
2022 WORKBOOK
CANONS OF SUCCESS
DEALER TRACK 

USER GUIDE



DEALER TRACK 
USER GUIDE



3

Linking a Repair Order

You want to link an RO as soon as you enter it into Rome. This will give you time to deal 
with any issues that come up before you need to send it over. Highlight the RO in the 
RO list box and press the DT RO button to bring up the Dealer Track window

There are two sections on this screen we need to worry about. New/Used Car 
designates the Type of vehicle when it sends the information to Dealer Track. If the job 
is an internal job you are doing for the dealership you need to set the type if it is a new 
or used car. A lot of dealerships use this designation to know what cars get posted on 
their website in the New or Used sections.  

In the Vehicle Status section if the job is an Internal 
select the Internal (No Cust#) option. This will turn 
off the customer and vehicle number fields below 
and they won’t be needed to link the RO.

On a non-internal job, you will need to press the 
button to the right of the Customer number field.

NOTE: Selecting the “Internal (No Cust 
#” button must be done before selecting 
any customer number or vehicle status. 
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This will search Dealer Track by the customers name and return a list of matches. If the correct 
customer isn’t listed, you can try to search by just the last name by removing the first name 
and pressing the Reset List button. If you still do not see the customer, if you want you can 
press the Insert button and it will add it to Dealer Track for you. Press Close and it will go 
back to the previous screen and the customer number will be displayed. NOTE: The customer 
database in the DMS is a valuable sales and marketing tool.  It is always recommended to 
perform a basic search to ensure that there is not already another existing customer number 
before simply inserting a new one.

Press the button to the right of the Vehicle number field and it will decode the VIN and enter 
the customer number in the field.  

Then press the button to the right of the Dealer Track RO field and it will enter the RO number 
with RM in front of it. The RO is now linked and ready to send over when the job is finished.  

When you return to the RO list the last name will be green and the VIN will be light blue. 
The interface will attempt to make the date of the transaction in Dealer Track match the Date 
Out in Rome. The Transaction Date is an override that will set the date of the transaction date 
in Dealer Track to the date in this field.  Dealer Track will allow you to enter transactions into 
the previous month if that month is still open. It typically takes the accounting dept a week 
to close out the previous month so keep that in mind. It is also a good idea to inform the 
accounting dept that you are doing this so they aren’t chasing ghosts trying to figure out why 
the monthly numbers are changing. 
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Overriding the A/R account

If the RO needs to go to a different A/R account then the normal body shop A/R, 
(internal, Lot damage, policy)you can change it.  Go to the DT RO button and go to the 
G/L and Payment Override tab

You need to select the A/R Journal, you can hit the button at the end of the field and 
it will bring up the list of journals.  Select the one you want.  It will enter that journal in 
the A/R Journal field and will activate the A/R Account field, so you can enter the A/R 
account you want to send the RO to.  When you export the RO the total of the RO will 
go over to the new account and not the regular A/R account.



6

Exporting a Repair Order

The export screen will show jobs for today that are ready to be exported.  If you do not 
see the RO you are looking for set the Starting Date to the beginning of the month and it 
will show all jobs dated out this month that have not been sent to Dealer Track. 
 
Check off the RO’s you want to export and press the Export button.  It will export 
each RO to Dealer Track and then print out a summary of ones that were successfully 
exported and ones that got an error. Always preview the export log to ensure that no 
errors ocurred.  The accounting department may request that you submit this report 
every day so they can ensure that Rome has posted to accounting correctly.  If any 
errors occur then contact Rome Technical Support for a resolution.  

When the RO is successfully exported, the VIN on the RO list will change to green to let 
you know it has been exported. 

When the job is complete it can be exported to Dealer Track. The RO must have a Date 
Out to be exported to Dealer Track. Go to the Accounting button > RO Export
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Exporting Payments

Its same as exporting RO’s, just check off the ones you want to send and press Export.  
One difference is that you can send a payment over even if the RO is not Dated out.

Go to Accounting > Payment Export
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Resending an Exported RO

If you have already exported a RO but need to send it over again here is how you do it.  
In the DT RO screen clear out the GL Export date field.  Then go to the Profile Export 
Flags tab

Press the reset button and it will change the export 
status for all the accounts to Not Exported. Now it 
will let you re-send the RO to Dealer Track. 

NOTE:  If the RO was exported previously 
and it has not been removed there will now 
be 2 duplicate RO’s in Dealer Track.  
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