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Main Menu Screen 

The 
Main Menu Screen is where everything begins. Since this is the Parts Guide, let’s start by navigating to the 
Parts Status Screen. The status screen lists all RO’s with parts to be ordered or received. This is the first place 
the parts department should look every day. To get to the Parts Status Screen, click on the Parts button in the 
upper right of the screen.  
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Parts Status Screen  
The Parts Status Screen is where the parts department will find what RO’s have parts that need to be ordered. 
When a new RO is created or a supplement with parts is brought into Rome, the RO will show up here. The 
screen should be several times a day. Once all the parts have been ordered and received on an RO, that RO 
will drop off this list.  The goal should be to keep this page as empty as possible.  
 

 
Filter Options 
Date Created 
Defaults to the past year so any RO that was created in the past year would be on here in case someone 
accidentally set the the incorrect date. 
Vehicle Location 

This is where the vehicle is currently. (Scheduled in, In Shop, Staging)   
Display ROs  

No parts Ordered – ROs that have no parts ordered will show in red. 

Some Parts Ordered – ROs with some but not ALL parts ordered, are shown in yellow.  

Parts to Receive – RO’s with all the parts ordered but not all of the parts received, are shown in green.  
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**Once all of the parts have been ordered and received, the RO will drop off the parts status list. ** 

Sort Tabs

 
By RO - Search by RO number 
Date in - Search by the date the vehicle got on property 
Date Due - Search by the date the vehicle is due to leave the shop. 
 

To go into a RO, double click on the RO line. This will bring up the customer information screen. Click on the 
Parts button at the lower left of the customer info screen to bring up the Parts Ordering Screen 
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Parts Ordering Screen Pull Down Menus 
Some features in Rome can be accessed from more than one location. Some of the features listed in the pull 
down menus can also be accessed through the action buttons within the parts ordering screen. 
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Print (See Parts appendix for samples) 

 
Worksheet –Prints the parts worksheet for that RO. (All parts on the job) 

Order –Purchase order(s) (Parts that have been marked as ordered in Rome) 

Credit memo – Reprints any credit/core memos. 

Labels – Used for printing part labels for received parts. (label maker required)  

Vendor Part Reconciliation –Report showing the cost and vendor list for any received parts. 

Parts Not Used- (NOT USED FROM THIS MENU) 

Part Not Returned –(NOT USED FROM THIS MENU)  

Tech Dispatching List – Techs sign this to accept responsibility for and verified each part. Scan into the 
Electronic File Jacket. The paper can then be discarded.   
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Order Status 

 
 

RO Parts Bin 
Used to notate where the parts are being stored until they are taken out to the tech. To program/assign parts 
bins: 

1. Click on RO Parts Bin from the drop down menu. (Can also click on the Parts Bin button) 
2. Click on the bin location line or Insert a new bin by clicking Insert. (New locations will be stored) 
3. The Part Bin field in the box will populate once a bin is chosen.  
4. Click OK 
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To enter a new bin location: 
1. Click Insert 
2. Enter part bin name in the Part Bin field.  
3. Enter a Description in the Description field. 
4. Enter 99 in the Max RO’s in Bin field. 
5. Click OK. 

 
Order Status  
  Critical Parts – This is used to select what parts are essential 
for the repair to begin.  

1. Select Critical Parts from the Order Status drop 
down (prior to marking them ordered). 

2. Check the parts that are mission critical and hit OK.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Back Order  
From the parts ordering screen, choose Back order from the Order Status drop down menu. This will bring up 
the Backordered Parts Status screen. Click on the back ordered part and click on Change.  
 If the correct part is not shown, make sure the transaction buttons at the bottom of the page are checked. 
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Check the Part is Backordered box and enter the Anticipated Arrival Date (If known) then click OK. 

 
Tools  

 Adjust Multiple Level Totals and Make Single Level Totals (Not Used) 
 Split Quantity (See split quantity section) 

Copy Part  (Not recommended) 
 
 
 
Notes 

1. To view, insert or change a part note: (Delete is disabled) 
2. Click Insert or Change. (To view, use the Change button) 
3. Enter the new note or change the existing one. (Name and Vendor will automatically populate). 
4. Click OK. 
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Parts Screen Tabs 
Billable RO – Displays all lines that are being billed to the customer. 
Deleted With Cost – Displays lines that have been deleted from estimate but still have a cost.  
Deleted-All – Displays all of the deleted lines regardless of cost.  
By Rome Line – Sorts the part list by the Rome line number. 
 
 
 
 
 

 
 
 
 
Display columns 

 
Del/Est – Line number of the part in the estimating system.  
EC/Ln – Rome line number, which may differ from the number in the estimating system.  
Qty – The quantity of parts on that line. 
EW/Part Num - Part number sent directly from the estimating system.  
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Order Status/Description  
Red means the part has not been ordered.  
Yellow indicates the part is ordered but not received. 
Green means the part has been received. 
Description of the part from the estimating system. 

AC – The account code for the part. 
Vendor - Where the part was ordered. 
Est Price – The per unit, list price of the part from the estimate. 
Vnd Price — The vendor’s per unit list price for the part. (May differ from Est price)  
Discount – This is the true discount calculated between the cost and the vendor list price.  
Cost – Per unit cost to the shop. If the part is ordered, this number will be an estimate based on the discount 
set up with the vendor. If the part is marked received, this should be the actual cost from the vendor’s invoice.  
Supplement – Amount that is higher or lower than the estimate vendor list. (PPD or parts price difference) 
CR – Credit Status. If the part/core has been returned to the vendor but the credit has not been received, there 
will be an “O” for an open credit in this column.  If the credit has been received, there will be a “C” for closed 
credit.  
T1 - T5 - A green check mark in one of the columns indicates that line is being taxed.  

Parts ordering 
To order arts, highlight a part to order and click the Order button. This will bring up the vendor list.   
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Type the first few letters of the vendors name and the highlighted line will go to the vendor that matches the 
letters typed.  To insert a new vendor, click Insert.  NOTE: Ensure the vendor has not been added under a 
different/misspelled name. Multiple vendor names for the same vendor will cause problems for accounting 
when they reconcile vendor invoices.  Highlight the vendor and press Select.  This will bring up the ordering 
screen. 
 
 
 
 
 
 
 
 
Only unordered parts will show up in this list. 
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Vendor - From where the part(s) are being ordered. 

Discount - The pre-arranged discount amount (if any). This can be set up in the vendor set up screen or 
inserted for each order. Example: if the vendor offers a 20%discount, enter .20 in this field, NOT 20.00. This is 
not a required field but can save time during the receiving process. The cost amount of each part will be 
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populated based on the discount percentage so it will not be necessary to change the cost of every part.  
Ordered By- This should pre-populate the name of whomever is logged into the computer.  

Salesperson - The name of the vendor counter person that took the order. May be helpful in the case of an 
issue. Ordered – The date the parts were ordered. This field defaults to today’s date but can be changed.  

Date Due – The day the parts are expected to arrive. This date is calculated using the Days to Deliver value in 
the vendor setup. It is pre-set to the next day but it can be edited. 

1. Tag each part that needs to be ordered. Part can be tagged individually or by using the Tag All button.  
2. If the order will be called in to the vendor, click Call.  Rome will ask if there is another vendor order.  
3. If there is, click yes and continue the ordering process. If not, click No, and ordering will be complete. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If the order will be saved as a PDF, faxed, or e-mailed, select the Print button.  Unclick the Preview and Print 
buttons then click in the PDF/E-Mail box. To save the PO as a PDF, click on the button to the right of the PDF 
Name block.  
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Choose the save location and click Save to be taken back to the parts screen.  
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To email an order: 

1. Click on the Non-Outlook General Tab.  The From Name/E-Mail should populate automatically. 
2. Enter the To: Name/E-Mail. (Vendor emails can be set up in the vendor setup screen) 
3. Click the Vendor button at the bottom of the email box and choose the vendor. 
4. Click Select.  
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5. Enter the subject and a message in the text box.  Example: “Please acknowledge.” 
6. Click OK to complete the transaction.  

 
 
 
 
 
 
 
 
 
 
 
 

 
 

Receiving Parts 
To receive parts, click on a part that needs to be received then click on the Receive button. 
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Only parts that were ordered at the same time as the highlighted part, or later added to the PO, will show up on 
this screen. The vendor invoice must be IN HAND to receive parts. 

The Vendor invoice number MUST BE ENTERED FIRST.  Rome will not allow any changes to this screen until 
the vendor invoice has been entered. Enter the Invoice date (not today's date) into the Invoice Date field.  
Enter the Total Cost listed on the vendor’s invoice into the Total Invoice Cost field.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click Untag All on the lower left of the page. (All parts will turn yellow) 
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Starting at the top of the parts invoice: 

1. Find the first invoice part on the Rome parts screen. (Rome lists parts from the front of the car to the 
back)  If the vendor and the cost prices match in Rome and on the invoice, click the box to the left of 
the part line and move on to the next part. (This will turn the line green and the part cost will be added 
to the total cost at the top of the screen.  

2.  If they do not match, double click in the cost field and change the price to match the invoice cost. To 
save the changes, click ENTER.  Rome will ask to save the changes. Click Yes.  

3. To change the vendor list, double click in the Vender List field and change the price to match the 
invoice vendor list price. * If a part is being price matched, DO NOT change the vendor list.   

If a A PPD (Parts Price Difference) box pops up, clicking Yes will list the amount of the difference in the 
Supplement column and let the estimators know a parts supplement was created. If No is clicked, the vendor 
list will go back to the original amount and no supplement will be created.   

4. Repeat these steps for each part.  

 

Core/Freight Charges 
To add a core/misc charge: 

1. Click on the part (for cores) and click Core Charge or Add Charge (for non-core charges).  
2. Enter the charge amount and click OK.  
3. Once the invoice and Rome totals match, the PO number in the  right hand corner and the check mark 



22 

on the lower right of the screen should turn green.  This indicates the invoice balances with Rome.  
4. Click OK.  

 
 

 
If the PO number and check mark are still yellow, go back and check for errors. Common errors are: something 
is checked in Rome that is not listed on the invoice, quantity differences, “fat finger” mistakes.  DO NOT HAND 
INSERT PARTS INTO ROME.   
 
 

Returns  
From the parts ordering screen, highlight the part that needs to be returned and click the Return button.  This 
brings up the parts return screen. All parts that were received on the same invoice as the part being returned 
will show on this page. Selected the part(s) to return and click OK.  
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Click on the part(s) to be returned and click OK. Choose the type of return and click OK.  

Return/Re-order is used when a part is incorrect and another needs to be ordered (can be a different type of 
part i.e LKQ, OEM, AM). This will send the returned part to the Deleted with Cost Screen (highlighted in gray) 
and a new line (highlighted in red) will be created on the billable screen. Order new part as usual.  

 

 

Part Not Used – Will show the part as returned on the billable screen. (highlighted in gray)  This will create a 
credit memo for the part. The estimator will still need to go into the estimating system and remove the part from 
the estimate and EMS back to Rome.  Click OK and a Print Credit Memo screen will pop up.  You must print 
the credit memo in order for the ticket to be reviewed at the end of the job. (No need to scan into Rome as it is 
automatically populated within the RO)  
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Receiving Credits 
From the parts screen: 

1. Highlight the returned part/core. 
2. Click Rcv. Credit.  

The Receive Credit screen will pop up displaying any credits for that vendor. 
3. Enter the credit memo number, the date, and amount of the credit. Once the numbers match, 

the PO number and the check mark will turn green. Click OK.  

 

 

 

 
 

PO Button 
The PO button allows the user to view, edit, and delete purchase orders and vendor invoices. Each time parts 
are marked ordered in Rome, a new PO is created.  If four parts are ordered from a vendor and then later, 
another group of parts are ordered from that same vendor, two separate purchase orders will be created.  

This is important because parts are received by purchase order.  If all of the parts come in on the same 
invoice, they will have to be received separately. It is best to order all parts from a specific vendor at one time if 
possible.  The purchase order RO numbers will be red, yellow, or green. Red means that no parts on that order 
have been received. Yellow means some parts have received. Green means that all of the parts have been 
received.  
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If several parts on a PO need to be unordered, the quickest way is to delete the PO from this screen. A PO can 
also be edited by highlighting the PO and clicking Change.  
To view the vendor invoices for a specific PO, highlight the PO and hit the Invoice button. This button will not 
work on a red PO because none of the parts have been received.  (Only received parts are attached to an 
invoice) The Invoice screen lists all of the parts vendor invoices that have been received for that PO.  To edit 
the information in the invoice, highlight the invoice and press the “Change” button. 

Adding to a PO  
To add a part to an existing PO (so all parts can be received on the same invoice) Click on the part (The part 
must be red or Not Ordered) then click Add to PO.  
Choose the PO and click Select. The part will be added to that PO and automatically marked ordered in Rome.  
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Splitting Quantities 
If the quantity ordered is different than the number received, use this button to divide the quantities into 
separate lines so the partial order can be received. Click on the line then click Split Quantity. 

Input the number of items to order/receive for each line and click OK. Two lines will be created on the parts 
screen with the corresponding quantities.  

Backordered Parts 
To mark a part backordered, click on the part then click the Backorder button.  The Backorder Part Status box 
will appear.  Highlight the part line and click Change. 

 
Check the Part is Backordered box and enter the anticipated arrival date (If known) then click OK. 
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Damaged Parts 
This button is used to enter  “clean up” time on a used part.  This will lower the cost of the part and create a 
labor line for the tech. To start: 

1. Click on the Profile button at the bottom of the customer info screen. 

 
2. Notate the Body Hour rate (door rate) for that job.  

 
3. Go into the parts screen and click on the damaged part line. 
4. Click the Damage button. 
5. Enter the agreed upon credit amount in the Parts Credit box.   
6. Click in the Damage Repair amount box.  
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When the 
following screen pops 
up, (at any point in the 
transaction) click 
“NONE”. 

7. Enter the 
profile door rate (Step 
one) multiplied by the 
number of hours the 
tech needs to fix the 
part in the Damage 
Repair Box.  

Example: If 
the profile rate is $62 
an hour and the tech 
needs two hours, 
enter $124. THIS IS 
NOT THE AMOUNT 
THE TECH WILL GET 
PAID.  This amount is 

used to create the two hour body line for the tech in the labor screen. They will get paid their normal hourly 
rate.  If there is refinish time, complete the same procedure used for repair time but use the Refinish box. 
 If a replacement part credit was agreed upon, enter that amount in the Replacement/Component Part box.  
Click OK once all pertinent boxes have been completed.  

Moving Single Parts to Sublet Miscellaneous 
This button  moves the highlighted item out of the parts screen and into the miscellaneous or sublet screen. 
Example: Paint materials or parts discounts that end up in the parts screen.  Only “Not Ordered” can be 
converted to sublet or miscellaneous.  
To mark an ordered or received part as unordered, double click the part line. This will “back out” the 
part one level.  So a received part would become ordered. An ordered part would become unordered.  

1. Highlight the part to be moved and click on the Make SBMS button.  
2. For a single part, click on Selected Part then choose Sublet or Miscellaneous.   
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The 
next 
screen 
is 
saying 
the 
current 

account code is NOT a miscellaneous/sublet account but it will be CHANGED into a Sublet or Miscellaneous 
account. With the exception of a parts discount, answer YES.  
 When moving a parts discount out of the parts screen into miscellaneous, follow the same procedure but click 
NO when asked if you want to change the account code. We still want the discount coded as parts but we want 
to move it out of the parts screen so it doesn’t look like there is an unordered part.  
 

Choose the new account code within the sublet or 
miscellaneous screen 

 

Moving Multiple Parts to 
Sublet/Miscellaneous 
To move multiple parts out of the parts screen: 

1. Click on one of the parts to be moved 
then click Make SBMS button. 

2. Choose Multiple Parts.  
3. When the following screen comes up, choose Sublet or Miscellaneous.  
4. Click Change Account. 
5. Click in the box to the right of Change Account then choose account type and click Select. 
6. Check the box(s) in front of the parts being moved and click on the green check mark on the 

lower right of the screen.  
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Change Button 
 
The Change button is used to make changes to the description, price, account code, texes, transaction  type, 
view the transaction detail, or to mark a part as backordered. 

 
 



31 

 

Vendor Set-Up 
To add a new vendor or to add/make changes to a vendor’s contact info, discount %, or the number of days it 
takes to deliver parts, go to Set up then Vendors. 

 

 

Click 
Insert to 
add a 
new 
vendor. 
To 
change 

vendor info, click on the vendor and click Change. 

 
Click on Payment Discount/Terms. Make the necessary changes. These settings will populate for all NEW 
RO’s. They will not be retroactive.  
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Deleted with Cost 
Core charges, returned parts, and parts that have been deleted from the estimate that still have a cost will be 
shown in the Deleted with Cost tab. If the Tab is RED, the job cannot be reviewed  and/or closed. To clear the 
red, make sure that all cores have been marked returned and PRINTED. Parts that have been purchased, but 
then deleted from the estimate, must be marked as returned before the job can be closed. 

Parts Reports 
The following is a list of parts reports that can be run in Rome. Start by clicking on the Reports button. 

 



33 

 
Next click on the Parts button.  These are the parts reports available in Rome. Most have several options to 
choose from. Some of them are redundant due to updates in the program making the info easier to find in other 
screens. Feel free to explore them all and see which ones are most valuable to your shop.  
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Returned Parts/Cores (Closed Credits) 

 

 

 

 

 

 

 

 

 

 

Invoices by Vendor   
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Parts Worksheet 
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Purchase Order 

 

Core/Parts Return Report 
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RO Vendor Invoice Reconciliation  
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Technician Dispatch List  


