCess [ =]
Wed 20/10 Name: [G) & TA TAPSCOTT Avail Credit: [ $1,158.86 Need Label Name|
—— Street: [PO BOX 204 City: [MORAWA Jobs:
v 31?0“2'[' 800 Notes 1: | [D0IDTRAVEL  |02IDPSS
Notes 2: | [801DPSSERVICE |
B iserme [ St mime ‘ L/serv: [16/10/200¢ LastRO:[ 45170 Inv.No.:| 305203 | [
Rem 1: | RO Number:[
) ) Rem 2: | Loan Car css:[
Click on graph bar to view Workshop
Resources Booking. Type Code Expiry Units  |Unit Type Company Ref |
d I | [ ["00/00/0000 | [ [ [
From:[14/10/2010 ~| Today
To:[20/10/2010 Detail
Clear [ Enter Details... ] l Close l

Verify the accuracy of the displayed data. If errors are identified the Workshop Vehicle Maintenance

window is accessible by clicking on the ol symbol on the ‘Registration Number’ field.

Billing details are able to be changed (if authorised) by modifying the Contact / Customer Codes in
the centre section of the window.

Warranty information for the specific vehicle is displayed at the foot of the window.
When ready to proceed click the ‘Enter Details...” button.

Credit Issues

In the event that there are any issues regarding Credit Limits applicable to the customer the
following message will display

Waming (AP003362) =]

e' Account: .
&' Credit Limit EXCEEDED.

Press "Yes' to continue,
Press 'No’ to reject selected customer.

The user will need to consider the appropriate action to be taken when this dialogue box appears
which may include, but not be limited to, the following:

©Auto-IT Pty Ltd | This material is the property of Auto-IT Pty Ltd. All Use, disclosure and/or reproduction not
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e Reject the Order and advise the customer of the action

e Apply for a Credit Over-ride

e |nitiate the process to increase the Customer’s Credit Limit

e Change the Payment Method — if authorised (at the time of Repair Order Invoicing

Depending on the action determined select the ‘Yes’ or ‘No’ buttons in the dialogue box.

Note — selecting ‘Yes’ will allow the transaction to proceed but when the Repair Order is
finalised further Credit Checking will occur and the warning may be presented again

Open Repair Order

If there is an Open Repair Order for the particular vehicle being processed the following message will
display

Warning (AP0D3396) |

9 A Workshop Repair Order already exists for this vehicle.

Would you like to continue ?

In such an event the user must decide whether to continue and create a new Repair Order —in which
case select ‘Yes’ — or to modify the existing Repair Order by adding the additional requirements —in
which case select ‘No’. If the latter option is selected the existing Repair Order is able to be accessed
from the Repair Order Maintenance and Invoicing window (refer separate procedure).

Selecting the ‘Yes’ option will allow the transaction to proceed.
Schedule Service

If the Dealership utilises the ‘Service Schedule Maintenance’ (refer separate Procedure) feature of
EQUIP™ and the vehicle has a Scheduled Service Code assigned the system will display the following
message

E] Repair Order Scheduled Servicing [ 2]
Release Scheduled Tiem: [w

Service Ikem: Il 'l Description: ITESt 1

Scheduls Type: % Retail " Flest

If the Scheduled Service Item is to be included in the Repair Order check the ‘Release Scheduled Item’
check box, click the ‘Proceed’ button and the Job Codes associated with the Service Schedule item
will be posted to the Repair Order automatically. To bypass the inclusion of the scheduled item(s)

©Auto-IT Pty Ltd | This material is the property of Auto-IT Pty Ltd. All Use, disclosure and/or reproduction not
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uncheck the ‘Release Scheduled Item’ check box and click ‘Proceed’. Where the scheduled service
item is bypassed the message will display when the next Repair Order is raised for the vehicle.

Recall Campaign

Where the Dealership utilises the Recall Campaign feature of EQUIP™ and the system detects an
outstanding campaign for the particular vehicle a warning message will display

Recall Campaign (AP003351) [1X]

:g/ There have been one or more Recall Campaignis) identified For this vehicle, do you wish to view/seleck the Recall Campaignis) For this vehicle

Yes Mo |

Selecting the option ‘No’ will allow the transaction to proceed ignoring the Recall warning. However
if ‘Yes’ is selected the system will then display available information relative to the Recall and allow
the user to make a selection (if more than one campaign is identified) and automatically post the
appropriate Job Code to the Repair Order.

Entering Service Requirements

The ‘Repair Order Details’ window will be presented for the user to complete (if a Service Schedule
or Recall Item(s) have been identified and included from the preceding steps these details will be
displayed).

If there are further jobs to be performed on the vehicle add a fresh data input line (right click and
select Add) in readiness for Job Code entry.

9] rRepair Order Details (2] = |
Workshop l Service Model Repair Order No: (52739 Reg:|snﬁﬁ35 “| _
Workshop Hours Job Code Field Description Type Work Cat.  |Lab. Multiplier Est Hours Est.
j I ‘ ‘ j jl.DD j .nnnn‘
Thu 14/10
. Total Sale: 0.0000
Fri 15/10
Sat 16/10

E
I ] Sun 17/10

| Mon 18/10 T o 5

Tue 19/10

Line No Job Code Type Detail Value
Wed 20/10
I 1] 300 600 900
Hours
.A\au::TT: DiuwwdTT: ‘

; - 107004 [ o o -
ek B TR BT (D L [ EiEs \rrival Date/Time:|14/10/2010 ~ |[07:00:00 PIN: | Tax No.: | Parts Br: |GG ~|
Resources Booking. Date/Time Req.:|14/10/2010 ~||18:00:00 Odo:| Order Mo.: Print: [~

‘ K Loan Car [ Loan Car ID: ~| Loan Car Class: -
From:|14/10/2010 =~ Today Tag No.: ,—
TD:|20;’10)’2010 Detail JDC Pre-Auth:
Rem. 1:
Rem. 2:
] schedule Labom[ Clear ] lCopy from RO/Quotation Job Code Search) Concise Hlstory]l Save ]I Close ]

©Auto-IT Pty Ltd | This material is the property of Auto-IT Pty Ltd. All Use, disclosure and/or reproduction not
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Enter / Select / Search for the relevant Job Code to add to the Repair Order.
If the work is to be completed away from the workshop (in the ‘field’) check the ‘Field’ check box.

Select, from the drop-down list the Job Type

39 Reg: 80663

Type Wi
Retail - STAM

Excess
Fleet
Internal
Policy
Project Bil
Retail

Sundry
Warranty

Users are able to copy Job Code details from other Repair Orders or Repair Order Quotations. This is
achieved by clicking the ‘Copy from RO/Quotation’ button to display the following pop up

@ R-epa\'r Order Entry: Copy fr m
Copy from RO Number: [52682 hd
Al ] Job Code ‘Type Detail Line Est Hours Est. Labour  Est. Parts Est. Other Est. Sublet MD Ind.
r 80GMO06-C5-15 Retall RE-ROUTE AIR CONDITIONER DRAIN TU 0.3000 1} 0 0 o [O
r 1510800071505 Retal RESET FROMT AXLE HEIGHT 0 i} 0 0 o [
r 40]D7000T4004 Retall FIT REVERSE BEEPER 0 1} 0 0 o [O
4| m 3

Select the Job Codes to be copied then click ‘Copy’ for the codes to be copied into the current Repair
Order.

At this point a check of the ‘Concise History’ (click the ‘Concise History’ button to display any Notes,
Comments and Reminders) is advised to ensure that all outstanding items from earlier Service /

Repairs are addressed.

When all Job Codes have been added to the Repair Order define and enter the Arrival Date / Time
and Required Date / Time.

If the current Odometer reading is known enter the value in the ‘Odo:’ field.

If the Parts for the Repair Order are to be provided by another Parts Branch change the Parts Branch
field accordingly.
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Where the Dealership provides Loan Cars and the EQUIP™ Loan Car Management feature is utilised
assign, if required, a Loan Car for the customer.

Enter the Customer Order Number (if required), check the ‘Print’ check box if immediate Repair
Order print is required.

The Schedule Labour program in EQUIP™ can be accessed immediately following completion of the
Repair Order by checking the ‘Schedule Labour’ check box. (Refer Procedure W110 — Service
Resource Booking & Schedule Labour for details on the use of this program).

Enter the user PIN (if not already done) then ‘Save’ the transaction.

If output has printed manage the documentation in line with internal requirements.
Service / Repair Booking — New Customer and / or Vehicle

Open / access the Repair Order Entry window as defined in the previous section.

Enter the Registration Number for the vehicle being booked for Service / Repair. If EQUIP™ is unable
to match the input with a Workshop Vehicle Record the following message will be displayed:

[ |

Vehicle Mot Found (AP003344)

0' The Registration you entered has not been found.

y

Would you like to create a new vehicle ?

The user should confirm that a data entry error has not occurred and that the vehicle and / or the
customer are new to the Dealership before selecting the ‘Yes’ option.

Selecting ‘Yes’ will display the ‘Workshop Vehicle Maintenance’ window:
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Creating a Workshop Vehicle Record

(@] Workshop Vehicle _ k. Bl =)
oo — —  — — ]
‘ Regn No.: |WEIS64 hd Red Book & Glass's Guide

@ Workshop Vehicles ¢ Stock Units
Vehicle Details |Dther Dembl Qutstanding Repair Drdersl Invoiced Repair Drdersl Notes / lmagesl Merge To Reg.l Athhmenbl Rem\nderl
— Driver Details r Details

Regn No.: \WEG64  Get. Veh. Account No: _3 \ccount Code: -
|| Driver code: v, ... | zquipment Let...| Bl To Acc:[ Fquipment Ls... |
Driver Coy.: ‘Company: Title: |
Surname: Title: | [Ea| Surname: Inrt:l
I Name: Init: | Name:
l Street: Street:
City: - City: State:
I State: Pcode: | k2 Pcode: County:
' County: - Ph Bus: Mobile:
Ph Bus: 3h Mob\\e:| Ph Home: Fax:
N ph Home: Fax: [ Ermail:
i Email:
i 1~ Vehicle Details r inders/Notes
Make:[ Franchise: Reminder 1:
Mode:[ Fleet Nou g Reminder 2:
Variant: Note 1:
Note 2:

‘Warranty Details
Type | Code | Expiry | Units Unit Typd  Company | Rif |
| | _~loo/oo/n000 | | | = |

Clear Cmc.'seH'Etory...” Delete ” Save ][ Close

Ensure that the ‘Vehicle Details’ tab is active and enter the minimum information required to
establish the Workshop Vehicle Record — Company, Name, Address, Telephone etc. Select a
Franchise Code and Account Details (initially a Cash Sales Account Code can be selected).

When a new customer requires Credit Facilities the appropriate applications and approvals can be
completed and the Account Details modified accordingly.

Activate the ‘Other Details’ tab and collect and enter additional vehicle details if appropriate.
Save the Transaction and Close the window.

The system will return the user to the Repair Order Entry window and the information just collected
and loaded to EQUIP™ will be displayed.

Click the ‘Enter Details’ button.
Where the Vehicle Owner is already a customer of the Dealership there may be a Credit Alert

displayed (refer previous section for guidance in this event) but there will not be any Service
Schedule Alerts and Recall Alerts are unlikely unless Vehicle Details have been collected at this point.
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Entering Service Requirements

The ‘Repair Order Details’ window will be presented for the user to complete.

If necessary add a fresh data input line (right click and select Add) in readiness for Job Code entry.

TGl Reveir order etais PSS [0 ]

Workshop | Service Model Repair Order No: 52739 Reg: IMS gl _
Workshop Hours lob Code Field Description Type Work Cat. |Lab. Multiplier|Est Hours Est.
. mf . JJro .| -oooo
Thu 14/10 Total Sale: 0.0000
Fri 15/10
Sat 16/10
-g Sun 17/10
Mon 18/10 < o ] -
Tue 19/10 Line No | Job Code | Type | Detail | Value ‘
Wed 20/10
0 300 600 900
Hours
I l Avsistie Time . Socked Time ‘
; . 00 [ . §
TR W) ) S e g Arrival Date/ Time:[14/10/2010 _~ |07:00:00 PIN: | Tax No..| Parts Br.lGG ~|
|| Resources Booking. Date/Time Req.:[14/10/2010 ¥ |[18:00:00 Odo:| Order No.: Print: [
‘ [ " | Loancar ™ Loan Car o | ~| Loan Gar Class:l -]
From:[14/10/2010 = | Today || 1aq O —
To:[20/10/2010 Detail 1DC Pre-Auth:[]
Rem. 1:
Rem. 2:
IScheduIe Labom[ Clear l lCopfy from RD.-‘QuoIﬁtjon] lob Code Search| [Conc.'se Hsto.ry]l Save H Close ]
| ey E— —_—— - ~—

Enter / Select / Search for the relevant Job Code to add to the Repair Order.
If the work is to be completed away from the workshop (in the ‘field’) check the ‘Field’ check box.

Select, from the drop-down list the Job Type

39 Reg: lm
Type Wi
Retal _[STAM

Excess
—|Fleet —
Internal
Policy
Project Bil
Retail

Sundry
Warranty

When all Job Codes have been added to the Repair Order define and enter the Arrival Date / Time
and Required Date / Time.

Users are able to copy Job Code details from other Repair Orders or Repair Order Quotations. This is
achieved by clicking the ‘Copy from RO/Quotation’ button to display the following pop up
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Q] Repair Order Entry: Copy fr
Copy from RO Number: |52682 >
Al Job Code ‘Type Detail Line Est Hours Est. Labour  Est. Parts Est. Other Est. Sublet MD Ind.
I r 80GM0G-C5-15 Retal RE-ROUTE AIR CONDITIOMER DRAIN TU 0.3000 i} 0 0 [
r 151D9000T1505 Retall RESET FRONT AXLE HEIGHT 0 0 0 0 [
r 40]D7000T4004 Retal FIT REVERSE BEEPER 0 i} 0 0 [N I
< | m r

Select the Job Codes to be copied then click ‘Copy’ for the codes to be copied into the current Repair
Order.

If the current Odometer reading is known enter the value in the ‘Odo:’ field.

If the Parts for the Repair Order are to be provided by another Parts Branch change the Parts Branch
field accordingly.

Where the Dealership provides Loan Cars and the EQUIP™ Loan Car Management feature is utilised
assign, if required, a Loan Car for the customer.

Enter the Customer Order Number (if required), check the ‘Print’ check box if immediate Repair
Order print is required.

Enter the user PIN (if not already done) then ‘Save’ the transaction.

If output has printed manage the documentation in line with internal requirements.
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The following notes define the parameters applicable to applications described in this Procedure
Manual (refer to Procedure Manual PO0O — Tailoring EQUIP™ to Site / User Requirements for more

information)
Repair Order Entry

Parameter Name

Parameter Function

CreationDateUpd

Allow user to modify the Creation Date.

WkshpVehEngOnly

To define the mode in which the workshop Vehicle
Maintenance response window is opened (Enquiry or
Maintenance) when it is accessed from the Customer
Equipment List Inquiry window.

Branch

To specify a default Branch.

ChangeName

To allow / disallow the user to change Name, Surname and
Company Name, which is reflected in Contact
Maintenance.

InternalOrder

Adds a dropdown selection to the Order No field; displays
all open orders from Purchase control.

CaptureSource

To display Marketing Source dropdown and make it
mandatory to select.

AdviceSalesperson

To specify whether to advise sales person.

AllowEditMultiplier

To choose a multiplier to be applied to the job code
estimates.

ASQPartfranchise

This is a required field for ASQ to function.

ASQJCImportVisible

To enable ASQ Import.

DisableBranchSel

To prevent branch selection from being changed

StopOnSoldOrSwapped

To restrict operators from creating RO entries for Sold or
Swapped stock units.

DefaultlobCode

To specify a default a job code for the first line entry for RO
Entry. Default: Blank

Service Vehicle Maintenance

Parameter Name

Parameter Function

DefaultRegistration

To specify a default registration number.

EnforceValidMake

To enforce the entry of a valid ‘Make’ value in the
dropdown before saving or processing.

AllowOdoSchedEdit

To permit the user to maintain both the odometer reading
and service schedule code for invoiced repair orders in
Vehicle Maintenance. This parameter must be set to 'N' to
allow edit of the Concise History'

ChangeName

To allow / disallow the user to change Name, Surname and
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Company Name, which is reflected in Contact
Maintenance.

To define the mode in which the workshop Vehicle
Maintenance response window is opened (Enquiry or
Maintenance) when it is accessed from the Customer
Equipment List Inquiry window.

WkshpVehEngOnly
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User Notes
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