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Introduction 
 

  IInnttrroodduuccttiioonn  AAuuttoossoofftt  FFLLEEXX  DDMMSS  SSeerrvviiccee  WWrriittiinngg  
Welcome to Autosoft Dealer Management Systems Service Writing.  This module provides all the tools 
you need to keep your Service Department running smoothly and efficiently.  It automates everything 
from scheduling and creating repair orders to generating productivity reports and conducting marketing 
followup. 

 

The system uses preset parameters to alleviate redundant data entry.  In addition to saving you time 
when you are working in the Service Writing module, these parameters help reduce operator entry errors.  
The parameters serve as default entries that are automatically pulled when opening a variety of entry 
screens throughout the module.  In most cases, the default entries can be edited as needed. 
 
The system tracks customers from the time they schedule their appointments to the time they need to be 
contacted for follow-up marketing.  Customer files are automatically created as customers come in for 
service and a repair order is generated.  The system continuously updates the customers’ files and tracks 
their service history, which can be viewed from most screens in the Service Writing module with one 
mouse click. 
 
When generating repair orders, you can pull customer information, and it is automatically added to the 
repair order.  Similarly, the default information set in the parameters is added to pre-built lists that you can 
use to select technicians, service writers, menu options, fail codes, and customer complaints when 
creating a repair order.  Simply select information from the lists to cut back on repetitive typing, and create 
the repair orders quickly and easily.  Combine the ease of data entry with the speed of laser-printed repair 
orders, and the result is accurate, professional-looking R/O’s. 
 
At the end of the day, you update the service information to Accounting to be posted to the books.  The 
repair orders are added to the customer history, and the statistical data is stored so you can generate 
reports and conduct followup surveys.  The system offers numerous predefined reports to help you 
evaluate your Service Department.  Many of the reports allow you to specify criteria you want to use to 
“fine tune” the report to meet your needs.  All of the reports can be viewed on screen or printed to paper.  
This provides quick access to the information you need when you need it. 
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Understanding Menus 
The Autosoft DMS program is made up of menus and input screens.  Menus are screens that display 
all of the options for a particular area of the program.  With the mouse, click the button that 
corresponds to the option you want to select.  When you select an option from a menu, you will open 
the corresponding submenu, input screen, or prompt.  The following is an example of a menu. 

 

 
 

Understanding Entry Screens 
Input screens consist of data fields that accept input or display previously entered data.  Each field is 
labeled to indicate the data required for that field.  The following is an example of an input screen. 
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It is important to note that some fields only accept specific information.  For example, you cannot 
enter alpha characters in a strictly numeric field, such as a date field or dollar amount field.  It is a 
common error when entering dollar values to forget to include the decimal point.  The system 
automatically adds .00 after whole dollar amounts.  For example, if you type 5, the system will make 
the entry 5.00.  If you type 500, the system makes the entry 500.00.  If you type 5.00, the system 
leaves the value as it was entered.  Always double-check the dollar values entered to ensure the 
amount is going to post correctly.     
 
 

Understanding Prompts 
The program also contains prompts to assist you as you work.  Prompts appear when you select to 
generate reports or update information to master files.  The prompts indicate the information that 
needs to be specified or the action that needs to be taken.  For example, when you generate a report, 
you may be prompted to enter criteria you want to use for the report, and you are prompted to 
indicate if you want to view the report on your screen or if you want to print the report to paper.  
Similarly, when you select to update information, you are prompted to verify you want to complete the 
task.  This ensures you have the opportunity to cancel an action if necessary.   

 

Prompts also serve as a way for the system to communicate with you.  In certain areas of the 
program, you will be prompted when a task has been completed.  This is the system’s way of 
informing you that an action was successfully carried out.  For these prompts, click OK to 
acknowledge the message and to continue working.  The system will also prompt you to indicate 
errors in entries or selections you are trying to make.  Read the prompt to ensure you understand the 
problem, and click OK to continue working. 

 

The important thing to remember about prompts is that you should always read the prompts that 
appear on the screen to ensure you understand exactly what will happen before you continue. 
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Using the Keyboard and Mouse 
You can use the mouse or keyboard throughout the program to maneuver through the input screens 
and to carry out common functions on entry screens.  The ability to use the keyboard to maneuver 
through the screens as you enter information allows you to work quickly since you do not have to take 
your hands off the keyboard to use the mouse while you are working.  The following table identifies 
the keystrokes you can use to maneuver through the entry screens. 

Key Use it to 

ENTER Move to the next field 

Up Arrow Move to the previous field 

Down Arrow Move to the next field 

Shift + Tab Move to the previous field 

Similarly, each button in the program has been assigned a corresponding function key.  You can click 
the button or press the corresponding function key.  (When using the keyboard to select an option, it 
is not necessary to press ENTER.)  The following table lists common buttons and function keys you 
should learn.  These are the most frequently available commands in the program.   

Button Function Key Use it to 

Back ESC Close a list or close the current screen 

Exit ES Close the current screen 

Help F1 Display the Help page 

<<  F2 Display the previous record 

List F3 Display a search list to select an existing entry 

>> F4 Display the next record 

Print F6 Print a copy of the information on the screen 

Delete F8 Delete a record 

Clear F9 Clear a record from the screen 
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F1 Help and What’s New? 
Because the Autosoft DMS program is continuously changing to meet the needs of our customers, 
new features are added to the software.  These changes will include the addition of fields, buttons, or 
screens.  This manual represents the program as it is now.  
 
Click the What’s New? icon on the Service Writing menu to read about enhancements that have 
been added to the Service Writing module.  This helps you quickly identify the enhancements that 
have been made to the system since your last web update. 
 
To keep our documentation updated, and our users informed, we have added individual help pages to 
each screen in the program.  Press F1 to display the help page for the current screen or menu.   
 
Each page provides the following pieces of information: 

• A description of the screen,  

• Basic instructions for using the screen,  

• A list of the fields on the screen and an explanation of the information required in each field,   

• A list of the buttons on the screen and instructions for using each button, and  

• A list of the function keys that can be used to carry out commands on the screen.   

These help pages are updated as changes are made to the program and added to your system when 
you run an update from the Internet; thus, the help pages are always current.  You should become 
familiar with the help page feature and use it to learn about the new information added to the program 
and to quickly access information while you are on a screen. 
 
 

Date and Time Prompt 
The first time you enter the Service Writing module each day, you are prompted to verify that the 
system date and time are correct on your computer.  If the date and time are not correct, you will 
need to correct the date and time on your computer clock.  It is important that the system date and 
time are correct.  In addition, the user ID that will be used to log the information entered in the system 
is displayed.  If a different ID is needed, type the ID.  Always verify the date, time, and ID before you 
click OK to accept the information. 
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Getting Ready 
You are now ready to learn how to use Autosoft DMS Service Writing.  Each chapter in the manual 
covers a specific area of the Service Writing module.  Review each chapter before attempting to use 
each feature.    
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System Setup 
Chapter 1 

Chapter 1 System Setup 
Before you begin using the Service Writing module, you must set the system parameters.  Click 
System Setup on the Service Writing menu to open the System Setup menu.  You will use this menu 
to enter the parameters.  The System Setup menu contains 15 options used to enter the setup 
information.  The parameters entered through this menu determine information that will automatically 
fill in on certain screens.  The parameters save you the time of having to repeatedly enter standard 
information.  Although the parameters automatically fill in certain information in the Service Writing 
module, in most cases, the default entry can be edited if another entry needs to be made instead.   
 
Each of the 15 menu options will be covered in this chapter.  To select a menu option, click the button 
that corresponds to the option you want to select, and the appropriate screen or submenu appears.  
Work your way through the System Setup menu, entering information as needed.  When you are 
finished entering information for each area, click Back to return to the Service Writing menu. 

 

 

Trouble/Condition Codes 
Use this button to open the Trouble/Fail Codes screen to set up codes that will be used when 
entering repairs.  The codes you enter here are available in a list on the Enter Conditions screen 
when adding repairs to the repair order.  Instead of typing the code to add it to the repair order, you 
can click the Fail Codes button on the bottom-right side of the screen to select the code from the list.     
 
You do not have to use trouble/fail codes on repair orders; however, these codes can be valuable 
tools for followup activities.  The Service History you manually download to disk in CSI & SSI for your 
third-party marketing vendor includes the trouble/fail codes.  If you do not set up these codes, the 
vendor will not know what your customer pay codes are, and if the Service Department does not add 
trouble/fail codes to the repair order, the vendor will not be able to use this information as part of the 
followup activities. 
 
You may want to wait to enter the trouble/fail codes until after you enter your labor rates and service 
technicians.  You can assign each code a specific labor level that automatically calculates the labor 



 
 

1:2   |   P a g e  
 

Autosoft FLEX DMS Service Writing 
 

sale when you select the code, and you can assign a default technician.  You can create the codes 
now and edit the codes to add the labor levels and technicians later, or you can wait to create the 
codes until you finish adding the labor levels and technicians to the setup. 
 
 
Adding a New Code 

1. Click Trouble/Condition Codes.  The Trouble/Fail Codes screen appears. 

 

2. Indicate the default sort order you want to use for the fail code list and menu items list on the 
repair order screen.  The name sort will sort the list by the description, and the usage sort will 
sort the list by the frequency that the codes are used. 

3. In Code, type the code you are adding.  This field accepts up to five alphanumeric 
characters.  For example, you might create a code LOF for Lube-Oil-Filter. 

4. Use the Desc. field to type a description of the code.  The description fills in as the complaint 
when you select the code for a repair.   

5. If there is special pricing for this service, type the amount in Special Labor Sale.  This 
amount becomes the default labor amount on the repair order. 

6. The Exclude Shop Supplies box allows you to exclude shop supplies for this code.  Click to 
select the box.  A check mark will appear in the box.  Click again to clear the box.  When 
adding repairs to an R/O, shop supplies will not be added to repairs that use this code if this 
box is selected. 

7. In Default Labor Units, type the number of labor units needed to complete the repair. 

8. In Customer Complaint Code, type the customer complaint code associated with the code 
you are creating.  Customer Complaint Codes are pre-set by the manufacturer.  The 
Customer Complaint Code must match the entry in the Code field.  This ensures third-party 
vendors can identify the code.  If you do not fill in the Customer Complaint Code, the code 
will not transfer to third-party vendors. 

9. Use the Labor Operation field to specify the labor operation code used for the trouble/fail 
code.  These are manufacturer codes.   
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10. In Labor Rate Level, type the labor level code (A through J) for service, contract, body shop, 
and quick lube.  The labor level codes represent labor rates you define under Labor Rates on 
the System Setup menu.  The actual labor rate could differ based on the repair type 
(Customer Pay, Warranty, Internal). 

11. Use the Repair Is Usually field to identify the repair type most commonly used with this 
code.  Type C for customer pay, Q for quick lube, W for warranty, N for New Car Road Ready 
(PDI), or I for internal. When you select the code for a repair on a repair order, the repair type 
defaults to the repair type you enter here.  You can edit the default as needed. 

12. In Most Qualified Technician, type the ID number for the most qualified technician to 
complete this type of repair.  You can leave this field blank and enter the technician when 
generating the repair order.  Similarly, if you enter a technician, you can edit the entry when 
generating the repair order.  You must enter technicians to the system using the Service 
Technicians menu option before you can enter them in this field. 

13. If the advisor is paid commission based on a percentage, type the commission percentage in 
the Commissionable% field.  If the advisor is paid a flat rate commission, type the amount in 
Commissionable.   

14. The Special Labor Posting Accounts section allows you to specify the general ledger 
accounts used to post the labor sale, cost, and inventory for this code. If you set accounts for 
the code, the system will use the accounts regardless of the repair type (customer pay, 
warranty, etc.). If you do not set accounts, the system will post the sale, cost and inventory to 
the accounts set in the Integrated Service Sales setup in the Accounting module. 

15. The Statistical section automatically fills in as you begin using the system.   

• The From field automatically tracks the date, but you can edit it as needed.   

• The MTD Units fields display the month-to-date units sold and the total labor sale for the 
code.  The system updates this information during the monthly summary update. 

• The YTD Units fields display the year-to-date units sold and the total labor sale for the 
code.  The system updates this information during the monthly summary update.   

16. Click Save to save the information.  The code you entered appears in the list on the right side 
of the screen.   

17. When you are finished, click Exit to return to the System Setup menu. 

 
 
Editing an Existing Code 

1. In Code, type the code you want to edit, or click the code in the list on the right side of the 
screen.  The information entered for the code is displayed on the screen.   

2. Click in a field, and edit the information as needed.   

3. Click Save to save the changes. 
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Deleting a Code 

1. Select the code. 

2. Click Delete. 

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

 
Printing the List of Codes 
When you are finished entering the codes on this screen, you should use the Print button to print a 
list of the codes for your records.  The printout lists all of the trouble/fail codes in the system.  For 
each code, the printout lists the code, description, labor sale, labor units, and commission 
percentage.   
 
 
 

Service Advisors/Writers 
A service advisor/writer is the person who greets the customer as he or she enters the Service 
Department.  Some dealerships have an actual drive-in lane.  In this scenario, Advisor/Writer greets 
the customer when he or she pulls into the shop.  The title Advisor is used more commonly than the 
title Writer.  Writer is an older title that used to be used to describe the same person referred to today 
as the Advisor.    
 
The advisor’s job is to advise customers on maintenance and recalls on their vehicles.  In the past, 
many customers would only schedule service with a dealership for warranty repairs.  Car 
manufacturers now go to great lengths to ensure dealerships ask customers who purchase vehicles 
from the dealership to return to the dealership for routine maintenance services (including tires) as 
well.  With all of the computerized vehicle components today, dealerships push for all of the 
customers’ business. 
 
Use this button to open the Advisor/Writer Information screen to enter the service advisors and 
service writers.  Since you assign each service writer an advisor, you should enter your service 
advisors first, and then enter your service writers.  Autosoft recommends that your service writer and 
service advisor be the same person.  This ensures accurate reports.   
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Adding a New Advisor/Writer 

1. Click Service Advisors/Writer.  The Advisor/Writer Information screen appears. 

2. In Advisor/Writer Number, type the two-digit ID number you want to assign the service 
advisor/writer.  Each advisor/writer must be assigned an ID number ranging from 01 to 99.  
The advisor/writer will use this code as the user ID in the Autosoft system. 

3. In Short Name, type the individual’s first name or nickname. 

DaimlerChrysler dealers must enter the initial of the advisor’s first name followed by the 
advisor’s last name without spaces in between the entries.  For example, John Doe must be 
entered as JDOE.  The system uses this information and the social security number to 
generate the Advisor ID code required to process Chrysler warranty claims. 

4. In Full Name, type the individual’s full name (first name, middle initial, and last name). 

5. Use the Full Social field to record the individual’s full social security number.  You must enter 
the full social security number.  If no manufacturer ID is entered for a manufacturer in the 
fields at the bottom of the screen, the system will transfer the social security number with the 
warranty claims when you download them to the manufacturer. 

6. In Writer/Advisor, identify if this is an advisor or a writer.  Type A for Advisor or W for Writer. 

7. In Default Advisor For This Writer, assign an advisor to each writer.  Type the advisor’s ID 
number, and the advisor’s name is automatically displayed.  Remember, Autosoft 
recommends that your service writer and service advisor be the same person.  This ensures 
accurate reports.   

8. The Employee ID section allows you to enter manufacturer-specific employee ID that needs 
to be transferred with warranty claims.   

The MFC fields display the manufacturer codes based on your warranty parameters.  If you 
set the Download Warranty Repairs option on the Warranty Setup screen to Y for yes, the 
system pulls the manufacturer code to this screen.   It will display CH for Chrysler, FO for 
Ford, GM for General Motors, HO for Honda/Acura, MA for Mazda, MI for Mitsubishi, or VW 
for Volkswagen of America/Audi. 

In Emp ID, type the employee’s manufacturer-specific ID number next to the appropriate 
manufacturer code.   

9. Click Save to save the advisor/writer’s record.  The advisor/writer is displayed in the list on 
the right side of the screen.   

10. Continue to enter records as needed. 

11. When you are finished, click Exit to return to the System Setup menu. 
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Editing an Advisor’s/Writer’s Information 

1. In Advisor/Writer Number, type the individual’s ID number, or click the name in the list on 
the right side of the screen.   

2. The advisor/writer’s information fills in on the screen.   

3. Click in a field, and edit the information as needed.   

4. Click Save to save the changes.   

 
 
Deleting an Advisor/Writer 

1. Select the advisor/writer. 

2. Click Delete. 

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

 
 
Printing the Advisor/Writer List 
The printout lists each advisor/writer in the system by the individual’s short name.  It includes the 
individual’s ID number and indicates if the individual is an advisor or writer.   

1. Select any advisor/writer. 

2. Click Print. 

3. When prompted, select your print criteria.    
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Service Technicians 
Use this button to open the Technician Information screen to enter the service technicians.  In 
addition to entering basic technician information (name and ID numbers), you use this screen to enter 
the pay rates for each type of repair (customer pay, warranty pay, or internal).   
 
You can enter up to 10 labor rates (A through J) for each repair type.  This allows you to have 
different labor rates for different types of work, different insurance companies, or different extended 
maintenance contracts.  The rates could be higher or lower than the technician’s regular hourly rate. 
 
For example, a dealership has a normal labor rate of $50.00 per hour.  For ABC Extended 
Maintenance Contract, the dealership only pays $45.00 per hour.  The technician might get paid 
$20.00 for the regular rate of $50.00, but when working on a vehicle with the ABC Extended 
Maintenance Contract, the technician may only get paid $48.00 per hour. 

 

 
Adding a New Technician 

1. Click Service Technicians.  The Technician Information screen appears. 

2. In Technician Number, type the two-digit ID number you want to assign the technician.  
Each technician must be assigned an ID number ranging from 01 to 99.   

3. In Short Name, type the technician’s first name or nickname. 

4. In Full Name, type the technician’s full name (first name, middle initial, and last name). 

5. Use the Flat/Hourly field to identify how the technician is paid.  Type F for flat rate or H for 
hourly rate. 

6. Use the Full Social field to record the technician’s full social security number.  You must 
enter the full social security number.   

7. In State ID Number, type the technician’s state identification number (if required).  When 
entering the Miscellaneous Parameters, you will select whether or not you want the 
technician’s name and state ID number print on the repair order.   
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8. In ERO Password, type the technician's password for electronic repair orders.  This is the 
password the technician will use to log when working with electronic repair orders. 

9. The Dedicated Service/Body/QuickLube field to indicate if the technician is dedicated to a 
specific department.  If you set a department here, the technician list is the Schedule Xpress 
scheduler will only display the dedicated technicians for each department when scheduling 
appointments.  Type S for service, B for body shop, Q for quick lube, or leave the field blank 
if no single department applies.  This is an optional field.  

10. Under Cost Per Hour, type the technician’s pay rate for customer pay, warranty, and internal 
repairs.  You can enter up to 10 levels of pay.  Click the Fill Down button to fill in the 
remaining fields in the columns with the rates entered in the first field. 

11. For each pay line, use the $% field to indicate if the rate is a percentage or flat dollar amount.  
Type % if the rate is a percentage or $ if the rate is a dollar amount.  If you press TAB or 
ENTER to advance through this field, $ will automatically fill in as the default entry. 

12. The Employee ID section allows you to enter manufacturer-specific employee ID that needs 
to be transferred with warranty claims.   

The MFC fields display the manufacturer codes based on your warranty parameters.  If you 
set the Download Warranty Repairs option on the Warranty Setup screen to Y for yes, the 
system pulls the manufacturer code to this screen.  It will display CH for Chrysler, FO for 
Ford, GM for General Motors, HO for Honda/Acura, MA for Mazda, MI for Mitsubishi, or VW 
for Volkswagen of America/Audi. 

In Emp ID, type the employee’s manufacturer-specific ID number next to the appropriate 
manufacturer code.   

13. Click Save to save the information.  The technician is displayed in the list on the right side of 
the screen. 

14. Continue to enter technicians as needed. 

15. When you are finished, click Exit to return to the System Setup menu. 

 
 
Editing a Technician’s Information 

1. In Technician Number, type the technician’s ID number, or click the technician in the list on 
the right side of the screen.  The technician’s information is displayed on the screen.   

2. Click in a field, and edit the information as needed.   

3. Click Save to save the changes.  
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Deleting a Technician 

1. Select the technician. 

2. Click Delete. 

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

 
 
Printing the List of Technicians 
Use the Print button to print a list of technicians.  The printout lists each technician in the system by 
the technician’s short name.  It also lists the technician’s ID number, the last four digits of the 
technician’s social security number, and the technician’s pay rate (flat rate or hourly). 
 
 

Labor Rates 
This button advances you to the Service Labor Flex Rates menu.  This menu is used to view, 
generate, and print labor flex rates.  The flex rate feature generates a flex rate schedule that provides 
competitive rates from the low-end average to the high-end average.  This will help increase the 
effective rate of your service operations.  The Current Flex Rate field displays the current flex rate.   
 
Click the button that corresponds to the menu option you want to select.  The appropriate screen or 
prompt appears.  When you are finished, click Exit to return to the System Setup menu. 
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Standard Labor Rates 
Use this button to open the Labor Rates screen to enter rates.  You specify the rate for customer pay, 
warranty claim, and internal for both service and body shop.  In addition, you set effective dates for 
the rates.  The system will automatically pull the appropriate rate information based on the effective 
date you enter.    

 

 
 
Adding a New Labor Rate 

1. Click Standard Labor Rates.  The Labor Rates screen appears.   

2. In Labor Level, type the labor level code (A through J).  The code is the letter that will be 
used to identify the labor level.  F is used for flat rate.  You can also click a code in the list on 
the right side of the screen to select it.   

3. Use the Description field to type a description for the rate. 

4. The Current Rate and New Rate sections allow you to enter two sets of labor rates with 
different effective dates.  The system will pull the rates based on the effective dates entered.  
For each effective date, enter the customer pay, warranty, and internal rate for service and 
body shop repairs. 

5. Click Save to save the labor rate.  The rate is displayed in the list on the right side of the 
screen. 

6. Continue to enter rates as needed. 

7. When you are finished, click Exit to return to the Service Labor Flex Rates menu.  
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Editing a Labor Rate 

1. In Labor Level, type the code for the labor level rates you want to edit, or click the labor level 
in the list on the right side of the screen.   

2. The information entered for that code is displayed on the screen.   

3. Click in a field, and edit the information as needed.   

4. Click Save to save the changes.   

Tip: The green arrows make editing your labor rates easier.  Click Reset To Current arrow to move 
the information in the New Rate section to the Current Rate section.  The New Rate section will 
be cleared so you can enter the new rates as needed.  Click the Duplicate This Setting For 
All Levels arrow to duplicate the settings in the New Rate and Current Rate areas for all 
settings (A-J). 

 
Printing the Labor Levels 
The printout displays the rates exactly as they appear in the list on the right side of the screen.   

1. Click Print. 

2. When prompted, select your print criteria.    

 
 
Generate Flex Rate 
Some dealerships utilize the benefits of Flex Labor Rates.  This rate is usually used for vehicles out of 
warranty for major repairs like transmission or motor work.  The advisor works from a printed chart 
when selling a job. 
 
It is important to sell the value of dollars to the customer rather than the amount of time the job takes.  
For example, a 1990 car needs transmission repair.  This is a complicated repair, so the owner wants 
to take the vehicle to the dealership for the repair.  The advisor quotes $1,100.00 for the repair.  At 
$50.00 per hour, this is a 22-hour job.  However, the job is actually a 15-hour job.  The dealership 
benefits by selling its expertise for fixing the transmission.  It is expensive to send technicians for 
manufacturer training.  This is a way for the dealer to recover the investment in the personnel. 
 
If you use flex rate, use this button to scan the customer repair orders from the last 30 days to 
determine your flex rate.   

1. Click Generate Flex Rate. 

2. Type the effective flex rate to be generated. 

3. Click OK when prompted to verify you want to generate the rate. 
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4. The 30-day effective rate and the flex rate display.  Click OK to accept the values.   

 

5. The Current Flex Rate field displays the flex rate amount. 

 

 
 
Enter Flex Rate Without Scanning 
Use this button to manually enter a flex rate that will be used to generate the flex rate schedule.   

1. Click Enter Flex Rate Without Scanning. 

2. Type the desired flex rate.  If you do not enter four digits including the decimal, press ENTER.  

3. The Current Flex Rate field on the menu will display the rate you entered.   

 
 
Print Generated Flex Rates 
Use this button to print the generated flex rate schedule.  The schedule displays the flex rate for nine 
levels.  When prompted to verify your printer is ready, select your print criteria.   
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Miscellaneous Parameters 
Use this button to open the Miscellaneous Parameters screen.  The information entered on this 
screen determines how certain information is entered, stored, processed, or printed.  You set the 
majority of the parameters on this screen by answering yes or no questions about the way you want 
the Service Writing module to run. 

 

1. Click Miscellaneous Parameters.  The Miscellaneous Parameters screen appears. 

2. Indicate if you use Autosoft Accounting.  Type Y for yes or N for no. 

3. Click to select Shop Supplies or Hazardous Waste to indicate which item you will be 
charging.  The remaining fields in this section will determine how the shop supplies or 
hazardous waste will be calculated. 

4. Indicate how shop supplies or hazardous waste should be calculated for service repairs and 
body shop repairs.  You can set the charge as a percentage of the total labor or total repair or 
you can set a flat rate for the shop supplies/hazardous waste. 

Use the first field to indicate if the shop supplies/hazardous waste should be calculated.  
Type L for labor, T for total, or N for none.   

If you type T or L, specify the percentage you want to use for the charge.  Use the Max field 
to enter the maximum charge for shop supplies/hazardous waste.  The shop 
supplies/hazardous waste amount will be the specified percentage of the total labor or total 
charge.  However, the charge will never be above the maximum charge set. 

If you leave the first field blank, use the Min field to specify the flat charge for the repair. 

5. Indicate if the shop supplies/hazardous waste should be applied to internal repairs and 
service contracts.  Type Y for yes or N for no. 
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6. Use the R/O Print lines 1-9, 11-14, and 16-17 to specify how you want information to print in 
the system and on the repair orders.  Type Y for yes or N for no accordingly.   

7. Use the Maximum Number Of Conditions To Print On Hard Copy field (R/O Print line 10) 
to specify the maximum number of conditions (up to 4) you want to print on the hard copy. 

8. Use the Require Promise Time on R/O At Open field to indicate if promised time is 
required.  Type Y for yes or N for no.  If this parameter is set to Y for yes, the system will 
prompt the user that promised time is required if the user attempts to advance past the Start 
R/O screen without adding promised time. 

9. The Allow Modification of Open/Close Dates on RO parameter allows you to restrict users 
from editing the RO open and close dates.  Type Y for yes to allow edits or N for no to restrict 
them. 

10. Use the Copy Counts section to specify the number of copies you want to print for each 
copy type. 

11. Use the Miscellaneous section to determine how various features in the system will work.  
Type Y for yes or N for no accordingly. 

12. For Default Manufacturer Warranty Repairs Prompt, select the manufacturer you want to 
set as the default for warranty repairs.  The list only displays the manufacturers that have a Y 
set in the Download field in the warranty parameters.   

13. Use the Default R/O's For This Client Are Service/Body/QuickLube field to indicate the 
default R/O type for this workstation.  Type S for service, B for body shop, or Q for quick lube. 
 The R/O type specified will default as the R/O type of the Start Repair Order screen and can 
be edited when creating a repair order. 

14. Use the Default Minimum Miles Between Maintenance field to specify the minimum 
number of days you want to go between oil changes.  The system uses this mileage to 
calculate the next service mileage that will print on the oil change sticker.  The default entry is 
5000 miles 

15. Click Save to save the information.  The system returns you to the System Setup menu. 

 
 
Setting Up ERO on the Workstation 
Use the Setup “ERO” On This Client button to set up the ERO program on the workstation.  The 
ERO allows you to electronically dispatch repairs to technicians.  The technicians then use the ERO 
program to log repairs on and off as they work on the repairs.  The system tracks the time and time 
units it takes to complete each repair.  This setup needs to be run on all workstations that need 
access to the ERO. 

1. Click Setup “ERO” On This Client. 

2. Click OK when prompted to verify you want to set up the application. 

3. An ERO icon will appear on the workstation’s desktop.
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GOG/Sublet Pricing 
Use this button to open the R/O Lubricant Description & Pricing Defaults screen to enter information 
pertaining to supply or disposal fees required for service.  If the Parts Department restricts the 
Service Department from making changes on this screen, you can only edit the first line.  The 
remaining four lines can only be accessed from the Parts Inventory module.  The item on the first line 
will post to a separate inventory, cost, and sale account. 

 

1. Click GOG/Sublet Pricing.  The R/O Lubricant Description & Pricing Defaults screen 
appears. 

2. In Item, type the item name.   

3. In Inventory, type the quantity in stock.  The quantities entered represent how an item is 
dispensed or sold, and it may not match how the item is purchased.  For example, bulk motor 
oil is purchased by the gallon but dispensed and billed to the customer by the quart. 

4. In Cost Each, type the cost per unit for the item. 

5. Type the sale amount in the field that corresponds with how you want to charge for the item.   

• If you want to charge per unit, type the selling price per unit in the Sale Each field.  If you 
are entering a value in this field, the Sale Total field must be blank. 

• If you want to charge a flat rate regardless of the quantity sold, type the flat rate in the 
Sale Total field.  If you are entering a value in this field, the Sale Each field must be 
blank. 

6. If the Markup For Sublet Sale fields are available for editing, type the default markup 
percentage for customer pay, warranty, and internal. 

7. Click Save to save the information entered.  The system will return you to the System Setup 
menu.
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Tax Rates/Cost Codes 
Use this button to open the Tax Rate/Cost Code screen to set default sales tax rates, labor defaults, 
and cost codes.  The system uses the information on this screen to automatically calculate sales tax 
and other tax as repair orders are generated.   

 

1. Click Tax Rates/Cost Codes.  The Tax Rates/Cost Codes screen appears. 

2. Under Customer Pay Taxes, Warranty Taxes, and Internal Taxes, type the sales tax rates 
for labor, parts, lubricants, sublet, and warranty deductible.  Use the Other field to specify an 
additional tax that may apply to each item.  When generating the repair order, you can 
specify which tax should be applied to the service.   

3. Use the Tax Parameters section to indicate if tax should be applied to service supplies/waste 
disposal, body shop supplies/waste disposal, and customer discounts.  Type Y for yes or N 
for no.  If you type Y for customer discounts, the system applies the sales tax amount even if 
the customer owes nothing for the repair.   

4. Under Cost Codes, type up to ten different letters to correspond with the numbers.  Cost 
numerical data will print as alpha codes on documents instead of the actual amount.  Be sure 
not to repeat letters. 

5. In Labor Units Per Hour, type the number of units charged per hour.  This is usually 10 (6 
minutes per unit), but it may also be 6 (10 minutes per unit).   

6. In Minimum Dispatch Time, type the minimum minutes that must be logged in the 
dispatcher in order for the log on to count.  The minimum can be from 1 to 9 minutes.  The 
default value is 3.  If the technician logs off the repair before the minimum time is reached, 
the system will cancel the log on.  This option will apply to whichever dispatcher you decide 
to use (the traditional dispatcher or the ERO dispatch). 

7. In Default Customer Pay Labor Tier To Use, type the letter for the labor rate that should be 
used for customer pay (A through J).  Labor rates are defined in System Setup under Labor 
Rates.  (See page 1:10 for information about labor rates.) 

8. Click Save to save the information.  The system returns you to the System Setup menu. 
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Warranty Parameters 
This button advances you to the Warranty Parameters menu.  You use this menu to set warranty 
parameters for various manufacturer interfaces.  The warranty parameters must be set before using 
each interface.   

 

 
Chrysler Warranty Parameters 
Use this button to set warranty parameters for Chrysler.  For instructions on setting the warranty 
parameters, refer to the Autosoft DaimlerChrysler Warranty Repairs manual.  You can download a 
copy of the manual at  http://download.Autosoft-asi.com/instructions/Chr/ChryslerWarranty.pdf. 
 

Ford Warranty Parameters 
Use this button to set warranty parameters for Ford.  For instructions on setting the warranty 
parameters, refer to the Autosoft Ford Warranty manual.  You can download a copy of the manual at  
http://download.Autosoft-asi.com/instructions/For/FordWarranty.pdf. 
 

GM Warranty Parameters 
Use this button to set warranty parameters for General Motors.  For instructions on setting the 
warranty parameters, refer to the Autosoft GM Global Warranty Management manual.  You can 
download a copy of the manual at http://download.Autosoft-asi.com/Instructions/GM/GMGWM.pdf. 
 

Honda Warranty Parameters 
Use this button to set warranty parameters for Honda.  For instructions on setting the warranty 
parameters, refer to the Autosoft Honda Warranty manual.  You can download a copy of the manual 
at  http://download.Autosoft-asi.com/instructions/hon/HondaWarranty.pdf. 
 

Hyundai Warranty Parameters 
Use this button to set warranty parameters for Hyundai.  For instructions on setting the Hyundai 
warranty parameters, refer to the Autosoft Hyundai Warranty manual.  You can download a copy of 
the manual at http://download.Autosoft-asi.com/Instructions/Hyu/HyuWarranty.pdf. 
 

http://download.autosoft-asi.com/instructions/Chr/ChryslerWarranty.pdf
http://download.autosoft-asi.com/instructions/For/FordWarranty.pdf
http://download.autosoft-asi.com/instructions/For/FordWarranty.pdf
http://download.autosoft-asi.com/Instructions/GM/GMGWM.pdf
http://download.autosoft-asi.com/instructions/hon/HondaWarranty.pdf
http://download.autosoft-asi.com/Instructions/Hyu/HyuWarranty.pdf
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Kia Warranty Parameters 
Use this button to set warranty parameters for Kia.  For instructions on setting the Kia warranty 
parameters, refer to the Autosoft Kia Warranty manual.  You can download a copy of the manual at 
http://download.Autosoft-asi.com/Instructions/Kia/KiaWarranty.pdf. 
 

Mazda Warranty Parameters 
Use this button to set warranty parameters for Mazda.  For instructions on setting the Mazda warranty 
parameters, refer to the Autosoft Mazda Warranty Repairs manual.  You can download a copy of the 
manual at http://download.Autosoft-asi.com/Instructions/Maz/MazdaWarranty.pdf. 
 

Mitsubishi Warranty Parameters 
Use this button to set warranty parameters for Mitsubishi.  For instructions on setting the Mitsubishi 
warranty parameters, refer to the Autosoft Mitsubishi Warranty Repairs manual.  You can download a 
copy of the manual at http://download.Autosoft-asi.com/Instructions/Mit/MITWarranty.pdf. 
 

Subaru Warranty Parameters 
Use this button to set warranty parameters for Subaru.  For instructions on setting the Subaru 
warranty parameters, refer to the Autosoft Subaru Warranty manual.  You can download a copy of the 
manual at http://download.Autosoft-asi.com/Instructions/Sub/SubaruWarranty.pdf. 
 

VW/Audi Warranty Parameters 
Use this button to set warranty parameters for Volkswagen/Audi.  For instructions on setting the 
warranty parameters, refer to the Autosoft Volkswagen/Audi Warranty Repairs manual.  You can 
download a copy of the manual at http://download.Autosoft-
asi.com/instructions/Vok/VokWarranty.pdf. 
 
 

http://download.autosoft-asi.com/Instructions/Kia/KiaWarranty.pdf
http://download.autosoft-asi.com/Instructions/Maz/MazdaWarranty.pdf
http://download.autosoft-asi.com/Instructions/Mit/MITWarranty.pdf
http://download.autosoft-asi.com/Instructions/Sub/SubaruWarranty.pdf
http://download.autosoft-asi.com/instructions/Vok/VokWarranty.pdf
http://download.autosoft-asi.com/instructions/Vok/VokWarranty.pdf
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Special Customer Parameters 
Use this button to open the Special Customer Parameters screen to set parameters for customers 
eligible for special discounts and pricing.  The customer’s vehicle and account receivable control must 
be in the system before you can enter special customer parameters.  If Accounting restricts Service 
from defining charge customers, you will not be able to access this screen.  The system will display a 
message indicating Accounting has restricted access.   

 

1. Click Special Customer Parameters.  The Special Customer Parameters screen appears. 

2. Type the last eight digits of the vehicle’s VIN.  You can search for a customer by clicking 
Service Customers.  Type the first three letters of the customer’s last name, the last four 
digits of the customer’s phone number, or the customer’s license plate number.  A list of the 
customers who meet the criteria you entered appears.  Click the customer you want to select.   

Tip: You can build a list of customers to work with on this screen, and they will display in the list 
window on the right side of the screen.  When you click Service Customers to search for 
customers, you will see check boxes at the beginning of each line.  You use these boxes to 
select the customers you want to add to your “working” list.  When you select these boxes, the 
Close button becomes a Done button. When you click Done, all the selected customers are 
listed in the window on the right side of the screen.  You can then select the customers from 
this list and edit their settings as needed.  This prevents you from having to continually use the 
Service Customers button to search for customers.  

3. The customer’s name and account number automatically fill in.  If you need to select a 
different account number for the customer, click A/R List.  Press the letter on the keyboard 
that corresponds to the first letter of the customer’s last name.  Click the account you want to 
assign this customer.  The accounting AR control must be set up in the Accounting module 
before you can apply it to a customer record on this screen. 

4. The Counter Parts Credit Limit field displays the customer’s credit limit for counter parts.  
This information is for reference and cannot be edited on this screen. 
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5. In Service Credit Limit, type the customer’s credit limit for service work, and indicate if the 
amount is taxable by typing Y for yes or N for no in the Taxable field.   

6. If the customer is eligible for WINS or compensation, indicate if the customer is eligible for the 
discount.  Type Y for yes or N for no.  Use the WINS/Comp Code field to enter the Fleet or 
customer comp code used to report the wholesale transactions for compensation from the 
manufacturer.     

7. Type the letter and number that correspond to the Price Level Matrix that will be used for this 
customer.  These levels are created in the Parts Inventory System Setup. 

8. Under Special Discounts, type the discount percentage for parts and labor and the discount 
code for this customer.   

Tip: If you apply a discount to a customer’s file, the system will display a reminder about the 
discount on the Review & Print screen when generating a repair order.  The system will 
automatically apply the discount when you open the Discounts screen.  (See Chapter 5 Repair 
Orders for complete information about generating repair orders and applying discounts.) 

9. Click Save to save the information. 

10. Click Exit to return to the System Setup menu. 
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Quick Complaints 
Use this button to open the Quick Complaints screen.  The Quick Complaints screen is used to enter 
up to 20 common customer complaints.  These complaints are available in a list on the Enter 
Conditions screen when creating repair order.  Instead of having to type the complaint, you can select 
the complaint from the list, and it appears on the repair order.  This helps speed up the process of 
creating repair orders because you do not have to repeatedly type the same information. 

 

 
 
Adding a Quick Complaint 

1. Click Quick Complaint.  The Quick Complaint screen appears.   

2. In each field, type the description of the customer complaint you want to add.  Each line holds 
up to 40 characters including spaces.   

3. Press TAB or ENTER to advance to the next field.   

4. Click Save to save the information.  The system returns you to the System Setup menu. 

 
 
Editing a Quick Complaint 

1. Click Quick Complaint. 

2. Click in a field, and edit the description as needed.  If you need to delete a complaint, simply 
delete the text in the field.   

3. Click Save to save the changes.  The system returns you to the System Setup menu. 
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Default Cities 
Use this button to open the Default Cities screen to enter cities, states, ZIP Codes, and area codes 
that will automatically fill in when starting a repair order for a new customer on the Start Repair Order 
screen.  The user will be able to select the city from a list, and the state, ZIP Code, and area codes 
will automatically fill in for the selected city.  This helps speed up the process of entering a new 
customer’s information.   

 

 
 
Adding Cities 

1. Click Default Cities.  The Default Cities screen appears. 

2. Use the Should The First City on This List Always Default for New Customers field to 
determine if the information on the first line will automatically fill in on the repair order for all 
new customers.  Type Y for yes or N for no. 

3. In City, type the city name. 

4. In St, type the official two-character abbreviation for the state where the city is located. 

5. In Zip, type the city’s ZIP Code/Postal Code. 

6. In A/C, type the area code for the city. 

7. Click Save to save the information.  The system returns you to the System Setup menu. 

 
 
Editing Cities 

1. Click Default Cities. 

2. Click in a field, and edit the information as needed.  If you need to delete an entry, simply 
delete the text in the fields.   

3. Click Save to save the changes.  The system returns you to the System Setup menu. 
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Default Makes/Models 
Use this button to open the Default Makes & Models screen to enter the makes and models that will 
appear in the Default Makes search list on the Start Repair Order screen when starting a repair order 
for a new customer.  The user can click a make and model in the list, and the information will 
automatically fill in the appropriate field.   

 

 
 
Adding Makes and Models 

1. Click Default Makes/ Models.  The Default Makes & Models screen appears. 

2. Use the Make fields to enter up to seven vehicle makes 

3. Use the Model fields to enter up to 17 models for each make.   

4. Click Save to save the information entered.  The system returns you to the System Setup 
menu. 

 
 
Editing Entries 

1. Click Default Makes/Models. 

2. Click in a field, and edit the information as needed.   

3. Click Save to save the changes.  The system returns you to the System Setup menu. 
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Default Sublet 
Use this button to open the Default Sublet Entries screen to enter sublet codes.  These entries are 
available in a list on the Lubricant/Sublet screen when creating the repair order. 

 

 
 
Adding a New Code 

1. Click Default Sublet.  The Default Sublet Entries screen appears. 

2. In Sublet Code, type the sublet code.  The code can be up to four characters long.  The code 
should be unique to the service or the vendor name. 

3. In Vendor, type the vendor name.  The vendor name can be up to 20 characters long. 

4. The Labor Operation field applies to DaimlerChrysler and Ford dealers only.  Type the labor 
operation number in this field. 

5. Use the Normally Taxable field to indicate if the service is taxable.  Type Y for yes or N for 
no. 

6. In Tax Rate, type the tax rate for the sublet as a percentage.  You only need to enter a tax 
rate in this field if the tax rate for the sublet is different from the sublet tax entered as the 
default rate on the Tax Rates/Cost Codes screen.  If the tax rate is not always a set amount, 
you can leave this field blank and enter the tax rate when generating the repair order.   

7. In Sublet Cost, type the cost amount of service. 

8. In Sublet Sale, type the sale amount of service. 

9. If you want the sale amount to post to an account other than the sublet account, type the 
account number in Account for Sale.  If you want the sale amount to post to the Sublet 
account, leave this field blank.   

10. If you want the cost to post to an account other than the sublet account, type the account 
number in Account for Cost.  If you want the cost to post to the Sublet account, leave this 
field blank.   
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11. If you want the inventory to post to an account other than the Sublet account, type the 
account number in Account for Inventory.  If you want the inventory to post to the Sublet 
account, leave this field blank.   

12. Click Save to save the information.  The code you entered appears in the list on the right side 
of the screen.   

13. Continue to enter sublet codes as needed. 

14. Click Exit to return to the System Setup menu. 

 
 
Editing an Existing Code 

1. In Sublet Code, type the code you want to edit, or click the code in the list on the right side of 
the screen.   

2. The information entered for this code is displayed in each field.   

3. Click in a field, and edit the information as needed.   

4. Click Save to save the changes.   

 
 
Deleting a Code 

1. Select the code. 

2. Click Delete. 

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

 
 
Printing the Sublet List 
The printout lists all the sublet codes.  For each code, the printout lists the labor operation, cost and 
sale amounts, and the Sale, Cost, and Inventory accounts assigned to each code.   

1. Click Print. 

2. When prompted, select your print criteria.    
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Define Discounts 
Use this button to open the Define Discount Codes screen to enter discount codes.  The discounts 
are available in a list on the Close Parts screen when creating a repair order.  You can create two 
types of discounts.  You can create a discount to apply to the entire repair order or to a specific repair 
on a repair order.   

 

 
Adding a Discount Code that Discounts the Entire Repair Order 

1. In Discount Code, type the discount code.  The code can be up to four alphanumeric 
characters long.   

2. Use the Description field to type the description of the discount code.  The description can 
be up to 35 characters long. 

3. Use the Discount Total R/O Customer Pay section to specify if the labor and parts discount 
is a percentage or flat amount.   

• If the discount is a percentage of the labor or parts amount, type the discount percentage 
in Labor Discount Rate and/or Parts Discount Rate. 

• If the labor or parts discount is a flat discount, type the discount amount in Labor 
Discount Amount and/or Parts Discount Amount.  If you enter .01 as the labor or parts 
discount amount in the Labor Discount Amount or Parts Discount Amount field, you 
can manually edit the discount amount when applying the discount.   

4. Use the Include Sublet And Shop Supplies With Labor Discount field to indicate if sublet 
and shop supplies should be discounted as part of the labor discount.  Type Y for yes or N for 
no. 

5. Use the Include GOG With Parts Discount field to indicate if gas, oil, and grease should be 
discounted as part of the parts discount.  Type Y for yes or N for no. 
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6. In Discount G/L for Labor and Discount G/L for Parts, type the general ledger account 
used to post labor discounts and parts discounts. 

7. Click Save to save the information.  The code is added to the Total R/O list on the right. 

 
 
Adding a Discount Code that Discounts a Single Repair 

1. In Discount Code, type the discount code.     

2. Use the Description field to type the description of the discount code.   

3. Use the Discount Repair section to specify the repair charge and the distribution of the 
discount.   

• You have four option for the Discounted Repair To A Flat Charge Of field: 

a. Type the maximum charge for a specific repair.   

b. Type .01 to discount the selected repair 100% (free).   

c. Type .00 if you want to be able to specify the discount percentage for labor and parts 
when applying the discount to a repair. 

d. Type .05 if you want to be able to specify a specific dollar amount when applying the 
discount to a repair. 

• If you want to discount a repair by a set dollar amount, type the dollar amount in 
Discount Repair By.  This is for discounts such as coupons that require a specific dollar 
amount off the repair.  If you enter a value in the Discounted Repair To A Flat Charge 
Of field, this field must be blank. 

• Use the Labor Discount Ratio field to specify the percentage of the discounted repair 
total that the labor discount makes up.  This percentage plus the percentage for parts 
must equal 100%.  For example, if the discount will be $10 and the labor ratio is 50%, $5 
will be applied to the labor discount. 

• Use Parts Discount Ratio field to specify the percentage of the discounted repair total 
that the parts discount makes up.  This percentage plus the percentage for labor must 
equal 100%.  For example, if the discount will be $10 and the parts ratio is 50%, $5 will 
be applied to the parts discount. 

• Use the Dealer Pays Customer Taxes field to indicate if the dealer will pay the sales tax 
for this discount.  Type Y for yes or N for no.  Shop Supplies will not be charged to 
customer pay repairs with discounts flagged for the dealer to pay sales tax.  If you type Y, 
use the Dealer Paid Tax G/L For Expense field to specify the general ledger account 
number for this tax.   

4. Use the Include Sublet And Shop Supplies With Labor Discount field to indicate if the 
sublet and shop supplies should be discounted as part of the labor discount.  Type Y for yes 
or N for no. 

5. Use the Include GOG With Parts Discount field to indicate if gas, oil, and grease should be 
discounted as part of the parts discount.  Type Y for yes or N for no. 
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6. In Discount G/L for Labor and Discount G/L for Parts, type the general ledger account 
used to post labor discounts and parts discounts. 

7. Click Save to save the information.  The code is added to the By Repair list on the right. 

8. When you are finished entering codes, click Exit to return to the System Setup menu. 

 
 
Editing an Existing Code 

1. In Discount Code, type the code you want to edit, or click on the code in the list on the right 
side of the screen.   

2. The information entered for this code fills in each field.  Edit the information as needed.   

3. Click Save to save the changes.   

 
 
Deleting a Code 

1. Select the code. 

2. Click Delete. 

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

 
 
Printing the Discount List 
To print a list of the discount codes, click Print, and select your print criteria.  For each code, the 
printout lists the discount code, description, and general ledger accounts for code. 
 
 

Passwords 
You can set passwords for the Service Writing module as needed.  The password utility is available 
on the Data Utilities menu.  Passwords help regulate who can enter certain areas of the program.  If 
an area has been assigned a password, users will be prompted to enter the password when they 
choose to enter the area from the Service Writing menu.  The password must be entered to open that 
area of the program.   
 
Passwords are required for deleting customer history and deleting repair orders from history.  This 
security feature ensures only authorized personnel can delete these files.  Therefore, even if you do 
not want to set passwords for the system, you must set passwords for these features. 

Important: For security purposes, this feature requires assistance from Autosoft.  Call support at 
(800) 473-4630. 
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Enter Service Menu Operations 
This option allows you to create menu codes.  Menu codes save time by allowing you to enter all 
information for more popular service conditions.  For example, you could create a menu code for a 
lube, oil, and filter, and call it LOF.  When you are quoting or scheduling the service, all you have to 
do is select the menu code LOF, and all of the information for this service is automatically pulled.  
 
The menu items are created by entering information on three screens.  The first screen is used to 
enter service information.  The second screen is used to enter part information, and the third screen 
is used to enter comments that you want to print on the hard copy of the repair order.  The following 
sections walk you through entering information on each of the three screens. 

 

 
 
Creating a New Menu Code 
The first screen you will use to enter menu codes is the Enter Service Menu Op’s screen.  This is 
where you enter service information.  The information entered on this screen determines the labor 
rates and labor information pulled to quotes or repair orders.   

1. Click Enter Service Menu Operations.  The Enter Service Menu Op’s screen appears. 

2. In Menu, type a code for the service condition.  This field holds up to five alphanumeric 
characters.  Assign each menu item a word or abbreviation that easily associates the menu 
with the service.  For example, Lube, Oil, and Filter can be coded as LOF. 

3. Use the Complaint Lines to type the complaint that would normally accompany the service.  
You can also use these fields to enter a description of the service.  Each line holds up to 52 
alphanumeric characters.  The text prints exactly as it appears on each line, so you may need 
to press ENTER to force line breaks to ensure your text prints properly. 

4. In Labor Units, type the labor units required for the repair.  Do not enter decimal points.  For 
example, 1.0 should be entered as 10. 

5. In Labor Rate, type the code (A through J) that corresponds to the labor rate you want to use 
for the menu item for service contract, body shop, and quick lube repairs.  The labor rates 
were entered under Labor Rates in the Service System Setup. 
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6. Use the Cust/Warr/Int/QkLube field to indicate the repair type for the service.  Type C for 
customer pay, W for warranty, I for internal, N for new car road ready, or Q for quick lube.  
You can leave this field blank and fill it in when adding the repair to the repair order.   

7. Use the Update List Price on Parts field to indicate if you want to automatically update the 
service price based on the price tape price.  Type Y for yes or N for no.  If you type Y, the 
system will automatically change the service price for parts to match the price tape price 
when the Update Parts Pricing report finds discrepancies in pricing.   

8. The Exclude Shop Supplies box allows you to exclude shop supplies for this code.  Click to 
select the box.  A check mark will appear in the box.  Click again to clear the box.  When 
adding repairs to an R/O, shop supplies will not be added to repairs that use this code if this 
box is selected. 

9. Use the Calculate S/S With Quote field to indicate if you want the shop supplies to be 
included on a customer quote for this menu code.  Type Y for yes or N for no.  This does not 
keep shop supplies from pulling to a repair order when the menu code is used. 

10. If the service requires special pricing, type the price in Special Price. 

11. If a specific discount code applies to the service, type the code in Discount Code.  You can 
search for a discount code by clicking Discount Codes.  A list of all the discount codes 
entered in the system appears.  Click the discount you want to select. 

12. Use the Repair Is NON-Taxable field to indicate if the repair is non-taxable.  Type Y for yes 
or N for no. 

13. Use the Repair Net G/L Account field to specify the general ledger account number for the 
repair.  The charges for repairs using this code will update to this general ledger account. 

14. In Commission, type the advisor’s commission percentage or dollar amount.  Type the 
percentage in the .00% field or the dollar amount in the $ field.   

15. In Technician, type the ID number for the technician who will perform the service.  This is an 
optional entry.  Technicians can be added or edited when the repair order is being generated.   

16. In Labor Operation, type the labor operation code if one is needed for the repair.  Your 
manufacturer supplies the applicable Labor Operation codes. 

17. In Customer Complaint Code, type the default complaint code for the service if one is 
needed.  The Customer Complaint Code must match the entry in the Menu field.  This 
ensures third-party vendors can identify the code.  If you do not fill in the Customer Complaint 
Code, the code will not transfer to third-party vendors 

18. In Trouble Code, type the default trouble/fail code for the service if one is needed.   

19. In Default Next Service, type a description of the next service that may be needed. 

20. In Parts Source, type the parts inventory source number for the inventory that will be used 
for the menu item.   
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21. Use the Print Menu Customer Presentation parameter to indicate if you want to print the 
customer presentation for the menu code on the RO.  Type Y for yes or N for no.  If you type 
Y for yes, the customer presentation for the menu code will print on the RO along with the 
Service Writer's story when you add the menu code to an RO. You will not see this 
information on any of the screens.  It will only display on the RO.  If you type N for no, only 
the Service Writer's story will print on the RO for the repair, but the customer presentation will 
print when you use the menu code to add an upsale to the RO 

22. Click Next to advance to the Service Menu Parts screen or Save to save the menu code 
without adding any additional information. 

 
Entering Service Menu Parts 
The Service Menu Parts screen is used to enter any parts needed for a service repair entered as a 
menu item.  You can enter up to 18 parts and specify special parts pricing as needed.   

 

1. In LN, type the line number you are adding, or click the line number.   

2. Type the part number, and press ENTER.  The part description automatically fills in the Desc 
field.   

 

3. Use the Qty field to indicate the quantity of the part needed for the repair.  This field defaults 
to 1 but may be edited as needed. 

4. The blue Cost and Price fields are only used if there is a special price for the parts used in 
this service.  Otherwise, the normal cost for customer, internal, and warranty repairs 
(displayed in the tan fields to the right) will apply. 
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5. Press ENTER to advance through the fields and to file the part.  It is added to the list.   

6. Continue to enter parts as needed.  When you are finished adding parts, click Next to 
advance to the Customer Presentation screen Save to save the menu code without adding 
any additional information.   

 
 
Editing a Part Line 
If you notice an error in a part line, you can edit it as needed. 

1. Type the line number for the part, or click the part in the list you want to select.  The part 
information is displayed in the fields at the bottom of the screen. 

 

2. Click in a field, and edit the information as needed.   

3. Press ENTER to advance through the fields and to file the part line. 

4. The part line will reflect the changes you made. 

 
 
Removing a Part Line 
You can delete part lines as needed.  This removes the part from the menu item.   

1. Type the line number for the part, or click the part in the list.  The information for the part is 
displayed in the fields at the bottom of the screen. 

2. Click Remove Line. 

3. Click OK when prompted to verify you want to delete the record. 
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Entering Customer Presentation 
The Customer Presentation screen allows you to enter suggestions or recommendations for service.  
This assists you with your upsales since it can be used to encourage customers to sign off on 
additional repairs that need to be completed while the vehicle is in for service.  You can select to print 
any of the customer presentation text entered for any menu item on the hard copy of the repair order 
that you print from the Enter Conditions screen.  (See Chapter 5 for more information.) 

   

1. Type information for the recommended service in the spaces provided.  Each line holds up to 
60 alphanumeric characters.   

2. The text prints exactly as it appears on each line, so you may need to press ENTER to force 
line breaks to ensure your text prints properly. 

3. When you are finished, click Save.  The system takes you back to the first entry screen so 
you can add more menu items.   

4. The menu item you entered will be added to the list on the right side of the screen.   

5. Continue to enter menu items as needed by entering the information on each of the three 
screens.  As you enter menu items, they are added to the list on the right side of the screen. 
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Editing Menu Items 
Menu items can be edited as needed.  This allows you to change information, add parts, or edit 
customer presentation text. 

1. Type the menu code, or click the item in the list on the right side of the screen.  The column 
headers in the list (Code and Description) allow you to sort the list.  When you click one of 
the headers, the system sorts the list in descending order (numerically from 0 up and then 
alphabetically from A to Z).  If you click the header again, the system sorts the list in 
ascending order (Alphabetically from Z to A and then numerically from the largest number 
down).  

2. The service information is displayed on the screen.   

3. Click in a field, and edit the information as needed. 

4. Click Next. 

5. On the Service Menu Parts screen, edit or add part information. 

6. Click Next. 

7. On the Customer Presentation screen, click in the line, and edit the text as needed. 

8. Click Save to save the changes.  The system returns you to the Enter Service Menu Op’s 
screen. 

 
 
Deleting Menu Items 

1. Type the menu code, or click the item in the list on the right side of the screen. 

2. Click Delete. 

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

4. The menu item is removed from the list. 

 
 
Printing the Menu Code List 
You can print a list of menu codes for your reference.  The printout lists all the menu codes, their 
descriptions, and the labor, parts, and totals for each code. 

1. Click Print Reference List. 

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

3. Once you select your print type, click Print. 
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Updating Parts Pricing 
The Update Parts Pricing button allows you to update part pricing based on the current price tape.  As 
part of the update, the system prints a list of changes for your reference.  When prompted to verify 
your printer is ready, select your print criteria.  
 
 

Finishing Up 
Once you are finished entering the parameters, you are ready to begin using the Service Writing 
program.  Remember, you can return to the setup menu and edit information as needed.  Changes 
you make to the information in the setup only affect the repair orders that are created after you make 
the changes.  Any repair orders created before you edit the setup information will still use the old 
setup information.    
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Chapter 2 

CChhaapptteerr  22  CCuussttoommeerr  IInnffoorrmmaattiioonn  
The Customer Information button on the Service Writing menu is used to enter, view, and edit 
customer and vehicle information.  When you create a repair order for a new customer, the system 
automatically creates a customer file.  You only need to create a file on this screen if you want the 
customer’s information in the system before the customer comes in for service.  The Customer 
Information screen can also be accessed on the Repair Orders menu by clicking Customer History.   

 

Tip: This screen is integrated with Chrysler VIP, Ford Oasis, and General Motors VIS.  A Get VIP, 
Get OASIS, or Get VIS button will appear if the VIN is for a Chrysler, Ford, or General Motors 
vehicle and you have your Chrysler, Ford, or General Motors user name and password entered 
on the appropriate DCS integration setup screens. 
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Adding a New Customer 
Some of the fields will be updated automatically by the system as the vehicle is brought in for service.  
The information entered on this screen can be pulled to a repair order.  If information is edited when 
the repair order is being generated, the information on this screen is automatically updated to reflect 
the changes.  Similarly, new customers who are entered when a repair order is being generated will 
automatically have a customer information file created.  You should always search for the customer in 
the system before entering a customer file to ensure there will not be duplicate entries.  Please refer 
to “Recalling a Customer’s Information” on page 2:2 to learn how to search for a customer.   

1. Type the appropriate information in each field. (Press F1 to view the Help page for this 
screen and to read about the information required in each field.) 

2.   Press ENTER to advance to the next field.   

3. Click Save to save the information entered.   

 
Recalling a Customer’s Information 
There are four ways to recall a customer’s information: 

• Type the customer number in the Customer Number field.  The customer number is the first 
three letters of the customer’s last name and last six digits of the vehicle’s VIN.  The 
customer’s information fills in on the screen.   

• Type the first three letters of the customer’s last name in the Customer Number field, and 
click Search Customers (or press F3).  The system displays a list of customer’s whose last 
name begins with the letters.  Click the customer in the list you want to select, and the 
customer’s information fills in on the screen. 

• Type the last eight characters of the VIN in the Last 8 field.  The system will display the 
record for the first customer/vehicle with a matching VIN.  Click the arrow buttons on the side 
of the Search Customers button to scroll through the records.  Click < to displays the 
previous customer’s information.  Click > to display the next customer’s information.  The 
customer’s information is displayed on the screen.  (You can also scroll by pressing F2 to 
view the previous record and F4 to view the next record.) 

• Click Search Customers (or press F3).  On the Customer Search Criteria screen, type the 
first three letters of the customer’s last name, the customer’s full or partial last name, the last 
four digits of the customer’s phone number, or the customer’s license plate number.  A list of 
the customers who meet the criteria you entered appears.  Click the customer you want to 
select.  The customer’s information fills in on the screen. 
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Editing a Customer’s Information 
1. Select the customer.   

2. Click in a field, and edit the information as needed.     

3. Click Save to save the changes.   

Deleting a Customer’s Information 
A password is required to delete customer information.  This security feature ensures only authorized 
personnel can delete files.  

1. Select the customer. 

2. Click Delete. 

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

4. Type the password. 

 
 

Printing a Customer’s Information 
1. Select the customer. 

2. Click Print. 

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

 
 

Viewing a Customer’s Service History 
1. Select the customer. 

2. Click Repair History. 

3. A list of repair orders for the customer is displayed. 
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4. Click a repair order to view the finished R/O.  A summary of the repair order opens on your 
screen.   

 

5. If you select to view a repair order in the list that is too old, you will receive a message 
indicating that there is no data available for the selected R/O.  Click OK to acknowledge the 
message.     

6. Click Back to return to the Service History list. 

7. Click Back to close the customer’s history. 
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Chapter 3 

CChhaapptteerr  33  SSeerrvviiccee  QQuuoottiinngg  
Service Quoting allows you to create a service quote that includes labor, parts, and lubricants/sublets 
so you can provide a complete quote rather than an estimate.  The quote entry screens resemble the 
repair order entry screens so you record the important information.  When the customer brings the 
vehicle in for service, you dump the quote to a repair order.  This eliminates redundant entry since 
you recorded the relevant information when creating the quote. 
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Setting up Service Quoting 
The Service Quoting setup requires two pieces of information.  You need to determine how long you 
want the quotes to remain in the system before being purged and how you want the quotes to print. 

1. Click Service Quoting on the Service Writing main menu. 

2. Click Setup on the Service Quoting menu.  The Service Quoting Setup screen appears. 

 

3. First, type the number of days you want to keep quotes in the system.  The system 
automatically purges quotes older than the specified number of days.  The default entry is 90 
days. 

4. Next, indicate if you want a "Quote" watermark to print on the quote.  Type Y for yes or N for 
no.  Y is the default setting. 

5. Click Save. 

6. Click OK when prompted the setting have been saved. 

7. Click Exit to close the screen. 
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Creating a Quote  
Starting a Quote for an Existing Customer 
When you start a quote for an existing customer, the information pulls from the customer’s master file 
in the Service Writing module.  Changes you make to an existing customer's information will not be 
saved to the customer's master file until the quote is dumped to a repair order. 

1. Click Service Quoting on the Service Writing main menu. 

2. Click Start Quote on the Service Quoting menu.  The Start Quote screen appears. 

 

3. Type the customer number in the Customer Number field.  You can also click Search to 
search for the customer.  Enter your search criteria.  The screen displays a list of customers.  
Click the customer you want to select. 

4. The customer’s information automatically fills in on the screen.   

5. Enter any additional information as needed.   

6. When all the information is complete, click Next to continue to the next entry screen. 

Starting a Quote for a New Customer 
The information you add for a new customer is not added to a customer master file until the quote is 
dumped to a repair order.   

1. Click Service Quoting on the Service Writing main menu. 

2. Click Start Quote on the Service Quoting menu. 

3. Press ENTER to skip the Customer Number field.   

4. Type the customer and vehicle information.   
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5. In Quote Type, indicate the quote type.  Type S for service, B for body shop, C for contract 
(outside service contract),or Q for quick lube. The default entry for this field can be set on the 
Miscellaneous Parameters screen in the Service setup. 

6. Use the Warranty Parts Pricing field to specify the line number that corresponds with the 
integrated service posting parameters line in Accounting that is used to post the service sales 
for this customer.  For example, if this is a body shop repair, and this field contains a 2, the 
sale will go to Accounting with the posting parameters set in the integrated service sales 
parameters for B2. If the customer purchased the vehicle from your dealership, this field 
defaults to the car line the vehicle was originally assigned.  If you press ENTER to advance 
through this field while it is blank, a list of available lines appears on the left side of the 
screen.  Click the line you want to select. 

7. When all the information is complete, click Next to continue to the next entry screen. 

8. When you dump the quote to a repair order, the system will automatically add the first three 
letters that appear in the Name field to the Customer Number field on the Start Repair Order 
screen.  You can edit the field at that time if necessary. 

Tip: Once you advance past the Start Quote screen, you can view a copy of the quote by clicking 
View Quote on the bottom of the subsequent entry screens. 
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Adding Labor 
The Add Labor screen is the second entry screen used to create a quote.  You can also access this 
screen by clicking Add Labor on the Service Quoting menu.  Type the quote number, or click Quote 
List to select the quote.  You use this screen to add repairs and corresponding labor information to 
the quote.  

1. When you advance to this screen from another screen, the fields at the top of the screen 
display the quote number, customer name, and vehicle information. 

 

2. The Repair field defaults to appropriate repair number.  Press ENTER, and click OK when 
prompted you want to start another condition.  

 

3. Click to select the Exclude S/S box if you want to exclude shop supplies for this quote. 
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4. The Menu field is an optional entry.  Type the menu code, or click the code in the menu code 
list that displays on the right side of the screen.   

 

5. Type the Labor Op code as needed. 

6. Indicate the type of sale.  Type C for customer pay, W for warranty, I for internal, N for new 
vehicle prep, or Q for quick lube.  If you selected a menu code, this field automatically fills in 
based on the code assigned to the menu code.   

7. The labor level defaults to the labor level set on the Tax Rates/Cost Codes screen in the 
Service Writing Setup.  If you selected a menu code, this field automatically fills in based on 
the level assigned to the menu code.  Edit the level as needed.   

8. In Labor Time, type the number of units required for the repair. 

9. The Sale field identifies the total labor sale for the repair.  This is based on the labor level and 
the labor time. 

10. Click to select the C/P Repair Is NON-Taxable box if this is a non-taxable customer pay 
repair.  The system will not include this repair when calculating the tax for the quote when this 
box is selected. 

11. If you selected a menu code, the Complaint/Cause/Cure section displays the information.  
Otherwise, type a description of the complaint or the repair to be done.   

12. When you are finished closing all of the repairs, click Next to continue to the next entry 
screen. 
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Editing a Repair 

1. Click a repair in the repair list on the right side of the screen, or type the repair number in the 
Repair field.  The repair information fills in on the screen. 

2. Edit the repair information as needed. 

3. Click Save Repair to save the information. 

 
 
Removing a Repair 

1. Click a repair in the repair list on the right side of the screen, or type the repair number in the 
Repair field.  The repair information fills in on the screen. 

2. Click Remove Repair. 

3. Click OK when prompted to verify you want to remove the repair.  The repair is removed from 
the repair list. 
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Adding Parts 
The Add Parts screen is the third entry screen used to create a quote.  You can also access this 
screen by clicking Add Parts on the Service Quoting menu.  Type the quote number, or click Quote 
List to select the quote.  You use this screen to add parts to the quote.  

1. When you advance to this screen from another screen, the fields at the top of the screen 
display the quote number, customer name, and vehicle information. 

 

2. If parts have already been added to the quote, they are listed at the bottom of the screen. 

3. In Part Number, type the part number for the part you are adding to the repair order, and 
press ENTER. 

4. Type the quantity required in the Qty field. 

5. In R, type the repair that requires this part. 

6. The repair type (T) automatically fills from the repair.  This field displays C for customer pay, 
W for warranty, I for internal, N for new vehicle prep, or Q for quick lube.  

7. Use the F field to flag the failed part.  Type an F or X if this is a failed part.   

8. The O/H field displays the on-hand quantity for the part.    

9. The Price field automatically fills in based on the part number entered.  

10. The name/description of the part automatically fills in the Description field. 

11. The W field indicates if the part is eligible for Wholesale Compensation.  It displays Y for yes 
or N for no.   

12. The C pertains to parts with cores.  Use it to indicate if a dirty core will be returned.  Type O 
for outstanding, R for returned, or C for charge customer.  
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13. The part is displayed in the list on the bottom part of the screen.   

14. As each part is processed and added to the list, the cursor comes back to the Part Number 
field for the next part line.   

15. Add additional parts as needed. 

16. Click Next to advance to the next screen. 

 
 
Removing Parts 

1. Click the part in the list to bring the part information to the working line.    

2. Type 0 (zero) as the quantity, and press ENTER.   

3. The quantity will reflect 0, and the system will remove the part from the quote as soon as you 
advance to another screen. 
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Adding Sublet 
The Add GOG/Sublet screen is the fourth entry screen used to create a quote.  You can also access 
this screen by clicking Add GOG/Sublet on the Service Quoting menu.  Type the quote number, or 
click Quote List to select the quote.  You use this screen to add shop supplies (or hazardous waste) 
and sublet to the quote.  
 
 
Adding Shop Supplies/Hazardous Material 

1. When you advance to this screen from another screen, the fields at the top of the screen 
display the quote number, customer name, and vehicle information. 

 

2. The Shop Supplies/ Hazardous Material label is based on the option selected on the 
Miscellaneous Parameters screen in the Service Writing System Setup.  The system 
calculates the shop supplies/hazardous material based on the parameters set on the 
Miscellaneous Parameters screen.  If you want to override these calculations for a repair, 
type the shop supplies/hazardous material charge in the corresponding field (warranty, 
internal, or customer).  The amount will be added to the first Lubricants line if it corresponds 
to the repair type (W, I, or C). 

3. The lubricant descriptions are pre-entered on the first five lines.  These entries are defined in 
the Parts Inventory System Setup.  The last line is blank and may be used based on 
individual needs.  Type in a description of material used. 

4. In Qty, type the quantity needed for the repair. 

5. In R, type the repair number that corresponds with the repair that needs this item, or click the 
repair in the repair list to the right.  This is the number assigned to each repair on the Add 
Labor screen (1 -9 and X, Y, or Z). 

6. The T field fills in with C for customer pay, W for warranty, I for Internal, N for new car road 
ready (PDI), or Q for quick lube.  This field defaults to the repair type entered for the repair 
number entered in the previous field.   
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7. The individual cost and sale price and the total cost and sale price automatically fill in the 
Cost/Ext and Sale/Ext fields.  These values pull from the R/O Lubricant Pricing set in the 
Parts Inventory System Setup. 

8. Click Next when you are finished entering information to advance to the next screen. 

 
 
Removing a Shop Supplies/Hazardous Material 

1. Click in the Qty field. 

2. Delete the quantity, and press ENTER.   

3. The lubricant line is removed. 

 
 
Adding Sublet 

1. Type the sublet code, or click Options to select the code from the sublet list.  

 

2. The remaining fields for the line fill in based on the information entered for the sublet in the 
setup.  Enter additional information as needed.  

3. In Vendor/Description, type the vendor for the service or a description of the service if a 
default description does not fill in for the sublet.  

4. In R, type the repair number that corresponds with the repair that needs this item, or click the 
repair in the repair list above.  This is the number assigned to each repair on the Add Labor 
screen. 

5. The T field fills in with C for customer pay, W for warranty, I for Internal, N for new car road 
ready (PDI), or Q for quick lube.  This field defaults to the repair type entered for the repair 
number entered in the previous field.   

6. In P.O., type the purchase order number.  Otherwise, this field fills in with the quote number. 
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7. Use the TX field to specify if the sublet is taxable.  If you specified the default taxing when 
creating the sublet in the Service System Setup, the default tax parameter automatically fills 
in this field.  The entry in this field determines both if the sublet is taxable and which tax will 
be applied. 

• Type Y for yes.  This applies all of the applicable sales tax (both Sales Tax and the Other 
Tax as set under Tax Rates/Cost Codes in the Service parameters). 

• Type N for no.  No tax is applied to the service. 

• Type 1 if you want to apply only the Sales Tax (as set under Tax Rates/Cost Codes in the 
Service parameters).  The tax amount appears in the Tax 1 field on the Review & Print 
screen. 

• Type 2 if you want to apply only the Other Tax (as set under Tax Rates/Cost Codes in the 
Service parameters).  The tax amount appears in the Tax 2 field on the Review & Print 
screen. 

8. Type the tax rate for the service in Tax %.  If you entered a tax rate in the sublet setup, this 
field automatically defaults to that rate.  If the tax needs to be different from the tax rate set in 
the parameters, type the rate you want to use. 

9. In LOP, type the labor operation code for the sublet.  If you entered a default code in the 
sublet setup, this field automatically defaults to that labor operation code. 

10. In Fail, type the fail code.  This is the code set by either the manufacturer or the dealer. 

11. In DRD, type the daily rental days for a loaner car.  This is required for Chrysler and Ford.  
This field should not be used to record rental days for general car rental use. 

12. In Cost, type the cost of the sublet.  If you entered a default cost in the sublet setup, this field 
automatically defaults to that cost. 

13. The Sale amount is automatically calculated based on the cost.  If you entered a default sale 
amount in the sublet setup, this field automatically defaults to that sale amount.  If you did not 
enter a default markup in the parameters, you can manually enter the sale amount. 

14. Click Next when you are finished entering the information to advance to the next screen.   

 
 
Removing a Sublet 

1. Click the Options button next to the line you want to remove. 

2. Click Clear Line. 
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Printing the Quote 
The Review & Print screen is the last screen used to create a quote.  You can also access this screen 
by clicking Review & Print on the Service Quoting menu.  Type the quote number, or click Quote 
List to select the quote.  You use this screen to review the totals for the quote and to print the quote.   

1. When you advance to this screen from another screen, the fields at the top of the screen 
display the quote number, customer name, and vehicle information. 

 

2. The fields on the right side of the screen display the total warranty cost, internal amount, and 
customer pay amount.  You cannot edit these fields on this screen.  If there is an error, click 
Back to return to the appropriate screen, and edit the information as needed.   

3. Verify the information on the left side of the screen.  Edit it as needed. 

4. When you are finished entering and verifying the information on this screen, click Print. 
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Recalling a Quote 
1. Click Quote List on the bottom of an entry screen. 

2. The Active Quotes list displays all the quotes in the system.  Quotes remain in this list until 
they reach the cutoff designated in the Service Quoting Setup.   

 

3. If necessary, type the last four digits of the customer's phone number in the Search Phone 
Number field.  The lists displays only the customer's whose phone number meet the criteria.  
(Click X to view the complete list again.) 

4. You can also use the tabs at the top of the list screen and the From and To date boxes at the 
bottom of the screen to filter the list as needed. 

5. Click a quote in the list to select it.  The information fills in on the screen. 

 
 

Deleting a Quote 
1. Click Start Quote. 

2. Select the quote. 

3. Click Delete. 

4. Click Yes when prompted to verify you want to delete the quote. 
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Dumping the Quote to a Repair Order 
1. Click Review & Print on the Service Quoting menu. 

2. Type the quote number, or click Quote List to select the quote from the active quote list. 

3. Verify the information on the screen is correct. 

4. Click Dump to R/O. 

5. The system displays a message indicating the repair order number assigned to the quote.  
Click OK. 

 

6. The system advances you to the Start Repair Order screen.  The customer’s information 
automatically fills in on the screen.  You can now add any additional information required for 
the repair order as needed. 
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7. The quote remains in the quote list but is moved to the Closed tab.  (Closed quotes appear in 
gray on the All tab in the Active Quotes list.)  The R/O column in the quote list displays the 
R/O number assigned to the quote. 

 

8. You can no longer view the quote through the Service Quoting feature.  The system will 
display a message indicating a quote is closed if you attempt to pull a closed quote on one of 
the Service Quoting screens. 
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CChhaapptteerr  44  SScchheedduullee  XXpprreessss  SScchheedduulleerr  
The Schedule Xpress scheduler is a quick scheduler that allows you to schedule appointments from 
the Repair Order screens.  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 Autosoft full Service 
Scheduler, please refer to Appendix A for information regarding the full scheduler. 
 
 

Accessing the Schedule Xpress Scheduler 
Initially, you can access the Schedule Xpress Scheduler from any repair order screen.   

1. Click Service Writing on the ASI DMS main menu. 

2. Click Repair Orders on the Service Writing menu. 

3. Click Start RO (or any other button on the left side of the Repair Orders menu). 

4. Click Schedule Xpress.  The Schedule Xpress scheduler opens. 

 

Tip: When scheduling appointments, you have the option of working on three separate schedules: 
Service, Body Shop, and Quick Lube.  Use the tabs on the bottom right side of the Schedule 
Xpress screen to move among the schedules.  You will set the default schedule for the 
workstation in the Schedule Xpress Setup.  If you prefer not to use the separate schedules and 
want to see all appointments on one schedule, Autosoft recommends that you use the columns 
to categorize your appointments.  For example, use the first column to schedule lube-oil-filter 
appointments, the second column to schedule transmission work, etc.   
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Entering Setup Information 
Before you can use the scheduler, you must complete the setup.  The setup information determines 
how the scheduler works.  In addition, you have the option to set it as you default scheduler.  If you 
set it as the default scheduler, you can access it from all the Repair Order screens, and the Schedule 
Xpress scheduler will open when you click Scheduling on the Service Writing main menu. 

1. Click Setup on the bottom of the Schedule Xpress Scheduler.  The Setup screen appears. 

 

2. For each day of the week, click to select the Start and Quit time.  A check mark will appear in 
the box for the time you select.  Click a check mark to clear the time slot. 

Tip: You can move carry over appointments from one day to another.  When these appointments 
are moved, they will populate the first available slots on the schedule.  Therefore, you may 
want to leave the top slots open or set the schedule to start 30 minutes earlier so carry over 
appointments will always be at the top of the schedule.  Otherwise, the carry over appointments 
may end up being mixed in throughout the schedule wherever there is an open slot.   

3. In Appt's/Day, indicate the number of appointments you want to schedule per day.  The 
default entry is 20.   

4. In Hours/Day, indicate the number of hours you want available on the schedule each day.  
The default entry is 48. 
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5. The Make Xpress My Default Scheduler box determines where you can access the 
Schedule Xpress scheduler.  If you leave this box empty, you will only be able to access the 
Schedule Xpress scheduler on the Repair Order screens.  The Scheduling button on the 
Service Writing main menu will open the full Autosoft Service Writing Scheduler.  If you do 
not plan to use the Schedule Xpress Scheduler, leave this field blank, and refer to Appendix 
A for information on the full Autosoft Service Writing Scheduler. 

If you select this box, the Schedule Xpress scheduler will be your default scheduler.  In 
addition to accessing it from all the Repair Order screens, you can open the Schedule Xpress 
scheduler 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 Prewrites.  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. The Run In 1024 x 768 Window field affects how the scheduler displays on the screen.  If 
you want it to run in a full window, click to select this box.  This will change the resolution of 
your screen.  Your current resolution is displayed under this field for your reference.  

8. Use the Default Schedule This Station section to select the schedule you want to set as the 
default schedule for this workstation: Service, Body Shop, or Quick Lube.  Click to select the 
circle next to the default you want to set.  This schedule will automatically display when the 
Schedule Xpress scheduler opens.  You can still view the other schedules using the Service, 
Body, and QwikLube tabs on the bottom of the schedule Xpress screen. 

9. Use the Schedule Layout section to determine the number of slots that appear on the 
schedule each hour.  Click to select 12, 16, or 32 slots per hour.  The default is 32.  

10. Use the Schedule Availability section to indicate if you want availability calculated based on 
the number of appointments or the number of hours scheduled each day.  If you select By 
Appointments, the system uses the figure you specified in the Appt's/Day field to calculate 
the availability.  If you select By Hours, the system uses the figure you specified in the 
Hours/Day field to calculate the availability.  The schedule availability is displayed on the 
schedule. 
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11. Under Schedule History, determine if you want to keep the schedule history for 10 or 30 
days.  Click the circle in front of the option you want to select.  The default is 10.  

12. Use the Show Detail slider to determine how much detail shows when you view the schedule 
details (using the Details button on the main schedule Xpress screen).  If you move the slider 
to the left, the detail screen will display only the first complaint added to the prewrite for the 
appointment.  If you move the slider to the right, the detail screen will display all complaints 
added to the prewrite for the appointment. 

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

Tip: You can preset the minimum minutes that must be logged in order for the log on to count using 
the Minimum Dispatch Time Per Unit (Minutes) field on the Tax Rates/Cost Codes screen, 
accessible through the Service Writing module’s System Setup menu.  The minimum can be 
from 1 to 9 minutes.  The default value is 3.  When a technician logs on to a repair, the clock 
starts timing.  If the technician logs off the repair before the minimum time is reached, the 
system will cancel the log on.   

 

Important: The Ooops button on the bottom of the Setup screen runs a utility that recovers the 
schedule data in the event that the date on a computer is off.  The utility must be run on 
the computer that is experiencing the problem.  Do not use this utility without assistance 
from the Autosoft support desk.  Call (800) 473-4630 for support. 
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Scheduling Appointments 
You have the option of selecting the day as the first step to scheduling an appointment or selecting 
the customer information as the first step to scheduling an appointment.  You decide which method 
you want to use.  It is most likely that you will 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.   

Tip: The lines on Scheduler Xpress are in 30 minute increments, but you can use the columns to 
indicate any times within the 30 minutes you prefer.  For example, the first for the 8:00 slot can 
be for 8:00, the second column at the 8:00 slot could be for 8:10, the third column at 8:00 could 
be for 8:20, etc.  You can customize how you use the columns based on your dealership's 
need. 

 
Selecting the Customer First  
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 Chrysler VIP, Ford OASIS, or General Motors VIS to identify any 
additional repairs they may need for their appointment.   

1. Click Customers on the Schedule Xpress main screen.   

2. Use the Customer 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.   

3. The customer’s information fills in on the screen.  
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4. The Writer field automatically defaults to the writer ID selected for the workstation. 

5. You can use the Assigned Tech field to assign a technician for the appointment.  When the 
prewrite is pulled to the repair order, the technician will automatically fill in for all repairs 
added for the appointment.  This is an optional field.  You can enter or edit the technician on 
the Enter Conditions screen once the prewrite is pulled to the repair order. 

Click Tech List to view a list of the technicians and a bar graph for the time that has been 
assigned to each technician so far for the day.  The graph display is rounded to 15-minute 
increments and is intended only to show the estimated time.  If you right-click on a technician, 
you can view a list of appointments assigned to the technician.  This same list displays when 
you click Tech List on the main Schedule Xpress screen and on the Details screen.  You can 
click on a technician on this screen to select the technician for the appointment. 

6. Click the circle to the right of the phone number field that contains the phone number that 
should be used for this appointment.  This is the number where the customer can be reached 
if questions arise during service. 

7. Indicate if the customer requires a ride, requires a loaner, will be dropping off the vehicle, or if 
dealership needs to pick up the vehicle.  Click to select the option.  The system keeps a 
running total of this information and displays it on the scheduler for each day. 

8. Click the circle next to the appointment type: service, body shop, or quick lube.  This 
becomes the repair order type when the prewrite is pulled to the R/O.  The system 
remembers the last appointment type selected and uses it as the default for the next 
appointment schedule.  When viewing the schedule, you can quickly identify appointments 
based on the background color.  Quick lube appointments will be blue, and body shop 
appointments will be orange.  Service appointments will not have a background color.   

9. 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, will pickup, or waiting.  This 
information prints on all copies of the repair order. 

10. 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.  When you are finished entering the 
information, click OK.  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 Schedule Service screen. 

Tip: You can print all the prewrites for a specific day from the Daily R/O Update menu.  Click Daily 
Reports/Prewrites, and click Print Prewrites.  Type the date for the day you want to print, and 
select your print criteria. 
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11. Use the Total Estimated Time field to indicate how many time units are required for the 
appointment.  This is used to determine schedule availability as well. 

12. Click Schedule.   

13. Use the calendar on the right side of the screen to select the day for the appointment.   

14. If you are using the three separate schedules, make sure you are on the correct schedule 
for the appointment: Service Body Shop, or Quick Lube.  Click the tab on the bottom right 
side of the screen as needed to select the schedule. 

15. Click the time slot for the appointment.  The customer’s name appears in the selected slot. 
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Selecting the Day First  
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 the day 
first due to the customer’s schedule. 

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

2. If you are using the three separate schedules, make sure you are on the correct schedule 
for the appointment: Service Body Shop, or Quick Lube.  Click the tab on the bottom right 
side of the screen as needed to select the schedule. 

3. The left side of the screen displays the times available to schedule for that day.  Click the 
time slot you want to select.  The Schedule Service screen appears. 

4. If this is an existing customer, type the customer’s customer number.  You can also click 
Customer List to search for the customer.  Use the Customer 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 in the list you want to select. 

If this is a new customer, type the customer’s name, address, telephone numbers, and 
vehicle information.  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. 

6. You can use the assigned Tech field to assign a technician for the appointment.  When the 
prewrite is pulled to the repair order, the technician will automatically fill in for all repairs 
added for the appointment.  This is an optional field.  You can enter or edit the technician on 
the Enter Conditions screen once the prewrite is pulled to the repair order.   

Click Tech List to view a list of the technicians and a bar graph for the time that has been 
assigned to each technician so far for the day.  The graph display is rounded to 15-minute 
increments and is intended only to show the estimated time.  If you right-click on a technician, 
you can view a list of appointments assigned to the technician.  This same list displays when 
you click Tech List on the main Schedule Xpress screen and on the Details screen.  You can 
click on a technician on this screen to select the technician for the appointment. 

7. Click the circle to the right of the phone number field that contains the phone number that 
should be used for this appointment.  This is the number where the customer can be reached 
if questions arise during service. 
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8. Indicate if the customer requires a ride, requires a loaner, will be dropping off the vehicle, or if 
dealership needs to pick up the vehicle.  Click to select the option.  The system keeps a 
running total of this information and displays it on the scheduler for each day. 

9. Click the circle next to the appointment type: service, body shop, or quick lube.  This 
becomes the repair order type when the prewrite is pulled to the R/O.  The system 
remembers the last appointment type selected and uses it as the default for the next 
appointment schedule.  When viewing the schedule, you can quickly identify appointments 
based on the background color.  Quick lube appointments will be blue, and body shop 
appointments will be orange.  Service appointments will not have a background color.   

10. 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, will pickup, or waiting.  This 
information prints on all copies of the repair order. 

11. 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.  When you are finished entering the 
information, click OK.  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 Schedule Service screen.  

Tip: You can print all the prewrites for a specific day from the Daily R/O Update menu.  Click Daily 
Reports/Prewrites, and click Print Prewrites.  Type the date for the day you want to print, and 
select your print criteria. 

12. Use the Total Estimated Time field to indicate how many time units are required for the 
appointment.  This is used to determine schedule availability as well. 

13. Click Schedule.  The customer’s name will appear in the time slot you selected.   
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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. Click Tag on the pop up menu that appears. 

 

3. The slot turns yellow and reads, “(Tagged)#”  (where # is the writer ID who tagged the slot). 

 

 
 
Clearing Tagged Slots 
Tagging a slot hold it 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. Click Clear Tag on the pop up menu that appears. 

 

3. The slot is cleared. 
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Viewing the Schedule 
When viewing the schedule, you can quickly identify appointments based on the background color.  
Quick lube appointments will be blue, and body shop appointments will be orange.  Service 
appointments will not have a background color.  Once a prewrite is pulled to a repair order, it is 
flagged as processed and will have a gray background.  When the repair order for an appointment is 
closed, the background turns dark gray.  The appointment will also display (O) when the repair order 
is open and (C) when the repair order is closed. 

 

 
 

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

1. Click the appointment on the schedule.  The Schedule Service screen appears.  

2. Edit the information as needed. 

3. Click Schedule to save the information. 

Tip: You can also edit an appointment by clicking Edit on the Schedule Info screen that appears 
when you right-click on an appointment.
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Viewing Appointment Details 
1. Hold the right mouse button down on the appointment on the schedule. 

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

 

3. Click Hide to close the summary. 

 
 

Moving an Appointment 
You can move an appointment as needed for rescheduling.  If you attempt to schedule or move an 
appointment to a filled slot, you will be prompted that the space is filled.  You will have to click 
Replace on the prompt to fill the space if you want to override the existing appointment.  However, 
you will not be prompted if you attempt to schedule a tagged spot since tagged spots are spots being 
held and are not spots that are actually scheduled.   

1. Right-click the appointment on the schedule. 

2. Click Move. 

3. Click the time slot on the schedule where you want to move the appointment. 

 
 

Removing an Appointment 
Removing an appointment deletes it completely from the schedule.  Once you remove 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. 

2. Click Remove. 

3. Click Gone when prompted to verify you want to remove the appointment.  The appointment 
is deleted from the schedule. 
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Viewing Technician Availability 
Click Tech List to check technician availability.  The Appointments By Tech screen displays a list of 
the technicians and a bar graph for the time that has been assigned to each technician so far for the 
day.  The graph display is rounded to 15-minute increments and is intended only to show the 
estimated time.  If you right-click on a technician, you can view a list of appointments assigned to the 
technician.  This same list displays when you click Tech List on the Schedule Service screen and on 
the Details screen.  
 
 

Viewing Daily Schedule Details 
Use the Details button on the bottom of the Schedule Xpress 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. 

Tip: You can dispatch electronic repair orders from this screen and the main schedule screen.  
Please refer to the Electronic Repair Order instructions available on the Autosoft 
documentation Web page for instructions on using the ERO. 

1. Use the calendar to select the day. 

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

 

3. By default, all appointments are displayed.  Use the tabs at the top of the screen to view just 
the service, quick lane, or body shop appointments.  The system saves the last tab you 
selected and automatically displays that tab the next time you open the screen.  This is saved 
by station. 

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 so they are easily identified. 



 
 

4:14   |   P a g e  
 

Autosoft FLEX DMS Service Writing 
 

5. The Stat column indicates the status of the appointment/repair order.  It displays “Cls” for 
closed, “Opn” for open, of remains blank if the R/O 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 needs to be taken when the appointment is 
completed.  You can click this column edit the action or mark that the customer has been 
notified.   

 

7. You can click to select the Remove “Notified” box to remove the customers who have been 
flagged as “Customer Notified” from the list. 

8. The number of complaint displayed for each appointment is determined by the Show Detail 
slider in the scheduler setup.  If the slider was set to the left, the detail screen will display only 
the first complaint added to the prewrite for the appointment.  If the slider was set to the right, 
the detail screen will display all complaints added to the prewrite for the appointment. 

9. Click Tech List to check technician availability.  The Appointments By Tech screen displays 
a list of the technicians and a bar graph identifying the time for the day.  The red bar graph 
identifies the time that has been assigned to each technician so far for the day while the 
green bar graph identifies how much time the technician has actually logged for the day in the 
ERO program.  The graph display is rounded to 15-minute increments and is intended only to 
show the estimated time.  If you right-click on a technician, you can view a list of 
appointments assigned to the technician.  This same list displays when you click Tech List 
on the main Schedule Xpress screen and the Schedule Service screen. 

10. The Dispatched Jobs List button will display a summary of the technicians’ times.   

11. Click Print Schedule/No Shows on the Schedule Details screen to print the schedule as 
needed.  You are prompted to indicate if you want to print the full schedule or just the no-
show appointments.  Click the button that corresponds to the list you want to print. 

12. Click Close to close the Schedule Details screen. 
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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.  Therefore, 
you may want to leave the top slots open or set the schedule to start 30 minutes earlier in the 
schedule setup so carry over appointments will always be at the top of the schedule.  Otherwise, the 
carry over appointments may end up being mixed in throughout the schedule wherever there is an 
open slot.  In this case, you may need to manually move the appointments to different slots. 

1. Click Details on the Schedule Xpress main screen. 

2. Click Move Carry Over. 

3. 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.   

 

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

5. Use the Move To date automatically defaults to tomorrow’s date.  If you want to move the 
appointments to another date, use the drop-down calendar to select the date. 

6. Click Move Now. 

7. The system prompts you to verify you want to move the appointments to the selected date.  
Click OK to acknowledge the message. 

8. When the appointments have been moved, the system displays a “Did That” message.  Click 
OK to acknowledge the message.   

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

Tip: You can also move carry over appointments by moving the appointment as explained under 
“Moving an Appointment” on page 4:12.  If you move an appointment in this manner, it will not 
be red.
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Pulling the Prewrite to a Repair Order 
1. Click Prewrite on the Start Repair Order screen.     

2. A list 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.  

 
 

Purging Prewrites 
The Schedule Xpress Setup screen contains a Purge Prewrites button.  You can use this button to 
remove prewrites from the system.  You specify the date you want to use for the purge.  The system 
will delete all prewrites through the specified date.  You should run this utility periodically to keep the 
service schedule files clean.  This will save space and improve the service scheduler’s performance.   

1. Click Setup on the bottom of the Schedule Xpress Scheduler.  The Setup screen appears. 

2. Click Purge Prewrites. 

3. In Purge Through, type the date you want to use as the cutoff date for the purge, and press 
ENTER.  The system will delete all prewrites through this date.   

 

4. Click OK when prompted to verify you want to purge the prewrites.   

5. The system displays a Did That message when the purge is complete.  Click OK to 
acknowledge the message. 
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Chapter 5 

CChhaapptteerr  55  RReeppaaiirr  OOrrddeerrss  
The Repair Orders button on the Service Writing menu opens the Repair Orders menu.  This menu 
is divided into two parts.  The left side of the menu is used to generate the repair orders, and the right 
side of the menu is used to manage the repair orders and other service information. 

 

 
 

Understanding the Workflow 
Below is the basic workflow for creating repair orders.  In some case, the steps for approving work 
may not apply if the work and price have been pre-approved.   

1. The service advisor creates the repair order. 

2. The repair order is issued to a technician. 

3. The technician diagnosis the problem and writes comments on the back of the repair order.   

4. The technician returns the repair order to the service advisor, and the advisor advises the 
customer of the work that needs to be performed. 

5. When the customer approves the work, the advisor returns the repair order to the technician. 

6. The technician takes the repair order to the Parts Department so the Parts Department can 
add parts to the repair order. 

7. When the job is complete, the technician returns the repair order to the advisor, and the 
advisor closes the repair order. 
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Note: The right side of the menu contains options for the manufacturer warranty programs 
available.  The warranty programs available from this menu are based on the warranty 
parameters set in the Service Writing System Setup and on the license agreements set for 
your Autosoft DMS system.  You use the warranty programs to process the finished repair 
orders for downloading to the manufacturer. 

 
 

Generating Repair Orders 
To generate repair orders, you will use the six buttons on the left side of the Repair Orders menu.  
Each button opens an entry screen that is used to add specific information to the repair order.  You 
can also access each of the screens by clicking the Next and Back buttons on the bottom of each 
entry screen.  (You can also press PAGE UP to return to the previous screen and PAGE DOWN to 
advance to the next screen.)  For example, if you are on the Start Conditions screen, you can click 
Back (or press PAGE UP) to return to the Start Repair Order screen, or you can click Next (or press 
PAGE DOWN) to advance to the Close Lubricant screen.  This allows you to maneuver through the 
screens as needed without having to return to the Repair Orders menu. 
 
Once you start the repair order, you do not have to go the start repair order screen to add information 
to the R/O or to close it.  Instead, simply click the button that corresponds to the R/O information you 
need add or close.  For example, if you wanted to add a repair line to the R/O, you would click Start 
Conditions, select the R/O, and add the repair.  If you wanted to close the R/O, you would click 
Close Service, select the R/O, and close it. 

Tip: You can click the car icon next to the VIN field or press F10 on any screen while generating or 
viewing the repair order to view the VIN decoding data.  This provides detailed information 
about the vehicle based on the VIN. 

 
 

Viewing a Summary of the Repair Order 
At any time during the processing of the repair order, you can view a summary of the repair order by 
clicking the View R/O button on the bottom of each entry screen.  The repair order summary is 
displayed on the screen for your review.  You cannot edit information on the summary.  If there are 
errors, you must make the corrections on the appropriate entry screen. 
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Start Repair Order 
The Start Repair Order screen is the first entry screen used when starting a new repair order.  The 
purpose of this screen is to enter customer and vehicle information.   

 

 
Starting a Repair Order for a New Customer 
If you are starting a repair order for a new customer, you must enter the customer and vehicle 
information in the required fields.   

1. The system automatically generates the repair order number once the Start Repair Order 
screen is complete, and you advance to the Enter Conditions screen. 

2. In Customer Number, type the first three letters of the customer’s last name only.  Proceed 
to enter the customer information.  Be sure to enter the full VIN number in the VIN field.  The 
customer number will be assigned when the repair order is created.  The customer number 
consists of the first three letters of the customer’s last name and the last six digits of the VIN.  

3. Both the Writer and Advisor fields default to the operator ID entered on the start-up screen.  
You can change the writer or advisor ID by typing over the existing ID numbers. 

4. The Date field defaults to the system date.  Edit the date as needed.  This should be the 
actual service date.  If the date is earlier or later than the current date, the system will display 
a warning informing you of the situation.  Click OK to continue or Cancel to edit the date.   



 
 

5:4   |   P a g e  
 

Autosoft FLEX DMS Service Writing 
 

5. In Name, Type the customer’s name.  If a new customer is created on this screen, the 
system will separate the customer’s name and fill in the first name, middle initial, and last 
name fields on the Customer Information screen and Customer History screen.  In order for 
the system to break up the customer’s name, the name must be entered in one of the 
following formats: 

• [First Name] [Last Name] = Steve Smith 

•  [First Name] [Middle Initial] [Last Name] = Steve S Smith 

6. The Individual field is required for Canadian GM dealers.  Use this field to identify the 
customer as an individual or a company.  By default for new customers, a check mark 
appears in this field to flag the customer as an individual.  If the customer is an individual, 
leave the field selected.  Use the three fields to the right to re-enter the customers first name, 
middle initial, and last name.  This ensures you have entered the customer's name correctly.   

If the customer is a company, click to clear the field.  Ensure you type the company name 
correctly in the Name field above.  You can use the three fields to the right to enter the 
driver's first name, middle initial, and last name.  This name will appear in the first set of 
name fields in the customer's file 

7. In Address, type the customer’s street address (house number and street name).   

8. In City, type the customer’s city, state, and ZIP Code/Postal Code.   

If you entered Y on the Default Cities screen in the Service System Setup to set the first city 
entered in the parameters as the default, the fields automatically display the city, state, and 
ZIP Code/Postal Code entered. 

If this field is blank, you can press ENTER while in this field to display a list of the default 
cities entered in the parameters.  Click the city in the list you want to select.  The state, ZIP 
Code, and area code for the city fill in the corresponding fields.   

9. Use the E-Mail field to record the customer’s e-mail address. 

10. In Phone, Work, and Cell, type the customer’s home, work, and cellular phone numbers.  If a 
default area code was set in the setup, it is automatically fills in the first box for the home and 
work phone numbers.   

11. Indicate if this customer is on the Do Not Call list.  Type Y for yes or N for no.  N is the 
default.  This determines if the customer is pulled to the phone survey list in CSI/SSI.  
However, this does not prevent the customer from being pulled to the Daily Followup lists in 
Service Writing for closed repair orders. 

12. Use the Send Marketing Follow-up Letter field to indicate if you want a follow-up letter sent 
to the customer.  Type Y for yes or N for no.  N is the default.  This field does not determine if 
the system will pull the customer to the follow-up list in the CSI/SSI module, to the marketing 
list in the Marketing module, or to the Daily Follow-Up List in the Service Writing module.  The 
field is available, however, when creating a service report in the Report Generator. 
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13. In Odometer In, type the vehicle’s odometer reading.  For reference, the odometer reading 
from the last service will be displayed.  If the Allow an R/O to be Started Without Odometer 
In field on the Miscellaneous Parameters screen is set to N for no, you must enter the 
odometer reading before advancing to the Enter Conditions screen.  If you click Next to 
advance to the Enter Conditions screen without entering the starting mileage when required, 
a red X will appear next to this field indicating you cannot continue until you enter the 
mileage. 

14. The Time In automatically fills in from the computer clock. 

15. In Promised, type the promised completion time.  This is an optional entry.  If there is no 
promised time, leave the default zeros to indicate there is no promised time.  If the Require 
Promise Time on R/O At Open field on the Miscellaneous Parameters screen is set to Y for 
yes, you must enter the promised time before advancing to the Enter Conditions screen.   

16. Use the When Finished (C/W/E/D/P) field to indicate how the customer will be notified when 
the service is done.  Type C for call customer.  Type W if the customer is waiting at the 
dealership.  You can view the repair orders flagged W for waiting on the Waiting tab on the 
repair order list. Type E for send customer an e-mail message.  Type D for deliver vehicle.  
Type P for customer will pick up.  Type N if none of these options/another scenario exists. 
 This is the default entry.   

17. Use the Cash/Recv field to indicate the type of payment.  Type C for cash payment or R for 
receivable.  Accounting may control receivables.  C is the default. 

18. In Job Number, type the job number, if needed.  The job number will default to the repair 
order number.  If you use “lot hats” or other devices, use the number from that device. 

19. Use the Taxable field to indicate if the service is taxable.  You have four options. 

• Type Y for yes. This applies all of the applicable sales tax (both Sales Tax and the Other 
Tax as set under Tax Rates/Cost Codes in the Service parameters). 

• Type N for no. No tax is applied to the service. 

• Type 1 if you want to apply only the Sales Tax (as set under Tax Rates/Cost Codes in the 
Service parameters). The tax amount appears in the Tax 1 field on the Review & Print 
screen. 

• Type 2 if you want to apply only the Other Tax (as set under Tax Rates/Cost Codes in the 
Service parameters). The tax amount appears in the Tax 2 field on the Review & Print 
screen. 

20. Use the Service/Body/Contract/Quick Lube field to indicate the repair order type.  Type S 
for service, B for body shop, C for contract (outside service contract), or Q for quick lube.  
The default entry for this field can be set on the Miscellaneous Parameters screen in the 
Service Setup. 

21. In VIN, type the vehicle identification number.  Seventeen-character VINs are checked for 
accuracy.  You can click the car icon next to the field or press F10 to view the VIN decoding 
data.  This provides detailed information about the vehicle based on the VIN. 

22. In Year, type the vehicle’s model year.  This field automatically fills in based on the VIN in the 
previous field. 
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23. The Make field should fill in based on the VIN.  Otherwise, type the vehicle’s make.  If you 
leave this field blank and press ENTER, a list of vehicle makes and models appears.  This list 
pulls from the Default Makes/Models parameters in the System Setup.  Click the make/model 
you want to select.   

24. The Model field should also fill in based on the VIN.  Otherwise, type the vehicle’s model.  If 
you selected a make/model from the default list in the previous field, this field automatically 
fills in with the selected model. 

25. Use the N/U/O field to indicate the type of vehicle.  Type N if the vehicle was sold as new at 
this dealership.  Type U if the vehicle was sold as used at this dealership.  Type O if the 
vehicle was not sold by this dealership.  O is the default. 

26. In License, type the vehicle’s license plate number.  Use the second field to the right to 
record the licensing state. 

27. In First Use, type the date the vehicle was placed into active service for warranty purposes.  
This is a very important date for the Service Department.  This date identifies when the 
warranty terms (months/mileage) began and helps identify when the extended warranty goes 
into effect.  This date may be different from the delivery date.   

28. In Delivered, type the date the vehicle was purchased by the current customer.   

29. In Inspection, type the month the vehicle state safety inspection is due, if required.   

30. In Color, type the color of the vehicle. 

31. The Cust Code field is for Ford customers enrolled for special Ford incentive programs.  
Type the customer code in this field.   

32. In Car Line, type the line number for the integrated service posting parameters line 
Accounting will use to post this service sale.  For example, if this is a body shop repair and 
this field contains a 2, the sale will go to Accounting with the posting parameters set in the 
integrated service sales parameters for B2.  If the customer purchased the vehicle from your 
dealership, this field defaults to the car line the vehicle was originally assigned. 

33. The Warranty Parts field defaults to the pricing level set in the Miscellaneous Parts 
Parameters in the Part Inventory Setup for the vehicle’s model year.  You should leave the 
default entry for warranty purposes.  However, you must manually type L if you will be using 
the list price for parts, such as for warranty contracts, or N if you will be using the net 
price/cost.  You can leave this field alone for customer pay repair orders because the parts 
will be priced according to the parameters set in parts.   

34. Use the Warranty Manufacturers list to select the manufacturer for warranty repairs.  If you 
set the default manufacturer in the Miscellaneous Parameters, this field automatically 
displays the manufacturer. 

35. In Contract, type the name of the extended contract provider.  This is an optional entry. 

36. If you entered a contract, type the term of the contract in months in Term, the month and year 
the contract expires in Expires, and the covered mileage in Contract Mileage. 

37. Click Next.  This saves the information and generates the repair order number. 
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Starting a Repair Order for an Existing Customer 
When you select an existing customer for the repair order, the customer and vehicle information 
automatically fill in on the screen.  If you edit the customer’s name, address, e-mail address, or 
telephone numbers, the changes will be saved in the service customer database. 

1. Click Search.  There are four ways to pull an existing customer.   

a. Type the first one to three letters of the customer’s last name in the Name field.  The 
system actually searches the first thee characters in the Customer Number field in the 
customer’s file for the letters specified, so the accuracy of the search results with this 
search option depend on you properly entering customer numbers in the system.  The 
customer number should consist of the first three letters of the customer’s last name 
followed by the last six digits of the VIN. 

b. Type the last four digits of the customer’s home phone number in Phone. 

c. Type the customer’s full or partial license plate number in License. 

d. Type the customer’s full or partial first name in First Name, and press ENTER. 

e. Type the customer’s full or partial last name in Last Name, and press ENTER. 

f. Type the customer’s full or partial full name in Full Name, and press ENTER. 

2. A list of the customers who meet the criteria you entered appears.  If you hold the right 
mouse button down on a customer in the list, you can view the following customer 
information: name, full address, last service date, VIN, VIN decoding, and the repair history.  
In order to keep the customer information on the screen, you must hold down the right mouse 
button and slide the pointer on to the customer information displayed.  Then, the information 
will stay on the screen so you can view the repair history or VIN decoding data.  You can 
view an R/O by clicking an entry in the repair history. 

3. Click the customer you want to select.  The customer’s information automatically fills in on the 
screen.    

4. For existing customers, the Individual field automatically populates based on the information 
entered for the customer when creating the customer’s file or when creating the first repair 
order for the customer.  If necessary, you can use the three Individual fields to edit the 
customer's name if it does not appear correctly.  This will edit the name in the customer's file. 

5. Enter any additional information as needed. 

Tip: If you selected the wrong customer for the R/O, when you click Search to bring up the 
Customer Search Criteria screen again, there will be a Prev List button.  Click this button to 
bring up the previous list of customers.  The system will remember the criteria entered on the 
Customer Search Criteria screen until you leave the Start Repair Order screen. 

6. If there is memo data in the customer’s file, the Memo button will display a green check mark.  
If the customer’s file contains no memo data, this button displays a red minus sign.  To view 
available memo data, click the Memo button.  Click Close to close Customer Memo screen.  
To add memo data, click the Memo button, type the information, and click Save.  The memo 
block holds up to 512 characters.  The memo data will also be available in the Parts Inventory 
module on the Service R/O Parts screen. 
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7. When all information is complete, click Next to continue to the next entry screen. 

Tip: Click the Customer button at the bottom of the Start Repair Order screen to view the Customer 
Information record for the selected customer.   

 
 
Using the Names Button 
Use the Names button on the bottom of the screen to pull an exiting customer's name, address, and 
phone number to the current repair order.  This allows you to add the same customer name, address, 
and phone number to any VIN brought into the dealership.  For example, if you service vehicles for a 
car rental company, you can pull the company's name, address, and phone number to each 
vehicle/VIN when vehicles are brought in for service.  This saves you from having to manually type 
the name, address, and phone number for each vehicle as it is brought into the dealership. 

 

1. Click Names. 

2. Type the last four digits of the customer's phone number or first three characters of the 
customer's last name.   

3. The screen will display all the entries in the service history that match your search criteria.  
Click an entry to select the customer.   

4. Click OK to pull the name to the repair order.  Only the customer's name, address, and phone 
number will pull to the current repair order.   

5. Enter the remaining information on the Start Repair order screen as needed. 

6. When all information is complete, click Next to continue to the next entry screen.
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Starting a Repair Order for an Internal 
When you start a repair order for a vehicle in your inventory (internal), use the vehicle’s stock number 
as the customer number.  Do not use the last eight characters of the VIN for internal repair orders 
because this may mix up the vehicle’s stock number (control number) in the system.   
 
When the repair order for the internal is closed, it is updated to Accounting with the Daily R/O Update.  
When Accounting finally posts the internal repair order to the vehicle, the system checks the pending 
total against the actual repair total.  If the totals are within $10, the system clears the pending total to 
zero.  If the totals are not within $10, the system keeps the difference of the repairs as the pending 
total.  The repair total for the vehicle is added to the Internal amount, which is the total value of all 
internal repairs for the vehicle.   

1. In Customer Number, type the vehicle’s stock number.   

You can also search for the vehicle by clicking Names and then clicking Vehicle Inventory.  
Click a car line in the list that appears at the top of the screen.  A list of vehicles in the car line 
displays on the screen.  Click the vehicle you want to select 

2. The Estimated Internal Repairs screen appears.   

 

3. The Current Estimated Repair Cost field displays the amount of any repairs currently 
pending for the vehicle. 

4. In Add To Above, type the amount you anticipate spending on the repairs, and press 
ENTER.  You must enter a value, even if it is .01.  This becomes the “pending” repair 
amount.  

5. The Name field identifies the repair order as an internal. 

6. Type any additional information on the screen as needed. 

7. A "Certified/Pre-Owned" flag will appears next to the N/U/O field to indicate this is a certified 
used vehicle if the Certified field on the Vehicle Information screen in the Accounting module 
contains a Y for yes. 

8. Click Next when you are finished. 
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Starting a Repair Order for a Customer with Prewrite Information 
Prewrite information is information entered into the system before the customer arrives for service—
usually when the customer is scheduling the appointment.  Using prewrite information saves you time 
when you are generating the repair order because the customer information and vehicle information 
will already be entered, and you will only have to fill in any additional information that was not 
obtained when the prewrite was created.  (See page 5:37 for information about adding prewrites to 
the system.) 

1. Click Prewrite.  A list of all of the prewrite entries appears.  Click the tabs at the top of the list 
screen to filter the prewrite list, or filter the list by typing the last four digits of the customer’s 
phone number in the Filter by Phone Number field. 

2. Click the car icon next to each prewrite line to view the VIN decoding data.  This provides 
detailed information about the vehicle based on the VIN. 

3. Click the magnifying glass icon to the left of the prewrite number to view a summary of 
prewrite information.  Click Hide Details to close the summary.  

4. Click the customer you want to select, and click OK to pull the information to the Start Repair 
Order screen.  The information entered for the prewrite fills in on the screen.  Type any 
additional information as needed. 

5. Click Next when you are finished. 

 
 
Recalling a Repair Order 
Use the R/O List button on the bottom of any R/O screen to pull an open repair order.  There are 
several ways to work with the list. 

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

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

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

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

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

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

• Click Print on the bottom of the Active R/O’s screen to print the list. 

• When viewing the R/O list, you can view the detail for a repair order by holding down the right 
mouse button on the repair order in the list. 
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Voiding a Repair Order 
Once you generate a repair order, you can void it if there are mistakes on the repair order.  You can 
only void the repair order on the Start Repair Order screen.  The system will mark the repair order as 
voided and print a copy of the repair order for your files. 

Tip: If a password is set in Accounting for deleting service documents, you will be required to enter 
the password in order to void the repair order. 

1. Select the repair order you want to void by typing the repair order number in the R/O field or 
by clicking R/O List and selecting the repair order from the list.  The information for the repair 
order fills in on the screen. 

2. Click Void. 

3. Click OK when prompted to verify you want to void the repair order.  The system prints a 
copy of the voided repair order and marks the repair order “Voided R/O” in the R/O list. 

 
 
Voiding a Repair Order with Sublet 
If you select to void a repair order that has sublet on it, the system displays a warning to indicate 
there is sublet on the repair order.  Click OK to continue with the void or Cancel to cancel the void.  

 

 
 
Voiding a Repair Order with Restricted Access to Parts 
If the Parts Department has restricted Service from making parts changes on the repair orders, you 
cannot void a repair order if there are parts on it.  The system displays a warning when you attempt to 
void a repair order that contains parts.  Click OK to acknowledge the message.  The Parts 
Department must remove the parts from the repair order before you can void the repair order. 
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Start Conditions 
The Enter Conditions screen is the second entry screen used when generating a repair order.  The 
purpose of this screen is to enter a list of complaints or repairs needed.  You can enter up to 12 
repairs per repair order.   

 

Tip: This screen is integrated with DaimlerChrysler VIP and General Motors VIS.  A Get VIP or Get 
VIS button will appear if the VIN is for a DaimlerChrysler or General Motors vehicle and you 
have your DaimlerChrysler or General Motors user name and password entered on the 
appropriate DCS integration setup screens. 

 
Adding Repairs 

1. If you advanced to this screen by clicking Next on the Start Repair Order screen, the R/O 
field automatically fills in with the repair order number.  Otherwise, type the repair order 
number you want to retrieve for editing, or click R/O List to select the repair order. 

2. In Repair, type the number for the repair you are entering.  Number each repair (condition) 
separately.  You can add up to 12 repairs per repair order.  Enter the repairs as a number 
from 1-9 and as the letters X, Y, or Z (for repairs 10, 11, and 12). 

Tip: You have the option of using menu items and/or trouble/fail codes on this screen.  The choice 
is up to you.  However, if you use a third-party marketing vendor, keep in mind that the Service 
History you manually download to disk in CSI & SSI for vendors does not include menu items, 
but it does include trouble/fail codes.   
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3. The Menu field is an optional entry.  If you entered menu items using the Enter Service 
Menu Operations option in the Service Writing System Setup, you can pull the information to 
the repair order.  Type the menu code, or click Menus to choose from the available menu 
items.  Use menu codes for common maintenance repairs.  You can view the detail for any 
code in the menu item list by holding down the right mouse button on the menu item  

4. In Trouble/Fail Code, type the trouble code or fail code.  These codes can be established by 
the manufacturer or service manager.  If you entered trouble/fail codes in the Service Writing 
System Setup, click Fail Codes to select the codes from a list.  These are not required 
entries, but if you do not use the codes and use a third-party marketing vendor, the vendor 
will not be able to determine the type of customer pay work performed on the vehicle.   

Tip: Use the tabs at the top of the lists to sort the menu items and fail codes.  The default sort for 
these items is based on the sorting parameter set in the System Setup using the using the 
Trouble/Condition Codes menu option.  The usage sort will sort the list by the frequency that 
the codes are used.  The code sort will sort the list by the code (numerically and then 
alphabetically).  The name sort will sort the list by the description (numerically and then 
alphabetically).   

5. Click to select the Customer Pay Repair Is NON-Taxable box if the repair is non-taxable. 

6. Use the Complaint lines to type a description of the complaint or the repair to be done.  If 
you entered quick complaints in the Service Writing System Setup, click Q Comp’s to select 
the complaint from a list.  Drag a complaint from the list to the description line. 

7. In Technician, type the technician’s ID number.  You can select the technician from a list by 
clicking Tech’s.  Click a technician in the list, and the field automatically fills in with the 
technician’s ID number.  This is an optional entry on this screen. 

8. The Writer defaults to the service writer entered on the Start Repair Order screen.  You can 
change the writer by entering a different writer’s ID number.  You can also select the writer 
from a list by clicking Writers.  Click the writer in the list, and the field automatically fills in 
with the writer’s ID number. 

9. Use the C/W/I field to indicate the type of sale.  Type C for customer pay, W for warranty, I for 
internal, N for new car road ready (PDI), or Q for quick lube. 

10. Type the labor level code (A-J).  The labor level codes represent labor rates, which are 
defined using the Labor Rates option on the Service System Setup menu.  The actual labor 
rate will differ based on the type of repair (customer pay, warranty, internal).  Level F is used 
for flex rate. 

11. In Estimated Labor Time, type the labor units required for the repair.  Do not enter decimal 
points.  For example, 1.0 should be entered as 10. 

12. The Labor Sale is calculated based on the labor level and labor time entered unless you 
selected a menu item.  For menu items, the labor sale defaults to the labor sale entered when 
creating the menu item using the Enter Service Menu Operations option in the Service 
Writing System Setup. 

13. In LOP, type the labor operation code set by the manufacturer.  This is an optional entry on 
this screen. 
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14. In Complaint Code, type the customer complaint code, if required.  This is an optional entry 
on this screen. 

15. Click Save Repair to add the repair to the repair order.  The repair is displayed in the list on 
the right side of the screen.   

16. Add additional repairs as needed. 

17. If necessary, use the Print LOF Window Sticker button to print a static windshield label to 
remind the customer of the next service date.  This option requires a thermal transfer printer 
and preprinted labels available from Autosoft’s Forms division.  You set the default thermal 
printer by clicking Utilities on the DMS main menu and clicking Service.  Use the Static Label 
list to select the printer.  You can also print the LOF window sticker when closing the repair 
order on the Close Service screen 

18. Click Next when you are finished adding all of the repairs to the repair order to advance to 
the next screen.   

Tip: The time for each repair will not pull to the payroll time flags until the repair is saved on the 
Close Service screen. 

 
 
Editing a Repair 

1. Type the repair order number you want to retrieve for editing, or click R/O List to select the 
repair order. 

2. Type the repair number, or click the repair in the list on the right side of the screen.  The 
information for the repair is displayed. 

3. Click in a field, and edit the information as needed. 

4. Click Save Repair to save the changes. 

 
 
Removing a Repair 
Once you apply time to a repair and close the repair on the Close Service screen, you cannot remove 
the repair on the Enter Conditions screen until you remove the time from the repair.  You will have to 
remove the time on the Close Service screen and save/close the repair again.  You will then be able 
to remove the repair using the Enter Conditions screen. 

1. Select the repair. 

2. Click Remove Repair. 

3. Click OK when prompted to verify you want to remove the repair from the repair order.  The 
repair no longer appears in the list on the right side of the screen. 
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Adding Customer Presentation to a Repair Order 
While viewing the customer’s service history from this screen, you can add the customer presentation 
text for any menu item (created using the Enter Service Menu Operations option on the Service 
Writing System Setup menu) to a repair order.  This allows you to recommend a service to the 
customer.  The hard copy of the repair order prints the customer presentation text, the price of the 
recommended service (based on the information entered for the menu item), and a line the customer 
must sign to authorize the repairs.  

1. Click History.  The history screen displays all of the repair orders in the customer’s service 
history.  Click a repair order to view the repair order.  This allows you to research the 
customer’s history to see what services might be due.   

2. The right side of the Service History screen displays all of the menu items entered in the 
Service Writing System Setup.  Click the menu item in the list you want to add to the repair 
order. 

3. The R/O Data list on the right side of the Enter Conditions screen displays “Upsale Menu” 
followed by the code for the menu item you selected. 

 
 
Printing the Hard Copy 
You can print the hard copy of the repair order from this screen.  If you return to this screen and add 
repairs to the R/O, you have the option of printing the entire repair order or just the add-on repairs 
when you select to print the hard copy.  

1. Click Print. 

2. Click to select what you want to print.  The Print button prints the hard copy of the repair 
order.  The Add-ons Only button is only available if you have already printed the original 
repairs added to the repair order. 

Tip: If you use mirror hangers and set the Print Mirror Hanger with Hard Copy setting on the 
Miscellaneous Parameters screen to Y for yes, the mirror hanger prints when you print the hard 
copy.  If there is prewrite information for the customer/vehicle, the prewrite information prints on 
the mirror hanger. 
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Close Lubricants—Sublet 
The Lubricants/Sublet screen is the third entry screen used when generating a repair order.  The 
purpose of this screen is to enter the quantity of lubricants needed for a repair.  You also use this 
screen to select any sublet used for the repair. 

 

Tip: If you assign the first line of the Lubricants section to a repair, the system automatically charges 
the shop supplies to that repair type.  If you do not assign the first line of the Lubricants section 
to a repair, the system charges the shop supplies to the customer pay total if a customer pay 
repair exists on the repair order.  Otherwise, the system will charge the shop supplies to the 
internal total if internal repairs exist on the repair order.  If the repair order only has warranty 
repairs, the system will not charge for shop supplies.   

 
Adding Lubricants 

1. If you advanced to this screen by clicking Next on the Enter Conditions screen, the R/O field 
automatically fills in with the repair order number.  Otherwise, type the repair order number 
you want to retrieve for editing, or click R/O List to select the repair order. 

2. The Shop Supplies/ Hazardous Waste label is based on the option selected on the 
Miscellaneous Parameters screen in the Service Writing System Setup.  The system 
calculates the shop supplies/ hazardous waste based on the parameters set on the 
Miscellaneous Parameters screen.  If you want to override these calculations for a repair, 
type the shop supplies/hazardous waste charge in the corresponding field (warranty, internal, 
or customer).  The amount will be added to the first Lubricants line if it corresponds to the 
repair type (W, I, or C). 
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3. The lubricant descriptions are pre-entered on the first five lines.  These entries are defined in 
the Parts Inventory System Setup.   

The first line defaults to Shop Supplies (or Paint & Material if it is a body shop repair order).  
This line can be set to go to a specific general ledger account in the Accounting module.  You 
set the account in the Accounting Integrated Service Posting Parameters in the S/S-Tires 
field.  The Shop Supplies are set in the Miscellaneous Parameters will also go to that 
account.  The last line is blank and may be used based on individual needs.  Type in a 
description of material used. 

4. In Qty, type the quantity needed for the repair. 

5. In R, type the repair number that corresponds with the repair that needs this item, or click the 
repair in the repair list to the right.  This is the number assigned to each repair on the Enter 
Conditions screen (1 -9 and X, Y, or Z). 

6. The T field fills in with C for customer pay, W for warranty, I for Internal, N for new car road 
ready (PDI), or Q for quick lube.  This field defaults to the repair type entered for the repair 
number entered in the previous field.   

7. The individual cost and sale price and the total cost and sale price automatically fill in the 
Cost/Ext and Sale/Ext fields.  These values pull from the R/O Lubricant Pricing set in the 
Parts Inventory System Setup. 

8. Click Next when you are finished entering information to advance to the next screen.   

 
 
Removing a Lubricant 

1. Click in the Qty field. 

2. Delete the quantity, and press ENTER.   

3. The lubricant line is removed. 

 
 
Adding Sublet 

1. Type the sublet code, or click Options to select the code from the sublet list.   

2. The remaining fields for the line fill in based on the information entered for the sublet in the 
setup.  Enter additional information as needed.  

3. In Vendor/Description, type the vendor for the service or a description of the service if a 
default description does not fill in for the sublet.  

4. In R, type the repair number that corresponds with the repair that needs this item, or click the 
repair in the repair list above.  This is the number assigned to each repair on the Enter 
Conditions screen (1 through 9 and X, Y, or Z). 

5. The T field fills in with C for customer pay, W for warranty, I for Internal, N for new car road 
ready (PDI), or Q for quick lube.  This field defaults to the repair type entered for the repair 
number entered in the previous field.   
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6. In P.O., type the purchase order number.  Otherwise, this field automatically fills in with the 
repair order number. 

7. Use the TX field to specify if the sublet is taxable.  If you specified the default taxing when 
creating the sublet in the Service System Setup, the default tax parameter automatically fills 
in this field.  The entry in this field determines both if the sublet is taxable and which tax will 
be applied. 

• Type Y for yes. This applies all of the applicable sales tax (both Sales Tax and the Other 
Tax as set under Tax Rates/Cost Codes in the Service parameters). 

• Type N for no. No tax is applied to the service. 

• Type 1 if you want to apply only the Sales Tax (as set under Tax Rates/Cost Codes in the 
Service parameters).  The tax amount appears in the Tax 1 field on the Review & Print 
screen. 

• Type 2 if you want to apply only the Other Tax (as set under Tax Rates/Cost Codes in the 
Service parameters).  The tax amount appears in the Tax 2 field on the Review & Print 
screen. 

8. Type the tax rate for the service in Tax %.  If you entered a tax rate in the sublet setup, this 
field automatically defaults to that rate.  If the tax needs to be different from the tax rate set in 
the parameters, type the rate you want to use. 

9. In LOP, type the labor operation code for the sublet.  If you entered a default code in the 
sublet setup, this field automatically defaults to that labor operation code. 

10. In Fail, type the fail code.  This is the code set by either the manufacturer or the dealer. 

11. In DRD, type the daily rental days for a loaner car.  This is required for Chrysler and Ford.  
This field should not be used to record rental days for general car rental use. 

12. In Cost, type the cost of the sublet.  If you entered a default cost in the sublet setup, this field 
automatically defaults to that cost. 

13. The Sale amount is automatically calculated based on the cost.  If you entered a default sale 
amount in the sublet setup, this field automatically defaults to that sale amount.  If you did not 
enter a default markup in the parameters, you can manually enter the sale amount. 

14. Click Next when you are finished entering the information to advance to the next screen.   

 
 
Removing a Sublet 

1. Click the Options button next to the line you want to remove. 

2. Click Clear Line.   
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Close Service 
The Close Service screen is the fourth entry screen used when generating a repair order.  You use 
this screen to record the labor time and sale for each repair and to close the repair. 

 

1. If you advanced to this screen by clicking Next on the Lubricants/Sublet screen, the R/O field 
automatically fills in with the repair order number.  Otherwise, type the repair order number 
you want to retrieve for editing, or click R/O List to select the repair order. 

2. The Odom In field automatically fills in with the odometer reading as the vehicle is brought in 
for service.  The odometer reading for the last service is displayed to the right of this field. 

3. In Odom Out, type the odometer reading at the end of service.  If the Odometer Out field is 
less than or equal to the Odometer In field, the system will prompt you to indicate what you 
want to do about this situation.  If you click Fine, the system ignores the odometer readings.  
If you click Add 2, the system automatically adds two miles to the Odometer Out field.  You 
can manually edit the odometer out as needed.  If you bring the repair order up second time 
and the mileage is the same, the system will prompt you again, but this time, your option will 
be to add one mile.   

4. The VIN field automatically fills in with the vehicle identification number.  This pulls from the 
information entered on previous screens. 

5. The Inspection Month also fills in if an inspection month was entered on the Start Repair 
Order screen.  

6. Use the Scheduled Maintenance field to indicate if you want to print a reminder on the 
repair order for the customer to schedule maintenance in the future.  This determines if the 
customer will be included when you compile the marketing list to send reminder postcards.  
Type Y for yes or N for no.  The default entry is N.  You must change the default N to Y as 
needed to ensure an accurate marketing list.  If one of the words “lube,” “oil,” or “filter” appear 
in the service description, this field will automatically default to Y.  The miles driven per month 
will be calculated and displayed to the right of this field. 

7. If you type Y in the Scheduled Maintenance field, the Next Service field defaults to a 
description of “Lube-Oil-Filter.”  Leave this entry, or type the description for the next service.   
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8. In Next Svc Date, type the date (month and year) for the next service.  If you entered Y in the 
Scheduled Maintenance field, this field defaults to a suggested return service date.  Edit the 
date as needed.   

9. If you use static windshield labels, click Print LOF Window Sticker to print a label to remind 
the customer of the next service date.  This option requires a thermal transfer printer and 
preprinted labels available from Autosoft’s Forms Division. (You set the default thermal 
printer by clicking Utilities on the DMS main menu and clicking Service. Use the Static 
Label list to select the printer.) 

10. The Line field defaults to the line entered on the Start Repair Order screen.  The car line 
determines which General Ledger accounts the information will post to in Accounting.  If you 
edit the line on this screen, the line will be saved to the customer’s file. 

11. In Repair, type the repair number, or click the repair in the list on the right side of the screen.  
Typing a new repair number will start a new repair.  The system warns you that selecting a 
new repair number will starts a new repair.  Click OK to acknowledge the message. 

12. Click to select the Exclude S/S box if you want to exclude shop supplies for this repair.  A 
check mark will appear in the box to indicate it has been selected.  Click the box again to 
clear it.  

13. In Fail Code, type the fail code, or click Fail Codes to display a list the codes.  Click the code 
you want to select.  If you entered a code on the Enter Conditions screen, the code 
automatically fills in this field.  Use the tabs at the top of the list to sort the list by usage, code, 
or name. 

14. In Complaint Code, type the complaint code (if needed).  If you entered a code on the Enter 
Conditions screen, the code automatically fills in this field.   

15. In Labor Op, type the labor operation code set by the manufacturer.  If you entered a code 
on the Enter Conditions screen, the code automatically fills in this field.   

16. The repair type should automatically fill in the C/W/I/N field.  It displays C for customer pay, 
W for warranty, I for internal, N for new car road ready, or Q for quick lube. 

17. The Labor Level should automatically fill in with the labor level entered on the Enter 
Conditions screen, but you can edit it as needed. 

18. In Technician, type the technician ID number for the technician who completed the repair, or 
click Techs to display a list of technicians.  Click the technician you want to select.  If you 
selected a technician on the Enter Conditions screen, the technician’s ID number 
automatically fills in this field. 

If you need to assign more than one technician to a repair, press F4 or click the Additional 
Tech’s button.  The Add Technician screen that appears allows you to add up to 25 
technicians and labor lines to each repair.  The number of labor lines allowed for warranty 
repairs is determined by the limits set by the manufacturer.  If a warranty interface is available 
for your manufacturer (excluding General Motors), you must enter additional labor time on the 
warranty screen.   
 
The field to the right displays the technician's name.  It will display the name entered in the 
Short Name field on the Technician Information screen in the Service Writing setup.  If there 
are multiple labor lines for the repair, this is the technician assigned to the first labor line. 
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19. In Labor Time, type the labor time in time units.  Do not use decimal points.  If you entered 
labor time on the on the Enter Conditions screen, the time automatically fills in this field.   

The Total Labor Time field to the right displays the total labor time for the repair.  If there is 
only one labor line on the repair, this field will be the same as the Labor Time field.  If you 
use the Additional Tech’s button to add time for multiple labor lines to the repair, this field 
will display the total labor time for all labor lines. 

20. In Other Time, type the labor units for any other time you want to record for the repair.   

21. The Actual Time field defaults to the value entered in the Labor Time field.  The labor 
values are used to generate technician time reports. 

The Total Actual Time field to the right displays the total actual labor time for the repair.  If 
there is only one labor line on the repair, this field will be the same as the Actual Time field.  
If you use the Additional Tech’s button to add time for multiple labor lines to the repair, this 
field will display the actual labor time for all labor lines. 

22. The Sale field displays the sale amount.  The system automatically calculates the sale 
amount based on the labor units in the Labor Time field and the labor level selected for the 
repair.    

23. The Total Sale field displays the total sale amount.  The system automatically calculates the 
total sale amount based on the labor units in the Total Labor Time field and the labor level 
selected for the repair.   

24. Use the Comeback field to indicate if this is a repeat repair.  Type Y for yes or N for no.  If 
this is a repeat repair, you will be prompted to enter the original repair order number, repair 
date, repair number, and technician number.  Click History to view past repair orders.  (You 
must flag a repair in order for it to appear on the Comeback report.) 

25. The Declined box lets you track declined repairs.  You can track declined repairs for future 
up sales using the Declined Service report available on the Miscellaneous Lists menu in the 
Service Followup & Marketing section.  Click the box to select it.  A check mark will appear in 
the box to indicate it has been selected.  Click the box again to clear it.  

26. The Complaint/Cause/Cure Section displays the customer complaint entered on the Enter 
Conditions screen.  Type additional information as needed. 

27. When all of the information for the repair is entered, press the END key on your keyboard, or 
click the “Press END Save Repair” message.   

Tip: The time for each repair will not pull to the payroll time flags until the repair is saved on this 
screen. 
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28. If Autosoft provides a warranty interface for your manufacturer, the corresponding warranty 
screen appears.  Add information as needed.  Click Save to save the warranty information.  
(Please refer to your manufacturer warranty manual for complete instructions on completing 
the additional warranty screens.) 

29. Repeat steps 11-26 for each repair on the repair order you need to close.  Click Next when 
you are finished closing all of the repairs to advance to the next screen. 

Tip: The Time Guides button allows General Motors dealers to access labor time guide information.  
For other manufacturers, you can access the labor time guide information on the warranty 
screen.  Refer to your manufacturer-specific warranty manual provided by Autosoft for 
information about using the labor time guides for your manufacturer. 

 
 
Parts 
Clicking the Parts button opens the Edit Parts screen.  This screen is used to edit parts on the repair 
order.  You can use this screen to switch parts between conditions and to mark the failed part. 

1. The top of the screen lists all of the parts that have been added to the repair order.  A list of 
the conditions is displayed on the bottom-right side of the screen. 

2. Click a part in the list.  The part number is displayed in the first field on the bottom of the 
screen, and the Condition field indicates the corresponding repair number (condition).  Edit 
this field if the part needs to be assigned to a different repair.  You can select a repair by 
clicking the repair in the list on the bottom-right side of the screen.  The repair number will fill 
in Condition field. 

3. Use the buttons next to the Failed Part field to indicate if the selected part is the failed part.  
Click Yes to mark the failed part, and click No to mark the remaining parts.  You can only 
mark one part as the failed part. 

4. Click Back to return to the Close Service screen. 

Tip: If you switch parts between repairs (conditions) that have different repair types, you are 
prompted that some of your parts are flagged improperly.  You must re-close parts to ensure 
the pricing information is correct.  For example, if you switch a part from a customer pay repair 
to a warranty repair, you are prompted the parts are flagged improperly.  Click OK to 
acknowledge the message, and re-close the parts section of the repair order to ensure that the 
parts for the warranty repair are charged with the warranty price and that the parts for the 
customer pay are charged with the customer pay price.  If the Parts Department has restricted 
automatic re-pricing of parts switched between repairs, you cannot switch the parts between 
conditions.  You will have to inform the Parts Department about the corrections that need to be 
made to the repair order.   
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Close Parts 
The Close Parts screen is the fifth entry screen used when generating a repair order.  You can use 
this screen to switch parts between conditions, to mark the failed part, to add quick lube parts to quick 
lube repair, and to add body shop parts to body shop repair orders.  For warranty repairs, the screen 
displays the warranty parts markup percentage.  This value is set in the Operating Defaults of the 
Parts Inventory System Setup.   

 

 
Closing Parts 

1. The screen displays a list of parts on the repair order.   

2. To edit a part, click a part in the list.  This opens the Edit Parts screen.  You use this screen 
the same way you use the Edit Parts screen that opens when you click Parts on the Close 
Service screen.   

3. Click Next when you are finished reviewing all of the parts to advance to the next screen.   

Tip: If Parts has restricted automatic re-pricing of parts switched between repairs, you cannot switch 
the parts between conditions.  If you attempt to switch the parts, the system will prompt you that 
some parts are improperly flagged for condition and that the Parts Department must make the 
necessary changes.  Click OK to acknowledge the information, and inform the Parts 
Department about the changes that need to be made to the parts.
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Adding Quick Lube Parts 
If an individual repair is flagged Q for quick lube, you can click Quick Lane Parts to add quick lube 
parts.  This button is only available if there are quick lube repairs on the repair order.  Quick lube 
parts are added to the system on the Special Inventories menu in the Parts Inventory module. The 
screen displays the quick lube parts in a list on the right side of the screen.  You can only add parts 
that appear in the quick lube list, and you can only add parts to repairs flagged Q.  The screen also 
lists any parts already added to the repair order.  You cannot edit these parts.  

 

 
Adding a Quick Lube Part 

1. Click Quick Lane Parts.  The Quick Lube Parts screen appears. 

2. Type the part number, or click the part in the list on the right side of the screen.  The 
description and pricing for the part fill in on the line.  

3. Type the quantity. 

4. Click OK to file the line.   

5. Continue to add parts.   

6. Click Save when you are finished. 

 
 
Removing a Quick Lube Part 

1. Click the part to bring the information to the “working line.” 

2. Delete the quantity. 

3. Click OK.  The part line is removed. 

4. Click Save.
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Adding Body Shop Parts 
If the repair order is flagged B for body shop, you can click Body Shop Parts to add body shop parts.  
This button is only available for body shop repair orders.  Since you may receive body shop parts for 
work that you do not want to add to your regular parts inventory, you can enter a part number that 
does not exist in your master inventory.  The parts will update to the general ledger account specified 
in the Accounting Integrated Service Sales parameters.   

 

 
Adding a Body Shop Part 

1. Click Body Shop Parts.  The Body Shop Parts screen appears. 

2. Type the part number, quantity, repair number, cost, and price.  The extended amount 
automatically fills in based on the price.   

3. Type a description of the part.  This field holds 15 characters. 

4. Click OK to file the line. 

5. Continue to add parts.   

6. Click Save when you are finished.  

 
 
Removing a Body Shop Part 

1. Click the part to bring the information to the “working line.” 

2. Delete the quantity. 

3. Click OK.  The part line is removed. 

4. Click Save.
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Verifying Dirty Cores 
If cores have been flagged as outstanding by the Parts Department, the system will display a 
message that there are outstanding cores when you bring up the R/O on the Close Parts screen in 
the Service Writing module.  You must click OK to acknowledge the message.   

 

 
In addition, a Cores section will appear on the Edit Parts screen for parts with cores.  Use the three 
options in this section to indicate if a dirty core has been returned.  The default entry is based on the 
entry in the C field on the Service R/O Parts screen in the Parts Inventory module.  You can check 
the dirty core inventory for a part on the Master Inventory screen. 

 

• Returned: Click to select this field if a dirty core was returned.  A dirty core will bed added to 
the inventory.  If the entry in the CR field was initially R for returned when the part was added 
to the R/O and the R/O is edited and the entry changed to O for outstanding (either here or 
on the Service R/O Parts screen), a dirty core will be subtracted from inventory.    

• Outstanding: Click to select this field if the dirty core is still outstanding. This entry does not 
affect the dirty core inventory.  The system will display a message that there are outstanding 
cores if you select this option.  Click OK to acknowledge the message. 

• Charge Customer: Click to select this field if the customer needs to be charged for the dirty 
core.
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Review & Print 
The Review & Print screen is the sixth and final screen used when generating a repair order.  The 
purpose of this screen is to apply discounts, close out the repair order, and print the soft copies.  
Some of the information on this screen will automatically fill in based on information entered on 
previous screens.  Verify the information is correct.   

 

Tip: Click Time Flags to view the time flags for the repair order. 

1. The R/O field displays the selected repair order number.  You can also select a repair order 
by typing the R/O number in this field.   

The flag below this field displays the repair order status (Open, Reclose, Closed, WC Open, 
etc.).  This allows you to verify the status without having to open the repair order list.  The 
fields to the right list the customer’s name, the vehicle make and model, and the VIN. 

2. The fields on the right side of the screen display the total warranty cost, internal amount, and 
customer pay amount.  You cannot edit these fields on this screen.  If there is an error, click 
Back to return to the appropriate screen, and edit the information as needed.   

3. The See Also field displays any additional repair order numbers associated with this repair if 
they exist.  This field is for reference only.  No information can be entered in this field.   

4. Use the Overall Taxable and Warranty Taxable fields to indicate if the service is taxable.  
You have four options for each.  Click to select the tax option. 

• No Tax: No tax will be applied to the repair order. 

• Full Tax: This applies all of the applicable sales tax (both the Sales Tax and the Other 
Tax as set under Tax Rates/Cost Codes in the Service System Setup). 

• Tax 1 Only: This applies only the Sales Tax (as set under Tax Rates/Cost Codes in the 
Service System Setup). 

• Tax 2 Only: This applies only the Other Tax (as set under Tax Rates/Cost Codes in the 
Service System Setup). 
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5. Use the Charge Shop Supplies box to indicate if you want to charge shop supplies to the 
repair order.  By default, the box is selected.  Click to clear the box as needed.  The shop 
supplies will be charge according to the parameters set on the Miscellaneous Parameters 
screen in the Service Writing System Setup.   

6. The Warranty Manufacturer field indicates the manufacturer responsible for any warranty 
repairs.   

7. The Date Closed automatically fills in using the current system date.  This will be the closing 
date for the R/O.  The system uses this date to run most of the service reports, so if this date 
is not correct edit it.  The system holds the closing date as soon as you print the R/O, even if 
you don’t close the R/O at the time of printing.  If you recall the R/O on a different day, this 
field will still display the closing date as the date when you printed the R/O.  In this situation, 
you must edit the closing date to the current date if this date needs to be the closing date.  
When you print the R/O, the system compares the close date to the system date.  If the dates 
differ by more than seven days, the system prompts you to confirm the close date.  The 
system checks to ensure the closing date is not earlier than the open date.  The system will 
warn you if this situation occurs.  If you indicate you want to change the date, the system 
defaults the date to the current system date.  You can also manually edit the date as needed. 

8. Use the Warranty Deductible field to specify the deductible amount that applies to the repair 
order.  There must be a warranty claim (W) on the repair order to use this field. 

9. The Additional Customer Pay Non-Taxable field allows the writer to reduce the amount of 
tax a customer is charged.  This applies to special circumstances that you cannot adjust 
through normal R/O settings.  The system uses the dollar amount entered here to reduce the 
amount used to calculate the tax. 

For example, the customer pay total is $100.00, and the tax is $6.00.  The total is $106.00.  
For some reason, one line or something of the R/O is non-taxable, and that line total is 
$50.00.  You would type “50.00” into the Additional Customer Pay Non-Taxable field.  That 
$50.00 will not add or subtract any value from the total, but the system will recalculate the tax 
excluding this amount, making the new tax amount $3.00. 

10. If applicable, use the Special Customer Pay Tax Rate field to specify the special tax rate 
that applies to the repair order. 

11. The Cash/Receivables field indicates the payment type for the service.  The payment type 
was initially entered on the Start Repair Order screen.  It displays C for cash or R for 
receivable.  You can edit the payment type as long as Accounting hasn’t restricted the 
Service Department from changing payment types. 

A service customer must have an existing Accounts Receivable account set in the 
Accounting module in order to charge.  The field to the right displays the customer’s AR 
account number.  Verify this is the correct Accounting control.  The system will not let you 
post charges to an invalid AR account.  If the customer has an existing control in Accounting, 
click A/R List to select the control.   

12.  Use the Discounts button to apply discounts.  If discounts have been assigned to fail codes 
applied to the repair order or to customer's record, a message will appear in the bottom-left 
side of the screen indicating discounts apply.  Use the Discounts button to review the 
discounts.  The system automatically calculates and applies these discounts when you open 
the Discounts screen.  See page 5:30 for instructions on manually entering discounts.  



 
 

5:29   |   P a g e  
 

Chapter 5 Repair Orders 
 

13. Click Print when you are finished entering and verifying the information on this screen.   

Tip: If there are discounts set in a wholesale customer’s file, the system will remind you that 
discounts apply for the customer when you attempt to print the R/O.  If you click Continue, the 
print dialog appears.  If you click Discounts, the Discounts screen appears. 

14. You are prompted to indicate what you want to do with the repair order.  Click the button that 
corresponds with the option you want to select.   

• (Y) Print & Close R/O: Print and close the repair order.  This closes all repairs. 

• (P) Print & Close C/P: Print and close the customer pay.  This closes the customer pay 
and internal repairs and leaves the warranty repairs open.  You can select to print the 
warranty copy at this time by selecting the Print Warranty Copy Now box.   

• (C) Customer Copy: Print a customer copy of the repair order.  All repairs remain open. 

• Invoice R/O: Invoice the repair order to the Cashier.  This closes all repairs and sends 
the repair order to the Cashier.  The repair order is not updated to Accounting until the 
Cashier prints the repair order and the Service Department performs the Daily R/O 
Update.  You can select to print the customer copy at this time by selecting the Print 
Customer Copy Now box.  If you do not print the customer copy at this time, all copies 
of the repair order print when the cashier prints the repair order. 

• (W) Invoice C/P: Invoice the customer pay repairs to the Cashier.  The customer pay 
and internal repairs are closed and sent to the Cashier, while the warranty repairs remain 
open.  You can select to print the customer copy at this time by selecting the Print 
Customer Copy Now box.  If you do not print the customer copy at this time, all copies 
of the repair order print when the cashier prints the repair order.  The customer pay and 
internal repairs are updated to Accounting when the Cashier prints the repair order and 
the Service Department performs the Daily R/O Update.  When the warranty repairs for 
the corresponding repair order are ready, they should be closed with an I.  If the 
corresponding customer pay and internal repairs have already been closed and updated 
to Accounting, the warranty repairs will be closed and updated during the next daily 
update.  If the corresponding customer pay and internal repairs have not been closed and 
updated to Accounting, the warranty repairs will be closed and updated at the same time 
as the Customer Pay and Internal repairs. 

• (M) Print Memo: Print a memo copy of the repair order.  All repairs remain open.  The 
memo copy prints everything for the repair order, including the cost.  Therefore, the 
memo copy is usually printed as an internal copy that can be referenced while the 
technician completes the work. 

• (N) No Action: Take no action at this time.  This cancels the print and returns you to the 
Review & Print screen. 

• Ooops: This button appears on the right-hand side of the No Action button.  Use this 
button to reactivate the warranty repairs or an entire R/O. 

15. The system prints the appropriate copy and closes the repairs accordingly. 

Tip: If a password is set to reactivate repair orders and you try to change the status of a repair order 
on this screen, you will have to enter the password before you can change the status. 
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Applying Discounts to Repair Orders  
Click Discounts on the bottom of the Review & Print screen to apply discounts.  The top-left part of 
the Discounts screen displays a list of discounts entered in the Service Writing System Setup.  The 
top list displays the discounts that apply to the entire repair order, and the bottom list displays the 
discounts that apply to individual repairs.   

 

Tip: If discounts have been assigned to fail codes applied to the repair order or to customer's 
record, a message will appear in the bottom-left side of the Review & Print screen indicating 
discounts apply.  The system automatically calculates and applies these discounts when you 
open the Discounts screen. 

 
Applying a Discount to a Selected Repair 
Once you set a repair to be discounted to a flat rate, it will not be discounted further if you select to 
apply a repair order discount.   

1. Click the repair you want to select in the list on the right side of the screen. 

2. Type the repair discount code, or click the repair discount code in the Discount By Repair 
list (the blue section).  You must click the code in the Code column to select the code.  If you 
click and hold down the mouse button on the discount description, you can review the details 
for each discount. 

3. The system uses the discount information entered for the repair discount in the Service 
Writing System Setup to determine how much labor and parts need to be discounted to reach 
the discounted repair total specified for the discount code.  The Total Discounts fields 
display the discount amounts, and the Customer fields reflect the new discounted charge.  If 
you selected a discount that has a flat rate of .01, the system discounts the repair 100%, 
making the repair free. 

4. Click Save Changes to save the discount.  (If you try to exit the screen without saving 
changes, the system prompts you to indicate if you want to save the changes.) 
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Applying a Discount to the Entire Repair Order 
When you apply a discount to the entire repair order, it will not affect any repairs set to be discounted 
to a flat rate.  All other repairs, however, are affected by the repair order discount. 

1. Type the R/O discount code, or click the R/O discount code in the Discount Total R/O list 
(the green section).  Be sure you select a discount that applies to the entire repair order.  You 
must click the code in the Code column to select the code.  If you click and hold down the 
mouse button on the discount description, you can review the details for each discount. 

2. The Total R/O Customer Pay fields calculate and display the discount amount, and the 
Customer fields adjust to reflect the new discounted charge.  If you select a discount with the 
labor and parts discount amounts set for .01, you can manually edit the labor and parts 
discounts to the desired amount. 

3. Click Save Changes to save the discount.  (If you try to exit the screen without saving 
changes, the system prompts you to indicate if you want to save the changes.) 

Tip: If you apply a discount but the parts total does not reflect the discount, have the Parts 
Department check the R/O Lubricants Pricing parameters to verify if you are permitted to apply 
discounts to parts on an R/O. 

 
 
Manually Applying Discounts 
If the Labor Discounts Amount and/or Parts Discounts Amount on the Define Discount Codes 
screen in the Service Writing System Setup contains .01 as the labor or parts discount amount, you 
can manually edit the discount amount when applying the discount.  However, you can only manually 
edit discounts for the customer pay total. 

1. Click the discount code for the discount to be applied. 

2. Use the Labor Discount and Parts Discount fields to type the discount. 

3. Click Save Changes. 

 
 
Using the “NONE” Discount 
A “NONE” discount appears in the Discount By Repair discount list.  You would select this discount 
for a repair when you want to restrict the repair from being discounted.  For example, this may apply if 
you are running a lube-oil-filter special and do not want the special price to be discounted any further. 
If you set a repair to “NONE,” the repair will not be discounted when an R/O discount is applied.   
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Removing the Current Discount Code 
You can remove discounts as needed from the repair order or individual repairs.  The following 
instructions walk you through removing discounts.  If you want to remove all discounts that have been 
applied, use the instructions under “Removing All Discounts” in the next section. 

1. If you are removing a repair discount, select the repair. 

2. In the discount list, click the blank code field next to the "Remove Current Discount Code" 
discount. 

3. The discount is removed. 

 
 
Removing All Discounts 
Use the following instructions to remove all discounts applied to the repair order.  This will remove all 
discounts.  You will have to reapply any discounts as needed. 

1. Click Remove All Discounts. 

2. Click OK when prompted to verify you want to remove the discounts.   

3. Click Save Changes to save the edit. 

 
 

Utilities 
The Utilities button on the Repair Orders menu opens the Utilities menu.  This menu contains three 
options that allow you to make changes to both open and closed repair orders.  The last option allows 
you to view parts orders for service customers.  Click the button that corresponds to the menu option 
you want to select, and the appropriate prompt or screen appears.  Click Exit when you are finished 
on this menu to return to the Repair Orders menu. 
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Change R/O To Active 
Use this utility to change a repair order from closed to active.  You cannot use this option on a repair 
order that has been closed and updated to Accounting.  This utility only applies to repair orders 
currently in the active repair order list.  It is possible to set a password for this feature in the Service 
Writing System Setup.  If a password is set, you will have to enter the password before you can 
reactivate a repair order. 

1. Click Change R/O To Active. 

2. Type the repair order number, or search for the repair order by clicking the “Click For List” 
message.  Click the repair order you want to select.   

 

3. Press ENTER if necessary. 

4. Click OK when prompted to verify you want to make the change. 

 
 
Enter R/O Status Code 
Use this button to change the status code for a repair order in the active repair order list.  The status 
you select appears as the status in the repair order list.   

1. Click Enter R/O Status Code. 

2. Type the repair order number, or search for the repair order by clicking the “Click For List” 
message.  Click the repair order you want to select.   

3. Type the status code for the repair order.  A list of codes is provided for your reference.   

 

4. The status of the repair order will be changed to the status you selected.   
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Correct Data on Closed R/O’s 
Use this button to make corrections to customer or vehicle information on closed repair orders.  This 
utility only applies to closed repair orders in the active repair order list.   

 

1. Click Correct Data On Closed R/O’s.  The Correct R/O Data screen appears. 

2. Type the repair order number, or click List to displays a list of repair orders.  Click the repair 
order you want to edit.   

3. The information is displayed in the appropriate fields.   

4. Press ENTER to advance through the fields, and edit the information as needed.   

5. Click Save to save the information. 

6. Click Exit to return to the Utilities menu. 
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Service Ordered Parts 
Use this button to view a list of service customers who have parts on order.  Once the Parts 
Department pulls the parts order to a purchase order, this screen displays the orders and flags them 
as “Order.”  When the Parts Department receipts the stock, the orders are flagged “Stock.”   
 
When you open a repair order for a customer on this list, the system prompts you there are parts on 
order or parts stocked in for this customer.  If a repair order was started and the repair order number 
was included on the order, you can click the customer in the list to view the repair order.  If no repair 
order exists, the system prompts you that it cannot find the repair order.  

 

1. Click Service Ordered Parts. 

2. The screen displays the list of ordered parts.  

3. Use the list at the bottom of the screen to specify the grouping order you want to use for the 
list: part number, description, order que document, order date, customer name, customer 
phone number, order status, or service writer.  You can also select to sort the list by clicking 
on the column header you want to use for the sort.  

4. If an R/O was started and the R/O number was included on the order, you can click the 
customer in the list to view the repair order.  If no R/O exists, the system prompts you that it 
cannot find the R/O.  

5. Use the Print button to print the list as needed. 

6. Click Back to close the screen. 
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Purge Stale Prewrites 
Use this button to remove prewrites from the system.  You should run this utility periodically to keep 
the service schedule files clean.  This will save space and improve the service scheduler’s 
performance. 

1. Click Purge Stale Prewrites. 

2. Use the drop-down calendar to select the date you want to use as the cutoff point for the 
purge.  All of the prewrites before this date will be removed.   

3. Click Go.   

4. Click OK when prompted to verify you want to purge the old prewrites. 

 
 

Continuations 
Use this button to open the Continuation R/O screen to create an additional repair order for the same 
vehicle.  Each repair order will hold up to 12 repairs (conditions).  A continuation repair order will be 
required for additional repairs.  

1. Click Continuations. 

2. Type the repair order number, and press ENTER.   

3. Click OK when prompted to verify you want to generate the continuation.   

4. The continuation R/O number will display.  Click OK to continue.   

 

5. The Enter Conditions screen opens.  Enter additional repairs or conditions as needed. 
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Customer History 
This button opens the Customer Information screen.  The same screen opens when you select 
Customer Information on the Service Writing menu.  This screen is used to enter, view, and edit 
customer information.  Refer to Chapter 3, “Customer Information,” for instructions on using this 
screen.   

 

 
 
 

Prewrites 
The Prewrite button allows you to prewrite a repair order before the customer/vehicle arrives for 
service.  The information can be pulled when the repair order is started for the customer on the 
service date.  The Prewrite feature is also available on the Service Scheduling menu.  The screens 
that appear are the same screens that appear in Service Scheduling.  Please refer to Chapter 4 for 
complete instructions on entering, editing, and deleting prewrite information. 
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Printing the Prewrite List 
When viewing the prewrite list using the Prewrite option on the Repair Orders menu, you can print the 
prewrite list as needed.  (This feature is also available when viewing the prewrite list on the Start 
Repair Order screen.)  This feature is not available when viewing the prewrite list in the Service 
Scheduler.     

1. Click Prewrites.  The Service Prewrite screen appears. 

2. Click Prewrite List.  The Prewrite List opens. 

3. Click the tabs at the top of the list screen to select the prewrite list you want to print. 

4. Click Print. 

5. When prompted to verify your printer is ready, select your print criteria.  
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The Electronic Repair Orders (ERO) program is a complete R/O dispatching system.  From the 
Service Writing module in the Autosoft DMS system, writers dispatch repairs to specific technicians.  
When the technicians log on to the ERO program, their work list automatically displays on the screen.  
The ERO refreshes every 45 seconds to ensure the list is current as repairs are assigned throughout 
the day. 
 
Technicians log repairs on and off as they work on them.  The system tracks the time and time units it 
takes to complete each repair.  The Service Writers or Service Manager can view the assigned list 
and check the status of each repair at any time. 

Tip: If you prefer to use the Autosoft full dispatcher, please refer to Appendix B for information 
regarding the full dispatcher. 

 
 

Entering Setup Information 
First, you must enter setup information for the ERO dispatching.  This includes entering passwords 
for technicians and creating shortcuts for the ERO program on each workstation.  In addition, you will 
set the minimum dispatch time the ERO program will use.  
 
 
Technician Setup 
You must first enter the ERO password for each technician that will use the ERO feature.  
Technicians use the password to log on to the ERO program.  Based on the ID and passwords used 
to log on, the ERO will automatically display the technician’s repair orders. 

1. Open ASI DMS. 

2. Click Service on the ASI DMS main menu. 

3. Click System Setup on the Service Writing main menu. 

4. Click Service Technicians.  The Technician Information screen appears. 

5. Select a technician from the list on the right side of the screen. 

6. In ERO Password, type the password the technician will use to log on to the ERO program.  
Passwords can be up to five alphanumeric characters. 

7. Click Save. 

8. Continue to add passwords using steps 4-5 for each technician as needed. 

9. Click Exit to close the screen when you are finished. 
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ERO Setup 
The Electronic Repair Orders program must be installed on each workstation separately.  This allows 
you to control which workstations have access to the program. 

1. Click Miscellaneous Parameters.  The Miscellaneous Parameters screen appears. 

2. Click Setup ERO On This Client. 

3. Click OK when prompted to verify you want to set up the program. 

4. An ERO icon will appear on the workstation’s desktop. 

5. Click Close. 

6. Return to the Service Writing menu. 

 
 
Minimum Dispatch Time 
You need to set the minimum dispatch time.  When a technician logs a repair on, the clock starts 
timing.  If the technician logs off the repair before the minimum time elapses, the system will cancel 
the log on, and the time will not be added to the repair.  The default minimum dispatch time is 3 
minutes.  You only need to edit the parameter if you want the minimum dispatch time to be other than 
3 minutes. 

1. Click Repair Orders on the Service Writing main menu. 

2. Open any repair order screen. 

3. Click Schedule Xpress.  The Schedule Xpress screen appears. 

4. Click Setup.  The Schedule Xpress Setup screen appears. 

5. In Minimum Dispatch Time (Minutes), indicate the minimum minutes that must be logged in 
order for the log on to count.  The minimum can be from 1 to 9 minutes.     

6. Click Close to close the screen and save the setting. 

 
 

Dispatching Repair Orders 
Service Advisors can dispatch repair orders to technicians from the Schedule Xpress Scheduler or 
the Enter Conditions screen.  The repair order will appear in the technician’s repair list. 
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Dispatching from the Schedule Xpress Detail Screen 

1. Click Repair Orders on the Service Writing main menu. 

2. Open any repair order screen 

3. Click Schedule Xpress to open the scheduler. 

4. Click Details.  The Detail screen appears. 

5. Click the customer name for the R/O you want to dispatch.  A repair order must exist in the 
Service Writing module before you can dispatch it to a technician.  Open repair orders will 
have a status “Opn.” 

6. The ERO Dispatch screen appears. 

 

7. Click the technician in the list on the left side of the screen you want to assign the 
repair/repair order. 

8. The window on the bottom left side of the screen displays the repairs on the selected R/O.  
The repair number automatically defaults to “A” for All Current Repairs.  If you want to 
assign all repairs on the repair order to the technician, leave the default entry.  If you only 
want to assign a specific repair, click the repair in the repair list.  The repair number will fill in 
the Repair field. 

9. If necessary, click to select the priority level for the repair.  Repairs flagged “Priority 1” will 
display red in the technician's ERO list.  The technician should complete these repairs first.  
Repairs flagged “Priority 2” will display pink in the technician's ERO list.  The technician 
should complete these repairs second.  Repairs flagged “No Priority” will appear in the 
technician’s ERO list without special formatting. 

10. Click Assign.  The repairs will appear in the technician’s work list in the ERO program. 

11. Click Close to close the screen.
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Dispatching from the Schedule Xpress Main Screen (R/O List) 

1. Click Repair Orders on the Service Writing main menu. 

2. Open any repair order screen. 

3. Click Schedule Xpress to open the scheduler. 

4. Click R/O List.  An Active R/O List screen appears.   

5. Click the repair order you want to dispatch.  The ERO Dispatch screen appears.   

6. The ERO Dispatch screen appears. 

7. Dispatch the repairs using steps 7-10 under “Dispatching from the Schedule Xpress Detail 
Screen.” 

 
 
ERO Dispatching from the Enter Conditions Screen 

1. On the Enter Conditions screen (Start Conditions menu option), make sure the repair order 
you want to dispatch is displayed on the screen. 

2. Click ERO Dispatch. 

3. Click the technician in the list on the left side of the screen you want to assign the 
repair/repair order. 

4. The window on the bottom left side of the screen displays the repairs on the selected R/O.  
The repair number automatically defaults to “A” for All Current Repairs.  If you want to 
assign all repairs on the repair order to the technician, leave the default entry.  If you only 
want to assign a specific repair, click the repair in the list.  The repair number will fill in the 
Repair field. 

5. If necessary, click to select the priority level for the repair.  Repairs flagged “Priority 1” will 
display red in the technician's list.  The technician should complete these repairs first.  
Repairs flagged “Priority 2” will display pink in the technician's list.  The technician should 
complete these repairs second.  Repairs flagged “No Priority” will appear in the technician’s 
list without special formatting. 

6. Click Assign.  The repairs will appear in the technician’s work list in the ERO Program. 
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Removing Repairs 

1. Advance to the ERO Dispatch screen through the Schedule Xpress scheduler or the Enter 
Conditions screen. 

2. Verify the correct repair order is displayed on the ERO Dispatch screen.  The repair order 
number should display in the R/O field on the bottom of the screen.  

3. Click the repair in the repair list you want to remove. 

4. Click Remove. 

5. The repair is removed from the technician’s list. 

 
 
Viewing all Dispatched Repairs 
While on the ERO Dispatch screen, you can use the List All Techs button to view all dispatched 
repairs.  The first number in parenthesis is the technician ID assigned the repair.  Next, you will see 
the R/O number and repair number.  To the right of the repair number, you will see a code in 
parenthesis that identifies the status of the repair.  The repair description/complaint is the last item 
displayed. 
 
There are six possible status codes.  The status changes as the technician works on the repair and 
finalizes it.  Below is a list of the status codes and what each code means. 

• (Que): The repair has not yet been started.  This status will appear only for repairs flagged 
“No Priority.” 

• (P-1): This status only appears for repairs that have been flagged “Priority 1.”  This status 
means that the repair has not yet been started or that it has been saved but not finalized. 

• (P-2): This status only appears for repairs that have been flagged “Priority 2.”  This status 
means that the repair has not yet been started or that it has been saved but not finalized. 

• (Wrk): The repair is being worked on.  The technician has this repair logged on in the ERO 
program. 

• (T/A): Time has been assigned to the repair.  The technician has logged the repair on and off 
but has not finalized the repair.  Instead, the technician saved the information using the Save 
Story button in the ERO program.  The repair will remain in the technician’s list until it is 
finalized. 

• (Fin): The repair has been finalized.  A repair is finalized when the technician clicks the 
Finalize Repair button in the ERO program. 
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Below is an example of the Dispatched Jobs list.  A breakdown has been provided for each technician 
in the list to help illustrate how the information is displayed.  

 

Tech R/O Repair Status Description 

01 40373 1 (Fin) The repair has been finalized. 

01 40373 2 (P-1) The repair was flagged “Priority 1.”  The technician 
has not started this repair. 

01 40383 1 (P-2) The repair was flagged “Priority 2.”  The technician 
has not started this repair. 

01 40386 1 (T/A) The repair has had time applied to it, but the 
technician has not finalized the repair. 

02 40388 1 (Que) The repair was flagged “No Priority.”  The technician 
has not started this repair. 

04 40377 1 (Wrk) The technician is currently working on the repair. 

 
 
 

Using the ERO Program 
The ERO program runs outside of the Autosoft DMS Service Writing module.  Each technician will log 
on to the program.  The technician’s work list will automatically display the assigned repairs, and the 
ERO will track the total time and time units for each repair.  Technicians log repairs on and off and 
document repair information on one screen, simplifying the process. 
 
General Motors VIS and Chrysler VIP are in the ERO program.  This allows the technician to check 
for any additional repairs that may be needed.  The VIP and VIS interface works the same way it 
does on the Repair Order screens in the Service Writing module. 
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Logging on to the ERO Program 

1. Double-click the ERO icon on the desktop. 

2. Type your technician ID (user ID) and password on the prompt.  (You can also click a 
technician in the list on the right side of the screen to have the ID automatically fill in on the 
prompt.) 

 

3. The ERO opens and displays your repair orders. 
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Setting Up QwikLines 
Each technician can save unique QwikLines.  This is information that the technician may type 
frequently.  Instead of having to repeatedly type the same information, the technician can select the 
text from his/her QwikLines list.  QwikLines are not shared in a common list.  Each technician must 
enter his/her own QwikLines. 

1. Click Setup. 

2. Type the information you want to save as your QwikLines.  Each line holds up to 45 
characters.  If you require more than 45 characters, you must use multiple lines to add your 
text. 

 

3. Click Close.  The information is automatically saved when you close the screen. 
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Logging on Repairs 
Only one repair can be logged on per technician at a time. 

1. Click a repair in the window on the top left side of the screen. 

 

2. The repair order number and repair number fill in on the screen for reference.  The window on 
the bottom right side of the screen lists all the repairs on the repair order with descriptions for 
your reference. 

 

3. Click Log On.  The ERO program begins timing the repair. A yellow block appears in the 
center of the top window.  It displays the time elapsed for the repair. 

Tip: Once the repair is logged on, the Log On button becomes a Cancel Log On button.  Click this 
button to cancel the log on.  The repair is cleared from the screen, and no time is saved. 
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Logging off Repairs 

1. Click Log Off. 

2. The Total Actual Minutes and Total Actual Units fill in based on the time for the repair.   

Tip: Remember, the minimum dispatch time can be set in the Schedule Xpress setup.  If the 
technician logs off before the minimum time elapses, the time will not be added to the R/O. 

3. Use the lines at the bottom of the screen to enter information for the repair.   

You can pull your QwikLines to the repair by clicking QwikLines and clicking the line in your 
list.  The mouse pointer becomes a piece of paper with a paper clip.  Click on the line where 
you want to drop the QwikLine, and it will fill in the line for you.  Remember, if you created a 
QwikLine that used two rows, you must select both rows of text to add to the story. 

4. You have three options at this point: 

• If you added a story to the repair, click Save Story to save the changes.  This leaves the 
repair in your list so you can log it on again or add additional information as needed.  You 
will need to finalize the repair later to ensure it is flagged as finalized and to remove it 
from your list. 

• If this is the final repair on a repair order, click Print Time Flags to print the thermal 
sticker with the time for all the repairs on the R/O.  You will need to print the time flags 
before you finalize the last repair on an R/O.    

• If you are finished with the repair, click Finalize Repair to finalize the repair and remove 
it from your list.  

Important: In order to close a repair, you must click Finalize Repair.  Logging off does not close a 
repair.  The repair will remain in your ERO list until it is finalized. 

 

Tip:  Use the Print LOF Window Sticker button to print a static windshield label to remind the 
customer of the next service date.  This option requires a thermal transfer printer and 
preprinted labels available from Autosoft Forms division.   
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Sending Parts Requests 
The Autosoft ERO Parts Request provides a communication tool for the Service Technicians and 
Parts Department.  From the ERO screen, the Service Technician prepares a list of parts required for 
each repair order and sends the list to the Parts Department.  A notification will appear on the Parts 
Department workstations that a parts request has been received.  Once the Parts Department has 
fulfilled the request, the Parts Department sends message back to the technician that his/her parts 
are ready.  The technician can pick up the parts without having to wait in the Parts Department for the 
order to be fulfilled. 

1. Select a repair order from the work list on the left side of the screen. 

2. Click Parts Request on the bottom right side of the Electronic Repair Order screen.  The 
Parts Request screen appears. 

 

3. Type the part number for the parts you want to request in the Part Number field and the 
quantity you are requesting in Qty.   

You can also select a part number from the customer’s repair history listed on the right side 
of the screen to add to the request.  Click the part number in the customer’s history, and the 
mouse cursor becomes a yellow piece of paper.  Click the Parts Number field where you 
want to add the part number.  When selecting a part from the repair history, the quantity 
defaults to the quantity for that service date.  Edit the quantity as needed.   
 
If you need to remove a part, simply change the quantity to 0 (zero).  The part will be 
removed when the request is sent to the Parts Department. 

4. The Description and O/H fields fill in with the part name and on-hand quantity from the 
Master Inventory record. 

5. Use the Text Message box to type any information that you want to send with the request.  
The counter workers can reply to this text when fulfilling the order. 

6. Click Send when you are finished adding parts to this request.  You will be back at the 
Electronic Repair Order screen. 



 
 

6:12   |   P a g e  
 

Autosoft FLEX DMS Service Writing 
 

7. You will receive a message on the Electronic Repair Orders screen when the parts are ready.  
If a counter worker sent you a text message, it will appear in the yellow Answer Back window.  
Otherwise, the window will read, “Your Parts Are Ready.”   

 

8. Click OK to acknowledge the message. 

 
 
Viewing History 
Use the History button on the bottom of the ERO screen to view the customer’s service history.  A list 
of the service dates appears.  Click a date to view the repair order. 
 
 
Viewing Stats 
The Stats button on the bottom of the ERO screen allows you to view your time.  The list identifies 
the time for individual repairs and your total time for all the repairs in the list.   The statistics for all 
closed repair orders are cleared during the daily R/O update. 
 

 
Minimizing the ERO 
Once the ERO program is open, you can minimize it.  This allows you to keep the program open 
while you work on other things.  Click Minimize on the Electronic Repair Order screen, and the ERO 
program is minimized to your task bar.  When you need to work in the ERO program, click the ERO 
item on your task bar at the bottom of your screen.  This gives you instant access to the program 
whenever you need it. 
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Switching Users 
A new technician can log on to the ERO program while it is already open on the workstation.  This 
allows multiple technicians to use the same workstation without having to close and reopen the 
program. 

1. Click New User. 

2. Type your user ID and password on the prompt.  (You can also click a technician in the list on 
the right side of the screen to have the ID automatically fill in on the prompt.) 

3. The ERO opens and displays your repair orders. 

 
 
Closing the ERO Program 
At the end of the day, the ERO program should be closed.   

1. Click Close. 

2. Click OK when prompted to verify you want to close the program. 

 
 

Printing the Dispatcher Time Flags 
You can print the dispatcher time flags from the Daily R/O Update menu.  This is a summary of the 
time for each technician for the day.  The time flags must be printed before the daily R/O update since 
the update clears the dispatcher information for all closed repair orders. 

1. Click Daily R/O Update on the Service Writing Main menu. 

2. Click Dispatcher Time Flags. 

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

Important: In order to ensure accurate time flags, you can only use one dispatch in the ASI DMS 
system.  You must choose to use the traditional dispatcher (available using the 
Dispatcher button on the Service Writing menu) or the ERO dispatcher (available from 
the Enter Conditions screen or Xpress Scheduler).  You cannot use both. 
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Purging Stale Records 
If a Service Writer attempts to close a repair that a technician has logged on, the system will display a 
warning that a technician is logged on to the repair.  Make sure the technician is finished with the 
repair, and have the technician finalize it before you continue.   In the event a repair order is updated 
before the technician has finished or finalized a repair, the repair will stay in the technician’s list 
indefinitely.  In this event, you will have to purge the stale records.  

1. Click Service on the ASI DMS main menu. 

2. Click Dispatching on the Service main menu. 

3. Accept the date and time if prompted. 

4. Click Setup. 

5. Click Purge Stale Data. 

6. Click OK when prompted you want to purge the data. 

7. The system displays a “Did That” message when the purge is complete.  Click OK to 
acknowledge the message. 
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The Active R/O List screen is used to view and search a list of active repair orders.  This screen is for 
reference.  No data can be entered here.  If you need to make a correction to a repair order, you must 
use the Repair Orders menu.   

 

 
 

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

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

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

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

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

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

• The Closed tab displays the repair orders that have been printed and closed. 



 
 

7:2   |   P a g e  
 

Autosoft FLEX DMS Service Writing 
 

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

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

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

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

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

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

 
 

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

2. A summary of the R/O appears. 

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

4. Click Back to close the summary. 

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

1. Click Print. 

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

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

Tip: Click Refresh to refresh the R/O list to ensure the list is current and includes any repair orders that 
may have been created while you were viewing the list. 
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CChhaapptteerr  88  DDaaiillyy  RR//OO  UUppddaattee  
The Daily R/O Update menu provides a list of options for printing summaries of the repair orders and 
updating the repair orders on a daily basis.  The menu displays the date of the last R/O update for 
your reference.  Click the button that corresponds to the menu option you want to select.  The 
appropriate prompt, submenu, or screen appears.  When you are finished, click Back to return to the 
Service Writing menu. 

 

 
 

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. 
 
 

List Closed R/O’s 
Use this button to print a comprehensive list of the closed repair orders.  For every closed repair 
order, the report lists the repair order number, customer number, customer’s name, and R/O open 
date.  It also lists the totals for warranty, customer pay, internal, and cost for labor, parts, and shop 
supplies.  In addition, it lists the total time charged on the repair order and the profit margin. 
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Daily Summary 
The Daily Summary is an excellent report to print before performing the daily update.  It prints a 
summary of the closed repair orders.  You can use this summary to verify there are no errors on the 
repair orders.   
 
In addition to listing the parts sales, labor cost, labor sale, and profit margin for each repair order, the 
report displays the overall totals for all of the closed repair orders, including the total number of closed 
repair orders and the total number of active repair orders in the system.  The printout also provides a 
technician summary that lists the customer pay, warranty, internal, and daily totals for each 
technician.   
 
 

Service Writer Summary 
The Service Writer Summary is another good report to run before performing the daily update.  It 
provides a breakdown of the business handled by each service writer and identifies all the repair 
orders that were closed for the day and that will update to Accounting during the daily update.   
 
The report is grouped by service writer.  For each writer, the report lists the closed repair order 
summary and open repair order summary.  The bottom section of each writer’s summary lists the 
totals for labor, parts, gas/oil/grease, shop supplies, and sublet for warranty, customer pay, and 
internals.  The total cost and total profit margin are also listed.  This report will list repair orders that 
have the warranty repairs still open on them, but these repair orders will not update until the warranty 
repairs are closed. 
 
 

Daily Reports/Pre-writes 
This button advances you to the Miscellaneous Daily Reports menu.  This menu is used to print 
various reports about the open repair orders in the system.  You can also use this menu to print the 
pre-write information for all of the pre-writes entered for a specific day.   
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List Active R/O’s 
Use this button to print a list of all the open, active customer and internal repair orders.  The report 
lists the repair order number, customer’s name, service date, and the cost and sale totals for parts 
and labor for each repair order.  The bottom of the report lists the total cost and sale for parts and 
labor for all repair orders on the report and the number of open customer and internal repair orders in 
the system. 
 
 
List Active W-R/O’s 
Use this button to print a list of the open, active warranty repair orders.  The report lists the repair 
order number, customer’s name, service date, and the cost and sale totals for parts and labor for 
each repair order.  The bottom of the report lists the total cost and sale for parts and labor for all 
repair orders on the report and the number of open warranty repair orders in the system. 
 
 
List All Open Repair Orders 
Use this button to print a list of all the open repair orders—warranty, customer, and internal.  The 
report lists the repair order number, customer’s name, service date, and the cost and sale totals for 
parts and labor for each repair order.  The bottom of the report lists the total cost and sale for parts 
and labor for all the repair orders on the report, the totals for the primary customer repair orders, and 
the number of open repair orders in the system. 
 
 
List R/O's At 5 Days Or Older 
Use this button to print a list of the repair orders that have been open for five days or longer.  This is 
based on the open date for the repair order.  For each repair order, the printout lists the R/O number, 
customer name, repair type/pay type, open date, parts cost and sale total, and labor cost and sale 
total. 
 
 
Print Work In Process 
Use this button to print a list of repair orders with work in progress for the Service Department and 
Body Shop.  The report lists the service repair orders and body shop repair orders separately.  For 
each repair order on the report, it lists the repair order number, repair date, customer’s name, labor 
cost, any pre-flag time paid on the repair order, parts cost, gas/oil/grease cost, and sublet cost.  The 
end of the report lists the total labor, total pre-flag labor paid, net labor (total labor minus any pre-paid 
labor), net parts, net parts per source, net gas/oil/grease, and net sublet for all of the service repair 
orders and body shop repair orders.   The end of each section lists the total service repair orders and 
total body shop repair orders listed on the report. 
 
 
Previous Daily Summaries 
Use this button to view previous daily summaries.  The list will hold 23 updates.  The list will show 
each update available if you updated more than once a day.  Click the update in the list you want to 
view.  The update displays on your screen. Print the information from the viewing screen as needed. 
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Print Pre-Writes 
Use this button to print a summary for each pre-write due to come in for service on a specific day.  
Type the date you want to print.  You must type the date in an eight-character format with or without 
slashes (mmddyyyy or mm/dd/yyyy).  If you do not enter slashes, press ENTER to continue.  Click 
OK when prompted to verify your printer is ready.  A separate page prints for each pre-write 
scheduled on the date you specify.  The printout lists all of the information entered for the pre-write 
(customer’s information, vehicle information, and repair information.) 
 
 

View Closed R/O List 
Use this button to display a list of the closed repair orders.  The screen displays the repair order 
number, customer name, customer pay amount, warranty amount, internal amount, and total amount 
posted to the repair order.  When you are finished viewing the list, click Back to return to the Daily 
R/O Update menu.  
 
 

Dispatcher Time Flags 
Use this button to print a breakdown of the time each technician spent on repairs.  In order to print 
this report, you must use the Dispatcher feature.  You must print the dispatcher time flags before 
performing the daily R/O update since the update clears the time flags.      
 
The report is grouped by technician.  The report lists every repair order the technician was assigned.  
For each repair order, the report lists the repair order number, repair number, service date, log on 
time, log off time, and the total number of minutes the technician spent working on that repair order.  
The end of each technician’s section lists the total minutes the technician spent working on repairs for 
all of the repair orders.   
 
 

Update Closed R/O’s 
Use this button to update the closed repair orders.  This updates the Customer Information, Vehicle 
History, and Repair Order History files.  The update also sends the repair orders to the Accounting 
module so the information can be posted to the books.   

Important: All other workstations must exit the Service Writing module during the update.  If you 
receive an error during the update, verify that all users are out of the Service Writing 
module.  If all users are out of the module and you still receive an error, use the File 
Rebuild Utility on the Utilities & Settings menu to verify ASROJ.DAT, ASROD.DAT, 
ASROM.DAT, and ASROCRC.DAT.  If you still receive an error, call Autosoft for 
assistance.   

1. Click Update Closed R/O’s. 

2. Click OK when prompted to verify you want to update the repair orders.   

3. If there are open repair orders more than 30 days old, the system displays a warning.  Click 
OK to acknowledge the message and to view a list of the open repair orders.  You should 
research the repair orders to ensure each needs to remain open.  Click Cancel Update to 
cancel the update or Continue Update to continue with the update. 
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CChhaapptteerr  99  RReeppaaiirr  OOrrddeerr  HHiissttoorryy  
The Repair Order History screen is used to view and print repair orders that have been closed.  You 
can also use this screen to delete a repair order from a customer’s history.  This information is for 
reference only.  No data can be entered or edited on this screen.  If you need to edit information on a 
repair order, use the Edit Service History feature on the Data Utilities menu in the Service System 
Setup.  When you are finished viewing information, click Exit to return to the Service Writing menu. 
 
If you use the Dispatcher feature, a Re-Print Dispatcher Time Flag button appears on the top right 
side of the screen.  You can use this button to reprint the dispatcher time flags for the selected repair 
order.  This prints the same time flags were printed in the Dispatcher.  Therefore, just like printing the 
time flags in the Dispatcher, you must have a thermal transfer printer in order to print the time flags 
from this screen. 

 

 
 

Pulling the History Based on the Repair Order Number 
If you know the repair order number you want to view, type the number in the R/O No. field, and 
press ENTER.  The repair order information fills in on the screen.   

Tip: Once the vehicle information fills in on the screen, you can click the car icon next to the VIN 
field or press F10 to view the VIN decoding data.  This provides detailed information about the 
vehicle based on the VIN.
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Pulling the History Based on a Customer Search 
If you know the customer the repair order is for, you can search the customer’s history to select the 
appropriate repair order. 

1. Click Search.   

2. On the Customer Search Criteria screen, type the first three letters of the customer’s last 
name, the last four digits of the customer’s phone number, or the customer’s license plate 
number.   

3. A list of the customers who meet the criteria you entered appears.  Click the customer you 
want to select.  A list of the repair orders for that customer appears in the list on the bottom 
part of the screen.   

 

4. Click the repair order you want to view.  The information for the repair order fills in on the 
Repair Order History screen.   
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Viewing the Time Flags 
Click Time Flags to view the time flags for the repair order.  The Flagged Time screen will open and 
displays the time for the selected repair order.  Click Close to close the screen. 
 
 

Viewing the Service History 
Click History to display the vehicle’s repair history.  Click a repair order in the list to view it. The 
information fills in on the Repair Order History screen. 

 

 
 

Viewing the Complete Repair Order 
Click View R/O to view a summary of the repair order.  The screen displays all of the repairs for the 
selected repair order.  This is the same information that is displayed when you click View R/O on any 
of the six entry screens when generating repair orders. 
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Printing Copies of the Repair Order 
You can print the repair order from this screen.  The printout is an exact reprint of the original repair 
order.  You have the option of printing specific copies of the repair order as needed. 

1. Click Print.   

2. On the Print Options dialog, click to select the copies you want to print: customer copy, 
Accounting copy, warranty copy, or file copy.  A check mark will appear in the box in front of 
the copy.  This indicates a copy will print.  Click a box to clear it. 

3. Click Print to print the selected copies. 

 
 

Deleting a Repair Order 
You can delete a repair order from history.  This removes the repair order from the history, so ensure 
you want to delete it before you proceed.  You cannot recall a repair order once it has been deleted.  
If you attempt to recall a deleted repair order, you will receive a message indicating that you have 
entered an invalid repair order number.  A password is required to delete a repair order from history.  
This security feature ensures only authorized personnel can delete files. 

1. Select the repair order. 

2. Click Delete. 

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

4. Type the password. 

 
 

Viewing Recent Repair Orders 
The Recent button allows you to view a list of recent repair orders.  You can choose to view 5, 10, 
15, or 30 days back.   

1. Click Recent. 

2. Move the slider to select the number of days back you want to view (or click the days on the 
slide bar to move the slider).   

3. From the list, click the repair order you want to view (or slide the bar to Close to close the 
list.) 
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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. 
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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.   
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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. 
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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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Chapter 11 

CChhaapptteerr  1111  FFoolllloowwuupp  &&  MMaarrkkeettiinngg  
The Service Followup menu is used to assist you with activities that promote customer retention.  The 
options allow you to create followup mailers and print followup lists.  Click the button that corresponds 
to the menu option you want to select.  The appropriate submenu or screen appears.  When you are 
finished, click Exit to return to the Service Writing menu. 

 

 
 

Setup 
Before you can use the followup program, you must create your followup mailers.  Use the Setup 
button to enter the parameters you want to use when generating the followup lists and to enter text for 
the mailers you want to send out.  (The instructions on the following page explain the information 
required in each field and how to enter your mailer text.) 
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Important: You must use pre-printed forms to use this feature.  Autosoft can print the forms, or 
another vendor can print the forms based on a form from Autosoft.  The forms must 
match the Autosoft form exactly in order to work with this module. 

 
Using Trouble Codes or Service Menu Codes 
The Maintenance Service Code setup of postcard reminders is sensitive to the use of trouble/fail 
codes and service menu codes.  Please review the following information before entering your setup 
information.  It will help you decide whether you should use trouble/fail codes or service menu codes. 
 
 
Trouble Fail Code Usage 
A trouble code allows you to assign specific general ledger accounts to the item to specific where the 
labor for the repair will post.  The postcard setup will find the occurrences of the trouble/fail code as 
created in the Trouble/Fail Code setup.  A postcard scan for trouble/fail codes is not sensitive to 
whether or not the Labor Operation field is left blank in the Trouble/Fail Code setup.  The trouble/fail 
code used for a repair order is recorded to the R/O history and is searchable in a postcard search. 
 
 
Service Menu Code Usage 
When creating menu codes, you can assign parts associated with repair and add customer 
presentation for up sales.  The postcard setup will find the use of a service menu codes IF the Labor 
Operation field and Code field in the Enter Service Menu Operations setup match.  For example, 
code SPE needs to be in the Code field and Labor Operation field.  The codes must match in 
spelling for a valid search.  If the Labor Operation field is left blank, then essentially the postcard 
search for the usage of that code will be null. 
 
 
Adding Setup Information 

1. In Maintenance Service Codes, enter up to ten codes that apply to follow up as they appear 
in either the menu codes or trouble codes, and the system will search for the codes when 
generating the marketing list.  If the system finds one of the codes entered here in a 
customer’s service history file, it will check to see how long ago the service was done.  If the 
service falls within the minimum or maximum days specified on this screen, the system will 
pull that customer to the marketing list. 

2. Under Maintenance Service Description Keywords, type up to five descriptions you want 
the system to search for when generating the marketing list.  The system searches the 
Customer Complaint line in the repair order history for the descriptions.   

3. In Minimum Miles To Pull, type the minimum miles a vehicle should have (based on the 
system’s estimation of accumulated miles) before it is included on the marketing list. 

4. In Minimum Days To Pull, type the minimum number of days since the last service that 
should elapse before the customer is added to the marketing list. 

5. In Maximum Days To Pull, type the maximum number of days since the last service date 
that should elapse before the customer is added to the marketing list. 
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6. Click Generic, and use the Flyer Text area to type a general message that will print on all 
non-manufacturer-specific mailers.  You must press ENTER to force line breaks as you type, 
or the text will not print properly. 

 

7. Click the Text buttons, and use the Flyer Text area to type messages that will print on all 
manufacturer-specific mailers.  You must press ENTER to force line breaks as you type, or 
the text will not print properly.   

8. Use the VIN Flag field to indicate the manufacturer for the text you are adding.  The second 
letter on the VIN indicates the manufacturer.  Type that letter in the VIN Flag field.  For 
example, all General Motors vehicles have G as the second letter of the VIN.  To assign a 
GM-specific message, you would type G in this field.   

 

9. Click Back when you are finished entering the setup information.  The system automatically 
saves the information you enter. 
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Daily Followup 
This button advances you to the Service Followup Sheets menu.  This menu is used to conduct daily 
service followup.  You can print followup short lists or detailed followup sheets.  Both options allow 
you to conduct surveys to rate customer satisfaction based on a scale from 1 to 5.  The survey 
questions are tailored to fit the needs of your dealership. 
 
When you first access this menu, you are prompted to select the date for the working data you want 
to use.  The data is based on the repair order closing date.  Each date listed contains the repair 
orders that were closed on that date.  The data only includes information for the last six days.  You 
cannot go back further than six days.  The followup list is based strictly on the repair order list for the 
service date selected.  The customer's status (A for active or I for inactive) and the customer's "On Do 
Not Call List" entry in the customer information file do not determine if a customer is pulled to this 
followup list. 

 

The dates in the data list should appear in order from the most recent date to the oldest date.  If the 
menu is missing a date, Service did not perform the Daily R/O Update on that date. Similarly, if 
Service performs multiple Daily R/O Updates, the menu will display the same date on multiple lines.  
 
If one or more dates appear to be out of order in the Select Working Data list, check to see if there is 
a closed repair order for the day that has an old open date (days or weeks ago).  This might be 
caused, for example, by a repair order that contained both customer pay and warranty work, where 
the warranty repair remained open for a period of time.  When the repair is finally closed, the repair 
order is included in the Daily R/O Update.  The Daily R/O Update displays the oldest open date for all 
of the repair orders updated as the date in the data list.  The repair order with the oldest open date 
will be the first repair order in the closed repair order list for that day and will be the first repair order 
displayed when viewing the repair order data in Adobe® Acrobat® Reader®.   
 
To select the working data, click the date you want to select.  (You must select working data to 
continue.  If you click Abort, the system will return you to the Service Followup menu.)  The data for 
the date you selected becomes the working list for all of the menu options.  The selected date is 
displayed on the bottom of the menu for your reference.  If you need to change the date, click Select 
Followup List To Process to display the list of available data again. 
 
To begin working with the data and to print the followup sheets, 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 Followup menu. 
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CSI Questions 
Before you can print the followup sheets, you must enter the text that you want to print on the sheets 
using the CSI Questions button.  These are the same questions entered in the CSI/SSI module.  You 
can enter up to four questions that allow the customers to rate their service on a scale from 1 to 5.  
Simply type up to four questions in the fields provided.  When you are finished, click the Back to 
return to the Service Followup Sheets menu.  The system automatically saves the information. 

 

Tip: These are the same questions found in the CSI/SSI module.  If you edit the questions here, 
the changes pull to the CSI/SSI module.  Similarly, changes made to the questions in the 
CSI/SSI module automatically pull to the Service Writing Daily Followup. 

 
Print Followup Short List 
Click Print Followup Short List to print a followup short list for all of the closed repair orders.  This 
list can be used to conduct phone surveys if your dealership does not want to mail out customer 
surveys.  When prompted to verify your printer is ready, select your print criteria.   
 
The list prints four closed repair orders per page.  It displays the customer’s name, address, and 
phone numbers, the repair order number and closing date, the vehicle’s year, make, model, and 
mileage, the advisor and technician for the repair order, and the followup survey questions.   
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Print Followup Sheets 
Use this button to print followup sheets for customers.  This printout can be used to conduct individual 
surveys through the mail.   

1. Click Print Followup Sheets. 

2. In the list, click the box in front of the customer's name to select the customers for whom you 
want to print the followup sheets.  A check mark appears in the box to indicate the customer 
has been selected.  You can also use the Select All button to select all customers and the 
Clear All button to clear the boxes for all customers.   

3. Click Print Selected. 

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

Each customer’s survey prints on a separate page.  The printout lists the customer’s information, 
service history, details for the most recent service, and the followup survey questions.   
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View/Edit Working Data 
Use this button to open the Edit Compiled List screen.  This screen is used to view the list of closed 
repair orders in the current working list and to change the status of repair orders as needed.   

 

 
Click a repair order to change its status from “Active” to “Removed” or from “Removed” to “Active.”  
You can only print followup sheets for active repair orders.   
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Pull Marketing List 
Use this button to generate a list of customers due for followup mailings.  The list is based on the 
mailing date you specify.  The system will also use the information you entered in the Followup Setup 
to generate the list.  The system displays your parameters as it scans the files. 

Tip: An inactive (I) status in the Customer Information file will prevent a customer from being pulled 
to this marketing list.  If a customer has expressed he or she does not wish to be contacted by 
the dealership, you can use the customer’s status to help prevent the customer from being 
pulled to this marketing list. 

1. Click Pull Marketing List.  The Scan Records screen appears. 

2. Type the mailing date you want to use for the list (the date you want to send the mailers out).  
You are already filtering the list based on the minimum miles to pull, minimum days to pull, 
and maximum days to pull you entered in the Setup. 

 

3. Click OK when prompted to verify you want to pull the working list.  (If you click Cancel, the 
system will clear the date field, and you can enter a new date.) 

4. The system will ask you if you want to perform a pre-scan fix.  Click OK or No to indicate the 
option you want.  The pre-scan fix helps verify the integrity of the files to ensure the system 
can successfully generate your list. 

5. The system will scan the records.  This may take several minutes depending on the number 
of service records in your system.  The system will display the progress as it scans. 

6. If a list already exists, the system will prompt you to indicate if you want to override the 
existing list.  Click OK.  (If you select to cancel the override, the system will discontinue 
generating the new list.)   

7. When the system is done generating the list, it will display a message indicating the number 
of records in the new list.  Click OK to acknowledge the message. 
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Edit Marketing List 
Use this button to edit the marketing list as needed before printing the mailers.  You can remove 
customers from the marketing list and view customers’ repair history.  If you edit a customer’s 
information on this screen, the changes will update to the customer’s master file.  Ensure you have 
permission to edit customer files before making changes on this screen.  

1. The screen displays the customers on the list.   

 

2. Click Previous Page and Next Page to scroll through the pages of the list as needed.   

3. Click the customer, and the customer’s information appears in the fields at the bottom of the 
screen.   

4. Edit the information as needed.  Remember, the information you edit here will update the 
customer’s record.   

5. Verify a name appears in the Salutation field.  Type a name if one does not fill in this field.  If 
this field is blank, no name will print on the mailer. 

6. Click Save to save the changes.   

7. Continue to view and edit customer information as needed. 

8. Click Exit to return to the Service Followup menu.
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Viewing a Customer’s Repair History 
You can view the repair history for any customer on the list using the Repair History button.  The 
screen will display the repair history.  This information is for viewing only.  You cannot edit any 
information on the screen. 

1. Click the customer you want to select.  The customer’s information is displayed in the fields 
on the bottom of the screen. 

2. Click Repair History. 

3. The customer’s repair history is displayed.  The top part of the screen displays the vehicle’s 
model year, make, and model.  If the vehicle was purchased from the dealership, the top part 
of the screen also displays the delivery date. 

The bottom part of the screen displays the repair order history.  It lists the repair order 
number, service date, mileage, technician ID, repair type (C for customer, W for warranty, I 
for internal, N for new car road ready, or Q for quick lube), a description of the service, and 
the totals for labor and parts for each service/condition.   

4. Click Back to return to the List screen. 

 
 
Removing Customers from the List 
You should always edit the list to remove any customer you do not want on the list.  The system may 
include internals or dealer trades that have customer files in the system, so you should be sure to edit 
the list to remove these “customers.”  Editing the list only removes customers from the current 
compiled list; this does not remove their customer records from the system.  There are two ways to 
remove customers from the list.  You can use the Pre-Edit List button or the Remove button. 
 
 
Pre-Editing the List 
The Pre-Edit List button allows you to view a list of all the customers on the compiled list.  This 
option allows you to remove customers from the list without viewing their information.  This only 
removes the customers from the current compiled list.  It does not remove the customers’ records 
from the system. 
 
You can remove customers from the list as needed by changing a customer’s status in the pre-edit 
list.  There are two statuses.  An “Active” status means the customer is currently displayed on the list 
screen.  (Initially, all customers will have an “Active” status until the list is edited.)  A “Remove” status 
means the customer does not appear on the list screen.  The customer will only appear in the pre-edit 
list.  You can only print mailers for customers with an “Active” status.    

1. Click Pre-Edit List.  A list of the customers on the list appears.   

2. The third column displays the customer’s status.  Click a customer to change the customer’s 
status.  The status will change from “Active” to “Removed” or from “Removed” to “Active.”  

3. Click Previous and Next to maneuver through the additional pages of the list, and continue 
to edit the list as needed. 

4. Click Back to return to the List screen.  The customers with a status of “Removed” will no 
longer appear on the list on this screen. 
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Removing Customers on the Edit screen 
The Remove button allows you to remove customers from the list after viewing their information on 
the Edit Marketing List screen.  This only removes the customers from the current compiled list.  It 
does not remove the customers’ records from the system. 

1. Click Previous Page and Next Page to advance to the previous and next pages of the list. 

2. Click the customer’s name, and the customer’s information fills in the fields on the bottom of 
the screen. 

3. Click Remove. 

4. Click OK when prompted to verify you want to delete the record.  The system removes the 
customer from the list. 

 
 
Adding a Customer Back to the List 

1. Click Pre-Edit List. 

2. Click the customer you want to add back to the list.  The customer’s status changes from 
“Removed” to “Active.” 

3. Click Close.  The customer appears on the Edit Marketing List screen again. 

 
 

Print Mailers 
Use this button to print mailers for all or selected customers on the marketing list.  You entered the 
mailer information in the Setup.  You must use pre-printed forms to use this feature.  Autosoft can 
print the forms, or another vendor can print the forms based on a form from Autosoft.  The forms must 
match the Autosoft form exactly in order to work with this module. 
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Printing Mailers for Selected Customers 

1. Click Print Mailers.  The Print Mailers screen appears and displays the customers on the list. 

2. Click the customers to highlight their names.  Click Previous Page and Next Page to scroll 
through the pages of the list as needed. 

 

3. When you are finished selecting the customers, click Print All Selected.  The Print Setup 
appears.   

4. If necessary, use the Name drop-down list to select the printer you want to use to print the 
mailers, and click OK. 

 

5. Click Back to return to the Service Followup menu. 
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Printing Mailers for all of the Customers from a Certain Point on 

1. Click Print Mailers.  The Print Mailers screen appears and displays the customers on the list. 

2. Click Previous Page and Next Page to scroll through the pages of the list as needed. 

3. Click the customer you want to use as the starting point.  (If you wanted to print mailers for 
the entire list, you would select the first customer on the list.) 

4. The field at the bottom of the screen displays the name of the selected customer for your 
reference.   

5. Click Print All Starting With.  The Print Setup appears.   

6. If necessary, use the Name drop-down list to select the printer you want to use to print the 
mailers, and click OK to print the mailers.   

7. The system will display a “That’s All” message when it is done processing the print job.  Click 
OK to acknowledge the message. 

8. Click Back to return to the Service Followup menu. 

 
 

Print Labels 
Use this button to print mailing labels for the customers on the marketing list.  This feature requires 
1x4 inch labels printed on a laser printer.  The labels print in ZIP Code order.  When prompted to 
verify your printer is ready, select your print criteria. 

Tip: You can print the labels to screen to preview them, but do not print the labels from the viewing 
screen because the information will not line up correctly with the 1x4 inch labels.  When you are 
ready to print the labels, print them directly to the laser printer.   

 
 

Effectiveness Report 
Use this button to print a report that identifies the effectiveness of your follow-up activities.  The 
mailing list remains in the system for 60 days.  Up to 30 days after a mailing, you can check the 
service records to see if a customer came in after receiving the mailer.  If the customer returns within 
the 30-day period for any service, the system will count that visit as a hit. 

1. Click Effectiveness Report. 

2. Click the date for the mailing you want to view. 

3. When prompted to verify your printer is ready, select your print criteria. 
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Miscellaneous Lists 
Use this button to advance to the Scan For Lists menu.  Use the menu to generate a safety 
inspection list or a list based on the last service date or next service date. All of this information is 
based on the fields on the Customer Information screen. You can edit the lists and print mailing labels 
for the customers on the lists as needed. 

 

1. Generate the list. 

2. Edit the list. 

3. Print the list and labels as needed. 

4. Click Exit to return to the Service Followup menu. 

 
 
Safety Inspection 
Use this button to generate the safety inspection list. 

1. Click Safety Inspection. 

2. Type the month when the inspection is due. 

3. Type the service date you want to use to limit the list. 

4. Click OK when prompted to verify you want to generate the list. 

5. The system displays a message indicating the list has been generated and identifying the 
number of customers on the list.  Click OK to acknowledge the message. 
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Last Service Date 
Use this button to generate a list based on the last service date. 

1. Click Last Service Date. 

2. Type the date you want to use to generate the list. You must type the dates in an eight-
character format with or without slashes (mm/dd/yyyy or mmddyyyy). If you do not use 
slashes, press ENTER after you enter the date. 

3. Click OK when prompted to verify you want to scan for the list. 

4. The system displays a message indicating the list has been generated and identifying the 
number of customers on the list.  Click OK to acknowledge the message. 

 
 
Next Service Date 
Use this button to generate a list based on the last next date. 

1. Click Next Service Date. 

2. Type the date you want to use to generate the list. You must type the dates in an eight-
character format with or without slashes (mm/dd/yyyy or mmddyyyy). If you do not use 
slashes, press ENTER after you enter the date. 

3. Click OK when prompted to verify you want to scan for the list. 

4. The system displays a message indicating the list has been generated and identifying the 
number of customers on the list.  Click OK to acknowledge the message. 

 
 
Declined Service 
Use this button to generate a list of declined services.  This is based on the Declined box on the 
Close Service screen.  The report uses the R/O update date to generate the list. 

1. Click Declined Service. 

2. Type the R/O update date you want to use to generate the list.  You must type the dates in an 
eight-character format with or without slashes (mm/dd/yyyy or mmddyyyy).  If you do not use 
slashes, press ENTER after you enter the date. 

3. Click OK when prompted to verify you want to scan for the list. 

4. The system displays a message indicating the list has been generated and identifying the 
number of repairs on the list.  Click OK to acknowledge the message. 
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Edit Compiled List 
Use this button to open the Edit List screen.  This screen is used to edit the compiled safety 
inspection list.  You can edit customer information or remove customers from the list.  Labels will not 
print for customers you remove from the list.  Any changes you make to the customer’s information on 
this screen will not update to the customer’s master file.  The edits only affect how the information 
prints on the mailers.  If you need to permanently edit the information, you must edit it in the 
customer’s master file.  

 

 
 
Editing Customer Information 

1. Click Edit Compiled List. 

2. The generated list is displayed in the top part of the screen, and the information for the first 
customer on the list is displayed in the fields at the bottom of the screen. 

3. Verify the information, and edit it as needed.  (If you make changes, click Save to save the 
information.  The next customer’s information is automatically displayed.) 

4. Click Next and Previous to work your way through the list. 

5. Click Exit to return to the Scan For Lists menu. 

 
 
Removing Customers from the List 
You should always edit the list to remove any customer you do not want on the list.  The system may 
include internals or dealer trades that have customer files in the system, so you should be sure to edit 
the list to remove these “customers.”  Editing the list only removes customers from the current 
compiled list; this does not remove their customer records from the system.  There are two ways to 
remove customers from the list.  You can use the Pre Edit List button or the Remove button. 
 
 



 
 

11:17   |   P a g e  
 

Chapter 11 Followup & Marketing 
 

Pre-editing the List 

The Pre Edit List button allows you to view a list of all the customers on the compiled list.  This 
option allows you to remove customers from the list without viewing their information.  This only 
removes the customers from the current compiled list.  It does not remove the customers’ records 
from the system. 
 
You can remove customers from the list as needed by changing a customer’s status in the pre-edit 
list.  There are two statuses.  An “Active” status means the customer is currently displayed on the list 
screen.  (Initially, all customers will have an “Active” status until the list is edited.)  A “Removed” 
status means the customer does not appear on the list screen.  The customer will only appear in the 
pre-edit list.  You can only print mailers for customers with an “Active” status.    

1. Click Pre Edit List.  A list of the customers on the list appears.   

2. Click a customer to change the customer’s status.  The status will change from “Active” to 
“Removed” or from “Removed” to “Active.”  

3. Click Previous and Next to maneuver through the additional pages of the list, and continue 
to edit the list as needed. 

4. Click Back to return to the Edit List screen.  The list will reflect the customers’ status based 
on your edits.   

 
 
Removing Customers on the Edit screen 

The Remove button allows you to remove customers from the list after viewing their information on 
the Edit List screen.  This only removes the customers from the current compiled list.  It does not 
remove the customers’ records from the system. 

1. Click Previous and Next to advance to the previous and next pages of the list. 

2. Click the customer’s name, and the customer’s information fills in the fields on the bottom of 
the screen. 

3. Click Remove.  The customer’s status changes from “Active” to  “Removed.” 
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Adding a Customer Back to the List 

1. Click Next and Previous to scroll through the list as needed. 

2. Click the customer you want to add back to the list.   

3. Click Save.  The customer’s status changes from “Removed” to “Active.” 

 
 
Print List 
Use this button to print the finished list.  This list reflects any edits you made using the Edit Compiled 
List option. 

1. Click Print List. 

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

 
 
Print Labels 
Use this button to print labels for the customers on the list.  This feature requires 1x4 inch labels 
printed on a laser printer.  There should be two labels across the page and 10 labels down the page. 

1. Click Print Labels. 

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

Tip: You can print the labels to screen to preview them, but do not print the labels from the viewing 
screen because the information will not line up correctly with the 1x4 inch labels.  When you are 
ready to print the labels, print them directly to the laser printer.   
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Data Utilities 
Chapter 12 

CChhaapptteerr  1122  DDaattaa  UUttiilliittiieess  
The Data Utilities button on the System Setup menu advances you to the Data Utilities menu.  This 
menu is used to set up the passwords for the Service Writing module and to run maintenance on files.  
If you are unsure about the effects a utility will have on your system, please call the Autosoft support 
desk and speak with a support specialist.   

 

 
 

Accessing the Data Utilities Menu 
1. Click System Setup on the Service Writing main menu. 

2. Click Passwords & Data Utilities on the System Setup menu.  The Data Utilities menu 
appears. 

Tip: Passwords were covered in Chapter 1 System Setup.  Please refer to that chapter for 
information on using passwords. 
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Purge Customer Files 
Use this button to delete customers that have been inactive for a specified amount of time. This 
utility only affects customers who have no last service date or that have a last service date prior to the 
date you specify.  If there is no last service date, the system uses the delivery date for the purge.  
This utility does not affect delivery customers who have a “D” in the Active/Inactive field on the 
Customer Information screen. 
 
Autosoft recommends that you perform a daily backup immediately before using this utility.  All users 
must be out of the Autosoft DMS program during the daily backup.  If you are trying to remove 
customers with a certain word in their name, use the Delete Records with Word in Name utility in the 
Marketing module (from the Autosoft DMS main menu). 

 

Warning: Autosoft recommends that you run this utility on the server.  All users must be out of the 
Autosoft DMS system while the utility is running.  This utility permanently deletes the 
dormant customer files.  Make sure you want to complete this exact task before you 
continue.  Keep a record of the date you perform the purge in case you need to run the 
“undo” utility. 

1. Click Purge Customer Files.  The Purge Dormant Customers screen appears. 

2. By default, the Retain ALL New box is selected.  This will ensure that all customer files for 
new vehicles sold at your dealership will be retained in the system regardless of inactivity.  
Autosoft recommends that you always leave this field selected. 

3. Type the date you want to use to purge records, and press ENTER if needed.  This field 
defaults to two years prior to the current date.  Customer records that have been inactive 
since before this date will be deleted from the system. 

4. Click OK when prompted to verify you want to purge the records.   

5. When the system is finished purging the files, it displays a “Did That” message indicating the 
number of records scanned, the number of records deleted, and the number of records 
skipped.  Click OK to acknowledge the message. 
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Undoing the Last Purge 
If necessary, you can reverse the last customer purge that was performed.  The system holds the 
files from the last purge, and when you run the “undo” utility, the system restores the purged files 
back into the system files. 

1. Click Purge Customer Files.  The Purge Dormant Customers screen appears. 

2. Click Undo Last Purge. 

3. The system displays a prompt indicating when the last purge was performed.  Verify that this 
is the correct date, and click OK. 

4. When the system is finished restoring the files, it displays a “Did That” message indicating the 
number of records that were restored.  Click OK to acknowledge the message. 

 
 

Selective Purge 
Use this button to remove customer records for dealer trades and wholesale customers that were 
processed incorrectly. 

1. Click Selective Purge. 

2. Type the criteria you want to use to find the files, and press ENTER. 

3. Click OK when prompted to verify you want to execute the search. 

4. The system will prompt you when the scan is complete and identify the total number of files 
found.  Click OK to acknowledge the message. 

5. The list of records is displayed on the screen.  Use the check box next to each record to 
indicate if you want to include or exclude the record from the list to be deleted.  A check mark 
will include the record.  Click a checked box to clear the check mark.  A blank box means the 
record will not be deleted.   

6. Click Remove Selected Record. 

7. Click OK when prompted to verify you want to delete the records. 

8. The system prompts you that the selected records have been removed.  Click OK to 
acknowledge the message. 
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Repair Customer Data Files 
The Repair Customer Data Fields button is used to correct “numeric only” fields that have alpha 
characters entered in them.  Numeric fields are intended for information such as dates, odometer 
readings, quantities, dollar amounts, and so on.  If you receive a “Bad Data In Field” error, one of your 
files may have been corrupted and now contains incompatible or unrecognizable data in fields that 
require only numeric entries.  This utility can be used to attempt to correct the data files.  For security 
reasons, this feature requires a password. 

Important: Do not use this feature without assistance from an Autosoft Support Desk 
Representative.  Call support at (800) 473-4630 for assistance. 

 
 

Verify R/O History Data 
Use this utility to verify the R/O history data in your system.  The system will scan the data and 
correct any corrupted history files. 

1. Click Verify R/O History Data. 

2. Click OK when prompted to begin the scan. 

3. When the system is finished verifying the files, it displays a “Did That” message indicating the 
number of records it corrected.  Click OK to acknowledge the message. 

 
 

Merge Service Data Files 
This button advances you to the Merge Files menu.  With the help of an Autosoft Support Desk 
Representative, you can use the Merge Files menu to merge two identical files to fix files that may be 
corrupt.  This is a two-stage process.  First, you will make a backup copy of the target file using the 
first menu option.  Second, you will merge the backup copy and the working copy of the file into the 
working directory.  When you are finished, click Exit to return to the Data Utilities menu. 

Important: Do not use this feature without assistance from an Autosoft Support Desk 
Representative.  Call support at (800) 473-4630 for assistance. 
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‘Pickle’ Copy of File 
Use this button to make a backup copy of the target file.  This is the first step in merging the files. 

1. Click ‘Pickle’ Copy Of File.   

2. Type the file name.   

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

4. The system will prompt you when it is finished pickling the file.  Click OK to acknowledge the 
message. 

 
 
Merge With ‘Pickled’ File 
Use this button to merge the two files into the working directory. 

1. Click Merge With ‘Pickled’ File. 

2. Type the file name.   

3. Click OK when prompted to verify you want to merge the files. 

4. The system will prompt you when it is finished merging the files.  Click OK to acknowledge 
the message. 

 
 

Edit Service History 
Use this button to open the Enter/Edit Customer Service History screen to edit service files.  You can 
also use this screen to delete a repair order from a customer’s history.  The information you edit on 
this screen changes the service history in the Customer Information file, but it does not affect the 
information in the Repair Order History.  In addition, the repair order summary in the customer’s 
history will not reflect the changes since this is a snapshot of the repair order at the time it was closed 
and updated. 
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Editing a Record 

1. Click Edit Service History.  The Enter/Edit Customer Service History screen appears. 

2. Type the last eight digits of the vehicle’s VIN.   

You can also search for a customer by clicking Search.  Type the first three letters of the 
customer’s last name, the last four digits of the customer’s phone number, or the customer’s 
license plate number.  A list of the customers who meet the criteria you entered appears.  
Click the customer you want to select.   

3. The VIN, Year, and Make fields automatically fill in.   

4. Click List to display the service history for the selected vehicle.  Click the service date you 
want to select.  The repair order information fills in on the fields on the right part of the 
screen. 

5. Enter or edit the information as needed.   

6. Click Save to save the information. 

 
 
Deleting a Service Record 
A password is required to delete a repair order from history.  This security feature ensures only 
authorized personnel can delete files. 

1. Select the customer. 

2. Click List to select the service date. 

3. Click Delete. 

4. Click OK when prompted to verify you want to delete the record. 

5. Type the password. 

 
 

Change Area Codes 
Use this button to change an area code for selected exchanges.  You can only select eight 
exchanges at a time, so if more exchanges need to be edited, you will have to repeat the process 
until all of the exchanges have been edited as needed.       

1. Click Change Area Codes. 

2. In From Area, type the original area code, and in To Area, type the new area code.   

3. Next, type all of the exchanges that will use the new area code.  If necessary, press ENTER 
to advance through any blank fields. 

4. Click OK when prompted to verify you want to change the area code.  All of the Service 
customer records with the selected exchanges will be edited to include the new area code.  
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Conclusion 
 

  CCoonncclluussiioonn  
This completes the instructions for the Autosoft DMS Service Writing Module.  Refer to these instructions 
each time you need to use this feature.  As always, if you have any questions that this manual does not 
answer, or if you receive errors while using the program, you can call the Autosoft Support Desk at (800) 
473-4630. 
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Full Service Scheduler 
Appendix A 

  AAppppeennddiixx  AA  FFuullll  SSeerrvviiccee  SScchheedduulleerr  
The Service Writing module has a full scheduler you can use to manage your service schedule.  You 
can use it to schedule service appointments, print schedules, and view loaner or rental vehicle 
schedules.  This is a separate scheduler from the Schedule Xpress Scheduler.  You can only use one 
scheduler.  The two schedulers do not interface with each other, so you cannot pull information from 
one scheduler to the other scheduler. 
 
The full scheduler is only available from the Service Writing main menu, unlike the Schedule Xpress 
scheduler that is available from all the Repair Order screens.  The full scheduler offers a few 
additional features not available in the Xpress Scheduler, such as multiple printing options for the 
schedule and access to your loaner information.  You should use whichever scheduler fits your 
dealership’s needs.     
 
The availability of the full Service Scheduler depends on the Make Xpress My Default Scheduler 
box in the Schedule Xpress setup.  This field determines if you can access the full scheduler or just 
the Schedule Xpress scheduler.  If you leave this box empty, you will be able to access the full 
scheduler using the Scheduling button on the Service Writing main menu.  If you select this box, the 
Schedule Xpress scheduler will be your default scheduler.  In addition to being able to access the 
Schedule Xpress from all the Repair Order screens, the Schedule Xpress scheduler will open when 
you click Scheduling on the Service Writing main menu.  If you have selected to use the Schedule 
Xpress Scheduler as your default scheduler, you cannot access the full scheduler.  Refer to Chapter 
4 for instructions on using the Schedule Xpress Scheduler.     
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Entering Technicians’ Schedules 
Before you can use the scheduler, you must enter your technicians’ schedules.  The technicians must 
be set up in the Service Writing System Setup before you can add their schedules to the Service 
Scheduler.   

1. Click Setup/Utilities. 

2. Click Technicians Information. The Technician Information Screen appears. 

 

3. The window on the right side of the screen displays a list of the service technicians in the 
system.  Type the technician’s ID number, or click the technician in the list.  

4. The Short Name field automatically displays the technician’s first name or nickname.  This is 
the same name entered in the Short Name field on the Technician Information screen in the 
Service Writing System Setup. 

5. Indicate if this is an active or inactive technician.  Type A for active or I for inactive.  A is the 
default entry.  Only active technicians appear on the service schedule. 

6. Type the technician’s start and end times for each day.  You must enter the time in military 
time and in 15-minute intervals.  There is a conversion chart to the right of the fields to assist 
as you enter times.   

7. Click Save to save the schedule. 

Tip: If you add a technician or edit a technician’s schedule after opening a day on the service 
schedule, use the Refresh Schedules utility on the Service Scheduling Setup & Maintenance 
menu to refresh the schedule and to apply the new settings.  See page A:22 for more 
information on this utility. 
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Creating Dummy Technicians 
If you do not schedule appointments with specific technicians, you can create dummy technicians 
here that will appear on the schedule.  You will need to create enough dummy technicians to 
accommodate your schedule.  For example, if you schedule three appointments per time slot, you 
may want to create three dummy technicians. 

1. In Technician Number, type two letters as the technician’s ID (AA, BB, CC, etc.). 

2. Type a description for the technician, or leave the field blank if you prefer not to use a 
description. 

3. Type A to make this an active technician. 

4. Enter the schedule. 

5. Click Save. 

 
 
Making a Technician Inactive 
Once a technician is active, you can make the technician inactive by changing the technician’s status 
to I for inactive.  The technician will no longer appear on the schedule, but the system retains the 
technician’s hours on this screen in case you want to make the technician active again later.   

1. Select the technician. 

2. Type I in the Active/Inactive field. 

3. Click Save.  The technician’s status in the technician list will read, “Inactive.” 

 
 
Removing a Technician from the Schedule 
The Remove button also makes a technician inactive, but this option clears the technician’s hours on 
this screen.  You would use this option if you do not want to retain the technician’s hours.  This option 
removes “dummy” technicians from the system.   

1. Select the technician. 

2. Click Remove.  

3. Click OK when prompted to verify you want to remove the technician from the schedule.  

4. The system informs you that the technician will be removed from the schedule but left in the 
list.  Click OK to acknowledge the message.   

5. The technician’s status in the technician list will read, “Inactive.” 
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Schedule Service 
You will use the Schedule Service button to schedule the service appointments.  When scheduling 
an appointment, you will advance through several screens.  This section provides an overview of the 
scheduling process.       

 

 
 
Scheduling an Appointment by Selecting the Day First 

1. Click Schedule Service.  The Service Scheduling screen appears.   

2. As you begin to schedule appointments, each day will displays the percentage of the day 
available for scheduling.  Blank buttons are days that have not been opened. 

3. Click the calendar day you want to schedule the appointment.  You will have to click the day 
twice if you are selecting/opening a new day.   

4. The Daily Schedule screen appears and displays the times available to schedule for that day.  
The left side of the screen displays the morning hours, and the right side of the screen 
displays the afternoon and evening hours.   
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5. If this day is not acceptable to the customer, click Back to return to the Service Scheduling 
screen to select another day.   

Tip: If you click and hold the left mouse button on a customer’s name, you can view appointment 
detail for the repair.   

6. Once you have verified the day is acceptable to the customer, click Customer Information.  
The Customer List screen appears.   

 

7. At this point, you have two options depending on whether the appointment is for an existing 
customer or new customer. 
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If the appointment is for an existing customer,  

a. Search for the customer by entering the last four digits of the customer’s phone 
number, the first three digits of the customer’s name, the last eight digits of the 
vehicle’s VIN, or the vehicle’s license plate number.  If this is an appointment for an 
internal, you can search based on the vehicle’s stock number.  

b. A list of customers who meet the criteria you entered is displayed in the list window 
on the right side of the screen.  Click the customer you want to select.   

c. The system will advance you to the Repairs screen.  The top of the screen displays 
the customer’s service history.  This information allows you to review the history and 
sell additional services the customer may need at this time.   

d. Enter up to six complaints in the bottom part of the screen.   

You can manually enter the complaints by typing the complaint description or by 
entering a menu code.  You entered the menu codes in the Service Menu setup.  If 
you type a menu code in the Menu field, the description of the menu item will 
automatically fill in the Comp field.   

You can search a list of menu items by clicking Menu List.  A list of the menu items 
entered in the Service FasQuote setup is displayed.  Click the menu item in the list 
you want to select.  Click the Menu field where you want to add the menu item.  The 
menu code and description will automatically fill in, along with the time units and 
default technician the code was assigned.   

e. Indicate if the customer is dropping off the vehicle, waiting at the dealership during 
the service, or using a loaner vehicle.  Click to select the option, or type the letter that 
corresponds to the option you want to select in the field provided. 

 

f. When you are finished entering complaints, click Next.  The system automatically 
saves the information you enter on this screen. 

g. Go to step 7 on page A:7 to finish scheduling the customer’s appointment. 
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If the appointment is for a new customer,  

a. Click New Customer on the Customer List screen.  The New Customer screen 
appears.   

 

b. Type the customer’s name and telephone number. 

c. Type the vehicle’s model year, make, and model name. 

d. Type descriptions for up to four complaints the customer wants addressed during the 
appointment. 

e. Indicate if the customer is dropping off the vehicle, waiting at the dealership during 
the service, or using a loaner vehicle.  Type the letter that corresponds to the option 
you want to select in the field provided 

f. When you are finished, click OK. 

g. Go to step 7 below to finish scheduling the customer’s appointment. 

7. A list of the technicians scheduled for this day appears in the pink window on the left side of 
the screen, and a list of the complaints entered for the appointment is displayed in the 
window in the bottom-left corner of the screen.   

8. Click the technician for the appointment.  The technician’s schedule is displayed in the blue 
window on the right side of the screen.   
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9. Click a time slot.  The customer’s name and the first complaint entered appear.  If the 
appointment requires more than one slot, click the additional slots needed to reserve them for 
this appointment.   

 

10. If there is more than one complaint scheduled, you can schedule the complaint for the same 
technician or with another technician.  If necessary, select another technician from the list.  
Click the next complaint in the list displayed, and click the slot(s) you want to select for the 
appointment.  Continue until all of the complaints have been scheduled. 

11. When all of the complaints have been scheduled, click Schedule Now.  This saves the 
appointment and advances you to the Prewrite Service screen where you can enter 
information about the appointment.  This information can be pulled to a repair order when the 
customer comes in for the appointment. 

12. The prewrite screen pulls the information entered for the customer.  If necessary, enter any 
additional information.  Press ENTER to advance through the fields.   

13. Click Next when you are finished entering the information.   

14. The Enter Complaints screen appears.  The complaints entered for the appointment 
automatically fill in on this screen.  If necessary, you can add complaints to this screen.  You 
can enter up to six complaints that will be addressed during the appointment.  You can select 
menu items from the list on the right side of the screen by clicking the item you want to select 
and clicking in the Menu Service field where you want to add the complaint.  The menu 
number and description fill in.  You can also manually type a complaint in the Complaint field 
and enter the technician for the service and a quoted time for the repair.   

15. When you are finished entering the information, click Save/Print. 

16. When prompted to verify your printer is ready, you have two options.  Click Print to save and 
print the information, or click Cancel to save the information without printing it.    

17. The system takes you back to the Service Prewrite screen.  Click Exit to return to the Service 
Scheduling menu. 
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Scheduling an Appointment by Selecting the Customer First  

1. Click Customer Information on the Service Scheduling screen.   

2. At this point, you have two options depending on whether the appointment is for an existing 
customer or new customer. 

If the appointment is for an existing customer,  

a. Search for the customer by entering the last four digits of the customer’s phone 
number, the first three digits of the customer’s name, the last eight digits of the 
vehicle’s VIN, or the vehicle’s license plate number.  If this is an appointment for an 
internal, you can search based on the vehicle’s stock number.  

b. A list of customers who meet the criteria you entered is displayed in the list on the 
right side of the screen.  Click the customer you want to select.   

c. The system will advance you to the Repairs screen.  Enter the necessary repair 
information, and click the Next.   

If the appointment is for a new customer,  

a. Click New Customer on the Customer List screen.  The New Customer screen 
appears.   

b. Enter the customer information on this screen.   

c. When you are finished, click OK. 

3. Click the calendar day you want to schedule the appointment.  You will have to click the day 
twice if you are selecting/opening a new day.   

4. The Daily Schedule screen appears and displays the times available to schedule for that day.  
The left side of the screen displays the morning hours, and the right side of the screen 
displays the afternoon and evening hours.  If this day is not acceptable to the customer, click 
Back to return to the Service Schedule screen to select another day.  Once the day is 
acceptable to the customer, click Next.   

5. A list of the technicians scheduled for this day appears in the pink window on the left side of 
the screen, and a list of the complaints entered for the appointment is displayed in the 
window in the bottom-left corner of the screen.   

6. Click the technician for the appointment.  The technician’s schedule is displayed in the blue 
window on the right side of the screen.   

7. Click a time slot.  The customer’s name and the first complaint entered appear.  If the 
appointment requires more than one slot, click the additional slots needed to reserve them for 
this appointment.   
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8. If there is more than one complaint scheduled, you can schedule the complaint for the same 
technician or with another technician.  If necessary, select another technician from the list.  
Click the next complaint in the list displayed.  Click the slot(s) you want to select for the 
appointment.  Continue until all of the complaints have been scheduled. 

9. When all of the complaints have been scheduled, click Schedule Now.  This saves the 
appointment and advances you to the Prewrite Service screen where you can enter 
information about the appointment.  This information can be pulled to a repair order when the 
customer comes in for the appointment. 

10. The prewrite screen pulls the information entered for the customer.  If necessary, enter any 
additional information.  Press ENTER to advance through the fields.   

11. Click Next when you are finished entering the information.   

12. The Enter Complaints screen appears.  The complaints entered for the appointment 
automatically fill in on this screen.  If necessary, you can add complaints to this screen.  You 
can enter up to six complaints that will be addressed during the appointment.  You can select 
menu items from the list on the right side of the screen by clicking the item you want to select 
and clicking in the Menu Service field where you want to add the complaint.  The menu 
number and description fill in.  You can also manually type a complaint in the Complaint field 
and enter the technician for the service and a quoted time for the repair.   

13. When you are finished entering the information, click Save/Print. 

14. When prompted to verify your printer is ready, you have two options.  Click Print to save and 
print the information, or click Cancel to save the information without printing it.    

15. The system takes you back to the Service Prewrite screen.  Click Exit to return to the Service 
Scheduling menu. 

Tip: The information entered on the Prewrite screen can be pulled to a repair order when the 
customer comes in for the appointment.  Please see the Schedule Prewrite on page A:13 for 
complete instructions on entering, editing, and deleting prewrite information. 
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Today’s Schedule 
Use the Today’s Schedule button to view the service schedule either by date or by technician.  You 
can also use this screen to find a customer’s appointment.  The information on this screen is for 
viewing only.  You cannot make changes to the schedule from this screen. 

1. Click Today’s Schedule on the Service Scheduling menu. 

2. The Daily Schedule screen appears and displays the day’s schedule. 

 

 
 
Viewing Schedules for Other Days 
There are three viewing options available on this screen: 

• Click Previous Day to display the schedule for the previous day.  If you continue to click this 
button, the schedule will continue to go back one day. 

• Click Next Day to display the schedule for the following day.  If you continue to click this 
button, the schedule will continue to go forward one day.   

• Click Today to display the current day’s schedule again.   
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Viewing a Technician’s Schedule 

1. Use the Previous Day, Today, and Next Day buttons to advance to the appropriate day. 

2. Click By Technician.  The schedule appears broken down by technician. 

 

3. The top of the screen displays the date and the percentage of time available for scheduling in 
the morning, afternoon/evening, and for the whole day. 

4. Each column represents a technician.  The technician number is displayed for your reference.  
The percentages next to the technician’s ID identify the percentage of the technician’s day 
available for scheduling in the morning, afternoon/evening, and for the whole day. 

5. Use the scrollbars to view information that will not fit on the screen. 

6. If you click and hold the left mouse button on a customer’s name, you can view appointment 
detail for the repair.   

 

7. Click Back to return to the Daily Schedule screen. 
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Finding a Customer’s Appointment 

1. Click Find.  The Find Schedule screen appears. 

2. Search for the customer by typing the last four digits of the customer’s phone number or the 
last eight digits of the vehicle’s VIN. 

3. The screen displays the appointments for any customers meeting the criteria. 

 

4. Click Back to return to the Daily Schedule screen. 

5. Click Back on the Daily Schedule screen to return to the Service Scheduling menu. 

 
 

Schedule Prewrite 
The Schedule Prewrite option on the Service Scheduling menu opens the same prewrite screen that 
appears when you are initially scheduling the customer’s service appointment.  You can use this 
screen to enter prewrite information for a customer without scheduling an appointment, or you can 
use this screen to view and edit prewrite information for a customer.   

Tip: The Prewrite feature is also available on the Repair Orders menu.  The screens that appear are 
the same screens that appear in Service Scheduling.   
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Adding a Prewrite for a New Customer 

1. Click Schedule Prewrite.  The Service Prewrite screen appears. 

2. The P/W No. field will fill in with the assigned prewrite number when the prewrite is printed.   

3. Type the appropriate customer and vehicle information in the remaining fields.      

 

Tip: This screen is integrated with DaimlerChrysler VIP and General Motors VIS.  A Get VIP or Get 
VIS button will appear if the VIN is for a DaimlerChrysler or General Motors vehicle and you 
have your DaimlerChrysler or General Motors user name and password entered on the 
appropriate DCS integration setup screens. 

4. Click Next to advance to the Enter Complaints screen. 

 



 
 

A:15   |   P a g e  
 

Appendix A Full Service Scheduler 
 

5. The Menu Service field is an optional entry.  Type the menu code, or click the code in the list 
on the right side of the screen.  The mouse cursor becomes a yellow folder.  Click in a Menu 
Service field to drop the code. 

6. In Tech, type the ID number for the technician who will be working on the repair.  If you do 
not know which technician will be assigned the repair, leave this field blank.  The technician 
can be assigned at the time of generating the repair order. 

7. In Quoted Time, type the time units quoted for the repair.  This is an optional entry. 

8. In Complaint, type a description of the complaint.  If you selected a menu code, the 
description of the code automatically fills in this field.   

9. Use the Cause field to identify the cause of the problem if this information is available. 

10. Click Save/Print. 

11. When prompted to verify your printer is ready, you have two options.  Click Print to save and 
print the information, or click Cancel to save the information without printing it.    

 
 
Adding a Prewrite for an Existing Customer 

1. Click Schedule Prewrite.  The Service Prewite screen appears. 

2. Type the customer number in the Customer field.  You can also search for the customer by 
clicking Customer List.  On the Customer Search screen, type the first three letters of the 
customer’s last name, the last four digits of the customer’s phone number, or the customer’s 
license plate number.  A list of the customers who meet the criteria you entered appears.  
Click the customer you want to select.   

3. The customer’s information fills in on the screen.  Enter any additional information as needed. 

4. Click Next to advance to the Enter Complaint screen. 

5. Enter up to six complaints for the service. 

6. Click Save/Print. 

7. When prompted to verify your printer is ready, you have two options.  Click Print to save and 
print the information, or click Cancel to save the information without printing it.    
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Editing a Customer’s Prewrite Information 
Once a prewrite has been entered, it can be viewed and edited as needed.   

1. Click Prewrite List.  The Prewrite list appears and displays all of the prewrites that have 
been entered.  If necessary, you can search for a customer in the list by entering the last four 
digits of the customer’s phone number.   

2. Click the prewrite you want to view.  The prewrite information fills in on the screen. 

3. Click in a field, and edit the information as needed. 

4. Click Next to advance to the Enter complaints screen, and edit the complaint information as 
needed.   

5. Click Save/Print.   

6. When prompted to verify your printer is ready, you have two options.  Click Print to save and 
print the information, or click Cancel to save the information without printing it.    

 
 
Viewing a Customer’s Service History 
Once you have a customer’s prewrite information displayed on the screen, you can view the 
customer’s service history. 

1. Select the customer. 

2. Click Service History.  The Service History screen appears and displays all of the repair 
orders entered for the customer.   

3. Click a repair order to view a summary of the repair order.   

4. Click Back to close the repair order. 

5. Click Back to return to the Service Prewrite screen. 

 
 
Deleting a Prewrite 
In the event a customer cancels an appointment, you can delete a prewrite from the system.  Deleting 
the prewrite removes the prewrite record but does not remove the customer’s appointment.  You must 
use the Reschedule option to remove the appointment.  (See page A:18 for information about 
removing appointments.)  Similarly, deleting a prewrite does not affect a customer’s master file. 

1. Select the customer. 

2. Click Delete. 

3. Click OK when prompted to verify you want to delete the record. 
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Reschedule 
Clicking Reschedule opens the Reschedule screen.  You can use this screen to reschedule or delete 
service appointments. 
 
 
Rescheduling an Appointment 

1. Click Reschedule. 

2. Click a day on the calendar in the upper-left corner of the screen to display a list of 
technicians scheduled for that day.   

3. Click the technician whose schedule you want to view.  The schedule is displayed in the blue 
window on the right side of the screen.    

4. Click the appointment (and all slots that correspond to the appointment) that you want to 
reschedule.  The appointment times are highlighted to indicate you have selected them.   

 

5. Click Move.   

6. A blank calendar appears.  (The month buttons on the calendar are light green.)   

7. Click the day on which you want to reschedule the service.   

8. A list of technicians scheduled for that day is displayed in the pink window in the left part of 
the screen.   

9. Click the technician for the appointment.  The technician’s schedule is displayed in the blue 
window on the right side of the screen.   
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10. Click the first time slot where you want to move the appointment.   

11. Click OK when prompted to verify you want to move the appointment.   

 

12. The system returns you to the day you moved the appointment from so you can see it has 
been moved. 

13. Select the day where you moved the appointment.  The appointment appears in the selected 
slot. 

 
 
Deleting an Appointment 

1. Click a day on the calendar in the upper-left corner of the screen to display a list of 
technicians scheduled for that day.   

2. Click the technician whose schedule you want to view.  The schedule is displayed in the blue 
window on the right side of the screen.    

3. Click the appointment (and all slots that correspond to the appointment) that you want to 
remove. 

4. Click Remove.   

5. Click OK when prompted to verify you want to delete the appointment.  The appointment is 
removed from the schedule. 
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Print Schedules 
The Print Schedules button opens the Service Scheduling screen.  This screen allows you to view 
and print three types of schedules.  Click Back to return to the Service Scheduling menu when you 
are finished printing the schedules. 

 

 
 
Printing a Selected Day’s Schedule 

1. Click Print Schedules. 

2. Click the day on the calendar in the upper-left corner of the screen.   

3. Click Print This Day. 

4. When prompted to verify your printer is ready, click to select To Printer, and click Print. 

 
 
Printing a Selected Technician’s Schedule 

1. Click the day on the calendar in the upper-left corner of the screen.   

2. A list of the technicians scheduled to work that day appears in the pink area on the left side of 
the screen.  The percentage of the technician’s day that is scheduled is displayed to the right 
of the technician’s name.   

3. Click the technician whose schedule you want to print.  The schedule is displayed in the blue 
area on the right side of the screen.   

4. Click Print This Tech.   

5. When prompted to verify your printer is ready, click to select To Printer, and click Print. 
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Printing the Schedule for All Technicians 

1. Click the day on the calendar in the upper-left corner of the screen.   

2. Click Print All Techs.   

3. When prompted to verify your printer is ready, click to select To Printer, and click Print. 

 
 
Printing the No-Show List 
The No-Show List will list all of the customers who did not come in for their scheduled appointment.  
This is based on the prewrites.  Prewrites that are not pulled to repair orders in the Service Writing 
module remain in the prewrite list and are flagged as no-shows.  These are the appointments that 
print on the list. 

1. Click the day on the calendar in the upper-left corner of the screen.   

2. Click Print No-Shows.   

3. When prompted to verify your printer is ready, click to select To Printer, and click Print. 

 
 

Loaner/Rental 
This button opens the Loaner/Rental screen.  This screen pulls the loaner/rental vehicle schedule 
from the Daily Auto Rental module so you can see which vehicles are scheduled for rental and which 
vehicles are available.  You cannot schedule a rental from this screen.  Instead, you will have to send 
customers to the Rental Department when they need to schedule a loaner vehicle. 

1. Click Loaner/Rental.  The Loaner/Rental Schedule screen appears. 

2. Click the day on the calendar you wish to view.  The rental schedule for that day is displayed.  
Available vehicles are flagged (A), and scheduled vehicles are flagged **S**. 

 

3. Click Back to return to the Service Writing menu.
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Setup & Maintenance 
Click Setup/Utilities to open the Setup & Maintenance menu.  In addition to entering and editing 
technician information (covered earlier in this chapter), you use this menu to purge schedules and 
prewrites, to refresh your schedules, to remove days from the schedule, and to remove technicians 
from the schedule.  All other users must be out of the Service Scheduler when using any of the 
utilities on this menu.     
 
 
Purge Schedules 
Use this button to remove schedules from the system.  All of the schedules before the specified date 
will be removed.  Once you remove the schedules, you cannot access them, so be sure you want to 
remove the schedules before running this utility.  You should run this utility periodically to keep the 
service schedule files clean.  This will save space and improve the service scheduler’s performance.   

1. Click Purge Schedules. 

2. Type the date you want to use as the cutoff point for the purge.  All of the schedules before 
this date will be removed.  Enter the date in an eight-character format with or without slashes 
(mm/dd/yyyy or mmddyyyy).  If you do not use slashes, press ENTER to continue. 

3. The system warns you that all others users should be out of the scheduler.  Click OK. 

4. Click OK when prompted to verify you want to purge the old schedules. 

5. The system displays a message when it is finished removing the schedules.  Click OK. 

 
 
Purge Prewrites 
Use this button to remove prewrites from the system.  All of the prewrites before the specified date 
will be removed.  Once you remove the prewrites, you cannot access them, so be sure you want to 
remove the prewrites before running this utility.  You should run this utility periodically to keep the 
service schedule files clean.  This will save space and improve the service scheduler’s performance.   

1. Click Purge-Prewrites. 

2. Type the date you want to use as the cutoff point for the purge.  All of the prewrites before 
this date will be removed.  Enter the date in an eight-character format with or without slashes 
(mm/dd/yyyy or mmddyyyy).  If you do not use slashes, press ENTER to continue.   

3. The system warns you that all others users should be out of the scheduler.  Click OK.  

4. Click OK when prompted to verify you want to purge the prewrites. 

5. The system will display a message indicating it is finished purging the prewrites.  Click OK. 
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Refresh Schedules 
Use this button to refresh the schedule.  You would use this utility, for example, if you added a 
technician to the schedule after creating a day and want the technician to be included in the existing 
days.  The technician will be added to the schedule starting from the current calendar date (today). 

Tip: Before refreshing the schedule, Autosoft suggests running the Purge Schedules and Purge 
Prewrites utilities.  These utilities clean up the service schedule files and will improve the speed 
of the refresh utility. 

1. Click Refresh Schedules. 

2. The system warns you that all others users should be out of the scheduler.  Click OK. 

3. Click OK when prompted to verify you want to refresh the schedules. 

4. The system displays a message when it is finished.  Click OK. 

 
 
Remove A Schedule 
Use this button to remove a day from the schedule.  This utility is useful, for example, if you 
scheduled appointments on a day that was not supposed to be open.  This will delete all of the 
appointments for the day, so reschedule any appointments as needed before removing the day.   

1. Click Remove A Schedule. 

2. Type the date for the day you are removing.  Enter the date in an eight-character format with 
or without slashes (mm/dd/yyyy or mmddyyyy).  If you do not use slashes, press ENTER to 
continue. 

3. The system warns you that all others users should be out of the scheduler.  Click OK. 

4. Click OK when prompted to verify you want to remove the schedule. 

 
 
Change Technician 
This utility has two functions.  First, you can use it to switch the appointments for one technician to 
another technician.  Second, you can use it to remove a technician from the schedule.   
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Switching Technicians 
The following instructions walk you through moving all of one technician’s appointments to another 
technician’s schedule.  This is useful, for example, if a technician calls in sick and you need to have 
another technician cover the appointments. 

1. Click Change Technician. 

2. In From Tech, type the ID number for the technician who originally had the appointments. 

3. In To Tech, type the ID number for the technician who will be taking the appointments. 

4. In From Date and Through Date, type the date range that applies to the move.  Type the 
date in an eight-character format with or without slashes (mm/dd/yyyy or mmddyyyy).  If you 
do not use slashes, press ENTER to continue. 

5. The system warns you that all others users should be out of the scheduler.  Click OK. 

6. Click OK when prompted to verify you want to change technicians. 

7. The system displays a message when it is finished moving the schedule.  Click OK. 

 
 
Removing a Technician from the Schedule 
The following instructions walk you through removing a technician from the schedule for a specified 
period.  This is useful, for example, when you need to remove the technician from the schedule due 
to vacation, personal leave, etc.  The system does not check for existing appointments before 
removing a technician from the schedule, so you should reschedule any appointments before 
removing the technician. 

1. Click Change Technician. 

2. In From Tech, type the ID number for the technician you are removing. 

3. Leave the To Tech field blank, and press ENTER. 

4. In From Date and Through Date, type date range for the time you want to remove the 
technician from the schedule.  Type the date in an eight-character format with or without 
slashes (mm/dd/yyyy or mmddyyyy).  If you do not use slashes, press ENTER to continue. 

5. The system warns you that all others users should be out of the scheduler.  Click OK. 

6. Click OK when prompted to verify you want to change technicians. 

7. The system displays a message when it is finished moving the schedule.  Click OK. 
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Minimize 
Once the Service Scheduler is open, you can minimize it.  This allows you to keep the program open 
while you work on other things.  Click Minimize on the Service Scheduling menu, and the Service 
Scheduling program is minimized to your task bar. 

 

When you need to schedule an appointment, click the Service Scheduling item on your task bar at the 
bottom of your screen.  This gives you instant access to the program whenever you need it.   
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Appendix B 

  AAppppeennddiixx  BB  FFuullll  DDiissppaattcchhiinngg  
The Service Writing module has a full dispatcher you can use to dispatch repair orders.  You can use 
the Dispatcher to log repair orders on and off.  The system tracks the time units spent on each repair 
and allows you to print the time flag.  This information is used to run time reports for the technicians 
using the Reports & Updates menu option.  This allows you to track your Service Department’s 
productivity. 
 
The full dispatcher is separate from the Electronic Repair Order dispatching (ERO) covered in 
Chapter 6.  You can only use one dispatcher.  The two dispatchers do not interface with each other.  
In order to ensure accurate time flags, you can only use one dispatch in the Autosoft DMS system.  
You must choose to use the full dispatcher or the ERO dispatcher (available from the Enter 
Conditions screen or Schedule Xpress Scheduler).  You cannot use both. 

 

 
 

Date and Time Prompt 
The first time you open the Dispatcher for the day, the system prompts you to verify the date and 
time.  If the information is correct, click OK.  If you need to adjust the information, click Cancel.  You 
will have to edit your computer’s date and time properties to correct the information.  The date and 
time are displayed on the top of the Dispatcher screen.     
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Setup 
Before you begin using the Dispatcher, you must enter setup information that will be used to set the 
default printer and to determine which type of repair orders appear in the dispatcher repair order list.  
The setup only affects the local workstation.  If additional workstations will be using the dispatcher, 
you must complete the setup on those workstations, too. 

1. Click Setup on the top of the screen.  The Dispatcher Setup screen appears. 

 

2. Use the printer lists to select the printer you want to use to print reports and time flags, and 
use the paper bin list to select the paper bin for each printer selected. 

3. For the thermal printer options, a Zebra LP2844 thermal label printer is required to print the 
dispatcher time flags.  Select this printer from the list.  The printer requires 1x4 labels 
available through Zebra.    

4. Use the Prompt To Print Time Flag Sticker field to indicate if you want the system to 
prompt you to print the time flag sticker.  Type Y for yes or N for no. 

5. In Minimum Dispatch Time (Minutes), indicate the minimum minutes that must be logged in 
order for the log on to count.  The minimum can be from 1 to 9 minutes.  The default value is 
3.  When a technician logs a repair on, the clock starts timing.  If the technician logs off the 
repair before the minimum time is reached, the system will cancel the log on. 

6. Click Back to save the information and to return to the Dispatcher screen. 
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Logging a Repair on 
1. A list of repair orders entered in the system is displayed on the right side of the screen.  By 

default, the screen shows today's repair orders.  Use the tabs at the top of the list to search 
for repair orders for yesterday or future dates.  You can also select to view all repair orders in 
the system.   

2. By default, the list includes all repair types.  Use the tabs at the bottom of the list to search for 
repair orders based on the repair type: Service, Body Shop, or Quick Lube. 

3. Type the repair order number, or click the repair order you want to dispatch.   

4. The screen displays a list of the repairs on the repair order.  Type the repair number, or click 
the repair in the list.   

5. A list of the technicians is displayed on the left side of the screen.  The columns next to each 
technician’s name indicates the number of opened and closed repair orders for each 
technician as well as the current repair order the technician is working on.  Click the 
technician you want to assign the repair.  

 

6. The screen displays the log time that will post to the repair.  Click Log On.   

7. The repair order now has an “Open” status. 

8. Continue to dispatch repairs for this repair order or other repair orders using the steps 1 
through 6.  
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Logging a Repair off 
1. Once the repair is completed, click Jobs List.   

2. Click Open Jobs to display a list of the open repairs.  Click the repair order number.  You 
must click the R/O column. 

 

3. Click the repair that is complete.  If you want to select a different technician for the repair, 
click the line that contains the repair description, and the technician list will appear so you can 
select a different technician.  If the technician ID is correct, click the line that displays the 
technician’s ID number. 
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4. The screen displays the log time.  Click Log Off to log off the repair.   

 

Tip: Remember, the minimum dispatch time can be set in the Dispatcher setup.  If the technician 
logs off before the minimum time elapses, the time will not be added to the R/O. 

5. If you set the Prompt To Print Time Flag Sticker parameter in the Printer Setup to Y, the 
system prompts you to print the time flags.  Generally, you will only print the time flags when 
you close the last repair on the repair order.  This prints the time flags on a label you attach to 
the back of the repair order.  You must have a thermal transfer printer in order to print the 
time flags on the label.  Click OK to print the time flags or Cancel to skip printing.  The time 
flag prints the log-on and log-off times and calculates the total time units spent on the repair. 
If there are multiple repairs dispatched for the repair order, you will not be prompted to print 
the time flag until the last open repair is closed.  The printout will include the time flags for all 
the closed repairs. 

Important: If a Service Writer attempts to close a repair that a technician has logged on in the 
dispatcher, the system will display a warning that a technician is logged on to the 
repair.  In the event a repair order is updated before the technician has finished or 
finalized a repair, the repair will stay in the technician’s list indefinitely.  In this event, 
you will have to purge the stale records using the purge utility available in the 
Dispatcher setup.  



 
 

B:6   |   P a g e  
 

Autosoft FLEX DMS Service Writing 
 

Using the Jobs List 
When you click Jobs List, the Open Jobs screen appears.  You use this screen to view various lists 
of repair orders.  The tabs at the top of the screen allow you to select to view all jobs, open jobs, 
finished jobs, or jobs with customers waiting. 

Tip: On any list screen, you can click and hold the left mouse button on a customer’s name in the 
Name column to view the customer and vehicle information and a list of repairs on the repair 
order.  The list will only display the number of repairs that will fit on the list screen.  If you click a 
vehicle in the Vehicle column, the system displays the VIN decoding data.   

 
All Jobs 
This tab displays all of the jobs in the dispatcher.  This is the default list that appears when the Open 
Jobs screen appears.  You can click a repair order number to select a repair order for dispatching.  
The list displays the repair order number, job number, customer’s name, vehicle year and make, time 
the repair order was opened, the time the repairs were promised to be complete, the status of the 
repair order, the technician assigned to the repair, and the customer complaint for the repair.   
 
If you click the Status column, the Set Status screen appears.  You use this screen to select the 
status for the repair order.  Your options are Waiting For Parts, Authorization, Technician, Hold, and 
Other.  When you select a status, the description fills in the Status column.  The Open (Normal) 
status is the default status.  The Status column remains blank when you select this status. 
 
 
Open Jobs 
This tab displays all the open jobs.  You can click a repair order number to select a repair order to 
close a repair.  The list displays the repair order number, job number, customer’s name, vehicle year 
and make, time the repair order was opened, the time the repairs were promised to be competed, if 
the customer needs to be called when the repairs are complete or if the customer is waiting at the 
dealership, the technician assigned to the repair, the elapsed time since the technician began working 
on the repair (hour and minutes), and the customer complaint for the repair.   
 
 
Finished Jobs 
This tab displays all the finished jobs.  You can click a repair order number to select a repair order to 
edit a repair.  The list displays the repair order number, job number, customer’s name, vehicle year 
and make, time the repair order was opened, the time the repairs were promised to be competed, if 
the customer needs to be called when the repairs are complete or if the customer is waiting at the 
dealership, the technician assigned to the repair, and the time flag data for the repair (log-on time, 
log-off time, and total time).  The end of the list displays the total time for all of the finished repair 
orders, the total number of closed jobs, and the average time per job.   
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Customer Waiting 
This tab displays all the repair orders that have customers waiting at the dealership.  This allows you 
to identify the repairs that need to be dispatched in order to keep customers from having to wait too 
long.  The list displays the repair order number, job number, customer’s name, vehicle year and 
make, time the repair order was opened, the time the repairs were promised to be compete, the 
technician assigned to the repair, and the customer complaint for the repair.   
 
 
Refreshing the R/O List 
Click Refresh to periodically refresh the repair order list.  This ensures that you are seeing repair 
orders in the list as they are added to the system.  You can also use this button to return to the list of 
repair orders from any screen in the Dispatcher.   
 
 

Opening the Tech List 
The Tech List button displays the technician list.  You can use this list to select a different technician 
for the repair before logging the repair on and off.   

1. The Technician field displays the technician ID for the selected repair. 

2. Click Tech List.  You can click either the Tech List button at the top of the screen or the 
Tech List button that appears under the repair order information in the middle of the screen. 

3. Click the technician you want to select.  The Technician field displays the selected 
technician’s ID number. 

4. Log the repair on or off as needed. 

 
 

Making Corrections 
The Corrections button appears when you select a repair order and repair number.  You use this 
button to adjust the repair number, technician, log-on time, log-off time, or the time units.  It can also 
be used to delete time flag information from a repair. 
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Editing Time Flag Information 

1. Select the repair from the appropriate repair order. 

2. Click Corrections. 

 

3. The Corrections screen appears and displays the information for the selected repair. 

 

4. Click in a field, and edit the information as needed.  If you edit the time, the minutes 
automatically adjust. 

5. Click Save to save the changes. 
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Deleting Time Flag Information 
You can remove the time flag records for repairs that have been opened or closed.  The repair order 
remains in the list, but the time flag information is removed.  The repair can be dispatched again as 
needed.   

1. Select the repair from the appropriate repair order. 

2. Click Corrections. 

3. Click Remove at the bottom of the Corrections screen.   

4. Click OK when prompted to verify you want to delete the record.     
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