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HOW TO FIND THE ROME APPS ON THE WINDOWS APP STORE

In the Windows App Store search for “Rome Technologies.” For better search results set the filters to “Apps” 
under Departments and “Business” under Category. Rome apps include Easy Check-In V, Easy Image V, Easy 
Walkaround V, and Easy Technician V.



EASY CHECK-IN V
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EASY CHECK-IN
1. Login to the APP with your Shop ID and 
Password to connect to your body shop.

2. The app will open a window asking you to 
enter an existing RO or create a new RO.

3. In this example we have a customer that is 
dropping off. Here you can enter information 
such as name, phone number, address, email 
address, and preferred contact methods.

From the Customer Info screen we can notify 
the Parts department to begin the ordering 
process for the vehicle. To begin the process, 
press the Order/Pre-Order button. When it is 
green, the parts have been ordered.  
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EASY CHECK-IN
4. The next button is the Customer Authoriza-
tion, we support four different types of autho-
rizations or legalize that your shop provides 
the customer. We can have the customer sign 
the authorizations for your shop. This is also 
an opportunity to upsell to the customer a 
detail, or additional work on the vehicle. This 
becomes a permanent record within the RO.
Going back to the Customer Info screen you 
can also mark the Cust Auth and Insurance 
Auth buttons Yellow or Green

5. We can go ahead and walk the vehicle with 
the customer to mark damage within the app 
utilizing our prior damage sheet. There are 
a few colors you can select to help desig-
nate the type of damage on the vehicle, rust, 
scratches and dents that are prior damage to 
the vehicle. You can also mark here any addi-
tional fixes that the customer is requesting to 
be done.

6. You can take pictures right at the vehicle 
with the Easy Check-In app. You can take 
photos of these spots on the vehicle, during 
the tear down process so your parts depart-
ment can mirror-match and see what parts 
they need to purchase. Photos can also be 
taken by the technician if damage has been 
found on a specific part or if an aftermarket 
part does not fit.
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EASY CHECK-IN
7. Once you hit Post, all this information gets 
loaded into the RO in Rome. If you have gath-
ered the customer’s email and phone number, 
you can send the authorization information to 
the customer from the app.

8. You can go back into the RO in Rome, see 
the up dates, the File Jacket with all the forms 
and photos taken at the vehicle. When you 
click the File Jacket you can see the different 
folders created. There’re all the folders the 
information has been stored into.



EASY TECHNICIAN
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EASY TECHNICIAN
Once we have completed the Blueprinting process we will go ahead 
and dispatch or assign the labor to the technicians who are going to be 
working on the job. This will lead us into the Easy Technician V app.

1. After logging in for the first time with the 
Client Number and License (Note: This is your 
Shop ID and Password for Rome), users will 
be greeted by a list of usernames to select 
from. Select the desired username and use 
the password assigned to the selected user-
name to log in.

2. After logging in the tech will see jobs sort-
ed by priority, then by Date Due if no priority 
has been set in the Big Board.

Flagged hours are displayed at the bottom 
left to show what is remaining for the work 
week.

This screen also shows information for each 
job including the RO number, customer name, 
the Writer assigned to the job(s), insurance 
company assigned, and tech priority.
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EASY TECHNICIAN

4. The Labor screen will display the dates lines 
of labor were flagged for payroll purposes.

5. The Parts screen will show whether parts 
have been ordered, not ordered, or received 
similar to the main Rome Parts screen.

If a technician finds damage to specific parts or 
an aftermarket part does not fit, they can take 
pictures for reference to this screen. (See Easy 
Image V section for details on how to take pic-
tures for documentation in Rome apps.)

3. Selecting a job will show the same stoplight 
designations for tasks as seen in Rome’s Big 
Board.

Red: Task has not been started.

Yellow: Task is in-progress and what the Pro-
duction Manage / Estimator wants completed 
that work day.

Green: Task has been 100% completed.
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EASY TECHNICIAN
6. The Notes screen will show additional details 
on Core Charges made by the Parts depart-
ment if needed.

7. Once the steps needed to be completed on 
a job are finished, the job can be flagged in 
Production as green status and the next step(s) 
can begin.



EASY WALKAROUND
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EASY WALKAROUND
1. After logging in for the first time with your 
Client Number and Client License, you will be 
greeted by a screen that has options for Today 
and Tomorrow.

If you are performing a walkaround in the 
morning, select Today. If you are performing a 
walkaround in the afternoon, select Tomorrow.

Log in using your assigned username and 
password.

2. Easy Walkaround will display all cars current-
ly on the lot. In the top row of the first screen 
there will be options to show cars flagged as 
in Staging or In-Shop. Other sorting and filter 
options include searching by RO number, se-
lecting a specific Writer, or selecting a specific 
Technician assigned to the vehicle.

Displayed at the bottom is the number of vehi-
cles available for selection overall or depending 
upon the filters set as described 

3. Clicking or tapping anywhere in the RO box 
will open the detailed RO information screen. 
This screen displays information such as RO 
number, customer name, the assigned Writer to 
the vehicle, and vehicle information like make 
and model.

The Schedule is also shown here in a similar 
format to Rome’s Big Board with stoplight 
designations.
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EASY WALKAROUND
4. Selecting the respective button in the RO 
screen will bring you to the Labor, Parts, 
Notes, or Assign / Priority screens.

Labor can be assigned from within the Labor 
screen along with moving the vehicle to In-
Shop status.

On the Assign / Priority screen, priority can be 
assigned to individual jobs on the vehicle.

Once you are finished updating all vehicles 
from the main screen, make sure to commit 
all changes to the app.



EASY IMAGE
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EASY IMAGE
Easy Image is exactly what it says it will do. It is an easy to use app 
that lets you take pictures of vehicles and documents to add to the 
Electronic File Jacket of a Repair Order.

1. When logging into the app for the first time, 
you will be prompted to use your Client Num-
ber and Client License. Then select a username 
from the list and log in using the Rome pass-
word for the selected username.

2. Search for the RO by typing the RO number 
in the search bar and pressing Search.

3. The app will then bring you to the Pictures 
screen. Press the Camera button to bring up 
your device’s camera and take or select a photo.
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EASY IMAGE
4. In the Add Photo screen you can either 
choose to assign a photo from an existing fold-
er on your device or pressing Take Photo will 
bring up your device’s camera.

5. Pressing the Back button will bring you to 
the Pictures screen with all of the selected 
photos from the Add Photo screen.

You can assign images to the Electronic File 
Jacket of an RO using the drop-down menu 
next to each selected photo.

Once you are finished selecting and assigning 
photos, press the Post button to commit the 
photos and update the Electronic File Jackets.



EASY BLUEPRINT QC
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1.	 Once the app has been installed on your device you will need to 
register it with your Shop ID and password, found in Rome.

2.	 Once registered, open the app and you will receive a prompt to 
enter the Repair Order number you would like to complete the 
Estimate QC sheet for.

3.	 Once entered, there will be 4 
signature blocks to enter in 
specific signatures

4.	 Tap on the signature block and it 
will bring up the signature capture 
screen

EASY BLUEPRINT QC
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5.	 Use your finger or stylist to sign 
your name and hit save

6.	 Repeat step 5 for each signature 
block

To view and print the document, access the RO in Rome and then navigate to the File 
Jacket. While selected on one of the signatures in the View function, select the print 
option and print the document.

7.	 When finished signing make sure 
to use the POST button to send 
the signatures to Rome.

8.	 Once posted it will bring you back 
to the opening screen to enter in 
another Repair Order number.

EASY BLUEPRINT QC
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