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’;‘AUtOSOﬂ' Service Schedule Introduction

Dealer Management System

Introduction to Service Schedule

The Service Schedule application is a quick scheduler that allows you to schedule appointments from any
repair order screen. At the time of scheduling, you create a prewrite that can be pulled to a repair order
when the customer arrives for service. If you prefer to use the full Autosoft DMS Service Writing
Scheduler, please refer to Appendix A for information regarding the full scheduler.

Accessing the Service Schedule Application

Initially, you can access the Service Schedule quick scheduler from any repair order screen. However,
once you've opened the Service Schedule application for the day, you can leave it open and accessible
through an Autosoft icon on the desktop taskbar.

1. On the Autosoft DMS main menu, click Service.

2. Click Repair Orders on the Service Writing menu.

3. Click Start Repair Order to open the Start Repair Order screen.
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5. Click the yellow Service Schedule button in the upper-right corner of the left column. The
Service Schedule application opens.

April 2015
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’;‘ AUtOSOﬂ' Service Schedule Setup

Dealer Management System

Entering Setup Information

Before you can use the scheduler, you must complete the setup, as the setup information determines
how the scheduler works. The choices you made during the Service Schedule conversion process will
affect the overall appearance and layout of your schedule, but you must still fine-tune settings within the
application to optimize operation for your Service Department.

In addition, you have the option to set Service Schedule as your default scheduler. If you set it as the
default scheduler, you can access it from all repair order screens, and the application will also open when
you click Scheduling on the Service Writing main menu.

Shop Setup

The Shop Setup button gives you access to the schedule setup for the Service Department. Here, you
will set the shop hours and customize the look of the schedule. You will also be able to set some other
preferences from this screen.

1. Click the Shop Setup button on the bottom of the Service Schedule quick scheduler. The Shop
Setup screen opens.

Start Start

08:00 HHEE] 07:30 HHE] 07:00 ﬂHiE'
Quit Quit Quit

07:00 PHEQ 07:00 PH E] 07:00 PHE@

Make This My Default Scheduler
(] pon't Prompt To Print Pre-Writes
[ Display with
Quoted Time i
(] Display Time in 24-Hour Format
u Web
Schedule History
(@ Purge History Older Than 90 Days
(O Purge History Older Than 120 Days

[ UndoPuge ] [ Puge ]!

2. For each day of the week, select the Start and Quit time from the drop-down menus. The
program uses a 24-hour schedule. In this schedule, 24:00 (12:00 a.m.) will appear as 00:00 and
24:30 as 00:30. To show that the shop is closed on a particular day, choose the blank slot in the
Start and Quit drop-down menus.




4. In Hours/Day, indicate the number of hours you want available on the schedule each day. The
default entry is 48.

5. Inthe Preferences section, the Make This My Default Scheduler box determines where you
can access the Service Schedule quick scheduler. If you leave this box empty, you will only be
able to access the Service Schedule application from the Service Schedule button on repair
order screens. The Scheduling button on the Service Writing main menu will open the full
Autosoft DMS Service Writing Scheduling application. If you do not plan to use the Service
Schedule quick scheduler, leave this field blank and refer to Appendix A for information on the full
Autosoft DMS Service Writing scheduler.

If you select the Make This My Default Scheduler box, the Service Schedule quick scheduler
will be your default scheduler. In addition to accessing it from all repair order screens, you can
open the Service Schedule application using the Scheduling button on the Service Writing main
menu.

6. If you do not want to print prewrites, click to select Don’t Prompt To Print Pre-Writes. The
system will automatically skip the printing prompt. If you leave this field blank, the system will
prompt you to print a prewrite when you save it. You can print it or skip printing at that time.

7. Use the Display Scheduled Appointments With Quoted Time checkbox to change how
appointments are displayed on your schedule. During the conversion process, if your dealership
chose to display appointments with full quoted time, this box will be checked. However, if your
dealership instead chose to display appointments as single 15-minute cells, the box will be
unchecked.

Check the box at any point to change the way future appointments are scheduled (existing
appointments will continue to display according to the setting at the time the appointments were
created). If the box is checked, any appointment you set from that point until you uncheck the box
will be displayed with quoted time. If you uncheck the box, all appointments you set will be seen
on the schedule as single 15-minute cells.

8. Check the Display Time in 24-Hour Format box to select if you wish to display your schedule
using the 24-hour format. Leave this box unchecked if you wish to view the schedule using the
12-hour AM/PM format.



9. Check Schedule Web Appointments Automatically to allow a manufacturer or third-party web
appointment integration to automatically place appointments set using online service scheduling
applications on your schedule. To use this feature, your schedule must be set up to display
appointments in 15-minute cells and to use advisor columns.

10. In the Schedule History section, you can purge schedule history older than 90 or 120 days. Click
the circle next to either Purge History Older Than 90 Days or Purge History Older Than 120
Days. The default is 90. Click the Purge button to purge all schedules and prewrites fitting the
option you've selected. You will not be able to purge any schedules or prewrites newer than 90

days.

11. Use the Customize Appt. Detail Colors section to establish a color key to help you easily
identify appointment requirements and determine whether transportation arrangements must be
made for customers simply by viewing the schedule. These color settings will be applied to
every user in the Service Department.

Click on each of the buttons (Dropoffs, Pickup(s), Requires Ride, Requires Loaner, and
Waiting), to open a color palette from which you can choose a shade for each category. Click on
a color from the palette and click OK. The color will appear in the box to the right of that
appointment detail button.
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Define Custom Colors »» |

Cancel |

You can also create custom colors for your schedule. To create custom colors, click an
appointment detail button to open the color palette and click Define Custom Colors at the
bottom of the color palette window. This will expand the window, giving you access to a color
spectrum, as well as an RGB (red, green, blue) color selector. You can use either to create a



custom color. To use the spectrum selector, move the target to the desired color on the spectrum
and then move the black arrow next to the vertical color bar on the right side of the window to the
hue you wish to use. Click Add to Custom Colors, and the color will be added to the area under
Custom colors on the left side of the window. Use the RGB selector when you know the specific
RGB formula for a color you would like to use. Type the formula into the selector and click Add to
Custom Colors. The color will appear under Custom colors on the left side of the window. You
can add multiple colors at once using either of these methods and then select one at a time for
each of the custom appointment detail buttons. After clicking on the desired color for an
appointment detail, click OK to apply it.

Color

Basic colors:
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12. Use the Customize Schedule Colors section to customize the schedule to easily distinguish
between available and unavailable time slots on your schedule. You will follow the same process
detailed in Step 8. However, unlike the appointment detail colors, the custom schedule colors are
user specific. The selections you make in this section will be reflected only in your work
station.

13. Use the Default Shop section to select the default schedule for a workstation based on Service
Department area: Service, Body Shop, or Quick Service. Click to select the circle next to Service,
Body, or Q/Service to set the default. This schedule will automatically display when the Service
Schedule application is opened on the workstation. You can still view the other schedules using
the Service, Body, and Quick Service tabs at the top of the Service Schedule screen.

14. Click Close to save the settings and close the screen.

If you've set up your schedule for automatic placement of web appointments—displaying appointments as
single 15-minute cells, arranging your schedule by advisors (See the following topic to make any
necessary column adjustments), and checking the Schedule Web Appointments Automatically box—
you'll be alerted that your system is ready to automatically place Web appointments onto Service
Schedule. Click OK to acknowledge the message.



The Column Setup button allows you to establish schedules for each of your service advisors,
technicians, or custom columns, to block off vacation time, and to dedicate your advisors or technicians to
the appropriate area of the Service Department. Each custom, advisor, or technician column will be
comprised of up to 10 narrower columns, allowing overlapping appointments to be set in that column.

Important: If you wish to allow a manufacturer or third-party integration to automatically place web

appointments on your Service Schedule, you must organize your schedule using only
advisor columns.

1. Click the Column Setup button at the bottom of the Service Schedule quick scheduler. The
Column Setup screen appears.

Column Setup
Column List - Friday 02/09/18
Advisor/Tech [MICHAEL SCHRAMER 1D | Name [ stort [ ouit [Type
Header: [\IKE SCHRAMER 02 MICHAEL SCHRA... DB:D0 AM 03:30 PH
o7 - 08:00 AM 03:30 PM
e 24 08:00 AM 03:38 PM
GroupName:| : 26 0B:00 AM 0%:30 PM
33 08:00 AH 0%:30 PM
37 08:00 AM 04%:30 PM
Daily Schedule Lunch Schedule Vacation 38 08:00 AM  04:30 PM

[LR7 N7 N N7 N7 W)

Quit

Monday GER [ [p3:38 ]
Tuesday CER [¥] [p3:38 3
Wednesday [D8: [¥] [p3:38 3
Thursday  [08: [¥] [p3:38 2]
Friday GER [¥] [p3:38 ™~
Saturday  [08: [¥] [p1:08 ~
sunday \ &~ | &~

Dedicated Service

© Service (O Body O Quick Service O ServiQService

Column Grouping Setup

2. Inthe Advisor/Tech field, use the drop-down menu to choose an advisor, technician, or custom
column. The Column Setup screen pulls from the list of technicians entered during Service Setup
and the custom columns established during the Service Schedule conversion to create the
schedule columns.

AdvisorTech MICHAEL SCHRAMER
M MICHAEL SCHRAMER -~
Num of Columns:
Group Name:
Daily Scheduldq




3. Use the Header field to assign the column name as it will appear on the schedule. You can
choose to use the full name of the advisor or technician, or you can use a nickname or first or last
name only. For custom columns, use a name that will help you quickly identify the column.

4. Use the Num of Columns drop-down menu to assign from one to 10 columns to the advisor,
technician, or custom column under the header. Click the drop-down and select the number of
columns appropriate for the advisor, technician, or custom column. This is particularly helpful
when scheduling by advisor.

5. The Daily Schedule tab allows you to enter daily start and quit times for each advisor, technician,
or custom column. For each day of the week, use the drop-down menu to choose the appropriate
Start and Quit times for the advisor or technician using a 24-hour clock. To signify that an advisor
or technician does not work on a particular day, choose the blank entry at the top of the drop-
down menu.

Important: Advisor and technician start times cannot be earlier than 30 minutes prior to the shop start

time you entered in Shop Setup.

6. Click the Lunch Schedule tab to note the individual's lunch break for each day of the week,
entering the Start and Quit time for the lunch break.

7. Use the Vacation tab to mark an advisor or technician unavailable when he or she schedules
vacation time. Use the drop-down menus in the Start Date and End Date fields to note the length
of the individual's vacation. Click Apply. The dates of the vacation will appear in the box to the
right.

If a technician or advisor decides not to take some or all of the vacation time you entered, just
click on the day or hold the shift key and select all or several vacation days at once with your

mouse. Click Remove. A message will appear asking if you are sure you want to remove the

vacation time. Click Yes.



10.

11.

In the Dedicated Service section, click the circle next to the Service area that applies to the
advisor or technician: Service, Body, Quick Service, or Serv/QService. This will place the
technician or advisor on the appropriate schedule/s.

Click Update Column to save the data.

The Column List on the right side of the screen will allow you to quickly view the day’s starting
and quitting times for all the technicians and advisors. The top of the list will display the day’s
date. Beneath the date, each technician or advisor will be listed by employee number, name as it
appears in the Column Name field, start and quit times and dedicated service area.

You can use the Column List to determine the order in which the columns will appear on the
schedule. The first technician or advisor on the list will be the leftmost column on the schedule,
while the last technician or advisor listed will be the rightmost column on the schedule. To
rearrange the list—and the columns—click on a technician or advisor in the Column List and drag
the name up or down in the list, dropping the technician or advisor into the position in the list that
corresponds to the desired column position on the schedule.

Click Close to save the changes, close the Column Setup, and return to the Service Schedule
main screen.



You can further organize your columns by creating column groupings, which you can use to collect
related technicians or columns. You can add technicians or custom columns to the group and can adjust
your schedule to view only these groups. The user settings you create here will be retained when you
close the application and will automatically apply the next time you open Service Schedule.

1. Click Column Setup.

2. Click the Column Grouping Setup button on the bottom of the screen.

Column Setup
Column List - Tuesday 02/13/18
Advisor/Tech [QUICK_SERVICE 10 | Name [ start [ oquit [Type
Header: \qu]cn SERVICE 02 08:00 AM 03:38 PH S
o7 - - 08:00 AM 03:30 PH S
Num of Columns: | 2 24 08:00 AM 03:30 PH S
GroupName:\ 26 08:00 AM D0%:30 PM S
33 08:00 AM D4:30 PH s
37 - 88:00 AM B4:30 PH S
Daily Schedule Lunch Schedule Vacation 38 08:00 AM 04:30 PM s
32 - 87:00 AM B3:30 P Q
Quit QUICK SERVICE 07:00 AM 03:30 PH s

Menday [87: [~ [03:30 PM [¥]
Tuesday  [87: [~ [03:30 PM [¥]

Wednesday [97: [~ [03:30 PM [¥]

Thursday  [87: [~ [03:30 PHM [¥]
Friday [87: &4 [pa:38 PM [&]
Saturday [ B | 3]

sunday [ & [ 2]

Dedicated Service

@® Service O Body O Quick Service O ServiQService

Close Column Grouping Setup

3. The Column Grouping Setup window opens.

*Collmn Grouping Setup
Gruup Lt
Group Mame

VERLE KILG

(Click to add)STEVE KNIGHT

(Click to add)CHRIS FARLEY
(Click to ada)VAL KRALL
(Click to ado)THOMAS PLUME
(Click to add)ADAM VEST
(Click to add)KEMNETH RODGERS
(Click to add)ROCCO BALBOR

4. Use the Grouping Name field to edit or customize the group name.

5. Click Update Group, followed by Close.



6. You will be returned to the Column/Tech Setup screen. Add a technician, advisor, or column to
the group by selecting the advisor, technician, or custom column in the Column List on the right
of the screen or choosing the technician, advisor, or custom column from the Advisor/Tech drop-
down menu.

Column Setup

Column List - Tuesday 02/13/18

Advisor/Tech [MTCHAEL SCHRAMER 10 | Name | stert | guit | Type
Header: [MIKE_SCHRAMER o8 08:00 AM 03:30 PM

07 08:00 AM 03:30 PM
N 2 24 08:00 AM 03:30 PH
GmupName:\ 26 08:00 AM D4:30 PM
33 08:00 AM 04:30 PM

37 08:00 AM D4:30 PH
Lunch Schedule Vacation 38 08:00 AM 04:30 PH
32 07:00 AM 03:30 PH
Quit 07:00 AM 03130 PM
02 MICHAEL SCHRA... 07:00 AM 03:30 PM

LT PNV R? NTRY R R

Menday [87: [~ [03:30 PM [¥]
Tuesday  [87: [~] [03:30 PM [¥]

Wednesday [87: ] [03:30 PH [¥]
Thursday  [97: [~ [03:30 PM [¥]
Friday [B7: ] [p3:38 PM [&]
saturday | [ [E3]

Sunday [ B [ ]

Dedicated Service

© Service (O Body O Quick Service O ServiQService

Colurmn Grouping Setup

7. Select the group from the Group Name drop-down menu.

8. Click Update Column.

9. Repeat steps 7 through 9 to add more columns, advisors, or technicians to the group.

10. When you have built the group, you can view it on the schedule by selecting the group name from
the drop-down menu next to the tabs at the top of the schedule. You can choose to view the full

schedule or a particular group. When you close the Service Schedule application and later
reopen, the schedule view you selected will be retained.

Al Service Schedule For Brickners Park City, Inc. == -
Service Body | QuickService | ] ALl
A1l |
— RSIKE (2SI | L] [ | | February2018
Sun Mon Tue Wed Thu Fri_Sat
6am 1 2 3
4 5 6 7 & 9 10
&30 M 12 g 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28
7am
= T Today: 211312018
Tuesday, February 13 2018
8am 100.0% Available
2=
9:30. 0 Requires Loaner
0 Waiting
10am
0 Service
10:30 0 Body Shop
0 Quick Service
11am 0 Total Appointments
17550 0 Web Appts
12pm
1230
v
< >

Minimize H Close H Customers H Search ” Details ” R/O List H Column Setup H Shop Setup




Moving Appointments from Their Current Column to a New Column

Once you've created new columns, you can move appointments that were placed on Service Schedule
through the conversion process. This will be necessary if you've converted based on advisor and have

not previously used advisor columns to organize your schedule. You cannot delete a column containing
future appointments.

To move appointments from one column to another, follow this process. you may find it helpful to consult
the appointment list you printed in the previous “Printing Existing Service Schedule Appointments” section
of this chapter to ensure no appointments are overlooked.

15. Right-click the appointment on the schedule.
16. Click the Reschedule button in the Schedule Info window. The appointment will be removed from

the schedule, and the cursor will be loaded with an open rectangle. The customer’s name will
also appear in a separate rectangle.

Schedule Info

Phane: PreWrite: [ 822759 |
Name: [DEBORAH LYNN ANDREE |
Address: [18 Reed st |
CltyiState: [MC_DONALD 15857 )
Last Sve:
writer:

"] Show Opened [_] Show Closed

« B4B7-WHEEL BEARINGS
« BH18-ALIGNMENT
. BSB4-SHOCKS : REPLACE

O U F WM =

(pge || reschesue || ea || oee |

If you mistakenly begin the rescheduling process or decide not to move an appointment, use the
Cancel Action button that appears in the bottom right of the Service Schedule main screen after
you click Reschedule to return the appointment to its original location.

17. To assign the appointment to a new column, click the appropriate time slot in the new column.
The appointment will be dropped in to the schedule.




Removing Columns

During your initial setup of Service Schedule, you may need to remove obsolete columns that are created
when converting to Service Schedule. Removing columns may also be necessary if a technician or
advisor is no longer part of your Service team.

1. Click Column Setup.

2. From either the Advisor/Tech drop-down menu or the Column List on the right side of the
screen, select the column or technician you wish to remove.

3. After that column’s information populates on the left side of the screen, click the Remove
Column button.

4. If the column has future appointments assigned to it, you will be alerted that you must reschedule
all appointments before the column can be removed from the schedule. (See the “Moving
Appointments from Their Current Column to a New Column” process above for detailed
directions.) A list of the date and time for each appointment will be displayed. Reschedule the
appointments.

5. The system will prompt you to verify that you want to delete the column from the schedule. Click
Yes.

6. Click Close to return to the Service Schedule main screen.
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{A‘AUtOSOﬂ- Service Schedule Scheduling Appointments

Dealer Management System

Scheduling Appointments in Service Schedule

You have the option of selecting the day as the first step to scheduling an appointment or selecting the
customer information first. You decide which method you want to use. You will most likely use a
combination of both methods based on the type of customer you are scheduling (new versus existing)
and the flexibility of the customer’s schedule.

Important:

The lines on Service Schedule quick scheduler are in 15 minute increments. If you opted
during the Service Schedule conversion process to display appointments as single 15-
minute cells, all appointments will display as a single cell despite the jobs’ quoted times, and
the schedule will only display the customers’ last names. Hovering over an appointment will
reveal the full estimated appointment time based on the time estimates entered during the
prewrite.

If during the conversion process you chose to display scheduled appointments with quoted
time, the schedule will reflect the actual time each appointment should take based on the
time estimates you enter during the prewrite. However, if you do not assign quoted time
estimates while completing an appointment’s prewrite, the appointment will display in a
single 15-minute slot.

Viewing the Schedule

When viewing the schedule, you can quickly identify appointments based on the font color. Quick Service
appointments will be blue, Body Shop appointments will be orange, and Service appointments will be
black. The appointment will also display (O) when a repair order has been opened and (C) when a repair
order has been closed.

9:30 JONES, BETH

10:30 Zelinsky, James

11:30 ANDREE, DEBORAH
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Hovering over an appointment reveals the scheduled time for the service, even when the schedule is set
up using 15-minute cells for each appointment.

To see more or less of the schedule, click and drag the edge of the bottom right corner of the Service
Schedule screen to the desired size. You can see more of the schedule by clicking the >> button at the
top right corner of the main Service Schedule screen.

April 2015

Sun Moh Tue Wed Thu_Fri
1 2 3
5 6 7 &8 @W10 N
12 13 14 15 16 17 18
19 20 21 22 23 24 25
2 27 28 29 30 | =
6 7 8 9
T aToday: 4/9/2015

Thursday, April 9 2015

This button will expand the schedule by collapsing the calendar and the rest of the right column content.
The date displayed by the schedule will be posted in a blue box at the top right of the screen. To change
the date, click the blue date box to reveal the calendar and select a different date to display.

M Service Schedule

Quick Service Web Appts

Zelinsky, James

ANDREE, DEBORAH

16 | Page



You can also view more or fewer advisor, technician, or custom columns by clicking on the edge of a
column in the header row and dragging right (to enlarge) or left (to shrink). Service Schedule will retain
these settings per user, so the next time you open the program, it will reflect the changes you make to the

layout.

To revert to the original view featuring the calendar in the right column, click the << button in the top right
corner of the window.

When scheduling an appointment, you have the option of selecting the customer information first before
selecting the day. You would use this method for existing customers. This allows you to view their service
history and check GM eVIP, Chrysler VIP, Ford OASIS, Nissan, Honda, Toyota, or Mazda to identify any
additional repairs a customer may need for the appointment.

1.

2.

Click the Customers button on the Service Schedule main screen.

Use the Customer tab of the Search Criteria screen to search for the customer in the system.
The screen will display a list of customers who meet the criteria you specify for the search. Hold
the right mouse button down on a line in the list to view a summary of the customer's information
and the customer’s repair history. Click the customer you want to select.

The customer’s information populates the screen.

Schedule Service
Click Line to View RIO
1st 3 of Last Name or Last 4 of Phone Number,
Customer: [SHISO0563] 0 s s W0S983 ©1/31/18 99239 ~
writer:[ | 1 VOIDED .00
Individual: [ALYSSA [C1[suiTH ] 05340 01/22/18 09215
Hame: [ALYSSA SHITH | b4 W S61 RECALL 108.78
Address: [23 MAIN ST 79 1 USED VEHICLE DETAIL 193.50
City: [RERM I TRGE 5121 04 I FULL SERVICE LUBE, DIL & FI  32.85
T TS T T T T o 04 I USED VEHICLE INSPECTION AS  75.00
E-Mail: [ALYSSASHITHERSEMALL . COM
Memo: | 97511 07/14/17 88411
Phone: [721 04 C PERFORM FOUR-WHEEL ALIGNMEN  89.95
Work: [724] [555][0123 O Requires Ride 04 C COURTESY INSPECTION, MULTI- .00
orc [ 724][555][0123] 04 C CUSTOMER STATES THERE IS A 315.00
Cell: 8123 O Requires Loaner v
Primary Contact Method: [+ - Homs Phons [3]| [H] © Drop Off Senvice ltems
Do Not Call: [N ] Do Not Text: | | O Pick-Up

Do Not Email: D Marketing Letter: D @® waiting

evip

@® Senvice
Last Name: O Body
O Quick Service ] 7
When Finished
® cal Mo1/24/18] 99239
VIN: [1C4NJDEBSEDS00563 | B e I 01/24/18 e om Ball
Year: Make: O b
Model: NIUIO: E P — Memo M Special Order Parts 3 web Notes
License: [218XNB | [WI ] ECSS20N (20) DILS EXPIRES 01/23/2023
inspect: [01]  Color: BLACK | XP5601N EXPIRES 81/23/2023 OR 159239 MILES

Contract: POWERT CARE PLUS ]

Term: Expires: [01]/[23] Contract Mileage:

Cow JL swo J__wx

The Writer field automatically defaults to the writer ID selected for the workstation if scheduling
the appointment in a technician or custom column. If the appointment is being placed into an
advisor column, the ID will correspond with the advisor on the column.

Use the Primary Contact Method drop-down to select how the customer should be reached
regarding this appointment. The field to the right will be populated with H (home phone), W (work
phone), M (cell phone), E (email), or A (mailing address) based on your selection.



10.

Use the Do Not Call, Do Not Text, Do Not Email, and Marketing Letter fields to indicate the
customer's contact preferences. Enter Y for yes in the corresponding field if the customer does
not want to be receive calls, text messages, emails, or follow-up marketing letters. Enter N for no
if they are open to receiving these forms of contact.

Indicate if the customer requires a ride or a loaner, will be dropping off the vehicle, will be waiting
for the vehicle, or if the dealership needs to pick up the vehicle. Click the circle next to the
appropriate option to select it. The system keeps a running total of this information and displays it
on the Service Schedule main screen for each day. If you've set custom colors to appointment
details on the Shop Setup screen, clicking one of these options will appropriately color code the
appointment on the schedule for easy identification at a glance.

Click the circle next to the appointment type: Service, Body, or Quick Service. This becomes
the repair order type when the prewrite is pulled to the RO. The system remembers the last
appointment type selected and uses it as the default for the next appointment scheduled.

Under When Finished, click to select the option that indicates how the customer will be notified
when the service is done: Call, E-mail, Deliver, or Will Pickup. This information prints on all
copies of the repair order.

Click Next to open the Enter Complaints screen, where you can enter up to six complaints that
will be addressed during the service. When the prewrite is pulled to the repair order, the
complaints will automatically pull to the Enter Conditions screen.

Menu: 8187 | Tech:[S2]  Quoted Time: [ 3| CloMWM: 0100 WISPECTIONS
[STATE INSPECTIONS ] Woto1 INSPECT / CHECK
I ] o102 SEASONAL INSPECTIONS
0103 INSPECTIONS DIAGHOSTICS
N 0104 GENERAL VEHICLE
Menu: [828% |  Tech: [52 uoted Time: [ 2] COW: [C
o e 0107 STATE INSPECTIONS
ENGINE LUBE, OIL , FILTER ] Motos WPV
[ | Wez01 INSPECT LOF
202 oL
Menu: (8381 Tech:[S2]  Quoted Time: CIOWN: 0203 FILTER REPLACE
TNSPECT BRARES ] oz ENGINE LUBE, OIL , FILTER
0205 LUBE
‘ | Wosoo BRAKES
INSPECT BRAKES
Menu: [ | Tech:[ | ouotedTime:[ | ciown: [ | Mosoz REPAIR
I ] flosos REPLACE
0400 TIRES
[ ] |
Click Line to View RIO
Menu: [ | Tech:[ | oOuotedTime:[ | ciown:| | lf55338 81/29/14 148431 A
‘ ‘ 39 C CERT-CONV. LOF+4TIRE ROTATI  44.95
[ J
51368 18/15/13 133853
. i - X 54 C INSPECTION FOUND BOTH LICEN 17.22
s (| e[ s [ & [ 54 C CUSTOMER REQUEST PRICE ON P 371.88
[ ] 54 C BG TRANSFERCASE DRAIN, CLEA 186.7%
‘ ] 54 C BG COOLANT DRAIN, CLEAN 114,95
54 C BG TRANSMISSION, DRAIN, CLE 188.95
54 C BG DELUXE INDUCTION SERVIVE 134.95
54 C ENHANCED EMISSION INSPECTIO  29.95
54 C PA STATE INSPECTION 19.95
[ sow ][ comm [ s |
48879 12/18/12 118858 v

You can manually enter the complaints by typing the complaint description or by typing a code in
the Menu field. If you enter a menu code in the Menu field, the complaint field will automatically
fill with the description of the menu item.

You can also search the menu on the top right of the screen for the appropriate complaint. At the
top of the menu are three tabs: Usage, Code, and Name. Use these tabs to determine how you
view the menu of complaints. The program defaults to the Code tab, which organizes the
complaints by code. The Usage tab allows you to find the complaint based on most commonly
used complaints, while the Name tab arranges complaints alphabetically.

To choose a complaint from the menu, double-click the line on the menu, and the complaint will
appear in the first available complaint field on the left side of the screen. The Menu field will also
populate with the appropriate menu code.
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12.

13.

14.

15.

Use the Quoted Time field to indicate how many time units are required for the appointment. This
will automatically block the appropriate time on the schedule if you've set the schedule to display
appointments by full quoted time. Some menu items may already have service time associated
with them, which will auto-populate in the Quoted Time field. If you leave this field blank or have
selected to display appointments as single 15-minute cells, the system will automatically set the
appointment for 15 minutes only.

In the C/Q/WI/I field, signify whether the repair is customer pay, quick service, warranty, or
internal. If you enter through the field without typing anything, the repair will default to C
(customer pay).

Click Schedule. When prompted to verify your printer is ready, you have two options. Click Print
to save and print the information, or click Skip to save the information without printing it. If you
specified that you do not print prewrites in the scheduler setup, the system will automatically skip
printing.

The main Service Schedule screen will appear. Use the calendar on the right side of the screen
to select the day for the appointment.

If you are using three separate schedules, make sure you are on the correct schedule for the
appointment: Service, Body, or Quick Service. Click the tab at the top of the screen as needed
to select the appropriate schedule.

Your cursor will be loaded with the appointment information, noted by an empty rectangle below
the cursor arrow. To set the appointment, use the horizontal bar at the bottom of the screen to
scroll to the technician or custom column to which you'd like to assign the repair or scroll through
the schedule to locate an open block of time adequate to complete the service. Click the time slot
for the appointment. The customer’'s name appears in the selected slot and, if Service Schedule
has been set up to display appointments with quoted time, the appropriate time will be blocked off
to reflect the estimates entered in the Quoted Time field on the Enter Complaints screen. At this
point, the technician is assigned to the repair. If Service Schedule has been set up to display
appointments in single 15-minute cells, the appointment will appear as a single cell regardless of
any time estimates you may have entered in the Quoted Time field.




You also have the option of scheduling an appointment by selecting the day first. You would use this
method when scheduling an appointment for a new customer or when you need to negotiate a day to best
accommodate the customer’s schedule.

1. Use the calendar on the right side of the main Service Schedule screen to select the day for the
appointment.

2. If you are using three separate schedules, make sure you are on the correct schedule for the
appointment: Service, Body, or Quick Service. Click the tab at the top of the screen as needed
to select the appropriate schedule.

3. The schedule for that day appears on the left. Click the time slot you wish to select in the
appropriate custom, advisor, or technician column. You can either choose to select a single 15-
minute time slot and adjust it to the appropriate time on the Enter Conditions screen, or click,
hold, and drag your mouse down to highlight a block of time you anticipate the repair will require.
When beginning with a single time slot, simply click the chosen time slot to open the Schedule
Service screen. When highlighting several consecutive time slots for an appointment, right-click
on the highlighted block of time and click Add.

Important: Step 3 only applies if Service Schedule has been set up to display appointments with quoted
time. If your Service Schedule application has been set to display appointments as single

15-minute cells despite the estimated time for the repairs, you will only be able to block off a
single 15-minute cell on the schedule for an appointment.

4. The Schedule Service screen opens. If this is an existing customer, type the customer’s customer
number, consisting of the first three letters of the customer’s last name or prominent business
name and the last six characters of the VIN. You can also click the Search button at the bottom
of the screen to search for the customer. The Search Criteria screen will open to the Customers
tab, where you can search for the customer in the system using a variety of search criteria. The
screen will display a list of customers who meet the criteria you specify for the search. Right-click
on a customer in the list to view a summary of the customer's information and repair history.
When you are certain you've got the right customer, left click on the customer to select.

If this is a new customer, type the customer’s name, address, telephone numbers, and vehicle
information on the Schedule Service screen. A minimum of the customer’s name and phone
number is required for new customers. This saves the customer’s information to the prewrite
only. The customer information will not be added to the Service customer database until
the prewrite is pulled to a repair order.

5. The Writer field automatically defaults to the writer ID selected for the workstation if scheduling
the appointment in a technician or custom column. If the appointment is being placed into an
advisor column, the writer ID will correspond with the advisor on the column.

6. Use the Primary Contact Method drop-down to select how the customer should be reached
regarding this appointment. The field to the right will be populated with H (home phone), W (work
phone), M (cell phone), E (email), or A (mailing address) based on your selection.

7. Use the Do Not Call, Do Not Text, Do Not Email, and Marketing Letter fields to indicate the
customer's contact preferences. Enter Y for yes in the corresponding field if the customer does
not want to be receive calls, text messages, emails, or follow-up marketing letters. Enter N for no
if they are open to receiving these forms of contact.
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11.

12.

13.

14.

15.

Indicate if the customer requires a ride or loaner, will be dropping off the vehicle, will be waiting at
the dealership, or if the dealership needs to pick up the vehicle. Click the circle next to the
appropriate option to select it. The system keeps a running total of this information and displays it
on the scheduler for each day. If you've set custom colors to appointment details in the Shop
Setup screen, clicking one of these options will appropriately color code the appointment on the
schedule for easy identification at a glance.

Click the circle next to the appointment type: Service, Body, or Quick Service. This becomes
the repair order type when the prewrite is pulled to the RO. The system remembers the last
appointment type selected and uses it as the default for the next appointment scheduled.

Under When Finished, click to select the option that indicates how the customer will be notified
when the service is done: Call, E-Mail, Deliver, or Will Pickup. This information prints on all
copies of the repair order.

Click Next to open the Enter Complaints screen to enter up to six complaints that will be
addressed during the service. When the prewrite is pulled to the repair order, the complaints will
automatically pull to the Enter Conditions screen.

You can manually enter the complaints by typing the complaint description or by typing a code in
the Menu field. If you enter a menu code in the Menu field, the complaint field will automatically
fill with the description of the menu item.

You can also search the menu on the top right of the screen for the appropriate complaint. At the
top of the menu are three tabs: Usage, Code, and Name. Use these tabs to determine how you
view the menu of complaints. The program defaults to the Code tab, which organizes the
complaints by code. The Usage tab allows you to find the complaint based on most commonly
used complaints, while the Name tab arranges complaints alphabetically.

To choose a complaint from the menu, double-click the line on the menu, and the complaint will
appear in the first available complaint field on the left side of the screen. The Menu field will also
populate with the appropriate menu code.

If using technician columns, the Tech field will automatically display the number for the tech in
whose column you clicked to establish the appointment.

Use the Quoted Time field to indicate how many time units are required for the appointment. This
will automatically block the appropriate time on the technician’s column if you've set the schedule
to display appointments by full quoted time.

In the C/Q/WII field, signify whether the repair is customer pay, quick service, warranty, or
internal. If you enter through the field without typing anything, the repair will default to C
(customer pay).

When you've finished entering all information, click Schedule. When prompted to verify your
printer is ready, you have two options. Click Print to save and print the information, or click Skip
to save the information without printing it. If you specified that you do not print prewrites in the
scheduler setup, the system will automatically skip printing. You will be back at the Service
Schedule screen. The customer’s name will appear in the time slot you selected.




Tagging Extra Time

You can tag extra time slots for an appointment or tag slots that you want to block off on the schedule.
This provides more flexibility when working with your schedule to ensure you have enough time blocked
for an appointment or to ensure that certain time slots are not scheduled.

1. On the schedule, right-click the blank slot you want to tag.

2. Select Tag on the pop-up menu that opens.

Add

3. The slot turns red and reads, “[Tagged].”

Deleting Tagged Slots

Tagging a slot holds but does not lock it. You can clear the tag or schedule an appointment in a tagged
slot as needed.

1. Right-click the tagged slot.

2. Select Delete on the pop-up menu that opens.

L

Resthiedule

3. The slot is cleared.



Service Schedule Scheduling Appointments

Rescheduling Tagged Slots

You can reschedule tagged time slots if they need to be moved as appointments arise.
1. Right-click the tagged time slot.
2. Select Reschedule on the pop-up menu that opens.

3. Thetime slot is cleared. The cursor is now loaded with the tagged slot, which you can reschedule
by clicking on an open time slot to drop it onto the schedule.

=

23 | Page



1. Right-click on the appointment on the schedule.

2. The Schedule Info window opens and displays a summary of the information entered for the
appointment.

Schedule Info

Phone: | (412) BE0 & PreWrite: | B22759
MName: DEBORAH LYNN ANDREE |

Add 18 Reed St ]
City/State: MC DONALD |lPa]l15857 ]
Last Sve: [B2/B5/14 |[50  Lw 00 wl |ED)

Writer: Requires Loaner
[ "] Show Opened [] Show Closed

. B487-WHEEL BEARINGS
« B4H1B-ALIGNMENT
. BSA4-SHOCKS : REPLACE

o U F W=

Hide J [ Rescheadule | l Edit l I Delete |

3. If you've pulled the prewrite to a repair order for the appointment, the Schedule Info window will
contain a View RO button. Click this button to view the full repair order.

Schedule Info

Phone: [(412) PreWrite: [ 822759 |
Name: [DEBORAH LYNN ANDREE |
Address: [18 Reed St
city/state: MC_DONALD |PA][15857 |
Last Sve: [B2/85/1%4 || [ == |
writer: [88][Requires Loaner |

. B487-WHEEL BEARINGS
. B418-ALIGNMENT
. @584-SHOCKS : REPLACE

o F W =

[ Hide H Reschedule H Edit H V»ewROJ

4. Click Hide to close the Schedule Info window.

You can edit appointment information as needed. If you edit customer information in the Service
Schedule quick scheduler, the changes will be saved to the customer’s master file.

1. Right-click the appointment on the schedule. The Schedule Info window opens.
2. Click Edit to open the Schedule Service screen and edit the information as needed.

3. Click Schedule to save the information.



Service Schedule Scheduling Appointments

Rescheduling an Appointment

You can reschedule an appointment as needed.
1. Right-click the appointment on the schedule.

2. Click the Reschedule button in the Schedule Info window. The appointment will be removed from
the schedule, and the cursor will be loaded with an open rectangle. The customer’s name will
also appear in a separate rectangle.

3. If you mistakenly begin the rescheduling process or decide not to move an appointment, use the
Cancel Action button that appears in the bottom right of the Service Schedule main screen after
you click Reschedule to return the appointment to its original location.

4 Service

0 Body Shop

0 Quick Service

4 Total Appointments

4. To assign the appointment to a new time slot, click the appropriate time slot on the schedule. The
appointment will be dropped in to the schedule.

£

10:30] Zelinsky, James
11am|
11:30] ANDREE, DEBORAH
1zpm I |
I I |
1230 . ] |
I R I |
1pm
i
1:30
< l.
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Deleting an Appointment

Deleting an appointment removes it completely from the schedule. Once you delete an appointment, the
only way to get it back on the schedule is to manually reschedule the appointment.

1. Right-click the appointment on the schedule. The Schedule Info window opens.

2. Click Delete.

3. Click Yes when prompted to verify you want to delete the appointment and prewrite. The
appointment is deleted from the schedule.



Service Schedule Scheduling Appointments

Viewing Daily Schedule Details

Use the Details button on the bottom of the Service Schedule main screen to view the schedule details
for the day currently displayed on the screen. The list will identify which prewrites have been pulled to
repair orders, and you can view a summary of the repair order right from the screen.

1. Use the calendar on the top right of the Service Schedule main screen to select the day.

April 2015

| Sun Mon Tue Wed Thu_Fri
20 30 3 1 2 3
5 6 7 & &B®10
12 13 14 15 16 17
18 20 #1122 23 M
% 27T 212 2 3

27 | Page



2. Click Details. The Schedule Details screen opens and displays the day’s schedule.

‘Schedule For 04/09/15

AR/ O's
Time Customer Phone Req. PW SW TN Stat Action Complaint =
0845 BARRY E. MILLER JR. = 022767 0B 52 Opn  Call 0103 - Inspections Diagnostice

@107 - State Inspections
0204 - Enging Lube, OIl , Fitter

0404 - Rotate

0845 JAMES SMITH - Drep 022761 08 52 Opn all 0107 - State Inspections

e 0204 - Engine Lube. Oil . Filter

e 0404 - Rotate

10:18 COLLEEN SMITH _— Drop 022782 0B &3 Opn can 0805 - Battery Cable Replace
0600 - Bameries

10:30 | James R Zelinsky } — Drop 022760 0B 62 Opn can 6004 - Paint

6007 « Panel : Repair
11:30 DEBORAH LYNN ANDREE = Loaner 022785 08 00 Cls PUp 0407 - Wheel Esarings

0410 - Alignment

0504 - Shocks : Replace

1300 EETH JONES = Ride 022758 D0 53 Cls -(mu ~Engine Lube, il , Filter
il | [
I Close H Depatched Jobs List | mwm Move Carry Over || Remove Notified

3. By default, all appointments are displayed. Use the tabs at the top of the screen to view just the
Service, Body Shop, or Quick Service appointments.

4. The Req. column displays the drop-off information (ride, loaner, drop off, or pick up). Vehicles the
dealership needs to pick up are shaded red for quick identification.

5. The Stat column indicates the status of the appointment/repair order. It displays “Cls” for closed
or “Opn” for open, or it remains blank if the repair order hasn’t been created. Click the status in
the Stat column to view a summary of the repair order.

6. The Action column displays the action that must be taken when the service is completed. You
can click this column to edit the action or mark that the customer has been notified.

Action
Hotified
all
) E-mail
) Deliver
) will Pick Up
O Waiting

7. You can click to select the Remove “Notified” box at the bottom right of the screen to remove
from the list any customers who have been flagged as “Notified.”

8. The Complaint column will display the complaint code/s and description/s for each appointment.



9. The Dispatched Jobs List button will display a summary of the technicians’ appointments and
times.

10. You can print the shop schedule as needed by clicking the Print Schedule/No Shows button on
the Schedule Details screen. The Print Details screen will open and prompt you to indicate if you
want to print the full schedule or just the no-show appointments. You can also choose to filter the
list by Service, Body Shop, or Quick Service; technician; service advisor; or web appointments.
Click the button that corresponds to the list you want to print. You can also set a date range using
the drop-down menus in the Print Date Range section of the screen.

Print Details

Print Schedule Options

O Body Shop

O Quick Lube
Schedule Type

® Full List

O Mo Shows

O Web No Shows

Print Schedule For

@ an

O Technician
O Advisor
O AllWeb

Print Date Range
From: |2 /193 /2815
To: [2/89/2815

11. To print the schedule, click the Print button and click to select To Printer or To Screen. Click
Print.

12. Click Close to close the Schedule Details screen.



Moving Carry Over Appointments

From the Schedule Details screen, you can move any appointments that have an open repair order to
another day on the schedule. When appointments are moved as “carry over” appointments, they will
show in the schedule list with a red background to indicate they were carried over. The appointments are
added to the available appointment slots on the new day in the order the slots appear.

1.

2.

Click Details on the Service Schedule main screen.
Click Move Carry Over.
The system displays a list of appointments with open repair orders. A check mark in the box in

front of the name in the list indicates the appointment will be moved. Click to clear the check mark
from the box for any appointments you do not want to move.

Move Carry Over Appointments

IﬁEHIC J PETERS

From:
2 /9 /2815 v
To:

= Uncheck Line to Cancel Move for Appointment

The Move From date automatically defaults to today’s date.

The Move To date automatically defaults to the next day’s date. If you want to move the
appointments to another date, use the drop-down calendar to select the date.

Click Move Now.

Click Close. The appointments will appear on the selected day’s schedule in red.




Pulling the Prewrite to a Repair Order
When a customer arrives for his or her scheduled service appointment, you can quickly and easily check
in the customer using the prewrite that was created while scheduling the appointment. The prewrite can
be pulled to a repair order in the Start Repair Order screen.

1. Click Prewrite on the Start Repair Order screen.

2. Alist of all of the prewrite entries appears.

3. Click the customer you want to select. The prewrite summary appears.

4. Click Pull To R/O to pull the information to the Start Repair Order screen.




Marking an Appointment as Opened and/or Closed

In addition to pulling a prewrite to a repair order and closing a repair order from the Service module, and
thereby marking the appointment as opened and closed on the schedule, respectively, you can also mark
an appointment as opened and/or closed directly from the Schedule Info window. It is important to note

that by marking an appointment as opened or closed through the Schedule Info window, you are not
actually opening or closing a repair order.

1. Right-click on the appointment on the schedule.

2. The Schedule Info window opens and displays the appointment summary.

Schedule Info

Phone: [~ & | preWrite: [ 822758
Name: BETH JONES |
Address: |~ =2 @m0 |

city/state: [PITTSBURGH |lPAa][15227 |

Lastsve: [B3/19/13 |[B. Twmat s | | B
Writer: [B8][Requires Ride |

[] Show Opened [1 Show Closed

. B2B4-ENGINE LUBE, OIL , FILTER
. B484-ROTATE

[=X I S
PR

(Lpide J[ Rescheaue || ot || Delete |

3. Click the Show Opened checkbox to mark the appointment as Opened on the schedule or click
the Show Closed checkbox to mark the appointment as Closed on the schedule.

4. On the schedule, the customer’s name will be preceded by (O) or (C), respectively, on the
schedule.




’;‘ AUtOSOﬂ' Service Schedule Web Appointment Integration

Dealer Management System

Web Appointment Integration

As an Autosoft DMS user, you can employ third-party web appointment software to allow customers to
establish, update, and cancel service appointments through manufacturer and third-party web
applications. This integration means no longer having to rekey web appointment data into Autosoft DMS.
The manufacturer or third-party software transmits new appointments, updates, and cancellations to the
Autosoft DMS Service Schedule application, where you will be notified of web appointments awaiting
addition to the schedule or updating based on customer alterations.

This protocol ensures that with just a few clicks of the mouse, you will be aware of all new web
appointments and can schedule those appointments to the appropriate time slot and column based on the
appointment requirements without having to rekey every piece of data entered by the customer during
scheduling. You also can track cancelled web appointments for follow-up. This application provides you
with full control over your schedule and your shop’s time.

If your schedule is organized using advisor columns, you've chosen to display appointments as single 15-
minute cells, and you've turned on the parameter within the Shop Setup screen that allows web
appointments to be placed automatically in Service Schedule, no additional work is necessary for the web
appointments to be added to your schedule. The appointments are automatically placed on your
schedule, and an asterisk (*) to the left of the customer name indicates that the appointment was
scheduled via the web appointment integration.

Important: If you have not enabled automatic placement of web appointments, it is crucial that you
monitor the Web Appointments tab throughout the day. Without automatic placement of Web
appointments enabled, the Web appointment integration requires shop review and
processing to ensure your shop schedule is up to date. It's a best practice to process Web
appointments as they come in through the integration.




Automatically Added Web Appointments

If you've checked the Schedule Web Appointments Automatically box on Service Schedule’s Shop
Setup screen and have set up your schedule using advisor columns and displaying appointments as
single 15-minute cells, web appointments will automatically be placed on your Service Schedule.

Shop Setup

Saturday

Friday
Start

Start
07:00 AN ) M [07:00 AH &)

Quit Quit
0S:00 PH fl 02:00 PH fi

[#] Make This My Default Scheduler

[] bon't Prompt To Print Pre-Writes

D Display Scheduled Appointments With
Quoted Time

[] Display Time in 24-Hour Format

Hours/Day: Hoursi/Day:

Default  customize Schedule Colors

Avaiable Schedule Time
Slots.
Unavailable Schedule l:‘
Time Slots.

[ schedule Web Appointments Automati

Schedule History

(%) Purge History Older Than 90 Days
O Purge History Older Than 120 Days

([ UndoPuge ] [ Puge

Web appointments automatically placed on your schedule by a manufacturer or third-party integration will
be noted with an asterisk (*) to the left of the appointment’s customer name, noting them as web

appointments.

Default Shop
& service
O Body

O Qiservice

Al Service Schedule For Brickners Park City, Inc.
Service Body H Quick Service H ‘ All
MIKE SCHRE 1M | KAYLEE | February201s I
5:30
Sun Mon Tue Wed Thu Fri Sat
6am 1 2 3
4 5 6 7 3 &B10
6:30 1 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 21 28
7am
ey  »Today: 29/2018
Friday, February 9 2018
8am| | SMITH, ML | JONES, GA.. | ADAMS, KE... 81.5% Available
8:30 *JAMES, PA... bbb onii
0 Pickup(s)
9am *WATERS, ... __1 Requires Ride
[soLomon, ... _
9:30 0 Reguires Loaner
10am
6 Service
10:30) 0 Body Shop
0 Quick Service
1lam 6 Total Appointments
0 Web Ay
11:30) b Apets
02 2 Appointments
12 pm 07 2 Appointments
24 2 Appointments
12:30)
v
< >
Minimize ” Close ” Customers ” Search ” Details ” R/O List ” Column Setup ” Shop Setup




Right-clicking on a web appointment will open the Web Appointment Details screen. If web notes were
entered while the appointment was being made, the Web Notes box will display in place of the
appointment repairs. Clicking Show Repairs will display the requested service. If web notes weren't
entered while the appointment was being set, the Web Appointment Details screen will open to the
requested repairs view.

Web Appointment ID: 033982

Phone: | 412-555-7777 | PreWrite: | 333982
Name: [JOSEPH PATTERSON |

Address: 89 CIRCLE DRIVE |
City/State: |lPaj[15222 |
Last Svc: | |[ZHGES15512H585097 |

Writer: |Uaitinq |

Contact: Mileage In: (45000

PLEASE CALL ME. THANR YOU.

[ Cancel H Schedule

Any web appointments scheduled and later canceled through a manufacturer or third-party integration will
be automatically removed from your schedule. Because you may not notice when an appointment is
removed from your shop schedule, Service Schedule will alert you of deleted appointments using the
Web Audit button in the lower-right corner of the main Service Schedule screen. The Web Audit button
will change from gray to light blue to alert you of any deleted web appointments.




Manually Adding Web Appointments
Understanding Web Appointment Notifications

With the web appointment integration for the Autosoft DMS Service Schedule application, when a
customer makes an appointment through a manufacturer or third-party interface on your website, the
appointment information is passed on to Autosoft DMS, which retrieves the data every 60 seconds. Once
the DMS retrieves the web appointment data for Service Schedule, you must manually confirm the
appointment and place it on your shop schedule. Any updates to the appointment made in that third-party
application will also be passed along to your dealership in this way and must be confirmed.

You can easily identify whether you have web appointments waiting to be added to your schedule or
updated by glancing at your main Service Schedule screen. When the Web Appts tab along the top of
the screen is grayed out and the Web Appts box in the bottom right corner of the screen reads “0 Web
Appts,” you have no web appointments to process.

Whenever a customer uses a manufacturer or third-party web appointment application to make a service
appointment or later update an appointment, the integration pushes the appointment into Autosoft DMS.
This triggers Service Schedule to display web appointment notices.



Service Schedule Web Appointment Integration

You'll be notified of waiting web appointments by an alert symbol inside the now-clickable Web Appts
tab, as well as by the now-yellow Web Appts box in the bottom right corner of the screen, which will
display the number of web appointments waiting to be committed to your shop schedule.

— : _
Service Baty [ B | OV —
BOB MCKENZIE VERLE m
4230/
Sun Mon Tue Wed Thu Fri Sai
F 3 2 3 1 1 2
Zam 34 g T 4
0 # 12 13 44 158 18
5:30 X 7 BERN N R B
- M 0% ® U BB W
6 am Mo 4
Today: 11372016
6:30. : :
98.3% Available
7am T —
[oPekupts) ]
720 [0 Requiresfige |
7 [ BT —
RONDA | [waing ]
8230 )
1 Service
g 0 Body Shop
ﬂ‘ I 0 Quick Service
o:30) 1 Total Appointments
= | [t wevapots | [Webdugi |
10 am |
10:30 I
= =

These alerts appear for both new appointments and any updated appointments. However, when an
appointment is cancelled by the customer using the manufacturer or third-party software, the appointment
is removed from your schedule automatically. Because you may not notice when an appointment is
removed from your busy shop schedule, Service Schedule alerts you of deleted appointments using the
Web Audit button at the bottom right corner of the main Service Schedule screen. The Web Audit button
changes from gray to light blue to alert you of any deleted Web appointments.
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BOB MCKENZTE VERLE
4230/
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%
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= ] N 7 BN BN

;
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10 am |1
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|
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Adding New Web Appointments to Your Shop Schedule

Monitor Service Schedule throughout the day to ensure the timely processing of web appointments
awaiting commitment to your shop schedule. When you see the alert symbol in the Web Appts tab or a
number of web appointments waiting to be processed in the yellow Web Appts box at the bottom right of
the screen, take the following steps to commit the appointment to the appropriate column of your shop
schedule.

1. Click the Web Appts tab containing an alert symbol signifying awaiting web appointments.

The yellow Web Appts box in the bottom right corner of the main Service Schedule screen will
alert you to the number of web appointments awaiting processing.

2. Alist of web appointments awaiting commitment to your shop schedule opens. Right-click on a
web appointment labeled as “New” in the Type column.

| QudkSenace | A Web Appts )
Call Phome " hone_Emal || [ June 2016
*100-200-3000 100-200-3000 it

COM
06/08/2016 09:30 |JOSEPH PATTERSON 412-333-7777 412-111-2222 M412-555-7777JPATTERSON123@Y| Sun Mon Tue Wed Thu Fri
1 2 3

5 6 7EBI 1
12 13 14 16 16 17 18
19 20 21 2 23 24 2
% 27 28 29 30

..mmm
Wednesday, June 8 2016
100.0% Available

0 Dy

0 Pickup(s)

0 Requires Loaner

0 Body Shop

0 Quick Service

0 Total Appointments

Bz e dppae B




3. The Web Appointment Details screen opens. The screen displays the appointment’s ID number,
which is assigned as the prewrite number. It also contains basic customer and vehicle information
and the requested vehicle repairs.

Web Appointment ID: 033979

Phone: | 100-200-30088 | PreWrite:

Name: ZACHARY ZAZ |
Address: [1406 MAIN RD |
City/State: PITTSBURGH IlPA][15555

|
Last Svc: | ||PHGF612877H576048 | B
Writer: [17 |[Requires Loaner |

Contact: Mileage In: (45000

1. LOF-LUBE OIL FILTER 1
2. T181-TIRE ROTATION 1
Fa =
fe ==
el
6. —

[ Cancel H Schedule

If the customer entered notes when establishing the web appointment, instead of the list of
requested repairs, the Web Appointment Details screen opens to the Web Notes view. The text
box at the bottom of the details screen is shaded yellow and contains the notes entered by the
customer.

Web Appointment ID: 033982

Phone: | 412-555-7777 | PreWrite: | 033982

Name: [JOSEPH PATTERSON |
Address: 89 CIRCLE DRIVE |
City/State: |lPaj[15222 |
Last Svc: | |[2HGES15512H585097 |E2)

Writer: |Uaitinq |

Contact: Mileage In: (55000

PLEASE CALL ME. THANK YOU.

Cancel l [ Schedule
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When in the Web Notes view, click Show Repairs to view the list of requested repairs. Click
Show Web Notes to return to the web notes view from the requested repairs view.

Web Appointment ID: 033982

Phone: [ 412-555-7777 | PreWrite: | 033982 |
Name: [JOSEPH PATTERSON |
Address: 89 CIRCLE DRIVE |
City/State: |lPal[15222 |

Last Sve: | |[PHGES15512H5856897 | =)
Writer: [72|[Waiting

Contact: [ y |  Mileage In: Isﬂuﬂll iiiiiiiii

1. LOF-LUBE OIL FILTER 1
20 -
30 =
""o =
5. -
6. =

[(concd [ seawe | [ oee |

4. Click Schedule.

5. The main Service Schedule screen opens, and the web appointment customer name and
appointment date and time appears in blue text at the top right corner of the schedule to remind
you of the date and time selected by the customer.

6. Locate the appropriate opening in your shop schedule at the scheduled appointment time. Find a
column with the necessary time available based on the appointment’s requested repairs. Click on
the appropriate time slot.
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7. The Schedule Service screen opens with all of the information gathered by the manufacturer or
third-party scheduling application. Enter through the fields, verifying the information.

Schedule Service
Click Line to View RIO
- _ 15t 3 of Last Name or Phane Number, ther
Customer: |PAT100194 |~ 2 e o [Wsuz2sa 12/29/15 18132 ~
writer:[ | 52 W CHEV2014-15 2YEAR DEXOS 5W3  51.95
Individual: [JOSEPH [][PATTERSON 83097 11/27/15 16881
Name: | JOSEPH _PATTERSON 43 C ENHANCED EMISSION INSPECTIO  29.95
Address: [89_SOUTHWOOD CIR 43 C PA STATE INSPECTION 19.95
City: [CARNEGIE 15106
o 80834 10/05/15 15177
e PATTGHATL . COM 76 W CUST STATES SES LIGHT ON 61.53

Memo: |
Phone: [412 7777 80050 09/15/15 14725
Work: [12] [111][2222 O Requires Ride 74 W CUST STATES SEAT BELT STOPP 381.27
Celt: 7ee? O Requires Loaner | M79500  pg/p7/15 12970 v
Primary Contact Method: E O Drop Off Service ltems

Do Not Calt: [N] Do Hot Text: [y | O Pick-Up
Do Not Email: [N | Marketing Letter: [y | ® Waiting

'GM Vehicle History

(® Senice
Investigate Vehicle 8 Body
i Quick Service
History e N
‘When Finished
O cal = 12/29/15 18132
— al
VIN: [1611C5SL2FF10819% | i L 00,/00,/00
2
Year: Make: [CHEVROLET 5 D —
Model: [MALTBU 1LT nuio: (] @i il Memo ¥ Spedial Order Parts @ Web Notes
Will Pickup
License: [FPBD362 =
Inspect: || Color: [BLACK
Contract: | |
Term: [ | B(pire5:|:|/|:| ContractMileage: [ |
[ Cancel J [ Search J [ Next J i

8. Any web notes entered by the customer during the scheduling process are noted by a blue
checkmark symbol in the Web Notes tab in the bottom right corner of the screen. Click on the
Web Notes tab to view those notes for any important details entered by the customer.

9. Click Next.

10. The Enter Complaints screen will open. ENTER or TAB through the fields to ensure that the DMS
codes associated with the requested repairs are added to the prewrite.

11. Click Schedule.
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12. You are returned to the main Service Schedule screen, where the web appointment now appears
on the schedule. An asterisk signals to users that the appointment was established via the web
integration.

Service Body Quick Service Web Appts All
BOB MCKENZIE VERLE

5 am

6 am

7 am

7:30

i

9 am

9:30

10 am

10:30

13. Repeat steps 1 through 12 to continue to add web appointments to your schedule until the Web
Appts box in the bottom right corner of the Service Schedule main screen reads “0 Web Appts.”
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When a customer uses the manufacturer or third-party web application to update an appointment he or
she has set through the application, the third-party pushes that update to the Autosoft DMS Service
Schedule application, which automatically checks for web updates every 60 seconds. When an
appointment is updated, the appointment will be removed from your schedule and placed within the Web
Appts tab, which will again contain an alert symbol notifying you of the need to process a web
appointment. The count in the Web Appointments box in the lower right corner of the screen reflects the
appointment change, as well.

Important: An appointment is removed from your schedule when an update is made to provide you with
full control over your schedule and where the updated appointment should be placed. This

prevents scheduling conflicts based on the updated service appointment time or skill

requirements. It is imperative that you continually monitor the Web Appts tab to ensure your
shop schedule is current.

To commit an updated web appointment to your shop schedule, take the following steps:

1. You are alerted to the number of web appointments awaiting processing by the yellow Web Appts
box in the bottom right corner of the main Service Schedule screen. Click the Web Appts tab
containing the alert symbol, which also signifies awaiting Web appointments.

Service | Body || Quick Service ” M web Appts | |H11 |
BOB | MCKENZIE | VERLE A
5 am
5:30

2. Alist of web appointments that must be committed to your shop schedule opens. Right-click on a
web appointment labeled as “Update” in the Type column.

[T sevie | Body | Qucksenie | & WebAppts |[A11 2]
Type  Schedule Day/Time |Hame [Celiphone  WorkPhone Ho | [ T
Update 01/19/2016 08:00 JOSEPH PATTERSON 412-333-7777 *412-555-7777 41

Sun Mon Tue Wed Thu Fri_ Sat

3 4 5 6 17 & 9
10 1 12 13 14 15 16
17 w@§»2 n 2 23
24 25 26 271 B 29 W
3
€ Today: 1192016

Tuesday, January 19 2016
98.3% Available

(0Dropotts ]
CoPickupis) |

1 Total Appointments

1 Web Appts ‘Web Audit
06 1 Appointments

|

[t J[ e | cwomen [ oo J[ woue || comsep | Swses




3. Verify the information in the Web Appointment Details screen. Take note of any additional repairs
that have been requested in the update. If the customer entered web notes at the time of
establishing or updating the appointment, the Web Appointment Details screen opens to the Web
Notes view. In this case, click the Show Repairs button to review the repairs.

Web Appointment ID: 033982

Phone: | 412-555-7777 | PreWrite:
Name: [JOSEPH PATTERSON |
Address: 89 CIRCLE DRIVE |
City/State: |lPal[15222 |

Last Sve: | |[PHGES15512H585097 Im
writer: [72]|[Waiting

Contact: | y | Mileage In: 45080 | W

1. CFF-COOLANT FLUSH AND FILL

2. Align-4 WHEEL COMPUTER ALIGNMENT
3. MB4-MOUNT OF BALANCE 4 TIRES

%. -

5. =

o =

=

4. Click Show Web Notes to check for any new customer notes that may be necessary.

5. Click Schedule.

6. You are returned to the main Service Schedule screen, where you will replace the updated web
appointment on the shop schedule. The customer’'s name and appointment time and date appear
in blue font at the top right corner of the schedule to remind you where to place the appointment
on the schedule.

7. Click the appropriate open time slot to accommodate the appointment based on the appointment
time and the requested repairs and estimated length of the service appointment.



8. The Schedule Service screen opens. TAB or ENTER through the fields, verifying the information.
While on this screen, check for a blue checkmark in the Web Notes tab, which signifies that the
customer entered a note during Web scheduling. That note may affect customer satisfaction.

Click Line to View RIO
Customer: [PAT 100194 ] | 1= 3 cflam Name or Phone Number. en | [ B4283  12/29/15 18132 ~
i 52 W CHEV201%-15 2YEAR DEX0S SW3 51.95
writer: [72]

Individual: [JOSEPH [J[PATTERSON ] 83097 11/27/15 16881

 NHIEIALEE] 43 C ENHANCED EMISSION INSPECTIO  29.55

. 43 C PA STATE INSPECTION 19.95
89 CIRCLE DRIVE
City: [PITTSBURGH 15222 80834 10/05/15 15177
76 W CUST STATES SES LIGHT ON 61.53

€-Mait:[JPATTERSON123@YAHDO . CON
Memo: ]
800S0 09/15/15 14725
Phone: (4 12](555](7777 O Requires Ride 74 W CUST STATES SEAT BELT STOPP 301.27
; © Requres Loaner | W75c00  pg/07/15 12970 v
Celt: [333][7777 O ompor 970

Items
Primary Contact Method: [+ - Home Prors ()| [H] O Pickup

O Wating

@® Service
O Body
O Quick Service

Total Estimated Time (Unts): [

When Finished

Vi: & oca Last Service: | 18132
Year: [2015 | Make: O Eaiai Delivered: satesman: |
Modet: W) O peser
License: (77788838 | [PA © watPickup SRS TR
inspect: [ |  Colo: [RED |
Contract: | ]
Term: [ 0] Expires:[_]/[ ] Contract Mileage: [ [y |

© Web Notes

9. Click Next.

10. The Enter Complaints screen opens. Any menu codes added during the web appointment update
appear on this screen. TAB or ENTER through the fields to ensure the appropriate DMS menu
codes appear on the prewrite.

Menu: CFF | Tech:[34]  Quoted Time:[ 10] crow: [ ] oo INSPECTIONS =
COOLANT FLUSH AND FILL | Jotor INSPECT / CHECK
[ ] 0102 SEASONAL INSPECTIONS
0103 INSPECTIONS DIAGNOSTICS
u N 0104 GENERAL VEHICLE
i jesnels* | oeoion o] 10| Rk | o107 STATE INSPECTIONS
% WHEEL COMPUTER ALIGNMENT [ W ot08 AT
[ ] 0201 INSPECT LOF
0202 o
Menu: Tech:[3%]  Quoted Time:[ 10] cramn: [ ] [§ 0203 FILTER REPLACE
[HOUNT OF BALANCE & TIRES ] o ENGINE S WOk OL  FLIER
0205 LUBE
l | 0300 BRAKES
0301 INSPECT BRAKES
Menu: [ | Tech:[ | auotedTime:[ | ciawn [ ] fosoz REPAIR
[ ] fosos REPLACE
i oo TIRES =
‘Chck Line 10 View R0
Menu: [ | Tech:[ | OQuotedTime:[ | ciawn:[ | 84283 12/29/15 18132 ~
[ ] S2 W CHEV2014-15 2VEAR DEXOS 5W3  51.95
[ | §83097 11/27/15 16881
43 C ENHANCED EMISSION INSPECTIO 29.95
Menw[ ] Tech:[ ] Time:[ ] ciom:[] 43 C PA STATE INSPECTION 19.95
[ | §so83s  10/05/15 15177
[ | 76 W CUST STATES SES LIGHT ON 61.53

80050 09/15/15 14725
74 W CUST STATES SEAT BELT STOPP 301.27

78500 0B/07/15 12970
Back Cancel Schedule
][ ” 74 C CUST STATES DR DOOR TRIM LO .00 W

11. Click Schedule.

12. The updated web appointment is returned to the shop schedule, reflecting any changes to the
total time for the appointment based on added or removed repairs. An asterisk next to the
customer name in the appointment signifies it was established via the web integration.
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Managing Deleted Web Appointments

The Autosoft DMS Service Schedule application automatically checks for new, updated, and deleted web
appointments every 60 seconds. When a customer uses a manufacturer or third-party web appointment
integration to delete a web appointment, the service appointment is automatically removed from your
shop schedule.

You don'’t have to take any steps to update your schedule to reflect deleted appointments. You can,
however, track web cancellations. This information can then be used to follow up with these customers to
determine the reason for the cancellation and reschedule the appointment when necessary.

Use the Web Audit list to track all web appointments cancelled in the last 30 days using the integration.
When a web appointment is cancelled by the customer, the appointment is removed from your schedule,
and the Web Audit button in the bottom right corner of the screen turns light blue. To view the Web Audit
list, follow these steps:

1. The Web Audit button turns from gray to light blue when a web appointment is deleted by the
customer through the third-party interface.

| 1L =

Sun Mon Tue Wed Thu FriSat
1 2
3 4 5§ 6 T 8 8

10 1 12 13 14 15 16
17 B gH220 n 2 3
24 25 26 27 % 29 30
1] 2

T Today: 11912016
Tuesday, January 19 2016
98.3% Available

10 am

10:30

2. Click Web Audit.
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3. The Web Audit list opens. The list contains only those appointments that were deleted by the
customer through the web appointment interface. Appointments remain in the Web Audit list for
30 days from the date of deletion, at which point they are automatically cleared from the list.

01/19/2016 08:00 JOSEPH PATTERS( 412-333-7777 033579 72 34 COOLANT FLUSH AND | 01/19/2016 15:52 Web
01/14/2016 12:00 CATHY SMITH 724-555-8888 033580 72 34 LUBE OIL FILTER 1 01/19/2016 15:48 Web

4. To print the Web Audit list for follow-up, click Print.

5. When prompted to verify that your printer is ready, select To Printer to print a hardcopy of the
list. If you wish to instead view or save the list electronically, select To Screen.

6. Click Print.
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Tracking Web Appointment No-Shows

You can also view and print a report of Web appointment no-shows for follow-up purposes. Take the
following steps:

1. Click the Details button at the bottom of the Service Schedule main screen.

February 2016 [ -]

Sun Mon Tue Wed Thu Fri Sat

3 2 3 4 & 6
7 8 9 10 1 12 13
14 15 16 17 18 19 20
2 22 23 4 €D 26 7
28 29 4 6

Monday, January 25 2016
100.0% Available

0 Dropoffs

0 Service

0 Body Shop

0 Quick Service

0 Total Appointments

0 WebAppts | [ ioh i

2. The Schedule Details screen opens. Click Print Schedule/No Shows.

3. The Print Details window opens. Select the department for which you’d like to print the schedule.

® service
O Body Shop
O Quick Service

Schedule Type
O Full List

O No Shows

@ Web No Shows

Print Schedule For
O Al
O Technician
O Advisor
@® All Web

Print Date Range
From: [1/1/2016 &)
To: [1/19/2016 &)

4. Inthe Schedule Type box, click to select Web No Shows.
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In the Print Schedule For box, click to select All Web.

Use the From and To fields to enter the appropriate date range or select the start and end dates
for the report using the drop-down calendars.

Click Print.
When asked to verify that your printer is ready, select To Printer or To Screen, and click Print. A

list of all no-show Web appointments prints or opens on the screen, depending on your print
criteria.



Video Tutorials

We've created a series of videos that illustrate the use of the Autosoft DMS Service Schedule Web
Appointment integration. To access these videos, visit https://autosoftdms.com/service-schedule/ and
click on the Service Schedule Integration Videos tab.

If you encounter any problems while working within Service Schedule, consult the F1 Help screens for
assistance or contact the Autosoft Customer Support Center at 800.473.4630.


https://autosoftdms.com/service-schedule/

	Copyright
	Trademarks
	Table of Contents
	Introduction to Service Schedule
	Accessing the Service Schedule Application
	Entering Setup Information
	Shop Setup
	Column Setup
	Creating Column Groupings
	Moving Appointments from Their Current Column to a New Column
	Removing Columns


	Scheduling Appointments in Service Schedule
	Viewing the Schedule
	Scheduling an Appointment by Selecting the Customer First
	Scheduling an Appointment by Selecting the Day First
	Tagging Extra Time
	Deleting Tagged Slots
	Rescheduling Tagged Slots

	Viewing Appointment Details
	Editing an Appointment
	Rescheduling an Appointment
	Deleting an Appointment
	Viewing Daily Schedule Details
	Moving Carry Over Appointments
	Pulling the Prewrite to a Repair Order
	Marking an Appointment as Opened and/or Closed

	Web Appointment Integration
	Automatically Added Web Appointments
	Manually Adding Web Appointments
	Understanding Web Appointment Notifications
	Adding New Web Appointments to Your Shop Schedule
	Confirming Updated Web Appointments

	Managing Deleted Web Appointments
	Tracking Web Appointment No-Shows

	Video Tutorials

