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Copyright Notice

AutoPower makes no warranty of any kind with regard to this material, including, but not
limited to, the implied warranties of merchantability and the fitness for a particular purpose.
AutoPower Corporation shall not be liable for errors contained herein or for incidental or
consequential damages in connection with the furnishing, performance, or use of this
material.

The information described in this document is furnished under a license agreement or
nondisclosure agreement.

This document contains proprietary information that is protected by copyright. All rights are
reserved. No part of this document may be copied, reproduced, transmitted, or translated
into another language in any form or by any means, electronic or mechanical, for any
purpose, without the expressed written permission of AutoPower Corporation. The
information contained in this document is subject to change without prior notice.
Companies, names, and data used in examples herein are fictitious unless otherwise noted.

Copyright ©2017 AutoPower Corporation. All rights reserved.

AutoPower University Documentation Series.
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TRAINING OBJECTIVE

The purpose of this workbook is to help the AutoPower end-user, master
the basic elements of Vehicle Shop, Service & Repair. It is designed as a
self-help tool, consisting of step-by-step explanations and examples. Fill-in-
the-blank and multiple-choice exercises follow each topic. This will
emphasize the knowledge that is heeded to get your job done accurately
and quickly.

You are encouraged to use this training book in combination with your
AutoPower applications database, or by using the examples in this
workbook. However, all the examples may not be hands-on. I will let you
know what these examples are when we get to them. Please feel free to
take notes in this workbook. It is yours to keep.

In combination with this workbook, you will need a PC to follow along with
the exercises in this workbook.

When you have completed the exercises in this Vehicle Shop Service Repair
Workbook you will be able to complete the tasks given below with 100%
accuracy. You will be measured by short fill-in the blanks, multiple choice
questions at the end of each lesson with the results.

e Locate the Vehicle Service Menu

e Define the preliminary items that must be completed before work orders
are entered in the system

e Access the Vehicle Shop Service Program via Order Entry

e Create a Vehicle Shop work order

e Create & Edit vehicle maintenance records

e Create & Edit vehicle parts and labor records

e Adjust the status of a vehicle shop work order, including releasing,
closing an operation, completing, and deleting. Print a vehicle Shop
Work Order

e Record current identifying information and create future repair and
inspection schedules for a specific vehicle

e Look up information for a specific work order

Note: Due to continuous software feature improvements, these features
may not be included in this manual.
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GETTING STARTED

Before we get started in the AutoPower system, there are only a few areas
that you can use the Escape key, Backspace, Space Bar and the Delete key.
When we get to these areas of the system, they will be pointed out to you.
These keys cause control characters in some of the data records and should
not be used except where noted.

LOGGING ON

Use your username and password to logon to the AutoPower System. This
user name and password will be assigned to you by your manager. If you
should forget your user name and password please see your manager so
that it can be reset for you.

) AccuTerm 2000 - [DEV2 (6!
Eile Edt View Tock Reset Window Heip

D @ & X f 0@ & &5/ T

Helcome to the BN UniVerse Telnet Server.
Enter user name: Il

Enter password: _

Enter User name:
‘ ﬁ

Enter Password:

Gras | Beoans | W vesortsainmces | G | camrecn | ghiena | % cavanarns w002
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Vehicle Shop Order Entry

We will start with learning how to setup File Maintenance Records.

We will also learn how work orders are processed by creating quotes, releasing the work orders
to the shop, adding parts and labor and invoicing.

Review how Business Reports are created to determine many things, including how well internal
operations are working and where improvements might be made.
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MAIN MENU

After logging in, you will be presented with the Main Menu. Your Main Menu
may slightly vary from what you see here due to customizations done for
your company. The cursor will be at Enter Selection prompt as shown in the

display below.

To access the Vehicle Shop Menu from the Main Menu:

Fie Et View Toch hubhisir Wiedom Hep

(T
10/06/2015 (P99) AUTOPOMER PARTS & SERVIC

MATN HENU

w

10: 34AH

Type in #3 and press
ENTER.

1....Inventory MENU
2....0rder Entry HENU P
J....Work Order MENU <
d....5%ales Analysis MENU
h....Accounts Receivable HENU
6....Utility Programs MENU

Enter Seleclion:

TC=Clock |5=5pooler R=ACCESS | X=Log Off N=NoteCards A=AutoMail | V=VSI-Fax

e B View

Took llgbishes Wakem Halp

[y
10/06/2015 (P99) AUTOPOMER PARTS & SERVICE
WORK ORDER MANAGEMENT MENUD
1....Unit Rebuilding MENU
2....Vehicle Service HEN —~uu—
3....Labor Scanning MENU

Enter Selection: l

11:03AH

Type in #2 and press
ENTER.

TC=Clock |S=Spooler R=ACCESS |X=Log Off N=NoteCards | A=AultoMail |V=VSI-Fax
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Vehicle Shop F/M Records

Let’s get started with the File Maintenance records!

There are several file maintenance screens that must be completed before
you can start using the Vehicle Shop Program. I will explain each file
maintenance screen field-by-field. Your screens may be slightly different than
those shown in this workbook, depending on your company’s customizations,
how you use the Vehicle Shop Software, and which functions your company
has implemented. The basic system functions, however, will be the same.

There are 7 File Maintenance screens that must be setup before we
can start entering work orders for the first time on the system.

From the Vehicle Service Menu:

Fic Edt Viow Toch bhutiisher Windew Hop
w

(T
10/06/2015 (P99) AUTOPOWER PARTS & SERVICIE 11:06AN

VEHICLE SERVICE HENU

1....Work Order: Entry

2....Work Order: Status

3....Hork Order: Inquiry (Open)
d4,....HWork Order: Inquiry (Closed)
5....Parts Inquiry

6....Customer Part Purchase History
I....Reprint Invoice from History

B....Vehicle Shop F/W HENU L
9....Vehicle Shop Data Base MENUD H
10....Vehicle Shop Reports HENU Type in #8 and press

ENTER.

Enter Selection:

TC=Clock |S=Spooler R=ACCESS |X=Log Off|H=HoteCards | A=AutoMail V=VSI-Fax
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Operator/MECHANIC/Salesperson F/M (Required
Setup)

Operator/Mechanic Salesperson F/M must be completed for all personnel who
will be recording time (labor) on work orders.

Fie Edt View ook bhobiiher Wiedes el

(] W

10/06/72015 (P99) AUTOPOWER PARTS & SERVICIE 11:10AN

VEHICLE SERVICE TABLE F/M MENU

. .Operator/Mechanic/Salesperson F/N

...Labor/Job Code Table F/N
..Warranty Table F/N
.Type Of Operation Table F/N

= e By e

Type in #1 and press
....Shop Overhead Cost Table F/H ENTER.

oo

....HD Stage Table F/M (Optional)
J....HO Trailer Hessage F/H for Estimates

Enter Selection:

‘TC Clock |S=Spooler

‘R ACCESS | X=Log Off |H=NoteCards |A=AutoMail V=VSI-Fax

The Operator/Salesperson/Mechanic File Maintenance Screen will display.

10/06/2015 Operator/Salesperson/Hechanic File Haintenance AR-NSFH
Last F/H by JOHN SHITH on 08/31/15
Operator/Salesperson/Mechanic No...: 0
1) Name ............cccvvcenenncecnanat JOHN SHITH
?2) Status: (A)ctive, (I)nactive ...... A
%) Branch Locationm (W1, W2, etc) .....: W1 = CHARLOTTE
4) Delivery Driver (¥Y.M) .............: N
5) Shop Cost per Hour ................ : 25.00
6) Shop Billing Rate per Hour ........: 40.00
7) Department Mo .....................2 1 = SALES
8) Employee Payroll No ............... i
9) Employee Email Address ............: support@aulopower.com
100} Cell Phone NG ::ccceiicasasasisaaat
1) ShiFt Start TAME sss5658 50005580000 : D8:00am
12) lLunch Start Time ..................: 12:00pm
13) Lunch Stop Time ...................: B1:00am
14) Shift Stop Time ...................: @5:080am;m
15) Supervisor Group IDs for Alerts ...: CPADGETT
16) Able to Change Help Messages ......: ¥
17) Driver's License Number ........... H
18) Driver License Expiration Date ... . :
Options: (U)pdate, (E)dit, (DELETE), (S2), (Plrofile, E(X)it, Itemf:
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Field Descriptions:

Operator/Salesperson/Mechanic Number - Enter the
Operator/Salesperson/Mechanic number. The salesman/operator number
can be the same as the employee number. If this is a new
salesman/operator record, the cursor will advance to the next field. If this is
an existing salesman record, the salesman operator information will display
on the screen.

Name - Type in the name of the salesperson/operator and press ENTER.
Type in the first name, middle initial, and the last name.

Status - Type in A if the employee is an Active employee or type in I if the
employee has been terminated.

Branch Location - Type in the Location for this Salesperson and press
ENTER. An entry is required in the Location field. The system will not
advance further until an entry is made. (i.e.: W1 = Location 1)

Shop Cost Per Hour - Type in the shop cost per hour for this salesperson
and press ENTER. The decimal points need to be entered. (Example: Ten
dollars per hour enter 10.00. Remember to include the cost of this
employee’s insurance and benefits along with hourly wage.) This field is not
necessary for the Time Clock Operation module.

Shop Billing Rate Per Hour - Type in the shop-billing rate per hour for this
salesperson and press ENTER. The decimal points need to be entered.
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LABOR/JOB CODE TABLE FILE MAINTENANCE
(Required)

The Vehicle Shop Service and Repair System uses a predefined set of
labor/job codes to track time against a work order. The labor/job code will
calculate the cost for time and material billing method. * You must have at
least 1 labor code setup in the system.

From the Vehicle Service Menu:

Fie Bt s Tosh  idubiveler Wedem bep

Ry 2t W
10/06/72015 (P99) AUTOPOWER PARTS & SERVICE 11:10AN
VEHICLE SERVICE TABLE F/N MENU
Type in #2 and press

1....0peratorf/Mechanic/Salesperson F/N YP P

2. Labor/Job Code Table i/ gue=="" | ENTER.

3. .. . Harranty Table F/N

4....Type OF Operation Table F/N

5....5hop Overhead Cost Table F/H

6....HWD Stage Table F/N (Optional)

... . HOD Trailer Hessage F/H for Estimates

Enter Selection:

TC=Clock |S=Spooler R=ACCESS | X=Log Off H=NoteCards [A=AutoMail V=VS5I-Fax

The Labor/Job Code Table F/M screen will display as shown below.

Type in a Labor Code, or ? to see all existing Codes and press ENTER. This is
an alphanumeric labor/job code.
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w Wimsem  Hop

10/06/2015 Labor/Jdob Code Table [/l L= CIEN

Type in a ? and press ENTER
Labor/Job Code.........: ? <t tO display all the labor/job
o codes that are presently in the

W.0. Description.......: t
Deparitment.............: system.
Billing Rate Per Hour..:

Itm Labor Code Descripltion Rate/Hr

1. ALR AIR CONDITIONING I5.00

2. AIR-00 GENERAL ASC REPAILRS 85.00

L BSR-001 BRAKE SHOE 95. 00

i . BSR-002 BRAKE SHOE 95 .00

b. GLEN GENERAL LABOR 85.00

b. 0rt STANDARD OIL CHANGE 0.00

7. SPC LABOR - SPECIAL JOB 60.00

i, WRHNTY HARRANTY LABOR 0.00

Select Item Humber above, or <Enter>: |j

Field Descriptions:

W.O. Description -Type in the description of the Labor/Job Code that will
print on the work order for the operation and press ENTER.

Department - Type in the Department number that will perform this labor
or job and press ENTER. The shop department number may automatically
default if the department number has been setup in the department file
maintenance option.

Billing Rate Per Hour -Type in the Hourly Billing Rate at which this work
will be charged to the customer only if this is a Time & Materials Operation
and press ENTER. (Do not type in a billing rate if the operation is a Flat Rate
or Flat Rate Labor code.)

If this field is left blank the mechanic’s rate will be used to bill the customer.
If it is @ FR or FRL job then the estimates will be used.

The next prompt will be Update this Labor Code? (Y, N): Type in Y for Yes
and press ENTER to accept the labor code. Type in N for No to not update
the labor code and then you can type in your new Labor/Job code.

The final prompt is "Do you wish to print the Labor/Job Code Table”?
N. If you would like to print out all the Labor/Job Codes that you have in the
system, Type in Y and press ENTER. The default is N to not print the report.
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WARRANTY TABLE FILE MAINTENANCE (Not Required-
Optional)

The Warranty Table File Maintenance program allows you to create many
different types of warranties that your company may offer. If you use the
warranty type field in an operation that is warranted, then you must change
the operation that is being billed to the customer to be FR and 0.00 to zero
out the estimate. This way the customer will not be charged for this
particular operation. You can specify the Warranty text to print on the
invoice.

From the Vehicle Service Menu:

w

(T
10/06/2015 (P99) AUTOPOWER PARTS & SERVICE 11:10ANH

VEHICLE SERVICE TABLE F/M MENU

1....0perator/MNechanic/Salesperson [y
2....Labor/Job Code Table F/N H
3....Warranty Table F/N Type n #3 and preSS
4....Type Of Operation ]-‘I*I(‘. T ENTER
.
5....Shop Overhead Cost Table F/H
6....HO0 Stage Table F/MN (Optional)
J... MO Trailer Message F/H for Esi it

Enter Selection:

TC=Clock|S=Spooler R=ACCESS |X=Log Off N=NoteCards |A=AutolMail V=VSI-Fax

The Type of Warranty Table F/M screen will display.

& WO Warranty Plan Setup B =10 x|

Warranty Plan: ,ﬁ =l | 30 DAY WARRANTY

— Véarranty Pian Duration and 8
Duration Pian Coverage
W oays " Parts Oniy
Cuonns [ ] € Labar Oty
Distance ¥ Beth
P Mikes 2,000
Fhow [ ]
[~ Warranty Pian Certificate and Print Option
Certificates

€ Use our Limitesd Warranty Certificate Form
i Use Optianal Warranty Description (Below ) on Invaice

......................................... - | Brint Form |
30 DAY WARRANTY ON PARTS ABOR
......................................... Copy
OK
= Delete
re
close |

Let’'s add a new Warranty Code.
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Field Descriptions:

Warranty Plan - Type in a code to represent the warranty plan that you
would like to create.

Description - Type in a description that best describes the Warranty plan
that you are creating.

Duration Days or Months - Type in the number of Days OR Months that
this warranty will be in effect.

Duration Miles or Hours - Type in the number of Miles OR Hours that
this warranty will cover.

Covers Parts & Labor or Both (P,L,B) - If Parts are covered under the
warranty but the labor is not type in Click on Parts Only. If Labor is covered
under this warranty type but not the parts Click on Labor Only. If both Labor
and Parts are covered under the warranty Click on Both.

The Certificate Printing Options are modifications and are not available on a
standard AutoPower system. They can be purchased. These options will not
print a certificate. You can contact AutoPower Support in reference to a
modification for a Warranty Certificate Form to print.

Warranty Plan Certificate and Print Option - If you have a Limited
Warranty Certificate Form created on your system, Click on this field.

Use Optional Warranty Description (Y,N) - (This option is available on
your system) If a warranty requires printing a special message on the invoice
form, Click on this field.

This option allows you to type in the description of the warranty in the blank
text box that you offer. This will print on your invoices.

Print Form - If you would like to print a copy of the Warranty Form click on
Form. This is a modification that may not be on your system.

Copy - If you would like to copy this Warranty Plan to another Warranty Plan
to that you can just make a few changes without rekeying the complete
warranty plan, Click on Copy.

OK - After entering in the WO Warranty Plan Setup or making changes to an
existing plan, Click OK to save your changes or entries.

Delete - If you would like to delete an existing Warranty Plan that is being
displayed on your screen, Click on Delete.

Close - If you would like to close the WO Warranty Plan Setup screen
without saving your changes, Click on Close.
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TYPE OF OPERATION TABLE F/M (Not Required but
Recommended)

The predefined operation template assigns a type of operation to the screens
and invoices. If you do not use, all screens and invoices will show the
description as operation 1, operation 2 and so forth.

This file maintenance option will define in detail the type of operation that is
being added to the work order such as an Qil change or Axle repair as
examples. If this is not setup as stated in the previous paragraph the words
operation 1, operation 2 and so forth will print on the workorder and invoice
with no description of the job that is being performed on the vehicle.

Our fourth file maintenance screen is the Type of Operation Table File
Maintenance.

From the Vehicle Service Menu:

# Verw Tomh Lboipker Wiedee ek

w

Ry APORCwIR
10/06/2015 (P99) AUTOPOMER PARTS & SERVICHE 11:10AN

VEHICLE SERVICE TABLE F/M MENU

1....0perator/Mechanic/Salesperson F/N
Z2....Labor/fJob Code Table F/N
3....Warranty Table F/N
4....Type Of Operation Table Ifl-l/ .
, Type in #4 and press
5....5hop Overhead Cost Table FS/N
6....HW0 Stage Table F/M (Optional) ENTER
J....HO Trailer Hessage F/H for Estimales

Enter Selection:

TC=Clock |S=Spooler R=ACCESS  X=Log Off N=NoteCards | A=AutoMail |V=VSI-Fax
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The Type of Job Operation screen will display as shown below.

% WO Job Operation Setup B =101 =]

Job Operation Code: |[| = | |

Billing Rates
Billing Method: | =

Labor Job Code for =
Hourly Shop Rate:
Estimated Labor Howrs: |:|

Estimated Labor Amaount: |:|
Estimated Parts Amount: |:|

Fees and Charges

Shop Supplies - = I
Charge based on: Parts Only Labor Only ¢ Both

Percentage to calculate shop supply charge: |:|

50.0,Hour

Maximum Shop Supply Charge: |:|

Environmental Fee: :
Department: | = |
warranty Plan: | =1 | |

Shop Work to be Performed
Copy

C

Delete

(it

Internal Shop Messaae for Mechanic

Report

The Type of Operation Table File Maintenance Program allows you to record
operations offered by your company including: the billing and estimates
associated with those operations.

When you create a work order, you can specify services that your company
offers, the billing method and estimate defaults recorded in the operations
are automatically applied to the work order. You can change the default
information on the work order if necessary. By setting up the type of
operation it gives detail information of what work should be performed.

Let’s take a look at the screen.

To display existing codes type in the specific Operation Code, click on the
dropdown button to view other codes. When the code table is displayed you
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will be prompted to highlight the desired Operation and press ENTER to
select the type of operation or Exit to exit the listing.

r "

oy
-~

Job Operation Code: | OIL [v] | STANDARD OIL CHANGE |
Billing Rates
Billing Method: | Flat Rate - Labor Only v |

Labor Job Code for

Hourly Shop Rate: | LABOIL [w| STAMDARD OIL CHAI

0.00/Hour
Estimated Labor Howrs: 1.00

Estimated Labor Amount:
Estimated Parts Amount: |:|

Fees and Charges

shop Supplies ~ & r
Charge baged on: Parts Only Labor Only ') Both

Percentage to calculate shop supply charge:

Maximum Shop Supply Charge:
Environmental Faa:
Department: | 2 v [sHop |
Warranty Plan: L | |
Shop Work to be Performed
ng Change 0i1 and Replace 0il Filter. -
CHECE THE FOLLOWING AND TOFP OFF ALL FLUIDES
QK All exteriocr Lights
Air filtar
w
Delete
Report Internal Shop Messaage for Mechanic
Check and £ill transmission £luid -,
Close Check air filrer, wiper blades and headlighta
— Check and top off all fluids including
kasnez

Field Descriptions:

Job Operation code -Type in the Job operation code or click on the Job
Operation code representing the operation you are creating and press
ENTER. You can create a Job Code which can be numeric, alpha and seven
characters in length.

If the code does not exist, complete the required fields and click on OK
button.

Description -Type in the Description of the new operation code you are
adding and press ENTER. The description should be specific to the operation
code that is being created. The operation description will be used to define
the job operation for a work order.
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Examples of a Type of Operations could be, Transmission Rebuild,
Transmission Repair, Rear End Rebuild, Engine Rebuild, Engine Repair,
Engine Install or Vehicle Service. This is any type of service that your
company offers.

Billing Method (Controls what will be billed) - Type in the Billing Method
that should be used for this type of operation. There are three types of bill
methods available.

A. Flat Rate (Includes Parts & Labor) - This billing method will
use a set price for parts & labor. Example Oil Change $20.95.

B. Flat Rate Labor Only — This billing method will charge for the
parts but the labor is a flat rate amount. Example would be
an actual total price for all parts used in the job but the labor
will be a set dollar amount.

C. Time & Materials - This billing method will charge the line
items for the parts that you add to the work order and
charge for the labor price multiplied by the time. Actual
selling price for the parts and actual labor price.

Labor Job Code for Hourly Shop Rate (Not required) - Select the Labor
Job Code for Hourly Shop Rate and press ENTER. Note: This code is setup in
the Labor/Job Code File Maintenance.

If there is no bill rate in the labor job code F/M, the procedure screen or
labor line screen will use the mechanics labor rate. If you input a labor job
code everything on the operation template will be charged this labor job
code, whether the work performed is painting, welding, etc. If you are in an
operation and you leave this field blank, you will be prompted to enter the
labor job code from the F1 parts & labor entry screen. This may be beneficial
so you can use multiple job codes for different labor lines.

Estimated Labor Hours -Type in the Estimated Labor Hours that will be
needed to complete this operation and press ENTER.

Estimated Labor Amount -Type in the Estimated Cost of Labor that will
be needed to complete this operation and press ENTER. This option works in
conjunction with the Labor Job Code for Hourly Shop Rate. It will take the
hours and multiply them by the labor rate.

Estimated Parts Amounts -Type in the Estimated Cost of Parts that will
be needed to complete this operation and press ENTER.
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Calculate Shop Supplies for Parts Only, Labor Only or Both - Select
Parts Only, Labor Only or Both if the Shop Supplies charge should be
calculated based upon the Parts amount and Labor amount or both.

Percentage to Calculate Shop Supplies - Type in the percentage to be
used to calculate the Shop Supplies and press ENTER. This revenue
helps recapture the profit that normally is lost in miscellaneous supplies
consumed on shop jobs.

(Example: Cleaners, Shop rags, Uniforms, lubricant, etc.) Example: If Parts
and Labor total should be 100.00 then whatever percentage that is in this
field will be multiplied by the 100.00 and added to the overall total of the
invoice as shop supplies fee.

Maximum Shop Supply Charge - Type in the Maximum Dollar Amount
of the Shop Supplies to Charge and press ENTER. This would be the
maximum dollar amount that can be charged for shop supplies for this Job
Operation Code.

Environmental Fee - Type in the Environmental Fee that will be charged
for this Job Operation Code.

Warranty Plan - Select the Warranty Code Plan for the work that will be
performed and press ENTER. Note: This warranty code is setup in the Type
of Warranty Table F/M. If your system is setup to print a Warranty Plan for a
particular Job Operation Code, the Warranty Plan will print on the Invoice.

Shop Work to be Performed - Type in an explanation of the Work
performed for this type of operation in the text box and click OK. Prints on
quotations and Invoices. This can be a time saver. This is just a template.
Type in any kind of work that can be performed for this type of operation.
Example, type in everything that can be done for rebuilding a transmission or
to complete an oil change, then only minimal work will be needed to edit or
remove what was not used for that particular operation. Saves time and key
punches. You are creating a template for this type of job operation.

Internal Shop Message - Type in an Internal Shop Message for the
mechanic, Click OK. This message will not print on the work order. Prints on
ticket printed in shop. This message is helpful to the mechanic. This is helpful
to the mechanic with the same idea as Shop Work to be performed. It is just
a template that can be edited or removed on the workorder for this job
operation.

COPY - The Copy button will allow you to copy one Job Operation to
another. Then you can edit the fields that do not apply to the new Job
Operation Code.
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OK - Click on the OK button to save the new Job Operation Code that you
created or click on OK to save your changes that you have made to an
existing Job Code.

Delete - The Delete button will allow you to delete the Job Operation Code
from the table.

Report - The Report button will allow you to print out a report of all Job
Operation Codes.

Close - Click on Close to exit the WO Job Operation Setup screen without
saving your changes.

% WO Job Operation Setup =00 x|
Job Operation Code: | =l | AR conpmoninG |
i Biling Rates
gilling Method: | Flat Rate - Parts and L =||
Labor Job Code for
Hourly Shop Rate: | LABAIR =] AIR CONDITIONING

7 5.00/Hour
Estimated Labor Hours:
Estimated Labor Amount:
Estimated Parts Amount:

- Fees and Charges

Shop Supplies ~ r o
Charge based on: Parts Only Labor Only ™ Both

Percentage to calculate shop supply charge:

Maximum Shop Supply Charge: 25.00

Environmental Faa: 25.00
Department: | 1 =] [COUNTER SALES |
warranty Plan: | =l | |

Shoo Work to be Performed

Copy Check Freon and replace if necessary. ;l
DK |
Delete =

Internal Shop Message for Mechanic

p

i
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Shop Overhead Cost Table F/M

-

Ry AORwIn
10/06/2015 (P99) AUTOPOMER PARTS & SERVICE 11:10AN

VEHICLE SERVICE TABLE F/M MENU

1....0perator/Mechanic/Salesperson F/N

Z2....Labor/Job Code Table F/N

J....Warranty Table F/N

4....Type Of Operation Table F/N Type in #5 and press

5....5%hop Overhead Cost Table F/N / ENTER

6....HW0 Stage Table F/M (Optional)
7....HWO Trailer Message F/N for Estimat

Enter Selection:

TC=Clock |S=Spooler R=ACCESS X=Log Off |[H=lNoteCards A=AutoMail V=VS5I-Fax

Edit the Shop WO Overhead Cost table. This table is used by the Shop VSSR
software to add an overhead cost to the shop jobs. This cost is applied to the
total cost of the work order so that the computed GM% of the job is realistic
with some amount of the shop's operational overhead included.

The "Show All Tables" button will sort and select the Overhead Tables in the
WO-TABLES file and show them in the Form F3 grid. You can click on a grid
row to display the Overhead Cost table for editing.

The "Copy" button lets you copy the currently displayed Overhead table to a
different branch to WO Type.
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# WO Overhead Cost Table F/M i =1o] =

Branch Location: | | Show All Tables |
work Order Type: | =
Department Fixed Overhead Cost = % of Labor Cost

Copy print | _save | _cancel |

Field Descriptions:

Branch Location - Click on the Drop Down button to view all Branch
locations. Click on the Branch location.

Work Order Type - Presently there are three Work Order Types available,
Warranty, Internal and Retail.

Show All Tables - After you have setup the W/O Overhead Cost Tables you
can view ALL tables by clicking on the Show All Tables button.

Department - The Departments that are setup for this branch location will
display.

Fixed Overhead Cost -Type in the Fixed Overhead Cost for this
department.

%o of Labor Cost - Enter the percent applied to the labor cost for this
department.

Copy - This button will allow you copy this Overhead cost table to another
branch location.

Print - This button will allow you to print one Overhead cost table or all
tables.

Save- Click on Save after you have entered in your Overhead cost table.

Cancel - Click on Cancel to cancel your changes but remain in the window.
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WO STAGE TABLE F/M (Not Required)

Fie Bt Vow Yook (MoMiieher Windiw Mo

T ~

10/06/2015 (P99) AUTOPOMER PARTS & SERVICE 11:10AN

VEHICLE SERVICE TABLE F/M MENU

.. Operator/Mechanic/Salesperson F/H
..Labor/Job Code Table F/N

= s R

..Warranty Table F/N y Type in #6 and press
.. Type OFf Operation Table F/H
ENTER.

...Shop Overhead Cost Table F/N
..WO Stage Table F/N (Optional) /

..HWO Trailer Message F/N for Eslimates

e -]

Enter Selection:

‘TC=CIuck‘S=Spnaler‘ |R=ACCESS X=Log Off H=NoteCards|A=AutoMail |[V=VSI-Fax

The Work Order Stage Table File Maintenance program will allow you to
specify up to 15 work order stages that indicate the progress of shop
operation. Work Order stages are typically not defined as one particular job.
The stage of a work order operation needs to be periodically updated so that
the user can provide his customer with the most accurate information
possible regarding progress of work on a vehicle. This is especially useful for
long-term jobs.

% WO Stage Table . =100 x]

S —

Description: | |

Stage Name  Description

[ nddmow |

Delete Row I

Move Row Up |

Movie Row Down I

Reset Table I Save Close I
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When you first access the Work Order Stage Table F/M screen your cursor
will be in the Stage Name field. These are free form fields.

Click on the button Add Row.

Type in the name of the operation stage.
Type in the description of the operation stage.
Click on Save.

If you decide to maintain staging in workorders, then the Service Writer must
manually update the “stage” field in each operation on the workorder.
Whatever is in stage 1 field will show initially on all operations as the current
stage and will not change unless it is physically changed in the operation.
The system does not automatically advance to the next stage in the
operation. It has no way of knowing when one stage has been completed.

Click on the Save button to save the new stage names or the edits to the

table. You can Add, Delete, Move a row up or move a row down by clicking
on the buttons.

Stage Name:
Description: | EEETRR |

Stage Name  Description

Assembly | Assembly I
Inspect Inspection of Job Add Row |

Break down |Break down of Engine )
Waiting Waiting for Parts Delete Row |
Move Row Up |

_ Move Row Down |

| ResetTable | save | | Close |
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WO TRAILER MESSAGE FILE MAINTENANCE for
Estimates

The Work Order Quote Trailer Message File Maintenance will allow you to
type in a message that will print on quotes that are sent to customers. The
Work Order Quote Trailer Message is specific to each branch location because
individual state laws often mandate them.

From the Vehicle Service Menu:

Fie Bt Vew Sosh obiVeker Wiedes el
oW w

[
10/06/2015 (P99) AUTOPOMER PARTS & SERVICHE 11:10AN

VEHICLE SERVICE TABLE F/M MENU

1....0perator/Mechanic/Salesperson F/N

2....Labor/Job Code Table F/H —Rypa-iR-HLand-prass
3....Marranty Table F/N ENTER.

4....Type OFf Operation Table F/H

5....5%hop Overhead Cost Table FfN

6....HW0 Stage Table F/M (Optional) /I

J....HO Trailer Hessage F/H for Estimales

Enter Selection:

TC=Clock |S=Spooler R=ACCESS  X=Log Off N=NoteCards | A=AutoMail |V=VSI-Fax

T Y- ™ | I
from the dropdown for the branch
location that this Work Order Quote
Trailer Message should print on the
quote and press ENTER.

B wo Trailer Message F/M for Estimates

Branch: | w1 =] [ cHarLOTTE |

I hereby authonze the above repar work to be done along with the |
necessary matenal, and hereby grant you and /or your employeas
permission to operate the car, truck or vehicle herein descnbed on
streets, highways, or elsewhere for the purpose of testing and/or
inspection. An express mechanic's hen 1s hereby acknowlagad on
above car, truck or vehicle to secure the amount of repairs

therato. You will not be held responsible for loss or damage to

wvehicle or articles left in vehicle.

-]

Copy Save Delete Cancel Close |
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Field Descriptions:

Type in the Branch Location (ie: W1, W2 etc) or select the Branch Location
from the dropdown list where this Work Order Quote Trailer Message will
print on the work order quote and press ENTER.

In the text box type offer limitations, disclaimers or etc and then click on
Save. .

Copy - This button will allow you copy this disclaimer to another branch
location.

Save- Click on Save after you have entered in your disclaimer or edited the
existing record.

Delete - Click on Delete to delete the complete record.
Cancel - Click on Cancel to cancel your changes but remain in the window.

Close - Click on Close to exit the window.
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It's time for a Quiz!

1. Mechanic codes must be entered for all personnel who will be recording time
(labor) on work orders.

True or False

2. Examples of a Work Order Stage could be, Inspect, Teardown, Rebuild or Engine.

True or False

3. Examples of a Type of Operation could be, Transmission Rebuild, Transmission
Repair, Rear End Rebuild, and Engine Rebuild.

True or False

4. There are three types of billing methods available and they are:
A.
B.
C.

5. Match the following Billing Methods with their definitions.

™ Flat Rate - Parts & Labor
FRL Time & Materials
FR Flat Rate Labor - Labor Only

6. The Warranty Description option in the Type of Warranty File Maintenance is
where you would type in the warranty that your company offers. This warranty
will not print on your invoices.

True or False

7. The Labor Code File Maintenance is where you would setup the Hourly Billing
Rate for a Time & Material Operation.

True or False

8. The Work Order Quote Trailer Message File Maintenance will allow you to type in
the message that will print on quotes that are sent to customers.

True or False

9. The Work Order Quote Trailer Message is specific to each branch location because
individual state laws often mandate them.

True or False

10.The Department File Maintenance is changed often because the General Ledger
Postings will not be correct.

True or False
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Vehicle Data Base Menu

The Vehicle Data Base File Maintenance program will allow you to keep on-line files
containing detailed vehicle records. You can record and maintain the history of
future repairs and inspection needs for your fleet of vehicles or for your individual

customers.

From the Vehicle Service Menu:

01/26/2015 (P99)

IC=Clock | 5=5pooler

[

=

AUTOPOMER PARTS & SERVICE
VEHICLE SERVICE MENU

...Work Order:
...HWork Order:
...Work Order:

..HWork Order:

Entry

Status

Inquiry (Open)
Inquiry (Closed)

..Parts Inquiry
.. Customer Fart Purchase Hi
..Reprint Invoice from Hist

.. Vehicle Shop F/H MENU
..Vehicle Shop Data Base HENU

..Vehicle Shop Reports MENU

Enter Selection:

R=ACCESS X=Log Off | N=NoteCards A=AutoMail |V

Type in #9 and press
ENTER.

VSi-Fax

The Vehicle Data Base Menu will display as shown below.

01/26/2015 (P99)

IC=Clock| 5=5pooler

10...

Enter Selection:

AUTOPOMER PARTS & SERVICE

VEHICLE DATA BASE MENU

coVehicle F /o

10: 504N
-I'_#'l_ld'ype n and press

ENTER.

oAssembly Template F/M

..Customer Vehicle Listing
..Vehicle Listing By Hake,
..Overdue PN Report
..0Overdue DOT Inspections Report
.. 5cheduled PH Report

..Scheduled DOT Inspections Report
....Repairs Heeded By Vehicle Report

.(Rebuild Vehicle WO Xref)

R=ACCESS | X=Log Off|lN=NoteCards A=AutoMail |V

Hodel Or Year

VSI-Fax
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Vehicle F/M Screen

The Vehicle File Maintenance Program stores specific information for each vehicle
by customer and vehicle number. Having this information at hand can assist your
company in providing a variety of services for individual and fleet customers. For

your company this could mean more repeat business;

it also gives you an

opportunity to schedule shop personnel and parts purchasing more accurately.

D1/26/2015

Customer.......:
Iruck Humber. .. :

1)
2)
3)
4)
5)
6)

7) Mileage Date

15)
16)
17)
18)

Make........:
Hodel.......:
Year........:
vin #.......:
Tag Humber. . :
Hileage.....:

Assembly Detail.:
Repair History..:
Repairs Heeded..:
Notes...........:

Enter Lhe Customer lumber or
Fi3=Bkup

Fl=Help

Vehicle Haintenance

8)

9)
10)
11)
12)
13)
14)

F2=FFud

PH Frequency..:
PH Mileage....:
Last PM Date..:
llext PM Date..:
lixt PH Hileage:
Last DOT Insp.:
Hlext DOT Insp.:

F4d=Eras

.HAME for search

VM. VHAINT

Type in the customer’s number and press ENTER. If you do not know the

customer number, type in « followed by part of the customer’s name to do a search
and press ENTER as shown in the display below.

017262015

Customer. .. ....:
ITruck Humber...:

1)
2)
3)
4)
5)
6)
7

15)
16)
17)
18)

Make........:
Hodel.......:
Year........:
vimn §.. -
Tag Humber..:
Hileage.....:
Mileage Date:

Assembly Deta

CAUTOPOWER

Repair History..:
Repairs Needed..:
Notes...........:

Enter the Customer Humber or
F3=Bkup

Fl=Help

Vehicle

a)

9)
10)
11)
12)
13)
14)

F2=FFwd

Haintenance

PH Frequency. .:
PH Hileage....:
Last PN Date..:
Hlext PN Date. .:
Hxt PH Hileage:
Last DOT Insp.:
Hext DOT Insp.:

Fd=Eras

HAME for search

EFE
VI, VHAINT

Page 28
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A list will display of the customers that match the words that you typed
the correct one by typing in the line item number and pressing ENTER.

in. Select

Fl

Help  F2=FFwd F3

Customer Name Search AR NS
CUST HNO CUSTOHETR C I TY PHONE
1. 1003 AUTOPOWER CUSTOMER ORLANDO, FL 32801
2. 10m AUTOPOWER CORP LAKE HARY, FL 32746
3. 999999-1 AUTOPOWER CUSTOMER J#2 LAKE HARY, FL 32746
4. 999999 AUTOPOMER CUSTOMER LAKE HARY, FL 32746 A07-695-7300
Itemff. (Qluit: I
D1/26/2015% Vehicle Haintenance VH. VHAINT
Customer.......: 1001 AUTOPOMER CORP
Iruck Number...: I
1) Hake........: 8) PH Frequency..:
2) Model.......: 9) PH Nileage....:
Z) Year........: 10) Last PM Date..:
4) vIn §.......: 11) Hext PM Date..:
&%) Tag Number..: 12) Nxt PH Hileage:
6) Mileage.....: 13) Last DOT Insp.:
7) Hileage Date: 14) Next DOT Insp.:
15) Assembly Detail.:
16) Repair History..:
17) Repairs lleeded. .:
18) Netes...........:

Enter the Vehicle Humber or ? for listing

Bkup F4=Eras

Type in the Truck Number and press ENTER or type in a ? and press ENTER
for a listing of all the vehicles for this customer.

The customer usually assigns the vehicle number. It may be alpha or numeric and
the majority of the time is preprinted on fleet vehicles. The vehicle number will
print on work orders and invoices for that vehicle; this helps the company and the
customer to maintain a work history for each vehicle.
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1. Type in the Make of the vehicle and press ENTER. Ex. Ford, Chevy,
Dodge, Kenworth

2. Type in the Model of the vehicle and press ENTER. Ex. XR7, Blazer,
Durango

3. Type in the Year the vehicle was manufactured and press ENTER. Ex.
2015

4, Type in the VIN# and press ENTER. Type in the entire vehicle
identification number. Search features are included for the VIN #.

5. Type in the Tag Number and press ENTER.

6. Type in the current mileage only for the first time the vehicle comes
into the shop and press ENTER.

This mileage is used to schedule future preventative maintenance. Do
not update the mileage here when the vehicle is returned to the
shop. When the vehicle is returned to the shop after the first initial
visit the mileage will be updated on the Vehicle Work Order in Work
Order Entry.

7. Type in the Mileage Date and press ENTER. This is the date of the current
mileage when the vehicle first comes into the shop for service. This date is
used to schedule future preventative maintenance for the vehicle. Ie. Qil
changes and Tire rotations. If you press ENTER thru this field it will default
to today’s date.

8. Type in the PM Frequency and press ENTER. This is the Preventative
Maintenance Frequency number of days until the next time the vehicle
should have preventative maintenance performed.

9. Type in the PM Mileage and press ENTER. This is the Preventative
Maintenance Frequency number of miles until the next time the vehicle
should have preventative maintenance performed.

10. Type in the Date the Vehicle last had Preventative Maintenance and
press ENTER. If you press ENTER thru this field it will default to today’s
date.

11. Next PM Date. This is the next preventative maintenance date that the
vehicle should return to the shop. When you access this field you will be
prompted "Update Next PM Date? (Y,N):” Type in a Y for yes if you
would like the system to automatically populate the Next PM Date field with
the date of the next preventative maintenance work to be performed on this
vehicle. The next PM date is calculated by the system based on the date
entered in the Last PM Date field plus the number of days in the PM
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Frequency field. If you do not want the system to calculate the date, Type in
N, then enter the date manually.

12. Type in the next preventative mileage and press ENTER. This is the
number of miles, which the next preventative maintenance should be
performed on this vehicle.

13. Type in the date of the Last Department of Transportation Inspection
(Last DOT Insp) and press ENTER.

14. Next DOT Inspection. This is the next Department of Transportation
Inspection Date that the vehicle should be inspected. Type in Y for yes
and press ENTER if you would like the system to automatically populate the
Next DOT Inspection field with the date of the next DOT inspection should be
performed. The date is automatically calculated by the system based on the
date entered in the Last DOT inspection field.

Type in N for No and press ENTER if you would like to type in the next
DOT Inspection date.

The next prompt that will display is Correct? (Y, N, E, D, #): If the vehicle
information is correct, Type in Y and press ENTER. If the vehicle information is not
correct, Type in N for No and press ENTER. If you would like to exit out the
Vehicle Data Base File maintenance screen without saving any changes Type in E
and press ENTER.

15. Assembly Detail (Optional- Not required)

The Assembly Detail program will allow you to attach an Assembly Detail
Template to a particular vehicle number. The Assembly Detail Templates are
created in Assembly Template File Maintenance located under the Vehicle
Data Base Menu. If you perform a repetitive job on the same vehicle that
uses the same parts over and over, you can create an assembly detail
template. Then in the future the information will be available without
searching in inventory inquiry for each part that is necessary to complete the
task at hand. You can select the Assembly Detail for this vehicle.

Note: To access Assembly detail information from a new work order you can
type in a V at the Shop Operation File Maintenance. The Vehicle Maintenance
screen will display. Select the correct vehicle for this customer. You can then
go to the Assembly Detail and you will have the information for all parts that
are particular to this task for this vehicle.

From the Vehicle File Maintenance Screen type in your customer number and
press ENTER. Type in your Truck Number and press ENTER. The information
for this vehicle will display.
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D1/26/2015 Vehicle Haintenance VH.VHALNT
Customer.......: ]

Iruck Humber. ..:

1) MHake........: 8) PN Frequency..:

2) Model.......: 9) PH Nileage....: EdC an ASSGmbW-
3) Year........: 10) Last PH Date..:
4) VIN #.......: 11) Next PH Date..:
%) Tag Number..: 12) Nxt PH N} e
6) Wileage.....: 13) I Insp.:

/) Mileage Date: flext DOT Insp.:

15) Assembly Detail.:

16) Repair History..:
17) Repairs lleeded. . :
18) Nokes. .. ........¢

Assembly Detail

Enter the Customer Humber or .HAME for search
Fl=Help F2=FFwd F3=Bkup Fd=Eras

Type in #15 and press ENTER.

A dialogue box will display on the screen requesting that you Please Select An
Assembly or choose NEW for new Assembly.

D1/26/2015 Vehicle Haintenance VH.VHAINT
Customer.......: 406675 ATKINSON TRUCKE SERVICE
Truck Humber...: 16
1) Make........: FORD 8) PH Frequency.. /bl
2) Model.......: RANGER 9) FH Nileage.. : 3500
3) Year........: 1995 10) Last PH Dajf..: 01/26/15
4) vin §.. .1 JHLBS958545 11} Next PH te..: B3/27/715
5) Tag NHumber..: JHL6S PLEASE SELECT AN ASSEWMY -ge: 253500
6) Mileage.....: 25000 p.: 01/26/15
7) Hileage Date: 01/26 93*93 p.: 01/26/16
15) Assembly Detail.:
16) Repair History..:
17) Repairs leeded. .:
1B} Notes...........:
Accept? (Y, 0, E,D.#): 15
Select an Assembly or Press ESC
Fl1=Help F2=FFwd F3=Bkup Fd=Eras

Highlight the first Assembly Detail template and press ENTER.

In our example that is #93. Our template will display showing the information that
we requested. This is only for informational purposes only. In our example we know
what part number the oil filter, alternator belt, compressor belt, air filter and fuel
filters this vehicle requires without searching for what fits this vehicle. You have all
that information at your fingertips.

Page 32
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Vehicle Assembly File Haintenance VM. AMATHNT
Customer. ... ..: L6675 ATEITNSON TRUCK SERVICE
Vehicle.......: 15 FORD RANGER 1995
VMRS Code.....: 93 ENGINE-AUXTLIARY (PRODUCT TRANSFER)
Template Code.: 93 Engine Components
Filter-oil : FRAPHBA
Belt-alt : FRABI3E
Belt-comp : NCUSIEY9
Filter-air : D83y

Filter-fuel o 9318F0D

Hotes:

Correct? (Y N.E,D,T):
Update? (Y)es, (Mo, (E)xit, (D)elete, or change no(T)es
Fl=Help F2=FFwd F3=Bkup Fd=Eras

16. Repair History

The Repair History screen will display all historical repair information that is related
to this customer or truck number. This is the same screen as the Work Order
Inquiry from History Screen.

e —————————————————
0172672015 Vehicle Haintenance VH. VHALNT
Customer.......: 506675 ATEINSON TRUCE SERVICE
Truck Number...: 1%
1) Make........: FORD 8) PH Frequency..: 60
2) Model.......: RANGER 9) PH Mileage....: 3500
3) Year........: 1995 10) Last PM Date..: @1/26/15
4)y vin §.......: JHL65958545 11) Next PH Date..: @3/27/715
5) Tag Humber..: JHL659 12) Nxt PH Hileage: 253500
6) Mileage.....: 250000 13) Last DC Sp.: 01/26/15

7) Wileage Date: 01/26/15 14) 07T Insp.: 01/26/16

15) Assembly Detail.: Prese

Tt AL ; - Type in #16 and |press
] o LT . resen
I;) epair 1story ENTER_

Repairs lNeeded. . :
18) lotes. . :

hecept? (Y 0LE,D.H): ]
Fl=Help F2=FFwd F3=Bkup Fd=Eras

The screen to enter your branch location will display. The location will default Press
ENTER.

The branch location default will display. Press ENTER. Type in Y for Correct? and
press ENTER.
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AU T O P O WER

Enter Branch: W1  APC CORP Correct? (Y,N,E):

Fl=Help F2=FFwd F3=Bckup F4=Erase

The Work Order Inquiry from History screen will display as shown below.

Fia B Vew Torh Liiehe Wisdom Heg

10/0872015 Work Order Inquiry From History ITH-HOTHO-HIST
Work Order: Vehicle: Operation. :
Customer..: 506675 - ATKINSO VIN....: JHLG65958545 Start Date:
Contact...:
Status.....:

Est. Parts: Bill Method:

Est. Labor: WO Type....:

Est. Hours: Inv Date. ..:
1. 365756 H06675 ATKINSON TRUCK SERVICE 1995 FORD RANGER JHLG65958545 JHLG6

Change 0il and Replace 0il1 Filters. CHECK THE FOLLOWING AND TOP OFF

Enter Item NHumber above, or press <Enter>: [
Fl1=Help FZ2=FFwd F3=Bkup Fd=Eras

After pressing ENTER the Work Order Inquiry screen will display with a list of
history records. Type in the line item number for the record you would like to view
and press ENTER. The Work Order Record will display.

If there are no history records to display press ENTER and the cursor will move to
the Work Order Number field. Type in the work order number that you would like to
view. The option to view the work order by entering the customer number, vehicle
number and work order operation is also available.

Enter Item Number above, RETURN for next page, or (Q)uit:
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Type in Q and press ENTER to return to the Vehicle File Maintenance Screen.

17. Repairs Needed

01/26/2015% Vehicle Haintenance VH.VHALNT
Customer.......: 506675 ATETNSON TRUCE SERVICE
Truck Number...: 1%
1) Make........: FORD 8) PN Frequency..: 60
2) Model.......: RANGER 9) PH Wileage....: 3500
3) Year........: 1995 10) Last PM Date..: 01/26/15
a4y vin #.......: JHL65958545 11) Next PH Date..: 03/27/15
5) Tag Humber..: JHL659 12) Hxt PH_Mileage: 253500
6) Wileage.....: 250000 13) 0T Insp.: @1f26f15

/) Mileage Date: 01/26/1% llext DOT Insp.: 01/26/16

15) Assembly Detail.: Pregs
16) Repair History. 4 esent
17) Repairs lNeeded..: Present

18) Notes........... :

Accept? (Y, 0,E,0.4): |}

Fl=Help F2=FFwud F3=Bkup Fd=Eras

The person in the shop can type in the repairs that are needed for this vehicle that
may have been suggested to the customer and they will display here. Press
ENTER to exit the text box.

T e
D1/26/2015 Vehicle Maintenance VH.VHAINT

Customer.......: 506675 ATKINSON TRUCK SERVIC
Truck Number...: 15
1) Make........: FORD 8) PN Frequency..: 60
2) Model.......: RANGER 9) PH Mileage....: 3500
3) Year........: 1995 10) Last PN Date..: 01/26/1%
4y vin #.......: JHL6E5958545 11) Hext PH Date..: @3/27/15
%) Tag Number..: JHL659 12) Nxt PH Hileage: 253500
6) Wileage.. -INSERT ESCH 156
) Wileage D|HNeeds front-end alignment I 16

15) Assembly
16) Repair Hi
17) Repairs Nl
18) lotes.

hccept? (Y, N,E,D.#): 17
After Entering Notes. Press ESC
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18. Notes

Type in #18 and press ENTER to access the Notes screen.

01/26/2015 Vehicle Maintenance VM. VHAINT
Customer.......: 506675 ATETNSON TRUCK SERVICE
Truck Number...: 15
1) Make........: FORD 8) PH Frequency..: 60
2) Model.......: RANGER 9) PH WNileage....: 3500
3) Year........: 1995 10) Last PM Date..: 01/26/15
a)y vin #.......: JHLB595B545 11) Hext PH Date..: 03f27/15
5) Tag Humber..: JHL659 12) HNxt PH Hileage: 253500
6) Wileage.....: 250000 13) Last DOT Insp.: 01f26/15
7) Wileage Date: 01/26/15 14) Hext DOT Insp. peidebbbdd
15) Assembly Detail.: Present Type in #18 and press
16) Repair History..: Present ENTER
17) Repairs leeded..: Present
18) Notes...........:

hccept? (Y,0,E,D.4): |}

Fl1=Help F2=FFwd F3=Bkup Fa=Eras

The Notes screen will display a text box (shown below) allowing you to type
in free form information that may be necessary to keep about the vehicle.
You must press ENTER when you have completed typing in your information
in the text box. Then press Y to save your information. These notes do not
print on any document.

[rarioroann ———————————
0172672015 Vehicle Haintenance VH.VHAINT

Customer.......: 506675 ATETNSON TRUCK SERVICE
Iruck Humber...: 15
1) Make........: FORD 8) PH Frequency..: 60
2) Model.......: RANGER 9) PH WNileage....: 3500
3) Year........: 1995 10) Last PM Date..: D1/26/15
4y vin #.......: JHL6S5958545 11) HWext PM Date..: 03f27/15
%) Tag Number..: JHL659 12) Nxt PH Hileage: 253500
6) Mileage.. -INSERT F5C+ 15
1) Hileage D[ 16

15) Assembly
16) Repair Hi
17) Repairs N
18) Notes. ...

Accept? (Y, N, E,D.#): 18
After Entering NHotes, Press ESC

AutoPower Corporation Copyright 2017



VSSR Workbook

It's time for another short Quiz!

1. The Vehicle File Maintenance Program stores specific information to
each vehicle by customer and vehicle humber. Having this information
at hand can assist your company in providing a variety of services for
individual and fleet customers.

True or False

2. The current mileage is used to schedule future preventative
maintenance. You update the mileage here when the vehicle is
returned to the shop.

True or False

3. List 3 items that the Vehicle File Maintenance program will allow you to
record for a particular vehicle.

A.
B.
C.

4. If you perform a repetitive job on the same vehicle that uses the same
parts over and over, you can create an assembly detail template. Then
in the future you will have all the information available without
searching in inventory inquiry for each part that is necessary to
complete the task at hand.

True or False

5. The Repair History screen will display all historical repair information
that is related to a customer or work order.

True or False

AutoPower Corporation Copyright 2017



VSSR HOW-TO WORKBOOK

We have now completed the Vehicle File Maintenance screens.

Now let’s start using some of this file maintenance that we have been setting
up.

Processing Work Orders

Processing work orders is the key operation in the VSSR system. When work
orders are created and processed, they rely on all of the information
recorded in the file maintenance programs.

Work Order Process step-by-step

e Customer comes into the shop requesting work to be done on a particular
vehicle.

e The shop accesses the job.

e A work order is entered into the system. ****QOnly one Vehicle can be
added to a particular work order.

e The work order begins with a status of "Q” for a quote.

e One or more operations are added to the work order. These are the jobs
that need to be performed.

e Estimated parts and labor are added to the quote.
e The quote is then presented to the customer.

e The customer will accept or reject the quote. If the quote is rejected the
work order quote needs to be cancelled.

o If the customer approves the quote, the work order is release to the shop.

e At this point the work order status has changed from a status of Q for
Quote to a status of W for Work in Progress.

e After the work order has been released to the shop, more operations may
be added along with parts and labor as the work is performed.

e As each job operation is completed the operation is closed.

e Once ALL operations have been closed the work order may be invoiced.
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Work Order Flow Chart
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Work Order Screens Flow Chart

Remember: Only one Vehicle per order in Vehicle Shop.

Order Entry - Order Entry - Order Entry -
Look Up Totals Options

F6 Vehicle
Shop

Operation 1 Operation 2 Operation 3
Oil Change Tire Rotation Engine Rebuild

FR FRL ™
Flat Rate Flat Rate Labor Time & Materials

Notes:
As a General Rule.
Labor Line Entries must be associated with a specific mechanic(s). Labor on a

Vehicle Shop Service & Repair Ticket must be entered into their corresponding
operation.

Do Not Enter Labor as a line item in the Order Entry Parts screen. Entering
Labor in the Order Entry Parts screen will result in several problems.

1. Labor will not be associated to a particular mechanic.
2. Labor will not calculate properly when invoicing the work order.
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Accessing the Vehicle Shop Entry Program

From the Main Menu, Type in #3 and press ENTER, to go to Work Order

Management Menu.

From the Work Order Management Menu, Type in #2 and press ENTER, to

go to the Vehicle Service menu.

From the Vehicle Service Menu, Type in #1 and press ENTER, to go to the
Work Order Entry screen.

01/26/2015 (P99) AUTOPOMER PARTS & SERVICE - 12:06PH
WAL HENY

. Inventory HENU
...0rder Entry HENU

-.Work Order NENU
ales Analysis HENU
ccounts Receivable HENU
tility Programs MENU

T IENEN

Enter Selection: ||

TC=Clock|S=Spoaler R=ACCESS X=Log Off H-HoteCards A=AutoMail|V=V¥SI-Fax
o
01/26/2015 (P99) AUTOPOMER PARTS & SERVICE 12:07P0

VEHICLE SERVICE MENU

1....Work Order: Entry
2....Mork Order: Status
3....Mork Order: Inquiry (Open)
4....Mork Order: Inquiry (Closed)

5....Parts Inquiry
6... Customer Part Purchase History
7. ... Reprint Invoice from History

8....Vehicle Shop F/H HENU
9....Vehicle Shop Data Base HENU
10....Vehicle Shop Reports HENU

Enter Selection:

TC=Clock | S=Spooler R=ACCESS | X=Log Off|li=lioteCards A=AutoMail|V=VSI-Fax

T
01/26/2015 (P99) AUTOPOMER PARTS & SERVICE 1z:07PH

WORK ORDER MANAGEMENT HENU

1....Unit Rebuilding HENU
2....Vehicle Service HENU
3. Labor Scanning MEHU

Enter Selection:

TC=Clock | $=Spoaler R=ACCESS X=Log OFf |li=lloteCards A=AutoMail|V=VSI-Fax

order flo: W1

Ship To

Terms ctr ro

1TH|  Part Number AVL| ORD| SHP |B/O| Core Price  |Extension

Account llo

fl=Recall f2=Search f3-0penOrd  f4-Custing  f5-Parting f6-Credit
f7=Histing  f8-Corelnq  f9-CSR f11-AddInfo fl12-liotes
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Order Entry Screen

arder Hlo: W1

S5hip To:

Terms: . Ctr: .PU:

1TH|  Part Number st { Type in the Customer account number

' - _| and press ENTER. Then type in your
Account to: [ — operator number and press ENTER.

fl=Recall f2=Search f3=0penOrd fd=Custing fo=Parting fb=Credit
f7/=HistIng f8=Corelng f9=CSR fll=AddInfo flZ=lotes

If you do not know the customer account number, you can also perform a
.search to select the customer from a listing as shown below.

01/26/15 Order Ho: W1

Ship To:

& Cwstomer Srarch B . 1|
Semrch Sring: | AUTOPOWER 5 Customers fpund.
: LOC | NAME Ty
Terms:

AUTOROWER CUSTOMER
AUTORIWER CUETOMER
AUTOPOWER CUSTOMER
AUTOSOWER CLETOMER 3

I Part Humber Extension

Enter Hame:

[Cooma ] comcm |
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The Parts Entry screen will display.

01/26/15 Order No: M1* 365657
Ship To: AUTOPOWER CORP
400 TECHHNOLOGY PARK
1001
LAKE MARY, FL 32746
Terms: A-NET 30 DAYS | TAXABLE| B/O OK [Ctr:0 FO:
ITH Fart Number ) il ikl - hkice Extension
p— — | Your cursor will be here.
fl=HoldOrd f2=Refresh fi=Listl fd=Comment fh=lote fé=VehSvc
f7=5howOpt f8=Catalog f9=HoteCard fl2=Contcs

F6 function

key to go to the Shop

- Screen

01/26/15 Order No: W1*365657
Ship To: AUTOPOWER CORP
400 TECHHOLOGY PARE
1001
LAKE MARY, FL 32746
Terms: A-NET 30 DAYS |[TAXABLE| B/0 OK [Ctr:0 PO:
ITH Fart Number OFT AV ORD | SHP B/0O Core Fricg
- B - Press the
Work Qrde
fl=HoldOrd f2=Refresh f3=Listl} fa=Comment fh=Note fé=VehSvc
f7=5howlpt fA=Catalog fo=NoteCard flZz=Contcs
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The Vehicle Shop Service Repair Screen will display.

H1*365657 Shop Work Order ITH-W40
Customer: 1001 - AUTOPOWER CORP Date Entered.....: 01/26/156
1. Venicle Ho....: [ Hil ' ge: 5. Date Promised,...: 01/29/715

¥Yr/Make/Hodel . : 6. Date Scheduled. .. :
2. Service Hriter: 0 - JOHN SHITH 7. Date Released....:
3. Conmtact Hame. .: 8. Date Fimished....:

4., Contact Phone.: 9. Date Shipped..... :

There are no operations om this work order

Enter the vehicle number, "Vxxx" to search by VIN, or ?|F1

The Customer Account number and name will display in the customer field.

The Date Entered field will display the current date that you are entering
this shop work order.

The cursor will advance to the Vehicle No. field.
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Field Descriptions

Vehicle No.

1. Type in the Vehicle Number that you will be servicing and press
ENTER. If you do not know the Vehicle Number nor does your
customer, you can type in a ? to list all of this customer’s vehicles.
Use the arrow key to select the vehicle you will be servicing and
press ENTER. You can also search by VIN Number.

Service Writer (defaults from work order entry)

2. Type in the Service Writer number and press ENTER. This is your
operator number.

Contact Name

3. Type in the name of the person who you can contact regarding
service to this vehicle and press ENTER.

Contact Phone
4, Type in the contact person’s phone number and press ENTER.
Date Promised (optional)

5. Type in the promise date that the vehicle will be repaired if it will
be different than the date that will automatically displayed (This
date is calculated three days after the order date) and press
ENTER. This entry is optional.

Date Scheduled (optional)

6. Type in the scheduled finish date for the work to be completed and
press ENTER.

Date Released (optional)

7. The date that the work order is released to the shop will
automatically display.

Date Finished (optional)
8. Type in the date that the work order is finished and press ENTER.

Date Shipped (optional)
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9. Type in the date that the vehicle was shipped and press ENTER.

B i
M1* 365657 Shop Work Order T

Customer: 1001 AUTOPOWER CORP Date Entered : 01/26/15

1. Vehicle HNo S | Hil "ge: 5. Date Promised....: @1/29/15
Yr/fake/Hodel . : 95 FORD RANGER 6. Date Scheduled. ..

2. Searvice Writer: O JOHN SHMITH 7. Date Released....:

3. Conmtact HName..: JOE MAHN 8. Date Finished....:

4. Contact Phone.: 407-555-6985 9. Date Shipped....

Let’s cover the options at the
bottom of the Shop Work Order

Crraan

There are no operations on this

(N)ew Operation, Ship(T)lo, (V)ehicle. (E)dit., (R)eports
(Clomment, (I)nternal HNote, (U)pdate, {: .

E = New Operation - To add a new operation to the work order, type in N
and press ENTER.

T = Shipto - To change the Shipto on this Shop work, type in t and press
ENTER.

V = Vehicle - To add or change a Vehicle for this Shop Work Order , type in
V and press ENTER.

E = Edit - To edit the operation, type in E and press ENTER. If there are
more than one operation on the work order type in the E plus the line item
number to be edited and press ENTER.

r = Reports - To print a work order or reports type in r and press ENTER.
C = Comment - To add or view comments, type in C and press ENTER. A
text box will display so that you can type in your comments. These

comments will print on the work order.

I = Internal note - To add, edit, or view internal notes, type in I and

press ENTER.

U = Update - To update a work order type in U and press ENTER. This
update option is very important. This will update the entries on the page.
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Adding a New Operation to a Work Order

To add a new operation to the work order:

With the cursor at the bottom of the screen, type N for New Operation and

press ENTER.

The Shop Operation Maintenance screen will display as shown below.

H1*365760

Customer.
Hake/Hodel: 9% FORD RANGER
1. Operation.....:

Z. Billing Method: FR
5. Labor Code....:

4. Est.Prts: Labor:
Billimg Totals

Parlts....... H
Cores.......:
Labor.......:
Tax,Fees....: 5.00

10. Freight In..:
11. Freight Out.

Total.......: 5.00
GH= 100.00%

: 1001 - AUTOPOWER CORP

25252

12.
13.
14.
15.
16.
17.

18.
19.

Dale
Date

Shop Operation Maintenance

Status...:
5. Prt Parts:
6. PO NHumber:
7. WO Type..:
8. Dept.....:
9. Stage....:

Hork Performed.:
Work Recommend. :
Int Shop Msg...:
Warranty lype..:

Environmental. .:
Shop Supplies. .:

Entered. . .....:
Last Chg......:

Enter Job Code, ?|Fl1-Lookup, or dot.search

Ho: 1

0
i PL: N

R - Retail

1 - SALES
Assembly

.00

10/08/15
10/08/15

Field Descriptions

The Customer field is automatically populated by the system and cannot be

changed.

The Status field is automatically with the initial status of "Q” for Quote. (The
status changes to "W” when the work order is released to the shop and “*C”

after the operation has been closed.)

The Vehicle Make/Model field is automatically populated by the system
based on the vehicle number entered on the Shop Work Order Screen.
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Operation

1. Type the code representing the operation to be performed in the
operation field.
You can also type in a “?” or F1-Lookup, or a dot-search to see the
operation codes that were created in Type of Operation File
Maintenance screen.

It is recommended that you create at least one general work operation code
and at least one general labor code. The more operations and labor code that
are created will determine how much detail will print on your mechanics and
labor productivity reports. The description of the operation code will print on
the estimate and the final invoice.

Billing Method (Required)

2. The Billing Method field is automatically populated by the Type of
Operation record entered. The billing method may be changed for
an individual operation. There are three possible Billing Methods:
(Required). You may use different billing methods on each
operation.

TM -= Time and Materials, FR = Flat Rate, and FRL = Flat Rate Labor

FR - Utilizes the estimated Parts & Labor fields - No exception. If the FR
billing method is used, you must have parts and labor on the order. Itis
a preset price for a specific job. Fixed Rates are usually analyzed through
research on past history of the same type of job. A FR means that the
customer is charged a single fixed price rate for both the labor and parts
purchased regardless of the actual hours or parts utilized for the job. This
Fixed price is displayed as an ESTIMATE price on field 4.

FRL - Utilizes the estimated labor field only and charges for the actual
parts. It is a set Labor Rate that is preset for the specific job. The labor
code supercedes the mechanics labor rate always. The customer will be
charged a fixed labor rate regardless of how much time is entered on the
job and charged the actual price of the parts purchased.

TM - Utilizes the actual parts and labor fields and is calculated based on
the labor code from F1 - Enter Labor. If Labor code is missing, the labor
rate will be calculated based on the mechanics rate. The estimated fields
are ignored with this billing method. The customer is charged for all hours
of labor that was performed and the parts utilized for the particular
operation. If the Labor code is present or entered manually, the system
will use the labor rate and override the mechanics rate.
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Labor Code

3. The Labor Code is automatically populated by the specified operation.
It can be changed. The labor code may be changed for an individual
operation. This labor code will override the labor code added in
labor line item entry. This will effect how the customer is being
billed. The Labor code will automatically populate if the Operation
code has a Labor code attached to it. Type the Labor code in the
labor code field or type in a “?”, F1-Lookup or a dot.search to view
the available labor codes.

Note: Labor Code Rates always Overrides the Mechanic Labor Rate.

Should there be operations that are on a Time and Material billing method,
the Labor Code should have a 0.00 dollar amount as the rate or omit the
labor code all together. This will then force the program to require a labor
code per mechanic each time labor is entered. This is beneficial if the type of
operation requires multiple labor rate values.

Est. Parts/ Estimated Labor

4. Type in the estimated cost of parts, labor and hours for this shop
operation. Estimates may come from personal knowledge or from a
parts/labor guide or what was originally setup in the labor code file
maintenance. Estimate Parts and labor are present if the Operation
is billed as a Flat Rate (FR) or a Flat Rate Labor (FRL). The
estimated dollar amounts are setup in the operation codes. These
rates are usually analyzed through research of past history of the
type of Job and/or perhaps a mechanic automotive guide.

Prt Parts
5. Type in Y at Prt Parts if you would like the part details to print on the
invoice. Type N if you want a summary of the parts to print.
Default is Y.
PL = Print Labor Details
Type in Y if you want the labor details to print on the invoice. Type
in N if only a summary of the labor is to print on the invoice.

Default is N.

These flags work in conjunction with the billing method as to what
specific detail will print on the invoice.
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PO Number

6. Type in the Customer PO Number that has been assigned to this shop

operation that is being performed. There is a limit of one PO
number per operation.

WO Type

7. Type in the Work Order type. Type in R for Retail, W for Warranty or

I for Internal. The letter R for Retail will default.

Internal Service is considered internal work that is done on the
company’s vehicles. There is a specific setup required for the
Internal Service type work. A separate customer file for Internal
Shop should be created in the Customer Master File. Don’t use W1,
W2 or W3 so forth. This Internal Shop customer should have terms
setup as “IS” for Internal Service. A terms code would also need to
be created as “IS” in the terms code file maintenance. There is also
a setup related to Internal Service shop work orders that will need
to be handled through your accounting dept for general ledger
purposes.

Internal customers (I) will need to create a new account # to use.
They cannot use W1, W2, etc. The A/R G/L Interface table will
determine where these type of work orders will post the cost in the
general ledger. The Internal Shop customer will have payment
terms of “IS” so that these type of work orders will post to the
general ledger with inventory changes but doesn’t post to A/R.

Dept (Required)

8. The Department # that should receive the revenue and sales for the

job will default. The department codes were created in the
Department Table File Maintenance that we covered in previous
section.

Stage (Optional)

9. Type in #9 for the Work Operation Stage field. Use the arrow

keys to select the current stage of this job that you are entering.
The stage options are setup in the Work Order Stage Table File
Maintenance. If the Stage Table File Maintenance is not setup then
field #9 will not be accessible to the service writer. This is not an
automated feature. As the stage of the job changes, this field must
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be updated manually to inform the customer about the progress
that is being made to complete the job.

H1* 365657

Customer ;1001
Hake/Model :
1. Operation. ... .:
2. Billing Hethod: FR
Z. Labor Code....:
4. Est.Prts: 175.00 1

Billing Totals

Fart
Cores.....
Labor
Tax., Fed
18. Freight In..:
11. Freight Out.:
Tatal
GHM= 100.00%
(Viehicle.

Rel

This is the

Shop Operation Mai

- AUTOFOWER CORP
9% FORD RANGER

M ge:

AIR - AIR CONDITIONING

AIR=AIR CONDITIONING

abor:

225 .0

Shop Cost

37.00

(Flarts & Labor. (U)pdate. (Alppointments
{C)lose,

ease (W)O,

The Billing Totals fields contain
the total dollar amount to be
billed to the customer.
Determined by the Billing

3] Method.

1

13. Cause. . ........: Freon Level 15
14. Work Performed.: Check Freon an
15. Work Recommend.: Recommend repl
16 Int Shop Hsg

17. Warranty Type..:

18. Environmental..: 25.00

19. Shop Supplies..: 3.00% 12.00
Date Entered : B1/27/7156

Date Last Chg. . : B1I27F1S

(DEL

ETEY. #: B

information Billing Totals and Shop Cost (System Generated)

to hOW the HW1* 365657 Shop Operation Maintenance . Ho: 1
customer Customer..: 1001 - AUTOPOWER CORP Status :
will be Hake/Model: 95 FORD RANGER M ge: 5. Prt Parts: Y PL: N
. 1. Operation.....: AIR - AIR CONDITIONING 6. PO Number: 95356
billed and 2. Billing Hethod: FR 7. WO Type..: R - Retail
. 3. Labor Code....: AIR-AIR CONDITIONING 75.00/hr (8. Dept.....: 1 CTRSALES
what will 4. Est.Prts: 175.00 Labor: 225.00 Hrs: 3,00 9, Stage ;
prlnt on the Billing Totals Shop Cost 12. Complaint..... A
H P | 13. Cause..........: . H
Invoice. Parts.. 175.00 14. HWork F'rr'HJrlnc‘ll}! These Items WI”
Cores. ..... 15. Work Recommenrnd s Ry H
Labor . 225%.00 16. Int Shop Msg : prlnt on the
Tax.Fees, . 3 [{14] 17. WHarranty Type..: Customers
10. Freight In.._: 18. Environmental..: 2§ documentat|on
11. Freight Qut.: 19. Shep Supplies..: 3
------------------- such as quotes
Tatal a 437.00 Date Entered. . B . .
Gi= 100.00% Date Last Chg......: D1 and invoices.
{(V)ehicle, (Flarts & Labor, (U)pdate. (Adlppointments
Release (W)0, {(C)lose, (DELETE), #:
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General
Ledger gets
updated with
these sales

dollar figures.

W1*365657 Shop Operation Mainteéenance o No: 1
Customer 1081 - AUTOPOWER CORP Status ;0
Make/Model: 9% FORD RANGER M ge: Prt Parts: ¥ FL: N
1. Operation.....: AIR - AIR CONDITIONING 6. PO Number: 9535
2. Billing Method: FR 7. WO Type..: R Retail
3. Labor Code....: AIR-AIR CONDITIONING 75.00/hr (8. Dept.....: 1 CTRSALES
4, Est.Prts; 175.00 Labor:; 225.00 Hrs 3.00 ] Stage
Billing Totals Shop Cost 12. Complaint......: AIR NOT COLD
—————————————————————————————————— 13. Cause..........: Freon Level is
Part 175.00 14. Work Performed.: Check Freon an
Cores...... 15. Work Recommend.: Recommend repl
Labor - : 225%.00 16 Int Shop Msg
Tax, Fee : 7.00 17. Marranty Type
18. Freight Im..: 18. Environmental..: 25.00
11. Freight Out.: 19. Shop Supplies..: 3.00% 12.00
Total : F 437 .00 Date Entered. . : D1fs27/15
Gi= 100.00% Date Last Chg. . : B1f27715
{(Viehicle, (FPlarts & Labor., (U)pdate, (A)lppointments
Release (W)O, (C)lose, (DELETE), #:

Parts: The total amount for the parts being billed and the total cost of
actual parts added to the operation.

Cores: The total selling price and cost of cores attached to parts on the
operation.

Labor: The total amount of the labor being billed and the total cost of
actual labor added to the operation.

10.Type in the Freight In field the amount of incoming freight related to
the operation being billed.

11.Type in the Freight Out field the amount of outgoing freight related
to the operation being billed.

If you have an operation on the work order you must enter freight
within the operations and not in the Totals Screen in Order Entry.

Total The total for Billing Totals and Shop Cost calculated by the
system.
GM This is the Gross Margin Percent for the job that is being

performed is also calculated by the system.

12.Customers Complaint:

Type in #12 and press ENTER. The Complaint text window will
display. Type in the complaint the customer provides about the
problem. This will print on the work order. After typing in the
information Click OK.
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& Customer's Complaint i x|
ARIR WOT COLD =]
=l
Clear | Ok I Cancel I

13.Problem Diagnosis or Cause:

Type in #13 and press ENTER. The Cause text window will
display. Type in the Cause of the problem. This will print on the
work order and invoice. When you have finished entering the
information Click OK.

The Internal Technician Notes does not print on any Work Order
document.

The Problem Diagnosis or Cause does print on the Work Order
documents.

& Problem Diagnosis or Cause x|

Internal Technician Notes

Copy

— Problem Diagnosis or Cause
Freon Level is low. Recommend running diagnostic for leaks in ‘.h:;l
lines.

Clear

| _gance |

14.Work Performed:

Type in #14 and press ENTER. The Correction text windows will
display. Type in the correction for the complaint/problem. This will
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print on the work order and invoice. When you have finished
entering the information Click on the Ok button.

& Work Performed e ]
Internal Technician Notes
E
El
Cogy
— Work Perfarmed
Freon was low. Rechazged. ;l
El
Clear
_ o | _gance |

15.Work Recommended:

Type in #15 and press ENTER. The Work Recommended window
will display. Type in the work that is recommended to be performed
on the vehicle. This information will print on the work order and can
be mailed or faxed to the customer. When you have finished
entering the information Click the OK button.

# Work Recommended i |
Internal Technician Motes
[
E
__Ccopy_|
— Work Recommended
Recommend replacement of COMpPIEsSar ;I
=
Clear
i Cancel |
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The Complaint, Cause, Correction and Work Recommended
that are typed in by you in #12 - #15 will PRINT on the

INVOICE.

HW1*3656567 Shop Operation Maintenance No: 1

Customer ;18891 - AUTOPOWER CORP Status : 0

Hake/HModel: 95 FORD RANGER H ge: 5. Prt Parts: ¥ PL: H

1. Operation.....: ATR - AIR CONDITIONING 6. PO Humber: 9535

2. Billing Hethod: FR 7. WO Type..: R Retail

3. Labor Code....: AIR-AIR CONDITIONING 75.00/hr (8. Dept.....: 1 CTRSALES

1. Est.Prts:; 175.00 Labar; 22%.00 Hrs: 3.00 ) Stage
Billing Totals Shop Cost 12. Complaint......: AIR NOT cCOLD
—————————————————————————————————— 13. Cause..........: Freon Level is
PAFtS.::..:::1 175.00 14. Work Performed.: Check Freon an
Cores...... - 15. Work Recommend.: Recommend repl
Labor 225.00 16. Int Shop Hsg
Tax.Fees, i7.00 17. Warranty Type..:

18. Freight Im.._: 18. Environmental..: 25.00

11. Freight Out.: 19. Shop Supplies..: 3.00% 12.00
Total B 437.00 Date Entered. . : 01727715
Gi= 100.00% Date Last Chg.. : B1f27/7156

(V)ehicle, (PFlarts & Labor, (Ulpdate. (Alppointments
Release (W)D, (C)lose. (DELETE). i:

16.Internal Mechanic/Shop Notes

Type in #16 and press ENTER. The Internal Notes text window
will display. The information about the work that is to be
performed. This will not print on the work order or invoice.
These are Internal Mechanic Notes.

= Internal Mechanic Notes x|
Hﬂ'j need a new evaporator coll also. d
El
Clear oK Cancel |

17.Warranty Job:

Type in #17 and press ENTER if this is a warranty job. Type a “?”
the warranty type window will display listing the warranty types
that are available for this operation. Use the arrow keys to scroll to
the warranty type that you would like to assign to this job and
press ENTER. Based on the Warranty Code the warranty paragraph
will be printed on the invoice. The Warranty type file maintenance
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has to be setup for this feature to correctly display. The Warranty
Info field will display the detailed information pertaining to the
warranty that is being extended for this job.

18.Environmental Fees:

Type in the dollar amount for any Environmental Fees charged
for this Operation and press ENTER.

19.Shop Supplies:

Type in the Percentage amount to be charged for Shop Supplies.
This percentage can also be established with an Operation code.

The Date Entered and Date Changed will be automatically updated by
the system.

If you see an “Alert Message” pointing to an operation, this is to let you
know your current selling amount is greater than the estimate amount.
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It's time for another Quiz!

1. When a customer comes in the door requesting that work be done

you:

A.
B.

C.

Run

Access the Order Entry Screen in Vehicle shop. Ask the
customer his account number, or you search for his account and
then you type in your Operator number. Press the F6 function
key and start at the Vehicle Number field to start a new work
order.

You wait for your co-worker to help out the customer.

2. At the Vehicle Number field if you do not know the vehicle number that
you will be servicing nor does the customer how do you find it?

A.
B.

C.

D.

Ask the Customer if the number is located on the vehicle.

Type in a ? and use the arrow key to select the vehicle from the
list of this customer’s vehicles that maybe recorded in the
system.

If you cannot locate the vehicle number in the system by doing
a search, you can add it from this point.

All of the Above

3. To add a new operation to this work order you must type in:

A.
B.

C.

You must type in the letter N and press ENTER.

You must exit the Shop Operation Maintenance screen and go
into Order Entry.

Type in the letter S for start a new operation.

4. The initial status of a work order is Q for Quote.

True or False

5. The status of a work order when it has been released to the shop is a
W for Work in Process.

True or False

6. More than one operation cannot be added to a single work order.

True or False

7. If you would like to print the parts detail on the invoice you must
answer N in the Prt Parts field.

True or False
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8. On the Shop Operation Maintenance screen when you are adding a
new operation you can type in a Complaint, Cause and a Correction
and these will not print on the invoice.

True or False

9. Any additional repairs that may be needed to your customer’s vehicle
can be typed in a text box and will print on the invoice.

True or False

Notes:
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Options at the bottom of the Shop Operation Maintenance Screen

W1* 365657 Shop Operation Maintenance Ho: 1
Customer..: 1001 - AUTOPOWER CORP Status ' ]
Make/Hodel: 9% FORD RANGER M ge: 5 Prt Parts: Y PL: N
1. Operation.....: AIR - AIR CONDITIONING 6. PO Number: 9535
2. Billing Hethod: FR 7. WD Type..: R - Retail
3. Labor Code....: AIR-AIR CONDITIONING 75.00/hr B. Dept.....: 1 CTRSALES
4, Est.Prts: 175.00 Labor: 22%.00 Hrs: 3.00 9. Stage
Billing Totals Shop Cost 12. Complaint......: AIR NOT COLD
—————————————————————————————————— 13. Cause..........: Freon Level is
Parts. 175. 00 14. WHork Performed.: Freon was lTow.
Cores..... 15. Hork Recommend.: Recommend repl
Labor. .. : 225.00 1. Int Shop Msg : Hay need a new
Tax,.Fees. . B A7 .00 17. Wakh i 5 ke .
18. Freight In.._: 18. H H
3 i e 12~ £] Shop Operation Maintenance
: 43700 vere |LODLiONS
GM 100.00% Date ast 19 . . . 81727715
{V)ehicle, (Plarts & Labor, (U)pdate, (A)ppointments
Release (M)O. (Cllose. (DELETE). #:

Let’s discuss these options briefly and then we will discuss them one by
one.

V= Vehicle

Type in V and press ENTER to access the Vehicle File Maintenance
program. This is where you would update the vehicle mileage for warranty
tracking purposes and any other detailed information related to the
vehicle.

P= Parts & Labor
Type in P and press ENTER to access the Parts & Labor screen. Type in
the Parts & Labor on this Operation.

U= Update
Type in U and press ENTER to update and save the current information
and to exit the program. Very Important.

A= Appointments
Type in A and press ENTER to setup a new/shop appointment on the
calendar.

W = Release W/O

Type in W and press ENTER to release the work order to the shop. Work
orders maintain a Quote status until they are released. When the work
order is released, the status changes to Work In Progress and the
inventory will be reduced committed to this workorder.

C= Close
Type in C and press ENTER to close the work order.
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Note: You cannot close an operation if any of the following conditions
apply:

The work order is in a Quote status.
The work order has labor scanned in that has not been scanned out.
The work order has labor clocked in that has not been clocked out.

Delete
Type the word "DELETE” to delete the work order.
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Vehicle

HW1* 365657

Customer
Make/Model ;
. Dperation.....:
. Billing HMethod:
. Labor Code....:
. ESt.Prts:

ie01 -

1
2
3
4

Billing Totals

Cores
Labor. ..

Tax.Fees. ..

. Freight In..:
11. Freight Out.:

Total .
Gl 100.00%

95 FORD RANGER ih

175.00

{(V)ehicle

Shop Operation

AUTOPOMER CORP
ge:
AIR - AIR CONDITIONING
FR

AIR-AIR CONDITIONING 75.
Labor: 225%.00 Hrs:
Shop Cost
175.00
225.00
A7 .00
437

Release (M)D. (Cllose.

(Plarts & Labor, (U)pdate,

(DE

(Alppointments
LETE). #:

Maintenance Ho:
Status I |
&. Prt Parts ot Tl
6. FO N ber -
7~ wo type. | Type in the letter V and
20" o Uit | press ENTER to access
> compiaint. | the Vehicle Maintenance
3. Cause..........
4. Work Performed. Screen'
5. Work Recommend.
16, Int Shop Msg T
17 Harrant
vironmental..: 25.00
Shop Supplies..: 3.00% 12.00
Date Entered 01/27/71%
Date Last Chg. .. 017277156

The screen below will display.

How to use this screen has
been previously discussed.

B1/27 /2015 Vehicle Haint n
Customer 1001 = AUTOFOWMER CUI/
Truck Number...: 1
1) Make........: FORD 8) PH Frequency..: &0
2) Model.......: RANGER 9) PH Hileage....: 3500
3) Year...... 95 10) Last PH Date..: 01/26/15%
4y vin #.... JHLES95854% 11) Hext PH Date..: @1L/26/15%
%) Tag Humber..: JHL525 12) Nxt PH Mileage: 253500
6) Mileage. ....: 250000 13) Last DOT Insp.: @1l/26/15%
7)Y Mileage Date: 01726715 14) Hext DOT Insp.: @1/26/16
15) Assembly Detail.:
16) Repair History..:
17) Repairs NHeeded. . :
18) Notes...........:
Accept? (Y.N.E.D.#3): |}
Fl=Help FZ=FFwd F3i=Bkup Fd=Eras
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Parts & Labor

H1*365657 Shop Operation Maintenance Ho: 1
Customer 1001 - AUTOPOWER CORP Status 0
Make/Model: 95 FORD RANGER M ge: 250000 &. Prt Parts: ¥ PL: N
1. Operation.....: AIR - AIR CONDITIOHNING 6 PO Number: 9535
2. Billing HMethod: FR 7. WO Type..:
3. Labor Code....: AIR-AIR CONDITIONING 75.080/hr |8. Dept.....: 1
4, Est.Prts: 175.00 Labor: 22%.00 Hrs: 3.00 9. Stage Type in P and press ENTER to
Billing Totals Shop Cost 12. Complaint......: access the Parts & Labor
s === ========- 13. Cause..........:
Parts.......! 175.00 14. Work Performed. screen.
Cores...... 15. Work Recomme
Labor. .... 225.00 16. Int Hay nécd &8 new
Tax,. Fees ., | x7.00 1F. F:
18. Freight Im..: 18. E ironmental. . : 25.00
11. Freight Out.: g Shop Supplies..: 3.00% 12.00
Total ____;;;Tal_} _________ Date Entered a1/27/1%
Gi= 100.00% Date Last Chg. .. n1/27/15
(V)ehicle, (Plarts & Labor, (U)pdate, (A)ppointments
Release (M)O. (Cllose, (DELETE). #: Pl
i
H1*365657 ATR CONDITIOHING Quote #1 (FR)
10 - AUTOPOWER CORP E.Parts: 175.00 E.Labor: 225 .00 FE . Hrs: .00
1 - \ORD RANGER 95 A.Parts: A.Labor: g
S B/0 Quote Status for Operation
Location # and Work Order #1
Number.
E. Parts = Estimated Parts
E. Labor = Estimated
Labor
E. Hrs = Estimated Hours
fl=EnterLabor f2=ListAl1l f3=List® fd=ListLabor fS=List| APartS = ACtuaI Parts
A.Labor = Actual Labor
A.Hrs = Actual Hours
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H1*365657 AILR CONDITIOHING B Quote #1 (TH)

1001 - AUTOPOWER CORP E.Parts: 175.00 E.Labor: 225.00 E.Hrs: .00
1 - FORD RANGER 9% A.Parts: 76.90 A.lLabor: 225.00 A_Hrs: 3.00
Itm Fart NHumber DPT AV ORD SHP BSO Core Frice Extension
1 MIS R-134A 2 2 1] .00 25.00 50.00
2 AIR=-AIR CONDITIOSIOHN SHITH 1.00 75,00 F5.00
3 AIR-AIR CONDITIOSIOHN SHITH 2.00 75.00 150. 00
4

fl=EnterLabor f2=ListAll f3=List%® fd=ListLabor fS5=ListCost f&=Cataleg f7=TfrlLl

Let’s take a look at the Parts & Labor Entry.

e In the left hand corner we see the location W1 and this work order #
365657.

e The Work order is now in a Quote status on operation #1. TM
e This customer is customer #1001.

e The estimated parts dollar amount for the operation we selected is
$175.00.

e The estimated labor dollar amount for the operation is $225.00 for
estimated 3 hours.

¢ When parts and labor are added to the work order the actual parts and
actual labor amounts will fill in.
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H1*365657

1081 - AUTOPOWER CORP
1 - FORD RANGER 95
Itm Part Humber

MIS R-134A

1
2 AIR-AIR CONDITIO/SJOHN SHMITH
3 AITR-AIR CONDITIO/SJOHN SHITH
4

AIR CONDITIONING

E.Parts:

A.Parts:

DPT AVIL

fl=EnterLabor f2=ListAl11 f3=Listk

Quote #1 (TH)

175.00 | Labor: 225 .00 E.Hrs: .00
765.90 A.lLabor: 225%.00 A.HPrs: 3.00
ORD| SHFP BSO Core Price Extension
2 2 a 0.00 25.00 50.00
1.008 75,00 Fe.00
2.00 75.00 150.00

fd=ListLabor fS5=ListCost fé=Catalog f7=TfrLl

All Labor must be entered in the Parts & Labor Entry by pressing the F1 =

Enter Labor function key.

F1 = EnterLabor This function key is used to Enter Labor on this Operation

#1. When pressed the labor entry screen will display ap=<hauatalauu

FPost?

Labor Entry

04/07/15
(Y.nN,

| Labor Entry Screen

Type in your Mechanic’s #
and press ENTER.

Type in the # of hours the
mechanic has worked on
this operation.

E): ¥

Type in the Labor Code for
the type of labor
performed and press

ENTER.

Once a work order is invoiced with an operation, you cannot make changes

to the operations.

PostY, N, E

Type in Y for Yes if you would like to post the hours on this quote.

Type in N for No so that you may make a correction to the information that

you keyed.

Type in E to exit completely out of the labor entry screen.
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H1*365657 AIR CONDITIONING Quote #1 (TH)
1001 - AUTOFPOWER CORP E.Parts: 175.00 E. Labor: 225.00 E.Hrs: 3.00
1 - FORD RANGER 9% A.Parts: 75.99 A.Labor: 225.00 A.Hrs: 3.00
Itm Fart Number DPT AVL ORD SHP BSO Core Price Extension
1 MI5 R=134A 4 2 4] 0. 00 25.00 50.00
2 AIR-AIR CONDITIOfJOHN SHITH 1.00 J5.00 f5.00
3 AIR-AIR CONDITIO/fJOHN SHITH 2.00 76 08 150 00
A

Labor Entry

Mechanic No: @ - JOHH SHITH
Hours......: 1.00
Labor Code.: AIR

Post? (Y .N.E}: ¥

Labor appears as a line
Emter Labor Code, (C}nncqternf ?|F1

ALTOPOWIR .
H1* 365657 AIR CONDITIONING OQuote #1 (TH)
1001 - AUTOPOWER CORP E.Parts: 175.00 E.Labor: E.Hrs: .00
1 - FORD RANGER 95 A.Parts: 75.90 A.Labor: A.Hrs: 4. 00
Itm Fart Number DPT AVL ORD| SHP BSfO Core & Price Extension
1 MIS R-1344A 2 F L1 0.0 25.00 H0.00
2 ATR-AIR CONDITIOSJOHN SHITH 1.00 75,00 7. 00
3 AIR-AIR CONDITIO/SJOHN SHMITH 2.00 75.00 150.00
LAB AIR - JOHN SHITH 1.00 Lo 0 Lo o0
L The Actual Labor and Actual

Labor Entry

Hours now reflect the labor we
just entered in the F1 Enter
Labor option.

Hechanic
Hours......

Labor Code.:
Post? (¥

The Labor Code is
b required.

Enter Mechanicf

F2 — ListAll - The F2 function key will refresh the screen.
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W1*365657 ATR CONDITIONING F5 = Function key will
1001 - AUTOPOWER CORP E.Parts: 176.00 E.Labor: display the cost of each
1 - FORD RANGER 95 A.Parts: 75.99 A.lLabor: ||ne Item

Itm Fart Number DPT AVL ORD SHP BSfO Core

1 MIS R-134A 2 z 0 9.:1\:.1.:-?:-

2 ATR-AIR CONDITIOfJOHN SHITH 1.00 2% .00 b6. 7%

3 AIR-AIR CONDITIO/J0OHN SHITH 2.00 25. 08 bb. 7%

4  AIR-AIR CONDITIO/JOHN SHITH 1.00 25.00 66.7%

Press any key...

F4 = ListLabor The F4 function key will list only the labor lines items

entered on a particular operation. Each Operation will have its own recorded
labor.

F5 = ListCost The F5 function key will list the cost of each line item, not
including the labor.

W1*365657 AIR CONDITIONING o Quote #1 (TH)
1001 - AUTOPOWER CORP £.Parts: 175.00 E.Labor: E.Hrs: 3. 00
1 - FORD RANGER 95 A.Parts: 75.99 A.lLabor: A.Hrs: a4, 00
Itm Fart Humber DPT AVL ORD SHP BSO Core Cost Extension
1 MIS R-134A 2 2 0 9.71
2 ATR-AIR CONDITIOSI0OHN SMITH 1.00 25 .00
3 AIR-AIR CONDITIOfJOHN SHITH 2.00 2%.00
a AIR-AIR CONDITIO/JOHH SHITH 1.00 2500

F3 = Fl:|nction key will displ
he Gross Profit Percentage

or each line item.
Press any key.. .||

=4

F6 = Catalog To access the AutoCat Catalog press the F6 Function Key.
(This option is only available if the AutoCat module has been
purchased.)

F7 = TfrLI Transfer a line item to another Job Operation. If you should add the
wrong part number to an operation and want to transfer it to another operation
on this work order press the Function key F7 and the screen below will display.
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number OR type in A
to transfer ALL line

M1* 365657 AIR CONDITIONING items from this _]Ob
11001 - AUTOPOWER CORP (€. Parts: 176.00 E.Labor: m operation to another
1 - FORD RANGER 95 A.Parts: 75.90 A.Labor: WO or Operatlon# and
!1.n1. Fart Number l[]i'] AU[I URLJl SHP .lS;"Ol Core l press ENTER_
1 MIS R=134A 2 Fd a 0. 00
F4 AIR-AIR CONDITIOSIOHN SHITH 1.00 .
3 AIR-AIR CONDITIO/JOHN SHITH 2.00 Type in the Branch to
4 ATR-AIR CONDITIOfJOHN SHITH 1.00 - -
5 Receive the Line Item
TransTer Line Item to Another WO or Job Ope and press ENTER'
Lineg ITtem # to Transfer: or (AXIT1......: l )
Branch to Receive Lime ITtem............: Type N the WO # to
Hork Order # to Receive Line Item......: . .
Job Operation # to Receive Line Item...: recelve the L|ne Item

and press ENTER.

0K to Transfer? (Y. .N):

Enter the Line Itemf to Transfer: or A for all the Type in the _]Ob
operation # that
should receive this Line
item and press
ENTER.

Update

After adding Parts & Labor to the operation you must update that operation
to the work order. Very Important.

Type in U and press ENTER
to update the operation.

H1* 365657

Shop Operation Maintenance

Customer ;10081 - AUTOPOWER CORP Status

MHake/Model: 9% FORD RANGER W' ge: 250000 &5 Prt FPa

1. Operation.....: AIR - AIR CONDITIONING 6. PO HumPer: 9535

2. Billing Hethod: TH f. WD Tyye..: R - Retail

3. Labor Code....: AIR-AIR CONDITIONING 75.00/hr |B. Dept . A | CTRSALES

4., Est.Prts: 175%.00 Labor: 225.00 Hrs 2.00 9 %
Billing Totals Shop Cost 12. Complai AIR NOT COLD
—————————————————————————————————— 13. Cause..f.......: Freon Level is
Parts. L50.00 19.42 14. Work Pgrformed.: Freon was low.
Cores.......: 15. Hork ecommend . : Recommend repl
Labor..... : 300,00 100. 00 16. Int ZFhop Hsg 1 Hay meed a new
Tax.Fees. . E 35,50 17. Wargsinty Type..:

18. Freight In..: 18. ironmental..: 25.00

11. Freight Out.: 19. Supplies. .: 3.00% 10.50
Tetal . : 385.50 119.42 Daty Entered. . : B1f27/715
GM= 69 02% Datf Last Chg......: B1Ff27/156

(V)ehicle, (Flarts &L Labor. (U)lpdate. (Alppointments
Release (MW)O, (Cllose, (DELETED). #: Ul

Type in U again and press ENTER to update the Operation to the Work
Order.
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H1* 365657 Shop Hork Order IH-W40
Customer: 1001 - AUTOPOWER CORP Date Entered..... : D1/26/15
1 Vehicle Ho....: 1 Hil'ge: 250000 5, Date Promised....: 01/29/1%8
YrifMake/Hodel.: 95 FORD RANGER 6. Date Scheduled...:
2. Service HWriter: @ - JOHN SHITH 7. Date Released....:
4. Contact Hame..: JOE MANN B. Date Finished....:
4, Contact Phone.: 407-555-6985 9. Date Shipped.....:
Operations ST Estimated Selling Amt Total Cost
1. AIR CONDITIOHNING i} 0.00 385.50 119.42
Summary Totals: 0. 00 385.560 119,42
(H)ew Operation. Ship(T)o., (V)ehicle., (E)dit., (R)leports
(Clomment, (I)nternal Hote, (Ulpdate, §#: U
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Appointments

From the Shop Operation Maintenance screen:

You cannot set appointments from this prompt inside of the Shop
Operation Maintenance screen. This must be done by typing W from

any menu.

H1* 365657

Customer
Hake/Hodel :
Operation
Billing Hethod:
Labor Code....:
Est.Prts: 175.00

1901 -

1.
2.
3.
4
1.
Billing Totals

Tax.Fees. .

Freight Imn..:
Freight Out.:

Tatal
GH= 69, 02%

Shop Operation Maintenance

AUTOFOWER CORP

9% FORD RANGER

M'ge: 250000 ;
: AIR - AIR CONDITIONING 6.
TH T.
AIR-AIR CONDITIONING 75.00/hr |[&.
Labor: 225.00 Hrs: 3.00 9
Shop Cost 12.
13. Cause
50.00 19.42 14.
15.
300,00 100.00 16
45.50 17. Warranty
18.
Shop
SBS5 .50 119 .42 Date Ente

Date Last

{C)loese., (DELETE).

Complaint. ...

Hork Perfors

Status
FPrt Parts:
PO Number:
HO Type..:
Dept
Stage

Wpe. .

{(Viehicle, {(Flarts & Labor, (U)pdate. {(A)ppointments
Release (H)O,

Type in A and press

ENTER to access the

appointment screen.
y

LT L g

AIR NOT COLD

Freom Level is
Freon was low.
Recommend repl
Hay need a new

25.00
J.00% 10.50
01/27/156
01/s27/156

Type in A again and press ENTER to view appointment scheduler. If you
would like to set appointments, this must be done from the main menu by
typing in the letter A and pressing ENTER.

Fie Edt Yew Toeh biubisker fedes  Hop

OCTOBER 2015

16
23

30

Mon Tue Wed Thu Fri
. I 1 I 2
5 & 7 8 9
'12-13-'15'
.19-2[5_21 22‘
I 26 ‘ 27 [ 28 I 29 I
(A)dd, (C)al,

Sat

18
17
24

31

Wl:
Sun
4
11
18

25

(Pyrt, (Quit: i

SHOP - Wednesday 10-14-15
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From any Menu type in the letter W and press ENTER to schedule an
appointment for a vehicle. Appointments are not scheduled inside the Shop
Operation Maintenance screen.

Fie [t View Tooh Metiver Wiedos Mg

10/26/2015 (P99) AUTOPOMER PARTS & SERVICE 12: 39PN
Mail WORK ORDER MANAGEMENT MEHU
Waiting

1....Unit Rebuilding MENU
Z2....Vehicle Service MENU
3....Labor Scanning MENU

Enter Selection: W

TC=Clock|5=5pooler R=ACCESS | X=Log Off N-HoteCards|A=AutoMail |V=V5I-Fax

The screen below will display. You can schedule an operation for a work order
using this screen.
I W= N W |
e I.'\J"I;l;ﬂlﬂljlﬁl;I.-‘F:l‘C 2015 Wl: SHOP - Honday 10-26-1%5
Hon  Tue WHed Thu Fri Sat  Sun

1 2 3 4

12 13 14 15 16 17 18

19 20 21 22 23 24 2%

(AYdd. (C)al., (Pirt. (Duit: [
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Type in the letter A and press ENTER to add a new vehicle shop
appointment.

Fle B8t Veow Tock ok Wesdow Hop

OCTOBER 2015 Wl: SHOP - Wednesday 18-14-15
Mon Tue Wed Thu Fri Sat Sun

2] 2] 3] a
Add Appointment

1 Date: 18-14-15 Time: Dept: 2
5 1 SVCAdVsT: 5T:

Customer:
I 1 - Contact: Ph:

12 13 Y-M-M:

Bay: Tech: DIS: HIS:
| S E— WO#

19 20
Service
r T Request:

26 27
Comment :
Priority:

Field Descriptions:

Date: The date will default to the current date. If the appointment that you
are scheduling is different from the date that is displaying, type in the new
date and press ENTER.

Time: Type in the Hours and Minutes for the scheduled appointment and
press ENTER.

Dept: The default department for the shop will display, press ENTER.
SvcAdvsr: Type in the service advisor’s operator number and press ENTER.

Status: Type in P if the job is Pending or type in W if the work is in process
and press ENTER.

Customer: Type in the customer number or customer name and press
ENTER.

Phone: Type in the customer phone number and press ENTER.
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Fie Edt View Tock ok Windos el

OCTOBER 2015 Wl: SHOP - Wednesday 10-14-15
Mon Tue Wed Thu Fri Sat Sun
[ 2] 21 3] a
Add Appointment
Date: 106-14-15 Time: 12:30pm Dept: 2
5 6 SvcAdvsr: @ JOHN SMITH 5T: P - Pending
Customer: 1001 AUTOPOWER CORP
 — —— Contact: Grant Jones Ph: 407-985-6868
12 13 Y-M-M:
Bay: Tech: DIS: HIS:
—t— Wi :
19 | 28 Vehicle Y-M-M Information
Year...... Lo WREE
I 1 Make...... :
26 | 27 Model
VIN..........:
Tag No.......:
P| Vehicle No...:
== Mileage......:
Engine SNo...:
Correct? (Y)es, (E)dit, (C)lear, (Q)uit:
Enter the Vehicle Year

Type in the Vehicle Year, Make and Model Information and press Y. Type in E
to Edit the information in this screen. Type C to Clear all information in this

screen. Type in Q to Quit and not save any information that has been
entered in this screen.

File Edt View Tooh Iulisher Window Help
OCTOBER 2015 Wl: SHOP - Wednesday 18-14-15
Mon Tue Wed Thu Fri Sat Sun
[ 2] 2] 3] a
Add Appointment
Date: 18-14-15 Time: 12:38pm Dept: 2
5 6 SvcAdvsr: @ JOHN SMITH ST: P - Pending
Customer: 1001 AUTOPOWER CORP
T Contact: Grant Jones Ph: 407-985-6868
12 13 Y-M-M:
Bay: Tech: DIS: HIS:
| WO# :
19 | 20 —————— Vehicle Y-M-M Information
Year.........: 2015
I 1 Make.........: FORD
26 27 Medel........: ECONOLINE
VIN..........: EHG4545465
Tag No.......: HGF2560
P| Vehicle No...: 9
==| Mileage 1 36000 -
Engine SMNo...: V2156F656F656523
Correct? (Y)es, (E)dit, (C)lear, {(Q)uit: @

After entering in the abov

e information, the following screen will display.
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—— T T Ja
Pl [t View Took Mobishe Wiedos Hop
OCTOBER 2015 Wl: SHOP - Wednesday 18-14-15
Mon Tue Wed Thu Fri Sat Sun

[ 2] 2] 3] a
t Date: 18-14-15 Time: 12:38pm Dept: 2 SHOP
5 6 SvcAdvsr: @ JOHN SMITH ST: P - Pending
Customer: 1001 AUTOPOWER CORP
I 1 - Contact: Grant Jones Ph: 407-985-6868
12 13 Y-M-M: 2015 FORD ECONOLINE VIN
Bay: D### Tech: DIS: HIS:

| S — WO# :

19 20
Service
I 1 Request:
26 27

Comment :
Priority:

When the service tech is assigned to the job and the vehicle is placed in a
bay to be repaired then this information will be completed.

Bay: Type in the Bay number where the vehicle is being repaired.
Tech: Type in the Tech number who has been assigned to make this repair.
DIS: Type in the days that the vehicle will be in the shop.

HIS: This field will be updated automatically. This is the humber of hours
that the vehicle has been in the shop.

WO# A Work Order will automatically assigned for this appointment that is
being created.

Service Request: Type in the service to the vehicle that is being requested.
The work order # above will be updated with these notes.

Comment: Type in any comments related to this repair.
Priority: Type in Y if this is a Priority job or Type in N and press ENTER.

Save, Quit: Type in S to save the appointment or type in Q to quit and not
save the appointment to the calendar.
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OCTOBER 20815 Wl: SALES - Wednesday 18-14-15
Man Tue Wed Thu Fri Sat Sun 1. 12:30pm 1001 AUTOPOWER CORP
T T T T 1 16F 2015 FORD ECONOLINE; GRANT JONES
1 2 3 4 -- CHECK ENGINE SMOKING

16

12 | 13 15 | 16 | 17 | 18
16

19 | 20 | 21 | 22 | 23 | 24 | 25

26 | 27 | 28 | 29 | 30 | 31

{A)dd, (C)al, (P)rt, (Qjuit, #

If you notice the information that was typed in the previous screens will
display to the right of the calendar. The appointment has been set at 12:30
to check the engine for customer #1001.

If you should need to make changes to the appointment select the line item
for the appointment. You can Edit , save the appointment, view the
Workorder, YMM Edit the Year, Make and Model of the Vehicle. Edit the
Service Request, Edit the comments, delete the appointment or type in Q to
quit.

—— 7 _7a

Fie Edt Veew Toch Mol Wedos Hog
OCTOBER 2015 Wl: SALES - Wednesday 10-14-15
Mon Tue Wed Thu Fri Sat Sun 1. 12:30pm 1001 AUTOPOWER CORP
T T 16F 2015 FORD ECONOLINE; GRANT JONES

| 1| 2 | 3 | 4 -- CHECK ENGINE SMOKING
Edit Appointment 1
1 Date: 10-14-15 Time: 12:38pm Dept: 1 SALES
5 6 SvcAdvsr: @ JOHN SMITH ST: P - Pending
Customer: 1001 AUTOPOWER CORP
Contact: GRANT JONES Ph: 407-985-6868
12 13 Y-M-M: 2015 FORD ECONOLINE VIN:
Bay: 8 Tech: 3 GENE ROGER DIS: 2 HIS: 16
—t— WO#: 358965 (no job ops)
19 20 CHECK ENGINE SMOKING
Service
I 1 Request:
26 27
Comment :
Priority: Y
(E)dit, (S)awe, (M)ove, (W)0, (YIMM
Svec (R)equest, (C)lomment, (D)elete, (Qjuit: B
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The Work Order Status screen will also be updated with the new work order
that was created in the Appointment Scheduler screen.

Fir St Wiew Took Muliake Wiedom e

Page: 1 of 1 HORK ORDER STATUS HO-WIPSTS
WO o Customer Name WO DATI DUE DATE COMMENTS
AUTOPOWER CORP oz/10/15 [(EXEEFEE WORKORDER WAITING FOR PARTS
H1 §2
365664 ALTSCHULER TRUCK AND EQUI 0Z2/10/15
H1 #1  382-555-2557
I65701  JONES GARAGE CFFEUTAE 7/ 135/ 15
H1 §#1
365759 AUTOPOWER CUSTOMER 10/08/15  [EFEEVEE
N1 407-695-7300
365760 AUTOPOWER CORP in/08/15 TEEEER
H1 1 <
365764 AUTOPOWER CUSTOMER /09015 |EREEE
H1 #1  407-695-7300
365770 AUTOPOWER CORP 10/26/15
H1 #1 Jack Jones
(W)D Detail, (S5)ort Toggle, (R)lefresh, (H)elp, (O)uit
Arrow Down
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Release Work Order

From the Shop Operation Maintenance scrq

Type in W and press
ENTER to release the
operation to the

shop.

H1*365657 Shop Operation Maintenance Ho: 1
Customer ;1081 - AUTOPOWER CORP Status I 1 |
Hake/Model: 9% FORD RANGER M ge: 250000 1 Prt Parts: Y FL: N
1. Operation. ... .: AIR — AIR CONDITIONIHNG 6. PO Humbar: 9535
2. Billing Hethod: TH 7. WD Type..: etail
3. Labor Code.. : AIR-AIR CONDITIONING 75.00/hr |8 Dept.....: CTRSALES
4. Est.Prts: 175.00 Labor: Z225.00 Hrs 3.00 9 S5tage :

Billing Totals Shop Cost 2. Complaint, . : AIR NHOT CcOLD

---------------------------------- 3. cic:gf¥::::2 Freon Lewel is

Parts.......: 50.00 19.42 d.: Freon was low.
Cores...... : Recommend repl
Labor 300.00 100.00 : Hay need a8 new
Tax. Fed 35.50

18. Freight In..: . Environmental..: 25.00

11. Freight Out.: 19. Shop Supplies..: 3.00% 10.50
Tetal : 385,50 119 3 Date Emtered : D1F27715
GHM= 69.02% Date Last Chg... : D1/727715

Labor, (U)pdate, (A)ppointments
. (C)lose. (DELETE). #:

{(V)ehicle, (Flartsys
Release (

After typing in R to Release the work order to the shop you will be prompted:

1. Print/Fax/Email WO Estimate
To print/fax a WO Estimate type in #1 and press ENTER. Type in the Printer
# where the Quotation should print.

2. Print Work Order Docs to Shop
To print theWork Order to the Shop, Type in #2 and press ENTER. Type in
the printer # where the Work Order should print.

Print Hard Card for: Customer Approval

Print Hard Card for: Service Shop WO

Print Hard Card for: Parts Used

Print Hard Card for: Mechanic’s Notes

Print Hard Card for: Mechanic’s Labor Time

. Print Parts & Labor Detail - No Cost

To print a Work Order Detail report, Type in #3 and press ENTER. Type in
the printer # where the Work Order Detail Report should print.

®NO U AW

0. Print Parts & Labor Detail - With Cost (Print Prior to invoicing
order to verify totals.)
To print a Work Order Detail report with cost printing on the report, Type in
#4 and press ENTER. Type in the printer # where the Work Order Detail
Report should print.
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orl

H1*365657 Shop Operation Maintenance Ho: 1
Customer 1081 - AUTOPOWER CORF Status W
Hake/Model: 9% FORD RANGER M ge: 250000 11 Prt Parts: Y FL: N
1. Operation.....: AIR - AIR CONDITIONING 6. PO Number: 9535
2. Billing Hethod: TH f. WO Type..: R - Retail
3. Labor Code....: AIR-AIR CONDITIONING 75.00/hr (8. Dept.....: 1 CTRSALES
4, Est.Prts: 175.00 Labor: Z225.00 Hrs .00 9 Stage z
Mork Orde Print Options

1. Print/Fax WO Estimate Type in #2 and press

2. Print HWork Order Docs to Shop 4'

3. Print Hard Card Tor: Customer A ENTERI

4. =S Hard Card fTor: Service 5h WL

5. 2 Hard Card for: Parts Used

6. it Hard Card for: Mechanic’'s Hotes

7. e Hard Card fTor: Mechanic’ s Labor Time

8. . Parts & Labor Detail Ho Cost

9. s Parts & Labor Detail - With Cost

sel

ection above:

ALITOPOWER

H1*365657

Shop

Customer 1001 - AUTOFPOWER CORP

Operation

Maintenance Ho: 1

Status

Select the printer to

Hake/HModel: 95 FORD RANGER M ge: 250000 & Prt Par
1. Operation. .. ..: AIR — ATR CONDITIOHNING 6. PD Humb H
2. Billing Hethod: TH F. MO Type prlnt the Shop Work
3. Labor Code....: AIR-AIR CONDITIONING 75.00/hr |8. Dept... Order and press
4, Est.Prts;:; 175.00 Labor:; Z225%5.00 Hrs .00 ] Stage. ENTER
Frinter Ftrf

LASERJETS000 22

oBLIvVION 99

Ptreff, C, or =: mQ
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Close Operation

From the Shop Operation Maintenance:

H1*365657 S5hop Operation Haintenance After the operatlon has
Customer ;1001 - AUTOPOWER CORP Status be_en Completed you
Make/Model: 95 FORD RANGER M 'ge: 250000 s. rrt Part] Will Nneed to close the
1. Operation.....: AIR — AIR CONDITIONING 6. PO HNHumbe .

2. Billing Hethod: TH 7. uo Type.] Operation.

3. Labor Code....: AIR-AIR CONDITIONING 75.80/hr |8. Dept....

4., Est.Prts: 175.00 Labor: 225.00 Hrs: 3.00 9 Stage.

- T Type in C and press
Billing Totals Shop Cost 12. Complaint..... yp p
—————————————————————————————————— 15. cause.........] ENTER to Close the
Parts. 50.00 19.42 14. Work Performed -

Cores...... : 15. Work Recommenct Operat|0n-
Labor..... : J00. 00 100.00 l1é. Int Shop Msg
Tax.Fees, . s 25 .50 17, WHarranty Typ x

10. Freight In..: 1&. 25.00

11. Freight Dut.: 19. 3.00% 10.50
Tatal =i : 385.50 119.42 B1/27/15
GHM= 69.02% Last Chg... alrs27/15

(Viehicle, (FPlarts &L Labor,
Release (W)O, (CH1

pdate, (A)ppointments
e. (DELETE). #:

The words Scanning Line
o ; items will appear briefly
H1*365657 Shop Operation Maintenance

on the screen.

Customer. .; 1001 - AUTOPOWER CORP Status

Hake/Model: 9% FORD RANGER M'ge: 250000 5 Prt Part i

1. Operation.....: AIR — AIR CONDITIONING 6. po numbd Then “All Line Items
2. Billing Hethod: TH 7. WD Type.

5. Labor Code....: AIR-AIR CONDITIONING 75.00/hr 8. pept... | Checked OK Press any

4., Est.Prts: 175.00 Labor: Z225.00 Hrs &5.00 9 stage

Key” will display.

This procedure is checking
for any special orders or
ATT LIne IEEDE Ehackad DK back order status parts.

Press any key. ..

Press ENTER to return to the Shop Operation Maintenance screen.
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i
H1*365657 Shop Operation Maintenance Ma: 1
Customer ;1081 - AUTOFPOWER CORP Status .
HakefModel: 95 FORD RANGER M ge: 250000 L1 Prt Parts: Y PFL: N
1. Operation. ... .: AIR — AIR CONDITIONING 6. PO Number: 9535
2. Billing Hethod: TH F. WO Type..: R - Retail
3. Labor Code....: AIR-AIR CONDITIONING 75.00/hr |8. Dept.....: 1 CTRSALES
4, Est.Prts: 175.00 Labor: 225.00 Hirs A.00 9 Stage.
Billing Totals Shop Cost 12. Complaint......: AIR NOT COLD
—————————————————————————————————— 1%Z. Cause..........: Freon Level is
Parts.......: LHo. 00 19.42 14. Work Ferformed.: Freon was low.
Cores...... : 15. Work Recommend.: Recommend repl
Labor..... : J00.00 100.00 16. Int Shop HMSg : Hay need a néw
Tax.Fees, | s 25,50 17, Harranty Type..:
18. Freight In..: 18. Environmental..: 25.00
11. Freight Out.: 19. Shop Supplies..: 3.00% 10.50
Taotal 5ia 5 I8B5,.50 119,42 Date Entered. . : B1f27/1%8
GH= 69.02% Date Last Chg......: @1f27/156
{(Viehicle, (Plarts & Labor, {(U)pdate., (A)lppointments
Release (W)Y0D, {(C)lose. (DELETED)Y. #:

DELETE

To Delete an operation from the work order type in the word DELETE.
Are you sure you wish to delete Y/N ? will display.

Type in Y to delete the operation from the order.

Type in N to not delete the operation from the order.

If you select Y to delete another prompt will display.

1. Delete the operation off the Work Order
2. Delete & Transfer Unit to Core Inventory

Enter Selection (1,2):
Type in #1 and press ENTER to delete the operation off of the work order.

Type in #2 and press ENTER to delete the operation off of the work order
and transfer any cores to the Core Inventory.
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Close Work Order

***In order to invoice the work order all operations must be closed.
%k %k %k

W1* 365657 shop Mork order | This operation is shown as
Customer: 1001 - AUTOPOWER CORP a status of Closed.
1. Vehicle lo. =& A Hil ge: 250000 1
¥Yr/fMake/Hodel.: 95 FORD RANGER
2. Service Hriter: 0 - JOHN SHITH 7o UateE Neleased. oo orrzrTr:
3. Contact Hame..: JOE MANN 8. Date Finished....:
4. Conmtact Phone.: 407-555-6985 9. Date Shipped

Operation: 4 | Limated Selling Amt Total Cost

1. AIR CONDITIONING 0.00 38550 © 119.42

Summary Totals: 0. 00 385.50 119.42

(H)ew Operation, Ship(T)e, (Viehicle, (E)dit, (Rleports
(Clomment, (I)nternal Hote., (U)pdate, §: .

Press ENTER again and you will be at the Options Page in Order Entry.

01/26/15 Order No: M1*365657 WO PICK TICKET
Ship To: AUTODPOWER CORP Bi1l To: AUTOPOWER CORP
400 TECHHOLOGY PARE 400 TECHHOLOGY PARK
1001 1001
LAKE MARY, FL 32746 LAKE MHARY, FL 32746
Terms: A=NET 30 DAYS |TAXABLE| B/0 OK [Ctr:0 FO:
1. Salesman.: O - JOHH SHITH option: |
2. Ship Via.: OT - OUR TRUCK
3. 5pcl Inst: Li Invoice K Ack' ment
P Fick Ticket '] View NHotes
4, Check Nbr: A Add Parts TH E'ittjll".nkﬂ
Drv. Licn: $410.88 H Hold 1] Del ' Driver
Phone Hbr: T Totals
5. Release #: H Work Order
I T 1 Cancel Order
ALtLn: Truck Ho B Backorder
1 | Issue PO
F5=Payment F6&=ShipTo F7=BillTo F8=Terms F9=PO§ FlO=Attn Fll=Trk#

Prior to invoicing a WO we recommend that the shop Supervisor should print
the WO Cost Detail Report.

This will print a detailed list of the parts and labor charged to the job.
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Review the report to identify any labor or parts that may be missing or that

may have an incorrect cost or billing amount.

B81/26/15 Ord
Ship To: AUTOPOWER CORP
400 TECHHNOLOGY PARK
1001
LAKE MARY, FL 32746
Terms: A-NET 30 DAYS TAXABLE BSfO OK
1. Salesman.: @ - JOHH SHMITH
2. Ship Via.: 0T - OUR TRUCK
3. Specl Inst:
4, Check Nbr:
Drv. Licn: $41
FPhone Hbr:
5. Release :
ALtn:
Fi=Fayment Fe=5hipTo F7=Bill1To

HNo:

er
Bi11

1001

Ctr:0

0,88

Truck
1

FB=Terms

H1*

M

365657 Type in Y and press
AUTOPOWER CORP ENTER to Invoice the
400 TECHHOLOGY PA

Shop Work Order.
LAKE HARY. FL 327
PO
option: Y[

Y Invoice K Ack ' ' ment

P Pick Ticket v View NHotes

I Add Farts TH FkgTrac ki

H Hold ) Del 'Driver

T Totals

W Hork Order

- X Cancel Order

B Backorder

1 Issue PO

F9=P0Of§ Flo=Attn Fll=Trk#

Once the Work Order has been invoiced, the operations will have been
updated to inventory and cannot be edited or removed.
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It's time for another Quiz!!!

1. To add parts or labor to an operation in the Shop Operation
Maintenance screen you must type in the letter “"P”.

True or False

2. To add labor you must press the F1- Function key for Enter Labor.
Then you type in the Mechanic’s number, the number of hours and the
labor code and post it.

True or False

3. To exit from an Operation on a work order you must type in U to
update.

True or False

4. In the Shop Work Order screen you can print and fax a customer the
quote or you can Print & Release the Work Order to the Shop.

True or False

5. If the Work Order is in a Quote status you can recall it and type in a W
to release the Work Order to the Shop.

True or False
6. You cannot close a work order if:

a. The work order is in a quote status.

b. The work order has labor scanned in that has not been scanned
out.

c. The work order has labor clocked in that has not been clocked
out.

d. If there are any open operations that have not been closed.

e. Any of the above.

7. Before closing an operation it is not a good idea to print out one of the
Parts & Labor Detail reports to identify any labor or parts that may be
missing or to check for incorrect cost or billing amounts.

True or False

8. To close an operation you must type in the letter for close.
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Notes:

AutoPower Corporation Copyright 2017 Page 83



VSSR HOW-TO WORKBOOK

VEHICLE SERVICE SHOP WORK ORDER ENTRY

Customer Entry Screen

Enter Customer #
Customer Acct Search

Parts Entry Screen

Enter Parts

Totals Screen

Type in F6 to go to

Vehicle Shop

B Add Sales Tax
Freight

g Pick Ticket
Packing Slip
Invoices

Options Screen

Ship Via Terms

Y Print Invoice

P Print Pick Ticket

S Print Packing List

A Add More Line Items

P H Place Order on Hold
T Go Back to Totals

Q Quotation

X Cancel Order

B BackOrder

Shop Work Order
Screen
1st Screen
What Kind of Vehicle
Who is the contact
Phone #
Typein for 2nd
Screen

Second Screen
Create an Operation

Shop Operation Choices
U Update Operation (Save)
W Release Operation to

Type
Air Conditioning

Second Screen
Create an Operation

Shop
C Close Operation, Relieve

Close ALL operations go

to Invoice

Inventory

Third Screen
Type in P to enter Parts
Type in F1 to add Labor

Shop Operation Choices
U Update Operation (Save)
W Release Operation to

0il Change

Shop
C Close Operation, Relieve

L

CloseALLoprations go

Gperation #1

Qperation #2

to Invoice.

Inventory

Third Screen
Type in P to enter Parts
Type in F1 to add Labor
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Work Order (Status)

From the Vehicle Service Menu:

Hail
Haiting

TC=Clock | 5=5pooler

File Edt View Tools MultiValue Window Help
10/09/2015 (P99)

AUTOPOWER PARTS & SERVICE

VEHICLE SERVICE HENU

Type in #2 and press

ENTER

Entry /
Status

Inquiry (Open)
Inquiry (Closed)

.Customer - Part Purchase History

1....Hork Order:
Z2....Hork Order:
3....Hork Order:
4....Hork Order:
5....Parts Inquiry
b..

7.

.Reprint Invoice from History

8....Vehicle Shop F/H HENU
9. ..Vehicle Shop Data Base HENU
10....Vehicle Shop Reports MENU

Enter Selection:

R=ACCESS |X=Log Off H=HoteCards |A=AutoMail |V=V5I-Fax

The Work Order Status screen will provide you with detailed information

related to a work order such as when the work order was created and the
due date for the work order.

W1 #1

W1 #1

3B2-555-2557

Page: 1 of 1 WORE ORDER STATUS
WO lo Customer Name WO DATE DUE DATE co
AUTOPOWER CORP n2/10/15 02513715

365663 ALTSCHULER TRUCK AND EQUI 0Z/10/15 02713115

HO-WIPSTS

HHEHNTS

()0 Detail., (S)ort Toggle, (Rlefresh, (H)elp. (D)uit
Arrow [Down
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Screen Options:

(W)O Detail

Type in W and press ENTER to view all the information on this work order
including the operations.

(S)ort Toggle

Type in S and press ENTER to sort from ascending to descending work
orders by name.

(R)efresh

Type in R and press ENTER to refresh the screen.
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(H)elp

Type in H and press ENTER to view the options that are available in this
screen.

Page: 1 of 1 HORK ORDER STATUS HO-WIPSTS
WO No Customer Name WO DATE DUE DATE COMHENTS

365662 AUTOPOWER CORP nzs1e/1s | 02/13/715
H1 #1

365663 ALTSCHULER TRUCK AND EQUT 02/10/15 02/13/15
W1l #1 382-555-2557

Key Command Options:

Use Up/Down Arrows to highlight a specific HOF
Use Page-Up/Down keys to goto next/previous page
Use Left/Right Arrows to enter comments

Use Enter-key or W to see the details of a WO
Wse O, E. or Esc-key to Exit back to the Henu
Use R to reselect Mork Orders & refresh display
Use 5 to toggle the sort sequence of the work

orders by: W0 Date or by Customer Hame

()0 Detail, (Slort To [IXEEEANIED sh. (Hielp. (Q)uit

(Q)uit

Type in Q and press ENTER to exit the work order status screen.
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Work Order Inquiry (Open)

From the Vehicle Service Menu:

01/27/2015 (P39)

TC=Clock |S5=5pooler

1

Enter Selection:

AUTOPOWER PARTS & SERVICE

VEHICLE

...Hork Order:
...Hork Order:
...Hork Order:
-.Hork Order:

SERVICE HENU

ENTER.
Entry /
Status

Inquiry (Open)
Inquiry (Closed)

Farts Inquiry

R=ACCESS

..Customer - Part Purchase History
..Reprint Invoice from History

..Vehicle Shop F/M MENU

...Vehicle 5Shop Data Base MENU
.. Vehicle Shop Reports HENU

X=Log OFffT |li=lloteCards | A=AutoMail |V=V5I-Fax

Type in #3 and press

The screen below will display prompting you to enter the correct location

code.

Your location will default. If it is correct press ENTER and then type in Y and
press ENTER that the entry is correct.

Enter Branch:

Wl  APC CORP corr

ect? (Y,N,E):
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The Work Order Inquiry screen will display and individual order by typing in a
specific order number or all open work orders by typing in the word “ALL.

01/27/2815 Hork Order Inquiry IN-WOTHO
Work Order No: [ Vehicle: if:
Customer Ho..: Part fo: BTH:
Actual-Amt Cost-Amt Istimatv. Status. ....:
Parts Bill Method:
Cores WO Type....:
Labor Due Date...:
Enter the MWork Order Number. Z#. Bf,. off. or ALL
Enter the Work Order Number, Z#, B#, O# or ALL.
Z# = Unit Rebuilding
B# = Brass Tag (Unit Rebuilding) this is the brass tag number that is
attached to a part itself.
Oo# = OEM Number
ALL = ALL Work orders
B1/27 /2015 Hork Order Inquiry ITH-WOTHO
Hork Order No: ALL Vehicle: ¥
Customer Ho..: FPart No: BTH:
Actual-Amt Cost-Amt [Hlln‘lilt.!" Status.....: .
Parts: Bill Method:
Cores: WO Type....:
Labor: Due Date...:
Itm WO.Nbr CustHlo Customeriame Vehicle =T HO
1. I65657 1001 AUTOPOWER CORP 95 FORD RANGER C Y

Enter Item Number above, or press ENTER: [

You can also press ENTER and move to the Customer Number field. Type in

the customer number and press ENTER to view all work orders for this

particular customer. You can initiate a search for a customer number if you

do not know it.
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You can search for a customer

Work Order Inquiry —— number if you type in a period
SRoh (Beiee e T 1o followed by a part of the
Customer No..: .AUTOPOWER_ /Fart No: customer name as shown.

Actual-Amt  Cost-Amt Estimate | Status. ...

Parts: Bill Method:
Cores: W0 Type....:
Labor : Due Date...:

Enter customer number, or .xxxxxx to search

A list of all customers’ having that name will display to the screen.
Type in the customer number to view their open work orders.

As shown in the display below there is 4 work orders for customer #1 that

are in a status of open or on hold status.

Status
WORK ORDER INQUIRY H = Hold
Work Order No: Vehicle: 71 O = Work Order
Customer No..: 1 - AUTOPOWER QA CUSTO [Part No: B Open
Actual-Amt  Cost-Amt  Fstimate| Status.....: Q = Quote
parts: Bill Method: C _ Cl d
Cores: W0 Type....: - ose
Labor : Due Date. . .:
Itm WO.Hbr CustNumber Customer Hame Vehicle ST W0
1. 321 1 AUTOPOWER QA CUSTOMER H Y
7. 312 1 AUTOPOWER OA CUSTOMER 7005 CADILLAC FLDORA O Y
3. 323 1 AUTOPOWER QA CUSTOMER H Y
4. 316 1 AUTOPOWER QA CUSTOMER H Y

Enter Item Humber above, or press RETURN: _

To view item #2, which is work order #322, type in the #2 and press
ENTER. If the work order that you are looking for is not displayed on the
screen press ENTER to return back to the customer number prompt so that
you may perform another search.

Type in #2 and press ENTER. The screen below will display.
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The open work order inquiry screen will display detailed information about
the operations assigned to a particular open work order.

Enter Item Humber above, or press RETURM:

WORK ORDER IWQUIRY TR-WOIRG

Work Order No: 322 Vehicle: 720-2005 CADILLA|Z#:

Customer Ho..: 1-AUTOPOWER QA CUSTOME [Part No:R BT#:

Actual-Amt  Cost-Amt Estimate | Status.. ... -0

Parts: 75.00 65.16 50.88( Bill Hethod:

Cores: .00 0.00 0.08 | WO Type....:

Labor : 12450 10000 184 .50 | Due Date...: 12-16-7004

Itm Operation E.Parts [.labor E.Hrs A.Parts A.Labor A.Hrs
1. GENERAL A/C REPAIRS 50.00  1E0.00 3.00 75.080  170.00 7.00
7. BRAKE SHOE B.00 4.5  1.00 0.0 .50 000

Press ENTER to exit this screen.
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Work Order Inquiry (Closed)

The Work Order Inquiry (Closed) screen will give detailed information on all
closed shop work orders.

From the Vehicle Service Menu:

81/27/2015 (P99) AUTOPOWER PARTS & SERVICE 01: 46PN
VEHICLE SERVICE MHENU
1....Mork Order: Entry Type in #4 and press
2... .Hork Order: Status
d3....Work Order: Inquiry (Open) ‘EA,T]EIQ'
i@ ..HWork Order: Inquiry {(Close

&....Parts Inquiry
6... Customer - Part Purchase History
. .Reprint Invoice from History

.Vehicle Shop F/M MENU

B...
9....Vehicle Shop Data Base MENU
a

1 . Vehicle Shop Reports HEHNU

Enter Selection:

TC=Clock |5=5pooler R=ACCESS | X=Log Off |[H=HoteCards A=AutoMHail V=V5l-Fax

When you first access the screen you are prompted to enter a work order
number if you do not know the work order number press ENTER.

jwrorowin
01/27 /72015 Hork Order Inquiry From History IH-WOINQ-HIST
HWork Order: Vehicle: Dperation
Customer, . : VIN - Start Date:;
Status.....:
Est. Parts: Bill Hethod:
Est. Labor: HO Type....:
Est Hours; Inv Date. ..:

Enter the Work Order NHumber, or (S)earch
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You will then be prompted to enter a customer number. If you do not know

the customer number you can do a search for the customer name as shown
in the display below.

Type in a period followed by part of the customer name to search for the
customer number.

01/27 72015 Hork Order

Inquiry From History IH-WOING-HIST

Hork Order: Vehicle:
Customer..: .AUTOPOMER]] vin

Operation
Start Date:

Status. ... .:

t. Parts: Bill Hethod:

st. Labor: WO Type....:
t Hours: Inv Date. . .:

Enter customer number, or .name to search

After you have typed in your customer number, a listing so all customers that
have the name entered will display.

Customer Hame Search ) AR. N5
CUST NO CUSTOMER cCITY PHOMNE
1. 1003 AUTOPOWER CUSTOMER ORLANDO, FL 32801
2. 999999-1 AUTOPOMER CUSTOHER #2 LAKE MARY. FL 32746
ER 999999 AUTOPOWER CUSTOHER LAEKE MARY. FL 32746 407-695-7300
4. 1001 AUTOPOWER CORP LAKE MARY. FL 32746

ITtemf. (Qluit: B

Select the customer by typing in the line-item number.

You will then be prompted to enter a vehicle number.
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Type in the Vehicle Number or a “?” to view all vehicles for this customer.
You can also press F10 to select from a list of vehicles and press ENTER.

a1/27 /2015 Hork Order Inquiry From Histor) IN-WOINO-HIST
Work Order: vehicle: ] Operation. :
Customer..: 1003 - AUTOPOMER VIN....: Start Date:
Status.....:
Est. Parts: Bi1l Hethod:
Est. Labor: MO Type....:
Est. Hours: Inv Date...:
Enter vehicle number. or ?|F10 te search
Work Order Inquiry From History IN-WOINO-HIST|
Work Order: Vehicle: F18 Operation. :
Customer..: 1 - AUTOPOWER OA VIN....: Start Date:
Status.....:
ESt. Parts: Bill Method:
Est. Labor: PLEASE CHOOSE A VEHICLE
Est. Hours: 15 FORD RANGER 1995
25 FORD RANGER 1996
17 TOYOTA COROLLA 2004

70 CADILLAC ELDORADO 7085

Enter vehicle number, or F1® to search

Type in the VIN number to select a vehicle with that Vehicle Identification
number and press ENTER.
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01/27 /20156 Work Order Inquiry From History IH-WOING-HIST

Hork Order: Vehicle: Operation
Customer..: 1003 - AUTOPOMER VIN....: . Start Date:
Status.....:
Est. Parts: Bil1l Hethod:
Est. Labor: HO Type....:
Est Hours: Inv Date...:

Enter VIN (Vehicle ID Humber) or Tag Humber

Type in the Operation code or press F10 to search from the list of Operation
codes and press ENTER. There are many ways to search for a closed work
order.

B1/27/2015 Hork Order Inquiry From History TH-WOINQ-HIST
Hork Order: VYehicle; Operation. : Fl1o
Customer. .: 1003 - AUTOPOMER VIN....: Start Date:
Status.....:
Est. Parts: Bill HMHethod:
Est. Labor: HD Type....:
Est Hours: Inv Date. . .:

Flease Pake a Selection

BSR-007 BRAKE SHOE
AIR-000 GENERAL AFC REFATRT

[ox]  owen]
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Vehicle Shop Reports Menu

From the Vehicle Service Menu: .
Type in #10 and press

ENTER.

01/27/2015 (P993) AUTOPOWER PARTS & SERVICE -

VEHICLE SERVICE HENU

1....Hork Order: Entry

2....HWork Order: Status

3....Mork Order: Inguiry (Open)

4 . Mork Order: Inquiry (Closed)

§5....Farts Inquiry

6....Customer - Part Purchase Histgfy
7 .. Reprint Invoice from History
8....Vehicle Shop F/M MENU
9....Vehicle S5hop Data Base HEN
10....Vehicle Shop Reports MENU

Enter Selection: |§

TC=Clock | 5=5pooler R=ACCESS [X=Log Off NH=loteCards |A=AutoHail |V=V3l-Fax

Vehicle Shop Reports Menu

From the Vehicle Service Menu. Type in #10 to access the Vehicle Shop
Reports Menu. In this menu we will take a look at the Vehicle Shop Reports
to learn what type of information these reports contain.

The Vehicle Service Reports Menu will display. We will discuss each report.

Page 96 AutoPower Corporation Copyright 2017



VSSR Workbook

reemns
02/10/201% (P99) AUTOPOWER PARTS & SERVICE 11:18AN
Mail VEHICLE SERVICE REPORTS

Haiting

1....HD Reports

2....Nechanic Labor Report by WOF
J....Nechanic Labor Display
4....Nechanic Productivity Inquiry
b....Nechanic Productivity Report

[ .5hop Revenue by Hake of Vehicle
7
1]

....53hop Amalysis by MHechanic & Job
9....H0 Labor Detail Report Wip
10....H0 Labor Detail Report History
11....H0 Labor Summary Report
12....Hechanic Hours Worked vs Billed

Enter Selection

IC=Clock | 5=5pooler R=ACCESS  X=Log Off|[N=NoteCards A=AutoMail [V=V5I-Fax
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WO REPORTS

The Workorder Reports menu will allow you to view five different types of
reports.

paroms_____________
02-10-2015 SHOP WORK ORDER REPORTS ITH-WsR
1. Mork Order Status Report AlT Mork Orders
2. Mork Order Status Report M.1.P
3. Mork Order Status Report Quotes
4. Mork Orders Over Eslimale
5. Work Orders Fast Promise Date

Enter Selection:

Branch Location, or (AXIT1...............:
Department Humber, or (AXID.............:

0K to produce the report? (Y. N).........:

Work Order Status Report — All Work Orders

Type in the Branch Location or the A for All and press ENTER.
Type in the Department Number, or the letter A for all and press ENTER.

Type in Y and press ENTER to print the report. To exit the screen type in N
and press ENTER.
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File Edt View Tools MultiValue Window Help
W et 200 WOLE BIDOE STATWE DEPRRT = AL Wark Brder: Fage ]

BATE  FILL FETL<LAF  FRTI-LAR E3T 73 ACT ELTIMATE
LIC BEFT AW BWTE 5T CWLTHRERE MaRE RERWIRED WETR FENCEDWEE DETCETFTING (< Hh) TALEY FARIARCE  ALEETH

ST W3- TEST ACChET W-3-15 T AQR FRAKE 3TiTQR (K] 4080 d-alert-

FRE4TT E-11-18 ALFERARLE LOSSEL BILTRECT TEIT BFERRTINE

4055

sHRERL 1814 H-18-18 . 138027 <=alert-
FiEEY M-21-18 i ] 3 L] I.78 £-aleri-

ALFERARLE LOEBNL BILTRICT =ulert=
AUTHPIEE TELT CHITENER
ARTRRONEL TELT CHiTENED
AUTORMER TELT CwiTomER
AUTEMNER TELT CHLTRRER
ANTHPAEE TELT CENTARER
TEST ACCHET

247 TEWCT PaRTi
AUTOMNER TELT CHLTRRER

FELT1

D806 INT"L PREVENTATIVE W INT
rim

FEAETS

ELUTER

AN WRAKE 3VITER

CLUTCR

ETRRsT ETiTE

SERVICE Cabl Wl

Bohe ..

¢=alert-

L=alert=

dadadI==

M-13-1% ALFERARLE 1OERAL 114 FIL TEIT I BPE
M=1d=1% ALFERARLE TOSREL 4] FI T8 INT"L FUEVENTATIVE NALNT

Wptiaad; Fage (Flervard. (Lheit. (dmarchfezt. (ldeit:

File Edt View Tools Multitalue Window Help

WTE  FILL FETL-LAT FETS-RAF 3T Wi ACT EETIRATE
LIC BEFT  WamE mTE AT CE THRER MARE RERWIRED NETH FRRCEDEEE QEICEIPTINN 3T EATImaTE TARLAMLE  ALEETS

40..

475,50

i Lmn
L) 4.855.12 159550

1§ records Disted.
Last Page Dpiiaes: Fage (Whackward, (Eheset. (%dearchTest, (R)uit: §
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Work Order Status Report - W.I.P

The Work In Process Work Order Status Report will allow you to display, print
or export W.I.P. work orders based upon the Branch and Department
entered.

e
02-10-201% SHOP WORK ORDER REPORTS IH-Wsk
1. Mork Order Status Report A1l MWork Orders
2. Mork Order Status Report W.1.p
3. Mork Order Status Report Quotes
4. Work Orders Over EsLimale
5. Work Orders Past Promise Date

Enter Selection: |

Branch Location, or (A)ID.... ... ... ...
Department Humber, or (AYIT.............:

0K to produce the report? (Y, N).........:

[pancrre s

02-10-201% SHOP WORK ORDER REPORTS IH-W5R
1. Work Order Status Report ATT Work Orders
2. Work Order Status Report - W.I1.P.
3. Work Order Status Report Ouotes
4. Work Orders Over [sLimale
5. Work Orders Past Promise Date

Enter Selection: 2

— Document Options —

Branch Locabtion, or (A)I] (D)isplay

Department Number., or (A (P)rint
(X)port

0K to produce the report| Output Choice: DI

Select Document Output Choice, or (Clancel
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File Edt View Tools Multialue Window Help
o et 2008 WHLE GEDER STATEE REPORT - whRE-DN-PROCELY tage 1

WTE RILL METS-LAR  PRTS-LAR  PRTISLAR ST U5 ACT ESTIMATE
BEFT WO @RTE 4T CRTERER MRBE DERNIELD RETR FRRCERUEE REICETFTION (L H WLES EITIMATE  TARIAMCE  ALEET!

SREATT M-15-15 W ALFERARLE TCEBIL BISTRICY Fl TEIT BPERATINN LM

FHRAIT M-15-15 W ALNERARLE SCESNL RISTEICY TEST I BPERATIER N
SHSAZT B-D4-15 W ALRERALLE TCMONL BOSTRLECE 1090 I0T°L PREVERTATIVE MALNE 1.0

7.1k 29.M 29M
.06 LN WM
1.06 LN WM

i necards 1isted

Last Page... Press EMTEL
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Work Order Status Report — Quotes

The Quote Work Order Status Report will allow you to display, print or export
quote. work orders based upon the Branch and Department entered.

Fibe Edt View Tooks MultiValue Wedow Help

10-09-2015

SHOP WORK ORDER REPORTS

IN-WSR

WHork Order Status Report - All Work Orders

WHork Order S5tatus Report - W.I.P.
Hork Order S5tatus Report - Quotes
Hork Orders Over Estimate

Work Orders Past Promise Date

Enter Selection: 3

Branch Location, or (A)I11

Department Number, or (A)ID.............:

0K to produce the report? (Y.N)
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File Edt View Tooks Multvalue Window Help

10-09-2015% SHOP WORK ORDER REPORTS IN-W5R

Hork Order Status Report - All Work Orders
Work Order 5tatus Report - W.I.P.

Hork Order S5tatus Report - Quotes

Hork Orders Over Estimate

Work Orders Past Promise Date

Enter Selection: 3

— Document Options —

Branch Location. or (A)] (D)isplay
Department Number, or (A (P)rint
(X)port
0K to produce the report| Output Choice:

Select Document Qutput Choice, or (Clancel

File Edt View Tools Multivalue Window Help
B et 2008 WL ORDEL STATE REFORT - QUATATIOES Page: 1

WTE  RILL METL-LAR  PRTS-LAR  PRTSSLAR 3T TS ALY ESTIMARE
LIC BEFT WEME RTE 5T CRTIREE MBE DERNIECD RETH FROCERUEE DEICEIPTINN 4 H WLE EITIRATE  WARIARCE  ALERTE

FNETIN -33-15 TEST ACCHIAT B-23-15 ™ AQU WRAKE STITEM Z i L1084 LM

B4R.55 <-alert-
LLLE M .55
$i5i8E 0T-I1 ALUFTRARLLE SCRMOL RISTRICT FELTE 1.5 T.50 C-alert-
s B-.- AUTOPEL TEST CwiTERERL 2000 IWTOL PREVENTATIVE mALNT
SiREEY M- ANTHREL TELT CHLTERER FELTE
S H-m- ANTHPNEL TELT CRSTEWER FRAEES
HATH -12- AUTOROER TELT CHRTRRER CLUTER i H R "
ETH 6-11- AUTHPONERL TELT CRETENEE ATl FRAKE STITEN I [N ]
TEST ACCHERT CLuTEE 152, i G205 C-alert-
257 TERLE FAETY EERANST ITITER
AUTORMEL TELT CURTHRER JERVECE CaLL Wl

L8 recards Dsted
Last Page. .. Preds
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Work Order Status Report — Over Estimate

The Over Estimate Work Order Status Report will allow you to display, print
or export work orders that have a variance between the estimated pricing
and the actual invoice based upon the Branch and Department entered.

Fie Edt View Tools Multialue Wendow Help

10-09-2015 SHOP WORK ORDER REPORTS IH-WSR
1. Work Order 5tatus Report - A1l Work Orders
2. Work Order 5S5tatus Report - W.I.P.
3. Work Order 5tatus Report - Quotes
4. Work Orders Over Estimate
5. Work Orders Past Promise Date

Enter 5electiom: 4

— Document Options —

Branch Location, or (A)] (D)isplay
Department Humber., or (A (P)rint
(X)port

0K to produce the report| Output Choice:

Select Document Qutput Choice, or (Clancel

File Edt View Tools Multivalue Wndow Help

B der 2008 WHLE BEDER STATWL REMQLT: WPER ESTIMATE Page: 1
BILL FRTI<LAR  PRTSSLAR  PRTI-LAR  EST W3 ACT ESTIMANE
LIC BEPT WeME RTE 5T CFLTHREE BARE (HE-DATE BETH FERCEDWEE DETCRIPTING o HALES CITIMATE  WARIARCE  ALEET!
11 FiS45] M-15-15 € (A5 W-l0-15 ™ TIRES 70 LT SR LGN.IT {-alert-
1 ¢ ihED M-2-15 € LaiR W-25-15 0 PRAKES L. in N 378 C-aleri-
] LR U -1 irse e
i LE i
I L Se2E2 i
1L U 8+ i

2 Peoaras 104084
Last Page... Press DOTER
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Work Order Status Report — Past Promise Date

The Past Promise Date Work Order Status Report will allow you to display,
print or export work orders Over Due Work Orders based on their promise
date to the customer.

File Edt View Tools Multivaise Window Help

Enter Selection: 4

— Document Options —

10-09-2015 SHOP WORK ORDER REPORTS IH-HSR
1. WHork Order Status Report - A1l Work Orders
2. Work Order Status Report - W.I.P.
Z. Hork Order Status Report - Quotes
4. Work Orders Over Estimate
5. Work Orders Past Promise Date

Branch Location, or (A)]
Department lNumber, or (A

0K to produce the report

(D)isplay

(Pirint

(X)port
Output Choice: [

Select

Document

(Clancel

OQutput Choice, or

Fie Edt View Tools Multialue Window Help
[N [ i

LIC BEPT WEM RTE 4T

L SHEASL M-15-15 C QSR

W recerds Tisted

BTE  RILL
CIRTIREL RN RERWIRED BETH

M-15-15 ™M TEREL

WTER BUE WRRE QLBERY Page:

PETSLAR  PRTSLAR PETS-LAR  ELT VS ACT ESTIMATE
FERCEQREE DEXCRIFTING o WL EITINATE  WARIAMCE  ALERT!

31.50  LIW.IT C-alert-

B0 LILT 19 LM
L ENT 150 108027
RN 0L

8.4 L3 LT

Last Page. .. Press EntEe]]
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Mechanic Labor Report by WO #

This report will print for each mechanic, the workorder #, date, department
job operation number, labor code, billing method, actual labor hours, labor
cost per hour and the extended labor cost amount. Also will print the
estimated labor hours and its costs extension.

lremamnn .

02/10/2015% (P99) AUTOPOMER PARTS & SERVICE 12..300
Hail VEHICLE SERVICE REPORTS H
Haiting Type in #2 and press

1....HD Reports t ENTER.
Z2....Nechanic Labor Report by Hﬂi“‘——————
3....Hechanic Labor Display

4. ...Hechanic Productivity Inquiry

5....Hechanic Productivity Report

6....5hop Revenue by Hake of Vehicle

7....Shop Analysis by Job Operation

B....5hop Analysis by MHechanic & Job

9....H0 Labor Detail Report WIP

Iﬁ_:._HD Labor Detail Report History
11....H0 Labor Summary Report
12....Hechanic Hours Worked vs Billed

Enter Selection: [

IC=Clock|5=5pooler R=ACCESS5 X=Log Off N=NoteCards|A=AutoMail V=V5I-Fax

[ranomoen s

02/10/2015 SHOP NECHANIC LABOR REPORT . “ WO-MLR

Branch, oF {AIIV .. vivavivninat I
Department, or (A)ID.........:
Hechanic No, or (A)TT........:
Page break between Hechanics?
Starting Date................:

Do you wish to proceed? (Y, N):

Enter Branch Location: or (A)11 Lo select all branches
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H?E1Df?ulh SHOP NECHANIC LABOR REPORT - WO-MLR

Branch, or (AJ11.............: ALL - A1l Branches
Department, or (A)T1T.........: ALL - A1l Departments
Hechanic No, or (A)I1........: ALL - A1l Hechanics
Page break between Hechanics?: N

Starting Date................: 01/01/14

Ending Date..................: 02/10/15

Do you wish to proceed? (Y, H): ¥

— Document Options —

(D)isplay

(P)rint

(X)port
Dutput Choice: [

Select Document Output Choice, or (Clancel

Below is an example of the Shop Mechanic Labor Report.

AUTOPOWER PARTS & SERVICE
bzsins2015 SHOP MECHANIC LABOR REPORT Page: 1
For the Period from 01/01/14 to DZ/10/15
AVl Branches, AlD Departments, AVD Mechamics

LOC DEPT DATE WOND OPHO LABORCODE BN CLEFIN CLESOUT HOURS COST/HR ACT.EXT EST HRS COST/HR EST.EXT
0 - JOHN SHITH
LA | 01/27/15 365657 1 AlR T  Hanual Entry 1.00 25.00 2500 .00 25.00 7500
M1 1 0Nf27 715 365657 1 AlR m Hanual Entry Z_00 25.00 50_0Q . on 25, 00 n.0p
U | 01727415 365657 1 AIR T Manual Entry 1.00 25.00 25.00 0.on 25.00 .0
Ml 1 0129715 J65659 1 BSR-001 FRL Manual Entry Z_00 2500 50_0@ 2.0 25. 00 S0.0n
Ml 1 0129715 365660 1 AlR-DD m Manual Entry 3.00 25.00 75.00 i.on 25,00 75.00
Sub-totals for O - JOHN SWITH

9.00 22500 &. 00 2on. 00

Last Page... Press ENTERJ
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Mechanic Labor Display

From the Vehicle Service Menu:

The Mechanic Labor History Display will list the mechanics by number; the
number of jobs that a mechanic has completed today and the hours that he
spent on the jobs. Listing an overall percentage of time that it took to
complete the job. This display shows an average by Today, Week and Month-
To-Date.

—Typetm#3amadpress
5| ENTER.

01/27/2015 (P99) AUTOPOWER PARTS & SERVICE

VEHICLE SERVICE REPORTS

1....W0 Reports

2....Hechanic Labor Report by
3....Hechanic Labor Display
4....NMechanic FProductivity Inquiry
5....Hechanic Productivity Report
6....5hop Revenue by Make of Vehicle
7....5hop Analysis by Job Operation
8....5hop Analysis by Mechanic & Job
9....H0 Labor Detail Report - WIP
B....WD Labor Detail Report History
1 ..HW0 Labor Summary Report

2 ..Mechanic Hours Worked vs Billed

Enter Selection: l

TC=Clock | 5=5pooler R=ACCESS |X=Log OFff |[H=NHoteCards A=AutoHail WV=¥V5I1-Fax

o
02-10-2015% Hechanic Labor History Display [N-LABH

Today . Heek. H-T-I
Itm Hechanic Jobs Hours Pct  Jobs Hours Pct  Jobs Hours Pct

1. 0 JOHN SHITH 1 3.00 100.0% 1 5.00 100.0% 1 3.00 100.0

1 3.00 100.0% 1 3.00 100.0% 1 3.00 100.0

Press <{Enter>. or (R)eset
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Mechanic Productivity Inquiry

From the Vehicle Service Menu:

Type in #4 and press
ENTER.

1

2....Hechanic
3....HMechanic
4....HMechanic
5....Hechanic

[

7

8..

9....HW0 Labor
0....WOD Labor
1 ..WO Labor
2 ..Mechanic

Enter Selection: l

01/27/2015 (P99) AUTOPOWER PARTS & SERVICE
VEHICLE SERVICE REPORTS

..W0 Reports

-...5%5hop Revenue by Make of Vehicle
7....5hop Analysis by Job Operation
..S5hop Analysis by Mechanic & Job

TC=Clock | 5=5pooler R=ACCESS |X=Log OFff |[H=NHoteCards A=AutoHail WV=¥V5I1-Fax

Labor Report by WO#
Labor Display
Froductivity Inquiry
Productivity Report

Detail Report - WIP
Detail Report History
Summary HReport

Hours Worked vs Billed

The Mechanic Productivity Analysis will allow you to summarize mechanics
productivity for a period of time. It will allow you to view the actual total
amount of labor sells and the labor cost.

01/29/2015 Mechanic Productivity Analysis IN-EPAIND
Mechanic No: Dept:
Start Date.: Labor Sell:

Ending Date: Labor Cost:

Itm Date TC.Hrs WO.Hrs %-W0 Msc.Hrs %-Msc Unk-Hrs %-Unk
SubTotal:

This program will also allow you to see the total hours this mechanic was on
the time clock comparing to the number of hours this mechanic was clocked
onto a work order. This analysis will summarize the percentage of time
between this mechanic being clocked in and how much time was actually
spent on a work order. You can also view unknown hours and miscellaneous

hours.
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This Analysis will list

03/29/2007 Mechanic Productivity Analysis IN-ERL
d d the total Hours that a
Mechanic No: @ MIKE MALLORY t: i
Start Date.: @3/01/20@7 Labor Sell: 480.@90 techanic V,Vas clocked
Ending Date: ©3/28/2087 Labor Cost: 280.00 1 rpford found.ip on the time clock
Itm Date TC.Hrs  W0.Hrs %-W0 Msc.Hrs %-Msc Unk-Hrs %-Unk nd the actual hours
1. 03/28/7007 8.00 % F) % pent on a work order.
- Hechanic Shop Labor Activities will also list the
W0 No. Date  ShopHrs Lab.Sell Lab.Cost Part Number Z-Number :ercentage of time
1253 03-28-07 1.00 60.00 25.800 AIR CONDITIONING the mechanic spent
1253 03-28-07 6.00 jo0.00 150.00 AIR CONDITIONING i
1253 03-28-07 1.00 60.00 25.80 AIR CONDITIONING yorking O_n work
qrders, miscellaneous
Hours and unknown
jours giving you an
qverall total for each
SubTotal: 8.00 % 8.00 B.00% .08 0.00%
Press any key... _

You can also type in the letter "R” and display each operation that this
Mechanic is working or has worked on for this date range that you entered.
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Mechanic Productivity Report

The Mechanic Productivity Report will allow you to analyze the productivity
levels of your shop mechanics. You can print this report with detailed or

summarized information

From the Vehicle Service Reports Menu:

02/10/2015 (P99) AUTOPOMER PARTS & SERVICE
Mail VEHICLE SERVICE REPORTS
Haiting

.. .H0 Reports

..Nechanic Labor Report by WOF
..Hechanic Labor Display
..Hechanic Productivity Inquiry
..Hechanic Productivity Report
.5hop Revemue by Hake of Vehicle
.Shop Analysis by Job Operation
..53hop Analysis by MHechanic & Job
..HO Labor Detail Report WIP

DN B N

=

Enter Selection: [

IC=Clock|5=5pooler

10....H0 Labor Detail Report History
11....HO0 Labor Summary Report
12....Hechanic Hours Worked vs Billed

R=ACCESS [ X=Log Off | N=NoteCards A=AutoMail | V=VSI-Fax

01:00PH

~Typetm#S—an
ENTER.

press

<

The Mechanic Productivity Report screen will display as shown below.

02/10/2015% HECHANIC PRODUCTIVITY REPORT

productivity levels of your shop mechanics
this report will
mechanic's shop time.

Branch Location, or ALL.....: .
Department Code or ALL......:

Mechanic No,, or ALL........:
Start Date........ ... ... ....¢
End Date.. ... ... . ... . .t
(S)ummary, or (D)etail......:

This procedure will produce a report allowing you to amalyze the
The Detail option for
show the specific work orders associated with the

Enter the Branch Location, or ALL for all Branches

IN-EPAR
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Type in the Branch Location or the word "ALL"” and press ENTER.

Type in the Department Code or the word “"ALL"” and press ENTER.

Type in the Mechanic Number or the word “"ALL"” and press ENTER.

Type in the Start Date and press ENTER.

Type in the End Date and press ENTER.

Type in the S for Summary or D for Detail and press ENTER.

Type in P for Print or D for Display and press ENTER.

Select the printer number to print to.

An example of the report is shown below.

This report will list the Mechanic’s number, date of the job, time clock hours,

work order hours, percentage of work order hours, miscellaneous hours,
miscellaneous work hours%, Unknown hours, Unknown hours percentage.

BURLITY NESURANCE
29 Rar ZBB7 HECHANIC EFFICIEHCY AMALYSIE REFDRT FRAGE 1
Shap Efficiency from B1/01/86 to BR/29°07 for ALl Deportsents for ALl Hechonics

pechanic Date TClockHrS WOHours MOHFs—X HiscHours MscHRS-X UnkHours  UnkHrs—X
L LT T T T ———

P - AIEE AALLDRY B2 =2 . BB " = k]

BE—BZ-ZBBE 6. 88 z = x

BE—BS-FBREG 9,88 x x x

D~ D=0 4,0 # ® E

Bi=12-200E o828 E4 = &

BE—13-FBBE 3.88 E = =

BE=14-2006 4 a8 2 2 F4

V=1 G=2006 0.0 E & z

BEe-Z2B-ZElE 1.88 E = =

B3-EE-2887 &.88 z = x

rnhtcll-:lls For: WIKE HALLORY .88 B0, 22 z x x
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SHOP REVENUE BY MAKE OF VEHICLE

This report is an Analysis of what shop revenue is collected on a per vehicle
basis.

pamemmn e
02/10/2015 (P99) AUTOPOWER PARTS & SERVICE 01: 00PN

Mail VEHICLE SERVICE REPORTS
HWaiting

..HW0 Reports

..Nechanic Labor Reporl by WOf cTTCrTﬂ1Ebb
..Nechanic Labor Display ENTER.

..Nechanic Productivity Inquiry
..Nechanic Productivity Report
.. 5hop Revenue by Hake of Vehicle

....5hop Analysis by Job Operation
....5hop Analysis by MHechanic & Job
9....M0 Labor Detail Report WIF
10....H0 Labor Detail Report History
11....H0 Labor Summary Report
12....Hechanic Hours Worked vs Billed

SO o~ T R S L RO e

Enter Selection: |JJ

C=Clock | 5=5pooler R=ACCES5 | X=Log Off | H=NoteCards|A=AutoMail V=V5il-Fax

Type in the Customer # or the ALL and press ENTER.
Type in the location and press ENTER.

Type in the Range of dates that you would like to view shop revenue per
vehicle and press ENTER.

AutoPower Corporation Copyright 2017 Page 113



VSSR HOW-TO WORKBOOK

File Edt View Took MuliiValue Window Help

SHOP REVENUE BY VEHICLE

Customerd,. or ALL: A1l customers Starting Date: 01-01-12
Branch Loc, or ALL: A1l Branch Locations Ending Date: 12-01-15
Vehicle Hake #-W0 #Job0Ops Parts-Amt Labor-Amt Total-Amt GHZE I-TTL
1. CHEVY 3 6 354 605 959 74.0% B8T7.7%
2 FORD 1 & 21 113 134 94.8% 12.2%
A1l Vehicles: 4 8 375 718 1.093 76.5% 100.0%

Press ENTER or (P)rint [}

This report will select the service work orders and summarize the parts and
labor revenue by the type of vehicle make. Display the table of vehicle
makes (eg. Mack, Navistar, Ford, etc.) showing the number of work orders,
parts sales, labor sales, gross margin, and the percent of total.
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Shop Analysis by Job Operation

Haiting

..HO Reports

..Hechanic Labor Report by
..Hechanic Labor Display

..... WO Labor Detail Report
..H0 Labor Detail Report
11....HO0 Labor Summary Report
12....Hechanic Hours Worked vs

—
D00 = TN S L N e

Enter Selection: [

Mail VEHICLE SERVICE REPORTS

02/10/2015 (P99) AUTOPOMER PARTS & SERVICE

Woi

..Hechanic Productivity Inquiry
..Hechanic Productivity Report
..5hop Revemue by Hake of Vehicle
..5hop Analysis by Job Operation
..53hop Analysis by MHechanic & Job

WIFP
History

Billed

IC=Clock|5=5poaler R=ACCESS X=Log Off N=HoteCards|A=AutoMail V=V5Il-Fax

01:00PH

Type in #7 and press
‘ENTER.

This report will print the Shop Operations and their billable hours revenue to

be compared with the actual hours worked.

For FRL and FR work orders, determines the ratio of hours the mechanic
worked of all the hours on the job. Use this ratio to calculate the hours billed
and the efficiency percentage. This ratio will be applied only when there is
more than one mechanic working on the same job.

Hechanic Number, or ALL.........:
Type of Operalion Code, or ALL..:
Starting Work Order Date........:

Ending Work Order Date..........:

B2/16/201% SHOP ANALYSIS REPORT BY JOB OPERATION

Enter the Mechanic Number, or ALL for all Hechanics

LH-S0AR

Type in the Mechanic Number or the word ALL and press ENTER.
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Type in the type of Operation Code or the word ALL and press ENTER.
Type in the Starting Work Order Date and press ENTER.

Type in the Ending Work Order Date and press ENTER.
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Type in P to print the report, type in D to display the report the screen or
type in X to Export to your hard drive and press ENTER.

AUTOPOWER PARTS & SERVWICE
Shop Analysis by Job Operation
Far B1-01-15 to 03-15-15 for ATD Wechanics

02-16-2015 A11 Shop Operations Fage: 1
Shop Oparation BN HrsWorked HrsBilled S-Effic LaborBilled InvDate uof Wechanic
ATR-AIR CONDETION] NG ™ 4. 88 4,00 100 00% k{1 N B1-27-15 3JZ6SE5T7 B-J0OHR SHITH
Operation Total: SEsEsEsssE sSsSssSssSSs SSSSSSsSs SLsssssses
4.80 4.00 100.00% ipe. oo
ATR-DB0-GENERAL ASC REPAIRS ™ 3. o 3.00 100._0a% 25500 01-29-15 3JI6566@ B-JOHR SHITH
Operation Total: — =essssesss sssssssss mEmmmmsess ssssssssas
I.me 3.00 100.00% 255.00
BSR-001-BRAEE SHOE FRL 2.8 Z2.00 100 . nos 150. 00 01-29-15 365659 @-JOHN SHITH
Operation Total: e e mmm— mmmmm—— m————
Z.oe Z.00 10 00% 190.00
REPORT TOTAL: = ===ssssses cccccsass smsssssss  ssssssssss
9.00 5.00 100, 00% 745.00
Last Page Frass ENTERY
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Shop Analysis by Mechanic & by Job Operation

The Shop Analysis by Mechanic or by Job Operation procedure will print all
work order operations that the mechanic does between ranges of dates. This
report is sorted by the Mechanics number and by work order number.

File Edt View Tools MultiValue Window Help

10/09/72015 (P22)

W00 T UN e L B

10. ..
1. ..
12. ..

Enter Selection:

TC=Clock |S5=5pooler

ICE TRUCK PARTS

VEHICLE SERVICE REPORTS

..H0 Reports
..Mechanic Labor Report by WO#
..Mechanic Labor Display
..Mechanic Productivity Inquiry
..Mechanic Productivity Report
..Shop Revenue by MHake of Vehicle
...5hop Analysis by Job Operation
...5hop Analysis by Hechanic & Job
..W0 Labor Detail Report - WIP
.HO Labor Detail Report - History
W0 Labor Summary Report
.Mechanic Hours

Worked vs Billed

R=ACCESS | X=Log Off

li=HoteCards | A

11:40AM

Type in #8 and press
PENTER.

AutoMail (V=VS5I-Fax

P —
—

N2/16/2015

Hechanic Number, or ALL.........:

Type of Operation Code, or ALL..:

Starting Work Order Date........:

Enter the Mechanic Number,

SHOP ANALYSIS REPORT BY MECHANIC &

JOB OPERATION 111-SOARH

or ALL for all Hechanics

Type in the Mechanic Number or the word ALL and press ENTER.

Type in the Type of Operation Code or the word ALL and press ENTER.
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Type in the Starting Work Order Date and press ENTER.

Type in the Ending Work Order Date and press ENTER.

Type in P to print the report, type in D to display the report the screen or
type in X to Export to your hard drive and press ENTER.

BZ-16-2015%

Hechamic

0-J0HN SHITH
0=J0HN SHITH
0-JOHN SHITH
Hechamic

Total;

REPORT TOTAL:

AUTOPOWER PARTS &
Shop Amalysis by Mechamic &

SERVICE
Jab Operation

For B1-01-15 to 03-01-15 for AN Mechanics

Jdob Operation Wonof
AIR-ATR CONDITIONING 365657
Dperation Tatal:
ATR=000-GEMERAL AFC REPAI 365660
Dperation Total:
B5R-001-BRAKE SHOE S65659
ODperation Total:
Last Page

&11 Shop Operations

01-27-15 TH 4,00 4.00
4,00

01=-29=15% TH .00
3.00 j.on

01-29-15 FEL .00 Z.00
2.00 2.00
5,00 4,00
5,00 9.00

Prazs INII'ﬂI

Page:

100, 003

0 MIKE MALLORY

1

Invhate  BM HrsWorked MHrsBilled  S-Effic LaborBilled

300,00

oo, oo
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WO Labor Detail Report - WIP

This procedure will produce a report of the Work Order labor transactions.
Various data selection options provide flexibility in printing the report for
specific work orders, mechanics, and by date.

File Edt View Tools Multitalue Window Help
1a/0952015 (P22) ICE TRUCK PARTS 11:40AM
VEHICLE SERVICE REPORTS
1....HW0 Reports
2....Mechanic Labor Report by WO#
3....Mechanic Labor Display .
4....Mechanic Productivity Inquiry Type in #9 and press
5. ...Mechanic Productivity Report
6....5hop Revenue by Hake of Vehicle ‘ENTER
7....5hop Analysis by Job Operation
8....5hop Analysis by Mechanic & Job
9....HW0 Labor Detail Report - MIP
10....HO Labor Detail Report - History
11....W0 Labor Summary Report
12....Hechanic Hours Worked vs Billed
Enter Selection: [J
TC=Clock|S5=Spooler R=ACCESS | X=Log Off |N=HoteCards |A=AutoMail VSI-Fax
02/17/201% WORK ORDER LABOR DETAIL REPORT HIF IH-WOLR
This procedure will produce a report of the Work Order labor
transactions. Various data seleclion options provide flexibility
in printing the report for specific work orders, mechanics, and
by date.
Enter Location.....................: |
Enter Hork Order NHo, or ALL........:
Enter MHechanic Ho, or ALL..........:
Enter Starting Date or ALL.........:
Enter Ending Date..................¢
Sort by (W)ork Order, or (H)echanic:
0K to produce this report? (Y, H)...:

Type in the Location press ENTER.

Type in the Work Order No, or ALL press ENTER.
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Type in the Mechanic or the word ALL and press ENTER.

Type in the Starting Date and press ENTER.

Type in the Ending Date and press ENTER.

Sort by (W)orkorder, or (M)echanic. Type in W to sort the report by

workorder or type in M to sort the report by mechanic and press ENTER

Ok to produce this report? (Y,N)

Type in D to print the report, type in D to display the report the screen or

type in X to Export to your hard drive and press ENTER.

17 Feb 2015

0 J0HN

0 J0HN
o JOHN

o J0HN
b JOHN
0 JoHN

HECHND HECHANIC NAME

SHITH

SHITH
SHITH

SHITH
SHITH
SHITH

6 records listed

DATE

02-10-15%

[k
az

[
a2

n2-

16
1B

16
16

16-

15
1%

15
15
15

WORE ORDER LABOR DETATL REPORT - WIP

CUSTOMER NANE

ALTSCHULER TRUCE 365663

ALTSCHULER TRUCKE I65665
ALTSCHULER TRUCK J656B5

AUTOPOMER CORP  I65666
AUTOPOWER CORP E1. 11
AUTOPOWER CORP I6566E

WOND  DPHOD

TOP Description

GEMERAL A/C REFAIRS

BRAKE SHOE
BERAKE SHOE

ALR CONDITIONING
ALR CONDITIONING
AIR CONDITIONING

Last Page... Press ENTER

LHO STRT-TH STOP-TH ELAP-TH

L
.o

Lan
.op

.o

Lo
.an

an

.an

.on
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WO Labor Detail Report — History

This procedure will produce a report of the Work Order labor transactions.
Various data selection options provide flexibility in printing the report for
specific work orders, mechanics, and by date of work orders from the History
file.

File Edt View Tools MultValue Window Help
10/09/2015 (P22) ICE TRUCK PARTS 11:40AH
VEHICLE SERVICE REPORTS

.. HD Reports
..Mechanic Labor Report by WO¥
..Mechanic Labor Display
.Mechanic Productivity Inquiry
..Mechanic Productivity Report
..5hop Revenue by Hake of Vehicle
..Shop Analysis by Job Operation
..5hop Analysis by MHechamic & Job
...HD Labor Detail Report - WIP
18....HD Labor Detail Report - History
11....W0 Labor Summary Report
12....MHechanic Hours Worked vs Billed

W RS R e

Enter Selection: I

IC=Clock | S5=S5pooler R=ACCESS | X=Log Off|N=NoteCards |A=AutoMail |V=VS5I-Fax
e
0241772015 WORK ORDER LABOR DETAIL REPORT - HISTORY [H-WOLRH

This procedure will produce a report of the Work Order labor
transactions. Various data selection options provide flexibility
in printing the report for specific work orders, mechanics, and
by date of work orders from the History file.

Enter Location.....................¢ [ |
Enter Work Order No. or ALL........:
Enter Mechanic No, or ALL..........:
Enter Starting Date or ﬁll.........:
Enter Ending Date.........ccvevvuut
Sort by (Work Order, or {II)e-.hamc

0K to produce this report? (Y.N).
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Type in the Location press ENTER.

Type in the Work Order No, or ALL press ENTER.

Type in the Mechanic or the word ALL and press ENTER.

Type in the Starting Date and press ENTER.

Type in the Ending Date and press ENTER.

Sort by (W)orkorder, or (M)echanic. Type in W to sort the report by

workorder or type in M to sort the report by mechanic and press ENTER

Ok to produce this report? (Y,N)

Type in P to print the report, type in D to display the report the screen or
type in X to Export to your hard drive and press ENTER.

17 Feb 2015

HECHND WECHANIC NAME

0 JOHN SNITH
0 JOHN SWITH
0 JOHN SNITH

0 JOHN SHITH

0 JOHW SWITH

5 records listed

01
o1
01

o1

01

DATE

21
21
21

70—

29

WORK ORDER LABOR DETAIL REFORT

15
15
15

CUSTONER NANE

AUTOPOMER CORP
AUTOPOMER CORP
AUTOPOMER CORP

AUTOPOMER CORP

AUTOPOMER CORP

Last Page..

WOND  OFNO

365657
165657
I65657

365655

165660

=2
- HISTORY

TOF Description

AIR CONDITIONING
AIR CONDITIONING
AIR CONDITIONING

BRAKE SHODE

GEMERAL A/C REPAIRS

Press ENTERY

Page: 1

LNO STRT-TH STOP-TH ELAP-TH
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WO Labor Summary Report

This procedure will produce a summary report of the mechanic labor
transactions for the work orders. Selection options will produce a report for a
specific work order or mechanic for a range of dates.

File Edt View Tooks Multihalue Window Help

10/09/2015 (P22) ICE TRUCK PARTS 11: 404N

VEHICLE SERVICE REPORTS

1....HW0 Reports

2....Mechanic Labor Report by WO#

3....Mechanic Labor Display

4....Mechanic Productivity Inquiry

5. ...Mechanic Productivity Report

6....5hop Revenue by Hake of Vehicle

7....5hop Analysis by Job Operation :
8....5hop Analysis by Mechanic & Job Type in #11 and press
9....HW0 Labor Detail Report - MIP G<ENTER.
10....HO Labor Detail Report - History

11....W0 Labor Summary Report

12....Hechanic Hours Worked vs Billed

Enter Selection: [J

TC=Clock|S5=Spooler R=ACCESS | X=Log Off |N=HoteCards |A=AutoMail |V=VS5I-Fax

fwroroure
02/17/2015 HORK ORDER LABOR SUMHARY REPORT IH-NOLS

This procedure will produce a summary report of the mechanic
labor transactions for the work orders. Selection options will
produce a report for a specific work order or mechanic for a
range of dates.

Enter Work Order NHo, or ALL........: I
Enter Hechanic No, or ALL..........:

Type in the Work Order No, or ALL press ENTER.

Type in the Mechanic or the word ALL and press ENTER.
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Type in the Starting Date and press ENTER.

Type in the Ending Date and press ENTER.

17 Feb 2015

HECHANTC

JOHH SHITH

11 records

WORK ORDER LABOR SUMMHARY REPORT
from ALL Lo 03715715

For the dates

HAME

listed.

DATE

ELAP-TH OVER TIHE

B1-27-15

D1-29-15

B2-10-1%

B2-16-15%

Last

4.00
5.00
A2.00
F.oon
19.00

19,08

Page. .. Press ENTER

COMHENT

Page:
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Mechanic Hours Worked vs Billed

The Mechanic labor hours report displays hours worked versus hours billed.
This report can be printed, displayed to the screen or exported.

File Edt View Tools MultValse Window Help

10/09/2015 (P22) ICE TRUCK PARTS
VEHICLE SERVICE REPORTS

..HO Reports

..Mechanic Labor Report by WO#
..Mechanic Labor Display
..Mechanic Productivity Inquiry
..Mechanic Productivity Report
..Shop Revenue by Make of Vehicle
..S5hop Analysis by Job Operation
...5hop Analysis by HWechanic & Job
...HD Labor Detail Report - WIP
10....HW0 Labor Detail Report - History
11....W0 Labor Summary Report
12....Hechanic Hours MWorked vs Billed

L= - W

Enter Selection: |J

11: 404N

Arype in #12 and press
ENTER.

TC=Clock | S=5pooler R=ACCESS | X=Log Off |N=HoteCards |A=AutoMail |V=V51-Fax

Branch: ALL-&0 Branches -l Stast Dat l_
™ Include Intemal Work Orders EndDate: |
9m:|

Br | Wolo  Date It BM Labor Code Mechanic Cost/br  Rate/Hr EstHours Act.Hours  Ext.Cost Amount Biled Froft % Pd

;,rportl Print I QGIIJ

Select the Branch or All branches

Click if this report should Include Internal Work Orders

Type in the Date Range of Closed WO that you would like to print.
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Type in the Start Date
Type in the End Date
Click on the Select to start the query.

The columns that will print or display will be Br (Branch), WoNo (Workorder
Number), Date ( Date of the transaction), Int (Internal), BM (Billing method),
Labor Code (Labor Code used for the job, (Mechanic) The mechanic who
performed the work, (Cost/Hr) The mechanic’s cost per hour to perform the
work, (Rate/Hr) The mechanics rate that is charged to perform the work,
(Est. Hours) Estimated hours given at the time of the quote. (Act Hours)
Actual Hours worked on the job. (Est Cost) Rate hours multiplied by actual
hours, TM. (Amount Billed) The amount billed to the customer for the job.
(Profit) Parts sales, labor sales minus cost.(%PD) Profit divied by sales =
percentage profit.

Date Range of Closed WO
Branch: | ALL-&)l Branches = StatDate: [0101/15
™ inchude Intermal Wark Orders End Date: IDEI..'I:I!I.:'IS
Br | Walo Date Int| BM Labor Code Mechanic Cost/Hr|  RatefHr EstHours Act.Hours Ext.Cost Amount Billed Proft % Pd |
W1 365657 01727015 ™ AlR JOHM SMITH 25.00 75,00 1.00 25.00 75.00
Wl JESE57 0NITNS ™ AlR JOHM SMITH £3.00 75.00 .00 20.00 130.00
Wil I6EE5T 02715 ™ AlR JOHM SMITH 25.00 75.00 1.00 25.00 75.00
W1 365657 01727715 TOTALS: 4.00 100.00 300.00 200,00 3%
Wil 345859 01/2%15 FRL BSR-001 JOHM SMITH 25.00 9500 2.00 50.00
Wl 365659 QL2915 TOTALS: 2.00 .00 50.00 190.00 140,00 26
Wi I6FEE0 012915 ™ AIR-00  JOHN SMITH 25.00 B5.00 J.00 75.00 255.00
W1 365660 01/X15 TOTALS: 3.00 75.00 255.00 1E0.00 29%
Wl J6S663 DI/IV1S ™ AIR-DD  JOHMN SMITH 2300 B3.00 300 73.00 255.00
W1 365663 021015 TOTALS: 3.00 75.00 255.00 180,00 29%
Wi JI65666 02/16/15 ™ AlR oM SMITH 25.00 75.00 2.00 50.00 150.00
Wil 345884 02/14/15 ™ AlR IOHM SMITH 25.00 75000 1.00 25.00 75.00
W1l 3656656 021615 ™ AlR IOHN SMITH 25.00 75.00 1.00 25.00 75.00
Wil 365666 02/16/15 TOTALS: 4.00 100.00 300.00 20000 %
<GRAND TOTAL> 1 400.00

Boot | pint | gose |
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VEHICLE DATA BASE MENU

From the Vehicle Service Menu select the Vehicle Data Base Menu.

File Edi View Tools MultValue Window Help

10/09/2015 (P22)

..Hork Order:
..Hork Order:
..Hork Order:

.Hork Order:

ICE TRUCK PARTS

11:49AN

VEHICLE SERVICE MENU

Entry

Status

Inquiry (Open)
Inquiry (Closed)

Type in #9 and press
ENTER.

.Parts Inquiry
..Customer - Part Purchase History
.Reprint Inveice from History

o
9...
10...

Enter Selection

IC=Clock|5

.Vehicle Shop F/M MENU
.Vehicle Shop Data Base MENU
.Vehicle Shop Reports MENU

S5/ X=Log Off|N=NoteCard

A=AutoMail |\

Type in #9 and press ENTER to access the Vehicle Data Base Menu

Vehicle Data Base

02/17/2015 (P99)

Mail
HWaiting

e

o e

~

w o

10....

Enter Selection

IC=Clock|5=5pooler

AUTOPOMER PARTS & SERVICE

VEHICLE DATA BASE MENU

...Vehicle F/H
L Assembly Template F/N

..Customer Vehicle Listing

..Vehicle Listing By Hake, MNodel Or Year
..Overdue PH Report

..0Overdue DOT Inspections Report

Scheduled PH Report
Scheduled DOT Inspections Report

..Repairs leeded By Vehicle Report

(Rebuild Vehicle WO Xref)

R=ACCESS | X=Log Off | N=NoteCards|A=AutoMail V=VSI-Fax

M T il

Let’s take a look at the
reports in the Vehicle
Data Base Menu.
These reports are
great for scheduling
Personnel and for
repeat business.

Customer Vehicle Listing
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02/17/201% (P99)

AUTOPOWER PARTS & SERVICE

Mail VEHICLE DATA BASE MENU
Wailing

Type in #3 and press

1....Vehicle F/H TER

2....Assembly Template F/H

3....Customer Vehicle Lif%ting

4....Vehicle Listing By Hake. Hodel Or Year
5....0verdue PN Report

6....0verdue DOT Inspections Report

f....5cheduled PH Report
8....5cheduled DOT Inspections Report
9....Repairs lNeeded By Vehicle Report
10....(Rebuild Vehicle WO Xref)

Enter Selection: |Jj

TC=Clock|5=5pooler R=ACCESS | X=Log Off | H=HoteCards | A=AutoMail V=V5I-Fax

The Customer Vehicle Listing screen will display.

This report will print, display or export a listing of all vehicles on file for a
particular customer.

wroeowin
Customer Vehicle Listing vHM-CVL

This procedure will generate a listing of all vehicles on file
for a particular customer.

Enter Customer Humber. . : 1001

— Document Options —

(D)isplay

(P)rint

(X)port
Output Choice: [}

Select Document Dutput Choice, or (Clancel

Enter Customer Number
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Type in the Customer Number that you would like to print a vehicle listing
for and press ENTER.

Print or Display

Type in a P and press ENTER to print this report.

Type in a D and press ENTER to print this report.

Type in a X and press ENTER to export the report to your PC.

Type in a C and press ENTER to exit the screen and not generate the report.

The report below will display as shown below listing the customer number,
customer name, vehicle number, make, model, year, next pm date, next dot
date, last mileage reading and the date the mileage was read.

17 Feb 20015 CUSTOWER VEHWICLE LISTING PAGE 1

VEHWICLE MEXT PN WEXT DOT  LAST NILEAGE
CUSTOMER CUSTOMER MANE HUMBER NAKE HODEL TEAR DATE DATE NILEAGE DATE
1001 AUTOFOHER CORP 1 FORD RANGER 95 01/26415% D1/2616 J54000 01/26S15%

1 records listed.
Last Fage... Press ENTER
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Vehicle Listing By Make, Model or Year

This report will allow you to print or display a list of all customer vehicles by

make, model or year.

and press

02/17/201% (P99) AUTOPOMER PARTS & SERVICE 01: 36PN
Mail VEHICLE DATA BASE MENU
Haiting .

1....Vehicle F/H Type in #4

2....Assembly Template F/H ENTER

3....Customer Vehicle Listing

4....Vehicle Listing By Hake, Hodel Or Year

%....0verdue PN Report

6....0verdue DOT Inspections Report

/. ...5cheduled PH Report

8....S5cheduled DOT Inspections Report

9....Repairs leeded By Vehicle Report

10....(Rebuild Vehicle WO Xref)

Enter Selection: |Jj

IC=Clock|S5=5pooler R=ACCESS  X=Log Off|N=NoteCards A=AutoMail |V=V51-Fax

The Vehicle Listing By Make, Model and Year screen will display as shown

below.

wnormwin
Vehicle Listing By Make. Hodel. Year

This procedure will generate a listing of all vehicles with a
specific Make, Hodel or Year.

Vehicle Make or ALL..........: ALl

Vehicle Model or ALL.........: ALL

Vehicle Year or ALL..........: ALL

Do you wish toe proceed — Document Dptions —
(D)isplay
(PFlrint
(X)port

Output Choice: I

Select Document Qutput Choice, or (Clancel

Type in the Vehicle Make or the word ALL and press ENTER.

Type in the Vehicle Model or the word ALL and press ENTER.
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Type in the Year of the Vehicle or the word ALL and press ENTER.

Type in P to Print this report and press ENTER.

Type in D to Display this report and press ENTER.

Type in X and press ENTER to Export this report to your PC.

Type in C and press ENTER to exit the screen and not generate the report.
The report will display as shown on the next page listing the customer,

customer name, vehicle number, make, model, last year mileage and
mileage date.

17 Feb ZD15 VEHICLE LISTING BY MAKE, HODEL, YEAR PAGE ; 1
VEHICLE LAST HILEAGE
CUSTOMER CUSTOHER HNANE HUNBER HAKE MODEL YEAR HILEAGE DATE
1001 AUTOPOWER CORP 1 FORD RANGER 9% 334000 01/26/1%
506675 ATEINS0N TRUCK SERVI 15 FORD RANGER 199% Z50000 01/26/15
CE
A05580 ALTSCHULER TRUCK AND RZZ2 GHC 2015 I5200 02/10/1%
EQUIPHENT
3 records listed,
Last Page... Press ENTERH
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Overdue PM Report

The Overdue PM Report will print a listing of all vehicles that are overdue for

the Preventative Maintenance.

From the Vehicle Data Base Menu:

e
02/17/2015 (P99) AUTOPOMER PARTS & SERVICE 01:44PH
Hail VEHICLE DATA BASE MENU

Haiting
..Vehicle F/H
..Assembly Template F/H

e

Type in #5 and press

.. Customer Vehicle Listing
.. Vehicle Listing By Ha
..0Overdue PH Repor
.. Overdue DOT Inspections Report
.. 5cheduled PH Report

.. Scheduled DOT Inspections Report
.. Repairs Needed By Vehicle Report

odel Or Year

-

10....(Rebuild Vehicle WO Xref)

Enter Selection: [j

IC=Clock|5=5pooler R=ACCESS5 | X=Log Off | N=NoteCards A=AutoMail V=VSI-Fax

The Overdue PM Report Screen will display as shown below.

aTopewin__
Dverdue PH Report

This procedure will generate a listing of vehicles overdue for
FPreventive Haintenance (PM).

VH-0DFPHRFT

Customer Humber or ALL..............c00u..t ALL

Do you wish te proceed? (Y MN).............: ¥
— Document Options —

{(D)isplay

{(P)rint

(X)port
Output Choice: |

Select Document Output Cheoice, or (Clancel

The Overdue PM Report will print, display or Export a listing of vehicles that

are overdue for the Preventative Maintenance date.
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Customer Number or All

Type in the Customer Number or the word ALL and press ENTER.

(P)rint, (D)isplay or Export Report to PC

Type in the letter P and press ENTER to print the listing.

Type in the letter D and press ENTER to display the listing.

Type in the letter X and press ENTER to export the listing to the PC.

Type in C and press ENTER to exit the screen and not generate the report.
The listing below will display or print. The report will display the customer
number, customer name, vehicle number, make, model, year, last
preventative maintenance date, next preventative maintenance date, days

past the preventative maintenance date, the last mileage, next preventative
mileage and the miles that are past the next preventative mileage.

18 Feb 2815 OVERDOUE PH REPORT BY CUSTOHER PACE: 1
VEMICLE LAST PM NEXT PH OAYS PAST LAST  MELT PO MELES PAST
CUSTOMER  COSTOMER MAME HUNBER MAKE WOBEL YEAR OATE BATE  WEXT P WILEAGE MILEAGE WEXT PH

1801 AUTOPOWER CORP 1 FORD RANEER 9% 91726715 00726718 23 3la000 2R3040 a0toe

S@4500  VISaLlA TRUCKIME INC 256 DODEE Ral 2015 W3S14704 05704714 280 15000 15000 00

2 records Tisted
Last Page Fresn ENTER
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Overdue DOT Inspection Report

This report will list vehicles that are overdue for DOT Inspections.

To access the Overdue DOT Inspection report go to the Vehicle Data Base

Menu:

02/18/72015 (P99)

Hail

AUTOPOWER PARTS & SERVICE

VEHICLE DATA BASE HENU

12:01PH

Haiting TXIPGEIH 4?6'aruj preSS
1....Vehicle F/H
2....Assembly Template F/H ENTER.
J....Customer Vehicle Listing
4,,...Vehicle Listing By Hake, Hodel OrAear
5....0verdue PN Report
6....0verdue DOT Inspections Report
7....5cheduled PH Report
8....5cheduled DOT Inspections Report
9....Repairs NHeeded By Vehicle Report
10....(Rebuild Vehicle WO Xref)

Enter Selection:
TC=Clock |5=5pooler R=ACCESS5 |X=Log OTf |[l=loteCards A=AutoMail |V=V3I-Fax
The screen below will display.
Overdue DOT Inspections Report VH-0DDOTRPT

This procedure will
for DOT inspections

generate a listing of wvehicles overdue

Customer Humber or ALL....................: |

Do you wish to proceed? (Y N).............¢
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Type in the customer humber or the word ALL and press ENTER.
Type in the letter P and press ENTER to print the listing.

Type in the letter D and press ENTER to display the listing.

Type in the letter X and press ENTER to export the listing to the PC.

Type in C and press ENTER to exit the screen and not generate the report.

IB Feb 2015 OVERDUE DOT IMSPECTIONS BREFORT BY CUSTOMER © PABE: 1
WEHICLE LAST DOT MEXET DOT DAYS PAST LAST

CUSTONER CUSTOMER MNAME MUMNBER HAKE HODEL YEAR DATE BATE HWEXT DOT MWILEAGE

1001 AUTOFDWER CORP 1 FORD RANGER 9% 01726414 DLSZ6S15 3 334000

1 records 1isted
Last Page Press ENTER]
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Scheduled PM Appointment

The scheduled PM Appointment Report will list all vehicles that are scheduled
for preventative maintenance.

From the Vehicle Data Base Menu:

02/18/2015 (P99)

Hail
Waiting

Enter Selection:

TC=Clock |5=5pooler

.Customer Vehicle Listing

....Vehicle Listing By Make., MHode Year
Overdue PN Report
...0verdue DOT Inspecti eport
..5cheduled FH Report

...3cheduled DOT Inspections Report
..Repairs Needed By Vehicle Report

AUTOPOWER PARTS & SERVICE

VEHICLE DATA BASE HENU

...Vehicle FfH
..Assembly Template F/H

12: 06PN

Type in #7 and press

ENTER

..{Rebuild Vehicle WO Xref)

R=ACCESS |X=Log OTT |lil=lloteCards (A=AutoMail |V=V5I-Fax

The Scheduled PM Report screen will display as shown below.

Scheduled PH Report

This procedure will generate a listing of vehicles scheduled
for Preventive Maintenance (FH).

VH=PHRPT

Enter Ending Date...

Customer Number or ALL....................:

Do you wish to proceed? (Y. N).............:

Type in the customer number or the word all and press ENTER.
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Type in the Ending Date and press ENTER.

Type in the letter P and press ENTER to print the listing.

Type in the letter D and press ENTER to display the listing.

Type in the letter X and press ENTER to export the listing to the PC.

Type in C and press ENTER to exit the screen and not generate the report.

T
18 Feb 2015 SCHEDULED P REPORT BY CUSTOMER FARE: 1

WEHICLE LAST PM NEXT PH DATS PAST LAST  MEXT P NELES PAST
CHSTONER CUSTOMER MaME HUMBER IAKE WOBEL VEAR DWTE D&TE WEXT PH WILEAGE WILEAGE WEXT PR

LT} AUTORPOWER CORP 1 FoRD RANGER 95 91726715 01726715 23 33000 251500 20500

S04500  VISALIa TRUCKIME NC I56 DODGE Rail 2015 B3/14708 05704714 0 15000 18000 Ie0e

2 records Msted
Last Page... Pross ENTERY

The Scheduled PM Report by Customer will list customer number, customer
name, vehicle number, vehicle make and model, year of vehicle, the date of
the last preventative maintenance, the scheduled next preventative
maintenance date, how many days are past the preventative maintenance
date, the last mileage reading, the next preventative maintenance mileage
and how many miles are past the next preventative maintenance mileage.
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Scheduled DOT Inspections Report

From the Vehicle Data Base Menu:

02/18/2015 (F99)

Hatl
Waiting

B L

(-1 - BN

10....

Enter Selection:

TC=Clock |5=5pooler

... Customer VYehicle Listing
..Vehicle Listing By Hake, HWodel Or Type in #8 and preSS ENTER.

...0verdue DOT Inspections Report
..S5cheduled PH Report

...5cheduled DOT Inspections Report
.. Repairs Needed By Vehicle Report

AUTOPOMER PARTS & SERVICE 12:10PN

VEHICLE DATA BASE HENU

...Vehicle F/H
..Assembly Template F/H

Overdue PN Report

(Rebuild VYehicle WO Xref)

R=ACCES5 | X=Log Off |l=lloteCards A=AutoHail |V=V3l-Fax

The Scheduled PM Report screen will display as shown below.

This procedure will allow you to print, display or export a listing of vehicles

scheduled for Preventative

Maintenance.

pwrorowin
Scheduled DOT Inspections Report VH-DOTRPT

This procedure will

generate a listing of vehicles scheduled

for DOT inspections.

Enter Ending Date...

Customer Mumber or ALL....................: II

Do you wish to proceed? (Y. N).............:

Customer Number or ALL
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Type in the Customer Number or ALL and press ENTER.
Enter Ending Date:

Type in the Ending Date and press ENTER.

(P)rint, (D)isplay, or (X)port to customer

Type in P and press ENTER to print the Scheduled PM Report
Type in D and press ENTER to display the report to the screen.
Type in x and press ENTER to EXPORT the report.

Type in C and press ENTER to exit the screen and not generate the report.

I8 Feb 2015 OVERDUE DOT IMSFECTIONS REFORT BY CUSTOMER — FAGE : 1

WEHICLE LAST DOT MEXT DOT OAYVS PAST LAST
CUSTOMER CUSTOMER NAME HUMBER MAKE HODEL YEAR DATE DATE HEXT DOT MILEAGE
105580 ALTSCHULER TRUCK AND RIZ GIC 201% Q2710415 DIFLOSLE =357 I5z00
EQUIFMENT
506675 ATEINSON TRUCK SERVI 1% FORD RANGER 199% 01726715 DLSFZES1E =342 250000
lanl AUTOFDWER CORP 1 FORD RANGER 95 D1F26/14 DLSFRESLS I3 334000
504500 VISALIA TRUCKING INC Z5& DODGE RAN Z01% Q3716714 DTFOT/04 ive 1500

4 recardi Tiated
Last Page Press ENTER

The report will list the customer number, customer name, vehicle number,
make, model, year, last DOT date, Next DOT date, Days Past the NEXT DOT
date, Last mileage.
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Repairs Needed by Vehicle Report

This report will list the customer number, customer name, vehicle number,
make of vehicle, model of vehicle, year of vehicle and the work order number
where the repairs were recommended that the vehicle needed.

From the Vehicle Data Base Menu:

worowin
02/18/2015 (P99) AUTOPOMER PARTS & SERVICE 12: 16PN

Hail VEHICLE DATA BASE MENU
Haiting

1....Vehicle F/H
.. Assembly Template F/H

... . Customer Vehicle Listing .
4,...Vehicle Listing By Make, Hodel Or ¥ Type in #9 and press
5....0verdue PN Report
G....0verdue DOT Inspections Report ENTER
7....5cheduled PH Report
8....5cheduled DOT Inspections Report
9....Repairs Needed By Vehicle Report
10. ... (Rebuild Vehicle WO Xref)

Enter Selection: [

TC=Clock |5=5pooler R=ACCESS (X=Log OfT [H=lloteCards | A=AutoMail (V=V53I-Fax

The Repairs Needed by Vehicle screen will display.

wrorawin________________
Repairs lleeded By Vehicle VH-RIBY

This procedure will generate a listing of repairs needed
on customers vehicles.

Customer Number or ALL...............: [I
Vehicle Humber or ALL................:
Do you wish to proceed? (Y. N)..............:

Type in the customer number or the word “"ALL"” and press ENTER.
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Type in the Vehicle Number or the word “"ALL"” and press ENTER.

(P)rint, (D)isplay, or (X)port to customer

Type in P and press ENTER to print the Scheduled PM Report

Type in D and press ENTER to display the report to the screen.

Type in x and press ENTER to EXPORT the report.

Type in C and press ENTER to exit the screen and not generate the report.

The report below will display.

18 Feb TOI15 REFAIRS MEEDED BT TEMICLE
WERICLE
CUSTOMER CUSTOMER MAME HUMBER MAEE MOREL TEAR REPAIRS MEEDED
IB55E8  ALTSCHULER TRUCE AMD R22 14 2015 Wl*IEGEEI
EQUTPHENT
SEETS  ATEINION TRUCE SERVE 15 FORD RANCER 1995 Meedi Frent-end allgnaent
19
1801 AUTOPOWER CORP ] FORD RANEER 9% W1 JEGEGT*

[ bR UL LS

3 records listed
Last Page Fress ENTERJ
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Rebuild Vehicle Work Order Cross-Reference

Occasionally, you may need to rebuild the work order cross-reference files.

The Rebuild Vehicle Cross Reference program will delete all vehicle work

order cross-references and

This program is used under the direction of AutoPower Support

department.

rebuild them.

To access the program, go to the Vehicle Shop Work Order Menu, Vehicle
Service Menu, Vehicle Data Base Menu, and Rebuild Vehicle WO Xref menu

option.

02/18/2015 (F99)

Hail
Waiting

Enter Selection:

TC=Clock |S=Spooler

AUTOPOWER PARTS & SERVICE

VEHICLE DATA BASE HENU

...Vehicle F/H
..Assembly Template F/H

...Customer Vehicle Listing
..Vehicle Listing By Make, MHodel Or Year

Overdue FH Report

...0verdue DOT Inspections Report
...5cheduled PH Report

...5cheduled DOT Inspections Report
..Repairs NHeeded By Vehicle Repo

..(Rebuild Vehicle WO Xref)

R=ACCES5 [X=Log Off (N=lNoteCards A=AutoHail V=V53I-Fax

12: 26PN
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The screen below will display.

Rebuild Vehicle Data Base with Work Urdursu IH-RBVHX

This procedure will reset and rebuild the Work Order Cr

in each of the Customer Vehicle data base records. Type in #10 and press
ENTER.

Do you wish to proceed with this Xref rebuild? (Y, N): .

Do you wish to proceed with this Xref rebuild? Y, N. Type in Y for Yes if
you would like to rebuild the Xref files.

Type in N for No if you would like not to rebuild the Xref files.

If you answer Y for Yes the screen below will display listing the phases of the
Xref as it is processing.

When the Xref has completed you will see Vehicle/Work order Cross
Reference Rebuild Complete.

Rebuild Vehicle Data Base with Work Orders 1H-RBVMX

This procedure will reset and rebuild the Work Order Cross Reference
in each of the Customer Vehicle data base records.

Do youw wish to proceed with this Xref rebuild? (¥ . HN): ¥
Phase 1 of 3 in progress...

Phase 2 of 3 in progress...
Phase 3 of 3 in progress...

Vehicle/HorkOrder Cross Reference Rebuild Completel]
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KEY TERMS

Brass Tag Number

DOT

A unique number stamped on a unit for identification
purposes; the re-builder assigns the number. (Unit
Rebuilding)

Department of Transportation

Flat Rate Labor (FRL)

Flat Rate (FR)

Operation

PM

Retail

A billing method in which the customer is charged a
standard price for the work, plus an additional cost for the
labor involved in a job. When flat rate labor is used,
different customers may pay slightly different rates for
the same job, based on the amount of labor needed to
complete it.

A billing method in which the customer is charged a
standard price for work, regardless of the time and
materials involved in completing the job. Typically, when
flat rate labor is used, all customers are charged the
same rate for this type of work.

A procedure (job) performed in the shop.

Preventative Maintenance

The selling of merchandise and certain services to
the consumer.

Time and Materials (TM)

VIN

VMRS

A billing method in which the customer is charged based
on the amount of time and the amount of materials
needed to complete a job.

Vehicle Identification Number

Vehicle Maintenance Reporting Standards
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Warranty
A written guarantee of the integrity of a product and of
the maker’s responsibility for repairing or replacing
defective parts.
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