Rental Leasing Services

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 February 19, 2007

Implementation Date:

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:
e How To Complete the Repair Order Screen for Vehicles
Going To A Vendor
e How To Complete the Repair Order Screen for Vehicles
Returning From A Vendor
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Rental Leasing Services

How To Complete the Repair Order Screen for Vehicles Going To A Vendor
e Click on the “Add a Record” Icon
e Type in the “Unit #” and Tab Out of the field — the vehicles’ mileage will show in
the “Odometer Out” field

e Click on the Binoculars in the “Shop Name” field

. Repair Orders

Ke & = = # Emfnmx\gm;

General I
Repair Order 1D: |88595 Praduct: IVehicIes 'I Uit #: |1 oo % II
Shop Mame: [MERCHANT'S TIRE & AUTO CENTERS
Fepair Type: IBEI-EIiI Filter Air Pres & Rotate Tire ;I

Loc. Out: IHGF! VI Date Out: IDd.-’DSa’2DUS jl g.00 Odarm. Dut:l 16577
[rate Due: |D4.-"I 9/2006 jl a18
Loc. In: IHGF! 'I Date In: IU4.:’11.-’2U|35 jl .18 Odom. In:l 16577

Repair Summary: IDIL CHAMGE Frotlems | Statuz In:l LI

Notes: [DOME ;I

Total Parts Cost: 0.00 Total Labor Cost: 0.00

|Choose thiz option to view existing records

The Vendor Lookup screen will appear.
e 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
e Tab out of the field
e Select the Shop

——— oy Type: IAII 'I MNarne Beging: IJUST ——F—FreestBil-Campanies Only

AR I Phore: I

Green rows indicate [Clorporate local companies with associated zales rep.

Comparm |T_I,J|:e| City | Company Address | Eilling Phonet | A/RH -
JUST & MITE IMC C "WASHINGTOM 307 WESTOVER D 2024387435
JUST IM TIME CATERIMG C Flozedale 1559 STOMEWOOD 4432776642

JUST MaKIMNG CHILDREM INFIC BALTIMORE | 2502 ELT&W PLACE 4438021007
JUST RIGHT TRUCKIMNG C  BALTIMORE | 4602'%ILLSHIRE &Y\
JUST SATELLITES &ND CABL|C |RUSTON 3615 DAK AWVENUE 4438354437

WJUST TIRES OF LAUREL A LaJREL 131 SECOMND 5T

Corcal |
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Rental Leasing Services
The Repair Order screen will return.
e Select the “Repair Type” using the drop down arrow
e Select the vehicle’s new status in the “Status In” field using the drop down arrow

. Repair Orders

= = = =] #) Bﬁ-ﬁjfnﬂx‘%t

General |

Fepair Order |0 |45.'-"1 E Praduct: I‘-.fehicles 'I it #: |4?U'| g 4 |
Shop Mame: IJUST TIRES OF LAUREL Ml Create |

Repair Type: IEEI-EIiI Filter &ir Pres & Rotate Tire j

Loc. Out LR =] Datenut 0262007 ~|[i227 Odom. Out: | 18,020

Date Due: [02/07/2007 j|1 227

Loe., In:ILFl 'I Dateln:l A jl 0.00 Odorm, In:l 1]

R epair Summar_l,l:l Problems | Statuz n: [ )
Mates: :l
Tatal Parts Cost: 0.0o0 Tatal Labor Cost; n.a0

e Save the Repair - a pop up message will appear for you to confirm the vehicle’s
new status
e Click “Yes” to confirm the status

Warning |

' ¥ou entered the new status of 'PMY- PM YENDOR',

"-.. Unit# 47015 (Wehicles) has a current skaktus of ‘Awvailable’
: Do wou want ko change the status of this vehicle?

Yes

A print — pop up message will appear
e You may click “No” to the print message

Duesktion E |

‘?/J Do you wish to print Ehis repair order?
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Rental Leasing Services
How To Complete the Repair Order Screen for Vehicles Returning From A Vendor
e Click on the Binoculars to get to the unit Lookup screen

. Repair Orders

K= & 2 = 8 |}-Hj.¢ﬂﬂ><_|§l‘.l:

Lookup a record

General |

Repair Order 1D: IBSESE Product: IVehicIes 'l Unit #: |1 oo i |
Shop Name:IMEHEHANT'S TIRE & AJT0 CEMTERS Ml [Create |

Repair Type: I BO-0l Filter Air Pres & Rotate Tire j

Loc. Dut:IHGH 'I Date Out: ID4£DS;"2DDE jl 2.00 Odorn. Out: I 16,577

Date Due: [04719/2008 ~ |88

Lae. In:IHGH 'I Drate Im: |D4£11.n"2005 jl 218 Odam. [n: I 16,577
Repair Sunmany: IDIL CHAMGE Froblems | Statusz In: I j

Motes: [DOME ;I

Total Parts Cost: n0.ao Total Labor Cost: 0.00

|Choose thiz option to wiew existing records

e Type in the Unit# - Tab Out of the field
e Select the Open Repair Order for the unit

Lookup

{* OpenRepar Orders (Al Repair Diders

RO #: IU Froduct: I‘-Iehiu:les "l Urit : 470718

Product Urit#  |Repar Dt | DateOut | Dateln Repair Summary -

v

Sold Yehicles are shown in color,

ak. I Cancel

WI 3300-2 Only valid in Electronic Format ~ Rev 04-09-07 Page 4 of 6



Rental Leasing Services

The Repair Order screen will return
e Click on the “Change this record” icon

"t Repair Drders
Ko & = =l #8 B"ﬂﬁ/‘?ﬂﬂx‘émf

General I

Repair Order 1D: |45?1 B Product: I\.r"ehicles 'I Unit #: |4?D1 a % |
Shop Mame: IJLIST TIRES OF LAUREL Ml Create |

Repair Type: IED-DiI Filter Air Prez & Rotate Tire LI

Loz, Out; ILF! 'I [rate Clut: IDE;’DE;‘?DD? j|12.2? Odam. Out: I 18,020

Date Due: [02/07/2007 ~ |[1227

Lee. In: [LR =] Date Ir: | ~|[ooo odom. In:[ 0

Repair Surnmary: IBD-DiI Filter Air Pres & Raotat Problems | Status In: I ;I
Motes: ;l

Total Parts Cost: 000 Total Labor Cost: 0.00

|Choose thiz option to view existing records

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

e 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”.

e Type in the current mileage in the “Odom In” field
e Type in the total amount from the vendor’s bill in the “Total Labor Cost” field

e Save the Repair Order

. Repair Orders
= = = = # Ef-ﬂj/nﬂx‘él;

General I

Fepair Order 1D: |45?1 B Product: I\-"ehicles 'I Unit #: |4?EI‘I g % |
Shop Mame: [JUST TIRES OF LAUREL M| Create |

Repair Type: IED-DiI Filter Air Pres & Rotate Tire ;I

Loc. Out LA ~] Date Out: [02/06/2007 - |[12.27 Odom. Out [ 18.020

Date Due: [02/07/2007 ~ |[1227

Loc. In: ILF| 'I plate I |02£DE£2DU? j|12'48 Odom. Ir: I 18021
.

Repair Summarny: IEU-Dil Filter &ir Pres & Rotat Prablems | Statusz In: IAvaiIable ;I
Motes: ;l

Total Partz Cost: aoo Total Labor Cost: I 15.00 <
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Rental Leasing Services

A pop up message will appear for you to confirm the vehicle’s new status
e Click “Yes” to confirm the status

Warning |

! You entered the new status of ‘Available’,

"-q Linit# 47013 (Yehicles) has a current status of 'PMY- PM YERDOR!,
. Do wou wank bo change the status of this vehicle?

Yes

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

Information E |

. 11') Mehicle skatus set ko ' Awvailable '

A pop up message will appear informing you the system will update the vehicle’s
maintenance record
o Click “OK” to have the system update

Information |

i This repair order will update the maintenance alert:
o, 60-Cil Filker Air Pres & Rotate Tire ;. 18279 mi,

Cancel |

The Repair Order is complete.
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