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Subject: Vehicle Repair Order Screen   

Procedure No.  
 

F 0401 – 0207 
 

Distribution: Branch Managers, CSC’s, DM’s, GM, Traffic, Reservations, 
Risk Dept, Sales, Accounting, Training Dept. & President 

Date:  
 

February 6, 2007 

Company Wide 
Implementation Date: 
 

February 19, 2007 

Replaces Procedure:  F 0401 – 1205, Dated December 13, 2005 

 
Other References: 

 
Procedure No.  F 0101 -1204, Vehicle Damage Definitions and 

Vehicle Movement Process,    
F 0201 – 1204, Vehicle Service Delivery Standards,  
R 0101 – 0104, Vehicle Incident Reports & Claims Set Up   
  

Purpose To Communicate: 
• How To Complete the Repair Order Screen for Vehicles 

Going To A Vendor 
• How To Complete the Repair Order Screen for Vehicles 

Returning From A Vendor 
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How To Complete the Repair Order Screen for Vehicles Going To A Vendor 

• Click on the “Add a Record” Icon 
• Type in the “Unit #” and Tab Out of the field – the vehicles’ mileage will show in 

the “Odometer Out” field 
• Click on the Binoculars in the “Shop Name” field 

 
 
The Vendor Lookup screen will appear. 

• Change the Company Type field to “All” 
• In the Name Begins field type in the first name or the first three letters of the 

shop’s name 
• Tab out of the field  
• Select the Shop 
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The Repair Order screen will return. 
• Select the “Repair Type” using the drop down arrow 
• Select the vehicle’s new status in the “Status In” field using the drop down arrow 
 

 
 

• Save the Repair  - a pop up message will appear for you to confirm the vehicle’s 
new status 

• Click “Yes” to confirm the status  

 
A print – pop up message will appear 

• You may click “No” to the print message 
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How To Complete the Repair Order Screen for Vehicles Returning From A Vendor 
• Click on the Binoculars to get to the unit Lookup screen 

 

 
 

• Type in the Unit# - Tab Out of the field 
• Select the Open Repair Order for the unit 
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The Repair Order screen will return 
• Click on the “Change this record” icon 

 
 
The “Repair Summary Field” will automatically populate with the Repair Type chosen 
when you vended the vehicle out. 
 

• Type in Today’s Date in the “Date In” field and the current time 
 
The “Status In” field will automatically status the vehicle to “Available”. 

• Type in the current mileage in the “Odom In” field 
• Type in the total amount from the vendor’s bill in the “Total Labor Cost” field 
• Save the Repair Order 
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A pop up message will appear for you to confirm the vehicle’s new status  

• Click “Yes” to confirm the status  
 

 
 

A pop up message will appear informing you of the status you’ve confirmed 
• Click “Yes” to exit the Information message  

 

 
 
A pop up message will appear informing you the system will update the vehicle’s 
maintenance record 

• Click  “OK” to have the system update  
 

 
 
The Repair Order is complete. 


