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Reports & Updates 
Chapter 10 

CChhaapptteerr  1100  RReeppoorrttss  &&  UUppddaatteess  
The Service Reports/Updates menu is used to run service reports and to perform a monthly update of 
your service data.  Almost all of the reports use the repair order closing date to generate the report 
information.  The exceptions are the Writer and Technician Statistic reports, which use the repair 
order update date (the date the repair order was updated to Accounting using the Daily R/O 
Update). You can view the closing date that will be used for the repair order on the Review & Print 
screen when you are printing and closing the repair order. 
 
The menu displays two dates.  The “Last Monthly Update Was” date identifies the month and year 
used for the last monthly update run.  The “Completed On” date identifies the date on which the last 
update was run.  
 
To use the menu, click the button that corresponds to the menu option you want to select.  The 
appropriate submenu or prompt appears.  When you are finished on the Service Reports/Updates 
menu, click Exit to return to the Service Writing menu. 

 

Important: Different reports are designed to pull different information.  Therefore, the reports will not 
match.  For example, one writer report includes discounts while another writer report 
doesn’t, so the reports will not be the same.  Another reason reports will not match is 
because some reports use the date when the repair order was updated to Accounting 
and other reports use the close date for the repair order. 
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Selecting Print Criteria 
You have the option of viewing the generated reports on your screen or printing them to paper. 
When you select a report to print (and after you enter any criteria the system prompts you to specify), 
select To Printer to print the information or To Screen to view the information on your screen.   

 

If you select to view the report, you can print the report from the viewing screen by clicking File and 
selecting Print.  To exit the viewing screen, click File, and click Exit. 
 
 

Service Time Summary Reports 
This button advances you to the Service Time Summary menu.  This menu is used to print service-
timing reports.  These reports can help you determine your effective labor rate and can be used to 
determine the time and labor sold by advisors and technicians.  Click the button that corresponds to 
the report you want to print.  Follow the prompts on your screen.  When you are finished, click Exit to 
return to the Service Reports/Updates menu. 

 

 
 



 
 

10:3   |   P a g e  
 

Chapter 10 Reports & Updates 
 

Print Effective Rate Summary 
Use this button to print your effective rates.  When prompted to verify your printer is ready, select the 
period you want to use to print the summary:  Previous Month, Current Month, or Last 30 Days.   
 
The report prints a page for combined rates, customer pay, internal, and warranty.  Each page lists 
the daily and month-to-date flat hours, sales, and effective rate for each date listed.     

 

 
 
Writer Time Summary 
Use this button to print a time summary for each service writer.  The report uses the repair order 
closing date.  This report may take a long time to generate, so be patient while the system gathers 
the information. 
 
The report prints one page for each writer in the system.  The report displays the total repair orders, 
total time, labor, sales, time per repair order, average sale, and effective rate for each writer.  The 
information is broken down per month.  The information for the month is updated during the monthly 
summary update.  Therefore, from January to the current month displays the time summary for the 
current year, and the next month to December displays the information from last year.  The printout 
also displays the yearly totals. The figures on the report could be off due to the month-end update. 
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Technician Time Summary 
Use this button to print a time summary for each service technician.  Like the Writer Summary, this 
report also uses the repair order close date.   
 
The report prints one page for each technician in the system.  The report displays the total repair 
orders, total time, labor, sales, time per repair order, average sale, and effective rate for each 
technician.  The information is broken down per month.  The information for the month is updated 
during the monthly summary update.  Therefore, from January to the current month displays the time 
summary for the current year, and from next month to December displays the information from last 
year.  The printout also displays the yearly totals.  The figures on the report could be off due to the 
month-end update. 

 

 
 
Technician Time Report 
Use this button to print a time report for all of the technicians based on a specific date range.  The 
report uses the repair order close date.  This is a good report to run to check your labor sales.  When 
prompted, specify the beginning and ending dates you want to use for the report.  Select to generate 
a simple or detailed report, and select your print criteria.   
 
The simple report prints one page for each technician.  Each page lists the repair orders the 
technician worked on and displays the time units and labor amount for each repair order.  The 
information is broken down into three columns: customer pay, internal, and warranty.  A plus sign (+) 
after a labor amount indicates the amount was adjusted to more than the regular labor rate per unit, 
and a minus sign (-) after a labor amount indicates the amount was adjusted to less than the regular 
labor rate per unit (for services such as a lube-oil-filter).  The bottom of each technician’s section 
displays the totals for the date range.   
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The end of the report provides a time summary for all of the technicians.  It displays the total labor 
units and cost for customer pay, internal, and warranty.  Next, It lists the total time units, sales, 
number of repair orders, and average total per repair order.  Finally, it lists the number of technicians 
reporting for the period and lists the average labor units, sales, and repair orders per technician.   

 

The detailed report lists the same information as the simple report, but it lists the individual repairs for 
each repair order separately and identifies the pay type, labor level, charged units, actual units, and 
cost for each repair. 
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Writer Sales Report 
Use this button to print a sales report for all of the service writers based on a specific date range.  The 
information on this report reflects discounts applied to the service.   
 
The report lists the repair orders for each writer and displays the time units and labor amount for each 
repair order.  The information is broken down into three columns: customer pay, internal, and 
warranty.  The total value of the parts sold on each repair order is also displayed.  The end of each 
technician’s section displays the totals for the date range.   

 

The end of the report lists the totals for the entire Service Department.  It also breaks the totals down 
according to customer pay, internal, and warranty sales. 
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Writer ‘Specials’ Usage 
Use this button to print a trouble code/fail code usage report for a specified date range. It can help 
with your dealership’s upsales.  The report is based on the service menu codes added to repair 
orders.  In order for the report to work, the menu/trouble code needs to have commission amounts 
set. 
 
The report lists every repair order with a menu code on it.  In addition, the report lists the service 
writer for the repair order, the service date, customer’s name, number of labor units sold, sale 
amount, rate, and the advisor’s commission percentage or flat commission for the repair order. The 
end of the report lists the totals repair orders on the report and the totals for all of the repair orders. 

 

 
 
Writer Analysis 
Use this button to print an analysis for each service writer for a specified date range.  This report does 
not include voided repair orders.  Type the beginning and ending dates you want to use for the report.   
 
The report provides two summaries for each writer.  First, the report lists the total number of repair 
orders, the total time units, and labor for customer pay, internal pay, and warranty pay, and the total 
parts and sublet for each date the writer was active.  The customer pay gross profit per hour is 
calculated by dividing the number of customer pay repair orders by the customer pay gross profit.  
The customer pay gross profit percentage is calculated by dividing the customer pay labor by the 
customer pay gross profit.   
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The next part of each writer’s analysis provides a comprehensive analysis of the writer’s customer, 
internal, and warranty totals, as well as the overall totals.  The end of the report provides the totals for 
the whole Service Department.   
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Work In Process Worksheet 
Use this button to print a worksheet that lists all of the open repair orders.  You use the printout to 
“pencil in” the technician costs so the amount can be added to the Service Time Flags and posted to 
payroll.  The report groups the information by technician.  For each open repair order, the printout 
lists the repair order number, service date, each repair on the repair order, and the repair type and 
labor level assigned to each repair.  

 

 
 
Flagged Time 
Use this button to print a flag-time report for a specific date range.  This report prints a real-time flag-
time report.  Every time you add time flag data to a repair order on the Close Service screen, whether 
you add to or subtract from the time, the system stores the information in the report database.  The 
system calculates the technicians’ actual time units every time you print the report.  You can use this 
report to identify technicians’ time units and use the information to post payroll.  
 
This report does not pull information from the Payroll Time Pre-flag report.  The Payroll Pre-flag report 
is a completely unrelated report. 
 
This report includes all open repair orders and closed repair orders that have been updated to 
Accounting during the date range you specify.  The report prints the information by technician.  The 
top part of the report lists all of the repair orders for the technician for the date range you selected.  It 
lists the repair order number, customer’s name, each repair on the repair order, the repair type, labor 
level, customer complaint for the repair, charge time units, actual time units, and the status of the 
repair order.  The bottom of the report lists the total repairs the technician worked on, the total 
charged time units, and the total actual time units.   
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Writer/Technician Statistics 
This button advances you to the Advisor/Writer/Technician Stats menu.  This menu is used to view 
and print statistics for service writers and technicians.  Click the button that corresponds to the menu 
option you want to select.  The appropriate prompt or screen appears.  When you are finished, click 
Exit to return to the Service Reports/Updates menu. 

 

 
 
Technician Labor Stats 
Use this button to print technician labor statistics for a specific month.  Type the two-digit month (01 
for January, 02 for February, etc.).  When prompted to verify your printer is ready, select your print 
criteria.   
 
For each technician, the report displays the hourly cost, actual time, cost, chargeable time, labor sale, 
and time ratio percentage for the selected month and year-to-date. 
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Tech/Advisor Stats 
Use this button to print the statistics for the current period or pay period.  This report uses the date 
when the repair order was updated to Accounting and not the close date for the repair order.  Use the 
drop-down calendar to select the date range you want to use for the report, and click Go.  When 
prompted to verify your printer is ready, select your print criteria. 
 
The report is broken down into two parts.  The first part of the report is the technician time report.  For 
each technician, the report displays the actual time and cost, chargeable time and cost, time ratio 
percentage, and effective rate for the current period or pay.  The bottom of this section displays the 
totals for all of the technicians. 

 

The second part of the report is the advisor time report.  For each advisor, the report displays the total 
repair orders, total time, total labor sales, average time per repair order, average sales, and effective 
rate broken down by customer pay, internal, and warranty, as well as displaying the overall totals.   

 

 
 
.   
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View Advisor/Writer Stats 
Use this button to open the Advisor/Writer Information screen.  This screen is used to view and edit 
service advisor and service writer statistics.  The screen will display the statistics for each month.  
The information for the month is updated during the monthly summary update.  Therefore, from 
January to the current month displays the statistics for the current year, and from next month to 
December displays the information from last year.  The repair order units displayed are per condition.  
When you are finished, click Exit to return to the Advisor/Writer/Technician Stats menu. 

 

 
 
Viewing Statistics 
First, you must click Refresh Data to recompile the statistics to ensure they are up to date.  Click OK 
when prompted to verify you want to refresh the data.  Since the system scans the repair order 
history file, the process may take several minutes. The system will display a “Did That “ message 
when it is finished refreshing the data.  Click OK to acknowledge the message. 
 
Once you refresh the data, type the advisor’s or writer’s code, or click the individual in the list 
displayed on the right side of the screen.  The statistics fill in on the left side of the screen.   
 
Click Print to print the selected advisor’s or writer’s statistics.  When prompted, select your print 
criteria.  The report lists the number of repair orders the individual worked on each month.   
 
If you need to edit statistics, click in a field, and edit the information as needed.  Click Save to save 
the changes.  The information will be updated. 

Tip: Because the statistics displayed on this screen are generated during the monthly update, the 
information may not be accurate depending on the day of the month you performed your 
monthly update (for example, the 5th day of the month rather than the 1st day of the month).  
Therefore, Autosoft recommends that you use the Writer Analysis or Writer Sales report when 
you want a comprehensive summary of a writer’s activity for the month.  Both of these reports 
use the repair order close date.   
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View Technician Stats 
Use this button to open the Technician Information screen.  This screen is used to view and edit 
technician statistics.  The screen will display the technician statistics for each month.  The information 
for the month is updated during the monthly summary update.  Therefore, from January to the current 
month displays the statistics for the current year, and from next month to December displays the 
information from last year.  The repair order units displayed are per condition.  When you are finished, 
click Exit to return to the Advisor/Writer/Technician Stats menu. 

 

 
 
Viewing Statistics 
First, you must click Refresh Data to recompile the statistics to ensure they are up to date.  Click OK 
when prompted to verify you want to refresh the data.  Since the system scans the repair order 
history file, the process may take several minutes.  The system will display a “Did That “ message 
when it is finished refreshing the data.  Click OK to acknowledge the message. 
 
Once you refresh the data, type the technician’s code, or click the technician in the list displayed on 
the right side of the screen.  The statistics fill in on the left side of the screen.   
 
Click Print to print the selected technician’s statistics.  When prompted, select your print criteria.  The 
report lists the number of repair orders the individual worked on each month.   
 
If you need to edit statistics, click in a field, and edit the information as needed.  Click Save to save 
the changes you made.  The information will be updated. 

Tip: Because the statistics displayed on this screen are generated during the monthly update, the 
information may not be accurate depending on the day of the month you performed your 
monthly update (for example, the 5th day of the month rather than the 1st day of the month).  
Therefore, Autosoft recommends that you use the Technician Time report when you want a 
comprehensive summary of a technician’s activity for the month.  The Technician Time report 
uses the repair order close date.  
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Miscellaneous Service Reports 
This button advances you to the Miscellaneous Service Reports menu.  This menu is used to print 
trouble code and menu usage reports, warranty labor operation reports, and “come back” reports.   
 
To generate a report, click the button that corresponds to the report you want to print.  Follow the 
prompts that appear on your screen.  When you are finished, click Exit to return to the Service 
Reports/Updates menu. 
 
It is important to note that you cannot directly compare reports on this menu.  The OP Code Detail 
report considers all types of repair orders and reports by Menu code, Trouble/Fail code, and Labor 
Op Code (respectively).  As a result, you cannot generate the Trouble/Condition Code & Menu Usage 
or the Warranty Labor Op Usage report and directly compare the data to the OP Code Detail report. 
 For example, if a Menu item has been set up to perform a warranty operation, and the warranty 
manufacturer’s Labor Op Code is part of the Menu item, the Warranty Labor Op Usage report would 
provide data based on the labor op, but the OP Code Detail report would provide data based on the 
Menu code.    
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Trouble/Condition Code & Menu Usage 
Use this button to print a usage report for all of the trouble/condition codes and menu codes in the 
system.  The information for this report is updated each month during the monthly update. 
 
The first part of the report displays trouble code statistics.  The report lists the total charge time/units 
and the total sale amount for the code this month and past 12 months.   

 

The next part of the report displays menu code usage.  The report lists the total charge time/units, the 
number of times the code was used, and the sale amount for each code for this month and past 12 
months.   

 

 



 
 

10:16   |   P a g e  
 

Autosoft FLEX DMS Service Writing 
 

Warranty Labor Op Usage 
Use this button to print a usage report for the warranty labor operation codes for a specific date 
range.  When prompted, type the beginning and ending dates you want to use for the report.  The 
report lists each labor operation used during the specific date range.  The Total columns display the 
total number of times the code was used, the number of units sold, and the total sale amount for each 
code.  The Average columns display the average number of units sold and the average sale amount 
for each code. 

 

 
 
Print ‘Come Back’ Report 
Use this button to print a list of customers who returned for a duplicate repair for a specific date 
range.  This report is generated based on the Comeback field on the Close Service screen when the 
repair order is being generated.  When prompted, type the beginning and ending dates you want to 
use for the report.   
 
The report lists the original repair order number and the comeback repair order number.  For each 
repair order, the printout lists the customer’s name, service performed, writer, technician, and sale 
amount.   
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Service Discounts 
Use this button to print a report of the discounts applied repair orders for a specified period.  The 
printout separates discounts for customer pay, internal, and warranty.  For each repair order, the 
printout lists the R/O number, service date, service writer, customer name, sale amount and discount 
amount for service and parts, tax discount, and total discount. 

 

 
 
GM Input Sheet 
GM dealers use this button to generate a report that identifies the Service and Body Shop units that 
were sold for the month and year to date.  The printout lists the units for customer pay, service 
contract, and quick service, warranty, internal, and new vehicle inspection.  Dealers use the printout 
to assist them as they prepare their financial statement for the month.  When prompted, type the 
month for the report, and select your print criteria. 
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Op Code Detail 
This button advances you to the Op Code Detail menu.  Use this menu to generate an operation code 
detail report.  This helps you identify the Op code used for each repair order.  This list provides 
important information about the Op code usage for your analysis.  You use the first menu option to 
generate the detail for a specific date range.  You can then view all the detail or use the remaining 
menu options to view the information using a specific filter.   

 

 
 
Generate Op Code Detail 
First, use this button to generate the operation code detail for a specific date range.  The generated 
detail you can view using this option includes information for all repair orders in the selected date 
range.   

1. Click Generate Op Code Detail. 

2. Type the date range you want to use to compile the data. 

3. When prompted to verify your printer is ready, select your print criteria. 

4. The system prompts you to indicate if you want to include repairs that do use labor op codes.  
Click Yes or No. 

5. The system prompts you that the information on the printed report is a partial representation 
of the compiled data.  It also includes the location where the OPDETAIL.TXT file is located.  
Click OK to continue. 

6. The system prompts you with the location where the OPDETAIL.XLS file is located.  Click 
OK to continue. 
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The program generates three files when you select to generate the report: 

• REPORT.PDF:  This file displays on the screen when you select To Screen as your print 
option.  The same information print when you select To Printer as you print option.  Please 
note that size limitations allow this file to display only a partial representation of the generated 
data.  The printout lists the following information: advisor/writer ID, RO number, repair 
number, Op code, pay type, closed date, vehicle’s VIN, make, and model, technician ID, and 
the customer’s name. 

• C:\ASIXL\OPDETAIL.XLS:  This is a Microsoft Excel file.  You can only view and edit the file 
in Microsoft Excel.  Once you edit the data, you can save it as an Excel file or comma 
delimited file (CSV) so you can attach the file to an e-mail message to send to third-party 
vendors as needed.  The file includes the following information: advisor/writer ID, RO 
number, repair number, Op code ID, Op code description, repair labor amount, sold labor 
units, actual labor units, repair cost, total RO parts price, total RO parts cost, Vehicle model 
year, odometer, labor type, ZIP code, RO closed date, VIN, make, model, technician ID, and 
the customer’s name, address, city, state, home phone number, work phone number, and e-
mail address. 

• C:\ASITEXT\OPDETAIL.TXT:  This is a comma delimited text file.  You can view and edit the 
file in any text editing program (WordPad, NotePad, Microsoft Word, etc.).  This file can also 
be attached to an e-mail message to send to third-party vendors as needed.  This file 
includes the same information included in the XLS file. 

 
 
Op Codes By Code 
Use this button to view or print just the information from the generated data for a specific Op code. 

1. Click Op Codes By Code. 

2. The system identifies the dates for the generated data.  Click OK to continue. 

3. Type the Op code you want to use for the report. 

4. When prompted to verify your printer is ready, select your print criteria. 

 
 
Op Codes By Advisor/Writer 
Use this button to view or print just the information from the generated data for a specific 
advisor/writer. 

1. Click Op Codes By Advisor/Writer. 

2. The system identifies the dates for the generated data.  Click OK to continue. 

3. Type the advisor/writer ID you want to use for the report. 

4. When prompted to verify your printer is ready, select your print criteria. 
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Op Codes By Tech 
Use this button to view or print just the information from the generated data for a specific technician. 

1. Click Op Codes By Tech. 

2. The system identifies the dates for the generated data.  Click OK to continue. 

3. Type the technician ID you want to use for the report. 

4. When prompted to verify your printer is ready, select your print criteria. 

 
 

Payroll Time Flags 
Service Managers use the Service Time Flags menu to pre-edit the payroll time flags.  This allows a 
technician’s pay to include times from open and closed repair orders. The information automatically 
updates to the Payroll Service Time Flags so Accounting can post the information to the current 
payroll. 

 

1. Use the Enter Pre-Flag Times button to add time for open repair orders. 

2. Compile the flag data.  This will compile the data for closed repair orders and any information 
added for open repair orders. 

3. Use the Edit Compiled Data button to edit the compiled data. 

4. Print the flag data for your records. 

 



 
 

10:21   |   P a g e  
 

Chapter 10 Reports & Updates 
 

Enter Pre-Flag Times 
The Service Manager uses this feature to pre-edit the payroll time for open repair orders.  This allows 
a technician’s pay to include times from open repair orders. When the payroll clerk compiles the 
Service Time flags, the system will pull the open repair orders the Service Manager edited. The 
edited data will display when the repair order is selected on the Edit Compiled Data Screen on the 
Service Time Flags menu in Payroll and will update when the Payroll Clerk selects to update the flag 
times to the current pay. 

1. Click Enter Pre-Flag Times.  The Payroll Time Pre-Flags screen appears. 

2. The right side of the screen displays the open repair orders.  Click a repair order.  The repair 
order number, customer’s name, and vehicle make and model fill in the fields at the top of the 
screen.   

3. Click the repair you want to select.  Any previously paid flags on the repair fill in the PPFU 
field (Prior Pre-Flag Units).   

 

4. The CT field displays the charged time units for the repair, and the AT field displays the 
actual time units for the repair. 

5. Type the total units for the repair in PFU.  If the repair order is open and flagged over more 
than one payroll, the payroll program will do the calculation.  This is only when a repair order 
is open and flagged over more than one payroll.   

For example, the first week the technician puts 2 hours on a job.  The Service Manager 
enters 20 units as the pre-flag time, and the technician’s pay includes the 20 units.  By the 
end of the second week, the job is still not finished, and now the technician has a total of 5 
hours on the job.  The Service Manager will now enter 50 units, the total time on the job. 
 When the payroll program compiles the flags, the technician will be paid for 30 units for this 
pay because he was paid for 20 of the 50 units last pay. 

6. Click Save.  Continue to work your way through the list of repair orders. 
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Compile Flag Data 
Use this button to compile flag time data.  This compiles information for closed repair orders and any 
information added for open repair orders. 

1. Click Compile Flag Data. 

2. Use the drop-down calendars to select the date range for the compiled data. 

3. Click Go. 

4. Click OK when prompted to verify you want to compile the data. 

Tip: Click Refresh Flag Data on the Compile prompt to refresh the time flag data to ensure it is 
accurate.  Click Refresh again when prompted to verify you want to refresh the data. 

 
 
Edit Compiled Data 
Use this button to open the Edit Technician Time Flags screen to edit the compiled time flag data. 
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Editing the Cost on a Repair Order 

1. Click Edit Compiled Data. 

2. Click the technician you want to select in the list window on the left side of the screen. 

3. The window on the right side of the screen displays a list of repair orders pulled for the 
technician.  Click a repair order to select it.  (You can view a summary of the repair order by 
clicking View R/O.)   

4. If the repair order has been updated to the schedule, the labor cost appears under the Labor 
Cost field.  This allows you to see the amount that was entered into the schedule so you can 
correct the information if necessary. 

5. The Labor Units field displays the time units for the repair, and the Labor Cost field displays 
the cost for this repair order.  Edit these amounts as needed. 

6. Click Save to save the information. 

 
 
Removing a Repair Order 
Use the following instructions to remove a selected repair order from a technician’s list. 

1. Select the technician and repair order. 

2. Click Remove. 

3. Click Gone when prompted to verify you want to delete the record. 

 
 
Adding a New File 
You should use the Work In Process Worksheets to add new files on this screen. 

1. Select the technician. 

2. Type the repair order number, or click Open R/O’s to select the R/O from a list of the open 
repair orders for the selected technician. 

3. Click OK when prompted that the system will create a new record.   

4. Type the labor cost. 

5. Click Save.  The repair order is added to the list on the right side of the screen. 
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Removing the Compiled Data 
Use the Remove Compiled List button to remove all of the compiled information.  If you decide you 
want to use the Service Time Flag data, you will have to recompile the information. 

1. Click Remove Compiled List.   

2. Click Gone when prompted to verify you want to delete the information.   

 
 
Viewing Previously Paid Time Flags 
Use the View Previously Paid Flags button to view all of the previously compiled time flags that have 
been updated to payroll. 

1. Click View Previous Paid Flags. 

2. Click an R/O in the list to view the R/O on your screen.   

3. Click Back to close the R/O or the View Previous Paid Flags screen.  

 
 
Print Flag Data 
Use this button to print the compiled data.  This lists all of the repair orders for each technician and 
the total labor cost. When prompted to verify your printer is ready, select your print criteria. 
 
 

Monthly Summary Update 
Use this button to perform a monthly update of your service data.  This compiles all the service data 
and makes it available for the reports that depend on the monthly update to bring the service 
information up to date.  The accuracy of the reports that are updated during the monthly update 
depends on the day of the month you perform the update.  For example, if you do not run your 
monthly update until the 5th day of the following month, your service data will be off by five days.  If 
you run the monthly update at the end of business on the last day of the month, your service data will 
be up to date.   

Important: All workstations must exit the Service Writing Module during the update.  Similarly, no 
one can be in the Service R/O section or have a repair order open in the Parts 
Inventory module. 

1. Click Monthly Summary Update. 

2. Type the month and year you are updating.  This is the previous month.  For example, you 
update June’s data in July.  Never update the current month. 

3. Click OK when prompted to verify you want to run the update.   

4. The “Last Monthly Update Was” date on the menu changes to the month and year used for 
the update.  The “Completed On” date displays the current date. 
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R/O Archives 
This button advances you to the R/O Archives menu.  The R/O Archives menu is used to archive 
repair orders.  When you archive a repair order, it is turned into a PDF file and stored on the local 
hard drive.  Several years of records can be maintained on the local drive.   
 
This menu also provides a method for viewing your archived repair orders and burning them to a CD 
for backup.  Because the system backup does not include making a backup of the local drive, the 
records may be lost due to hardware failure or other unforeseen accidents.  By “burning” the files to a 
CD, you ensure the records are safely backed up.  Several copies should be made so a copy can be 
stored off-site in a safety deposit box (or other safe location).   

 

 
 
Archive Repair Orders 
The first step is to archive the repair orders.  This converts the files to a PDF document. 

1. Click Archive Repair Orders. 

2. In the From and To fields, type the start and end repair orders.  All of the repair orders within 
the range will be archived.  To archive a single repair order, type the repair order number in 
both the From and To fields.   

 

3. Click OK when prompted to verify you want to archive the records.   

4. If there are missing repair orders within the sequence you selected, the system will prompt 
you with a message indicating the number of repair orders that are missing.  Click OK to 
acknowledge the message. 
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View Archived Repair Orders 
Click View Archived Repair Orders to view a list of the archived repair orders.  The system displays 
a list of available PDF files.  Each file will be named for the corresponding repair order or the first 
repair order entered in a sequence.  For example, if you save repair orders from 10000 to 19999, the 
file will be named RO10000. 

1. Click View Archived Repair Orders.  

2. Click the file you want to view in the Archive List.  The repair order will open for viewing and 
printing.  If there is more than one repair order in the file, use the arrow keys on the toolbar or 
on your keyboard to scroll through the repair orders.   

3. When you are finished viewing the repair order, click File, and click Exit. 

 
 
Burn Archives To CD 
Use this button to burn the repair orders stored on your local drive to a CD.  The computer you are 
working on must have a CD burner installed.  Store the backup CD in a safe place (fireproof safe, 
safety deposit box, etc) preferably offsite to ensure your records are protected. 

1. Click Burn Archives To CD.  The Burn Archive screen appears. 

 

2. The left side of the screen lists all of the PDF files available for backup.  Click the box to the 
left of the file to select it.  A check mark appears in the box.   

3. Once you have selected the files you want to burn, click Burn Now.  The files are burned to 
the CD. 

4. Click Back to Return to the R/O Archives menu. 

Tip: When you “burn” the repair orders to the CD, you will not be able to access any records 
previously burned to the CD.  Therefore, Autosoft suggests you use a separate disk for each 
archive.  When you use a new disk, you only need to select the PDF file for the repair orders 
you just archived.  However, if you choose to use the same disk over again, you must select all 
of the archived records to ensure you will be able to access all of the files.   
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Remove An Archive File 
Use this button to remove an archived repair order.   

1. Click Remove An Archive File. 

2. In the Archive List, click the PDF file you want to remove.   

3. Click OK when prompted to verify you want to delete the file. 

4. The file is removed from the archive list, and the system closes the list. 

 
 

Daily Service DOC 
The Daily Operating Control screen allows the Service Manager to view the Service and Body Shop 
daily DOC.  These DOC’s are created in the Accounting module.  The DOC will show the Service 
Manager where the Service Department stands with the respect to the general ledger figures on each 
day the DOC is compiled. The DOC must be compiled in the Accounting module before you can view 
the DOC in the Service module. 

1. Click Daily Service DOC. 

2. The screen automatically displays the Service DOC. Click Body Shop at the bottom of the 
screen to display the Body Shop DOC. 

3. Click DOC History to view a list of DOC’s that have been previously compiled. 

4. Click Comparison DOC’s to compare the current Daily DOC with a DOC from the DOC 
history. 

5. Click Print to print the DOC.  When prompted to verify your printer is ready, select your print 
criteria. 

Tip: Use the Allow Parts To View My DOC’s box to determine if the Parts Department can view 
the Service DOC.  If you select the box, the Service and Body buttons on the Parts Daily DOC 
screen will be available.  If you leave the box empty, the Service and Body buttons on the 
Parts Daily DOC screen will be unavailable. 
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Report Generator 
The Report Generator is used to create user-defined reports.  This allows you to pull the information 
you want from your Autosoft DMS system.  Once you generate a report, you can save the settings 
and use the report to pull information in the future.  Please refer to the Autosoft Report Generator 
User Guide that came with your Autosoft DMS software for complete instructions on how to use the 
Report Generator.  You can access a PDF version of the manual from the help pages in the Report 
Generator.   
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