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Active R/O  List 
Chapter 7 

CChhaapptteerr  77  AAccttiivvee  RR//OO  LLiisstt  
The Active R/O List screen is used to view and search a list of active repair orders.  This screen is for 
reference.  No data can be entered here.  If you need to make a correction to a repair order, you must 
use the Repair Orders menu.   

 

 
 

Using the List Screen 
There are several ways to work with the list. 

• Type the letter of the customer’s last name.  The list will display the customers whose last name 
begins with that letter.   

• Type the last four digits of the customer’s phone number, and press ENTER.  The list will display 
the customers whose phone number matches the entry. 

• By default, all repair orders display in the list.  Use the Service, Body Shop, Service Contract, 
and Quicklane tabs to view just the selected repair orders.  Click the All R/O’s tab to view all 
repair order again. 

• The My R/O's tab displays just the repair orders for the current user ID/writer number.   

• The Waiting tab displays just the repair orders flagged W for waiting in the When Ready 
Call/Waiting field on the Start Repair Order screen. 

• The Closed tab displays the repair orders that have been printed and closed. 
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• By default, all repair types are displayed in the list.  Use the last five tabs on the top of the screen 
to filter the list based on the repair type: customer pay (C/P), warranty (W/C), internal (I/R), or 
quick lane (Q/L).  If there are multiple repairs on the repair order with multiple repair types, the 
system uses the repair type for the first repair added to the repair order to determine the sort. 

• By default, the list is sorted by R/O number.  Click any column header on the screen to sort the 
list by the R/O number, job number, customer's name, etc.  
 

 
Understanding the Status 
The Status column identifies the R/O status.  The status changes as repairs are closed.  There are three 
codes: 

• Open: The repair order is open.  No repairs have been closed. 

• WC Open: The warranty claims are open.  All customer pay and internal repairs have been 
closed. 

• Reclose: The customer copy was printed, but the R/O was not closed.  The R/O still needs to be 
closed. 

 
 

Viewing the Repair Order 
1. Click the repair order in the list. 

2. A summary of the R/O appears. 

3. To print the summary, click the printer icon, and click Print. 

4. Click Back to close the summary. 

Tip: When viewing the R/O list from any repair order screen, you can view the detail for a repair order by 
holding down the right mouse button on the repair order in the list. 
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Printing the Repair order List 
You can print the selected repair order list as needed. 

1. Click Print. 

2. When prompted to verify your printer is ready, click to select To Printer to print the information or 
To Screen to view the information on your screen.  

3. Once you select your print type, click Print. 

Tip: Click Refresh to refresh the R/O list to ensure the list is current and includes any repair orders that 
may have been created while you were viewing the list. 
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