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PARTS

Once a RO is created and the Order Pre-Order box on the customer information screen
is clicked, Express will send that RO to the parts status screen.

When a new RO or supplement with parts is brought into Express, the RO will pop-up
in the parts status screen. The parts department should keep this screen open all the
times. Once all parts for an RO have been ordered and received, that RO will drop off
the Screen.

3 RO Parts - None 3 Some 4 All 27 - m] X
Filter Options
Date Created - Starting Date: 7728119 4 |... Ending Date: 7128420 (5 | ... All Dates
Vehicle Location - CarIn Shop [ Schedule In Staging
Display ROs - No Pars Ordered Some Parts Ordered Farts to Receive
Writer - ® Al O Selected
Insurance - ® Al O Selected
Make - ® Al O Selected

by RO |by Date In | by Date Due

RO LastName Insurance Company Make Date In Date Due  No Order Order Receive Return A
WESTERN NATION: HYUN 1/13/20 2jebi2l 0

GEICO HOND 1/22/20 2420 0 1 20 1

CUSTOMERPAY |FORD 1/30/20 2j0zj2n 1 0 2 0

STATE FARM HOND 2/04/20 2110420 0 1 5 0

AMERICAN FAMILY |Honda 2/05/20 2111420 0 2 0 0

AUTO CLUB INSURAHYUN 1/13/20 2407420 0 23 27 0

GEICO HOND 1/13/20 2/07/20 10 0 0 0

AMERICAN FAMILY |Kia 1714720 2/0s/20 0 3 38 1

THE GENERAL Ford 1/16/20 2/07/20 0 1 18 0

STATE FARM HOND 1/16/20 2/03/20 0 5 34 1

STATE FARM HYUN 1/16/20 1431520 2 0 0 0

MTC HOND 1720420 2/06/20 0 1 23 0

STATE FARM HOND 1/21/20 218420 0 2 37 4

HONDA SERVICE |HOND 1/23/20 128420 0 3 0 0

AMERICAN FAMILY |Ford 1/24/20 2/06/20 0 2 22 0

0 0 GEICO HOND 1/21j20 2h3/20 0 1 2 0
HEEEENN BLIFRKILF HANDA __BNR INTERRIAIL HOKIN 12920 L1ans2n n 1 n nY
RO Part Counts: 4 RO Number:

Close

At the Top of the Parts Status Screen there are Several Fields:

Date Created — This date defaults to the past year so any RO created in the past year with parts
needing to be ordered will be shown on this screen.

The All Dates button will change the dates to 1/1/80 and 1/1/11, in case someone accidentally set the
date outside the default range.
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Section 5 - Parts

Vehicles Location — If the Car In-Shop box is checked, Express will display ROs that have the In-
Shop button (in the customer information screen) clicked. Not in Shop will show ROs that do NOT
have In-Shop checked. It is recommended that all blocks remain checked so ROs that may need
parts ordered don't fall through the cracks.

No Parts Ordered — If this box is checked, ROs with no parts ordered will show in red. We recommend
keeping this box checked so you are notified when a new RO with parts to order comes in.

Some Parts Ordered — ROs with some parts ordered will show up in yellow.

Parts to Receive — ROs with all parts ordered will show as green. Once all the parts have been
received the RO will drop off the screen.

ROs can also be sorted by RO, Date-In, Date out, by using the tabs above the list area.
By RO — Sorts the list by ascending RO number.
By Date In — Sorts the list by ascending Date In.
By Date Due — Sorts by ascending Date Due.
To get into the parts screen for a specific RO, double click on the highlighted RO on the Part Status

Screen and that will open the customer information screen for that customer. Next, click the parts
button on the lower left of that screen.

% RO Parts - None 3 Some 4 All 27 - O X
Filter Options
Date Created - Starting Date: 272819 = Ending Date: 7/28720 1= |... All Dates
Vehicle Location - Car In Shop [JSchedule In Staging
Display ROs - No Parts Ordered Some Parts Ordered Pars to Receive
Whiter - ® All O Selected
Insurance - ® All O Selected
Make - ® All O Selected

by RO |by Date In | by Date Due

RO LastName Writer Insurance Company Make Date In Date Due Mo Order Order Receive Fetun A
9.0 PAULO WESTERN NATION: HYUN 113720 22520 0
GEICO HOMND 1/2220 2/14/20 0 1 20 1
CUSTOMER PAY |FORD 1430420 2{07420 1 0 2 0
STATE FARM HOND 2/04;20 2/10/20 0 1 5 0
AMERICAN FAMILY |Honda 2/05/20 2i11720 0 2 0 0
AUTO CLUB INSURAHYUN 113420 2/07/20 0 23 27 0
GEICO HOMD 1113/20 2/07/20 10 0 0 0
AMERICAN FAMILY |Kia 1414520 2/05/20 0 3 38 1
THE GENERAL Ford 116420 2{07/20 0 1 18 0
STATE FARM HOND 1116420 2/03/20 0 5 34 1
STATE FARM HYUN 116420 1431420 2 0 0 0
MTC HOND 1720420 2/06/20 0 1 23 0
STATE FARM HOND 172120 2119720 0 2 37 4
HONDA SERVICE  |HOND 1/23/20 1/28/20 0 3 0 0
AMERICAN FAMILY |Ford 1/24;20 206420 0 2 22 0
GEICO HOMND 1721420 2{13420 0 1 2 0
NIl BILIFRK]LE HONDA INTERNAL HAKO 429420 143020 1 1 n nY
RO Part Counts: E 4 RO Number:

Close



Section 5 - Parts

PARTS SCREEN WITHIN RO

a Parts (0034132 - SFNYF6H53HB064020) - X
Print Order Status Tools Notes
Billable RO |DeleledvWith Cost | Deleted - All | by ROME Line RO Parts Bin:

Line Number

Del EC Crit EW Order Status Header . Cost Only

Est Ln Gty PartNum Description Vendor EstPrice Wnd. List Discount Cost  Supplmnt Status Cr Lv T1, T2

-

< >

Order Receive Retun Rev. Credit Backorder Make SB MS Level
Damage Core Charge | | Add Charge Add to PO Spit Oty Status Insert Delete
PO Cr. Memo Part Disp Critical Print Phone Book Info Close

PARTS STATUS STAGES

The parts process has 3 stages of status: Not Ordered, Ordered, and Received.

Not Ordered - When a RO is first created, all the parts will be set to “Not ordered” and they will be
red. In this stage, the parts can be deleted if needed (with permissions).

Ordered - Ordered parts have a purchase order linked to them and they are yellow. An ordered
part cannot be deleted. It must first be removed from the PO, then the part can be deleted. Double-
clicking on the part will remove it from the purchase order and change the status to “Not Ordered”.

When the ordered parts are received, they move to the “Received” stage and turn green.

Received - Now there is a vendor invoice linked to the part and it is now green. Double-clicking on
the part in this stage will remove it from the vendor invoice and change the status to “Ordered”.

The Purchase Order or the Part cannot be deleted until the vendor invoice is deleted. Only a received
part can be returned. When a part is returned it will go into the “Returned-Open” stage.

Returned - Open. A credit memo is created and linked to the returned part. The part is now gray and
has an “O” in the CR column. When the credit is received the part goes in to the final stage “Returned-
Closed”. Double-clicking the part in this stage will remove it from the credit memo and change the
status to “Received”. Any credit memos will need to be deleted before deleting an invoice.

Returned - Closed. A Credit is now created and linked to the part. It remains gray but a “C” is put
in the CR column to indicate the credit has been received. This credit will have to be deleted to
remove the credit memo. Double-clicking the part in this stage will remove it from the credit and
change the status to “Return—Open”.



Section 5 - Parts

8% Parts (0034132 - SFNVF6H53HBOB4020) - e

Print Order Status Tools Notes

Billable RO |Deleted -With Cost | Deleted - All | by ROME Line RO Parts Bin:
Line Number
Del EC Crit EW Order Status Header : CostOnly .
Est Ln Qty PartNum Description £ KSndor Est Price Vind, List Discount Cost  Supplmnt Status Cr Lv TI T2

Print — This menu is for printing the following reports:

Worksheet — This will print the parts worksheet.

Order — Print out any parts purchase orders.

Credit Memo — Prints/reprints any credit memos.

Labels — Will print out labels for parts being received, a label maker set up is required.

Vendor Part Reconciliation — prints a report showing the cost and vendor list for received parts.
Part Not Used — This is a list of parts that were removed from the estimate

Part Not Returned — This is a list of the parts that were removed and have not yet been returned.
Tech Dispatching List — This is the sheet all techs sign when they take receipt of parts from the

parts department.

ORDER STATUS

Critical Parts — Allows parts to be designated as critical parts, meaning parts that are essential for
the repair to begin.

Backorder — Displays all backordered parts.
Notes — This is for creating Parts notes in the RO.
There are tabs at the top of the worksheet display:

Billable RO — Displays the lines that are being billed to the customer and will display on the
final invoice.

Deleted with Cost — Displays lines that have been deleted due to supplements but still has a cost.

Deleted — Shows all deleted lines regardless of cost.
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Section 5 - Parts

DISPLAY COLUMNS

Del/Est — This is the estimate for that line item. If the EST # is red, that indicates the line has been
deleted from the estimate.

EC/Ln — This is the Express line number which may differ from the estimate line number. If this
number is red AND has a cost, that line has been excluded from all calculations. This could be a red
flag and should be double checked.

Qty — The quantity of the part on the line

EW/Part Num — The part number sent from the estimating system. If this is red, the line has been
excluded from the worksheet and should be in deleted with cost.

Order Status/Description — Red means the part has not been ordered. Yellow means the part has
been ordered and green means the part has been received.

AC - This is the account code of the part
Vendor — Name of the part vendor.
Est Price — The per unit list price of the part on the estimate

Cost Only/2nd Price — This is the vendors per unit list price for the part. Yellow indicates this part
is cost-only.

Discount — This is the true discount calculated from the cost and the vendor list price. The value is
a percentage i.e. 20.00 is a 20% discount.

Cost — This is the per unit cost of the part. If the part has been ordered, the cost listed will be an
estimate based on the discount setup for that vendor. Once the part is received, the actual cost
from the vendor’s invoice will be entered here.

Supplement — This is the difference in price between the estimate and the actual cost of that part.

STATUS

Not Ordered — The part has not been ordered

Ordered — The part has been ordered but not received

Received — The part has been received and cost has been applied.
Returned — The part has been returned and a credit has been created.

CR - If the part has been returned there will be an O for Open Credit. If the credit has been
received there will be a C for closed credit.

T1-T5 - If this column has a check, that line is being taxed. T1 is the first tax rate, T2 is the second
tax rate, so on.



Section 5 - Parts

BUTTONS AT THE BOTTOM OF THE SCREEN
Order — This will bring up the parts ordering screen.

Receive — This brings up the parts receiving screen

Return — Use this button if a part needs to be returned.

Rcv. Credit — Used when receiving a credit for a returned part or core charge.
Notes — Creates a part note in the RO.

Insert — Allows for inserting a new part into the RO.

Change — Opens the highlighted item to be edited.

Delete - Deletes the highlighted part. (must have permissions)

PO — Brings up the purchase order screen for that RO.

Cr. Memo — Brings up the credits screen.

Damage — Used when creating a Damage Part Credit.

Add to PO — Used to add a part to an existing PO so all parts can be received on one invoice.

Make SB MS — This will change the highlighted part to the sublet or miscellaneous screen and
move it out of the parts screen.

Phone Book — This brings up the Vendor list/Phone Book.

Close — Closes the parts screen and saves any changes.

ROME
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Section 5 - Parts

ORDERING PARTS

To order parts click on one of the parts to be ordered. This will bring up the Vendor Screen.

S Parts (0034389 - TRUUT28N741022944) - X
Print Order Status Tools MNotes
Billable RO |Deleted-With Cost| Deleted - All | by ROME Line RO Parts Bin:
Line Number
3
Del EC Crit EW Order Status Header . Cost Only .
Est Ln Qty Parthum Description endor Est Price Vind. List Discount Cost  Supplmnt Status Crlv T1 T2
220.00 220.00 No Order E1 B |
4 3| s58L0807180 550 550 NoOrder | |E1 |+
B 5 8N0S41003BG 386.76 386.76 No Order El1 |+
a8 1/8NDE0S54D 340.00 340,00 NoOrder | |E1 |«
13 12| 1|sn0823029A 850.00 850,00 NoOrder | |E1 |+
17| 18 1/8M0821108 75.00. 75.00 NoOrder | |E1 |v
221 21 400.00 400.00 No Order E1 |«
24| 23 125000, 1250.00 NoOrder | |E1 |«
< >
Order Receive Return Rev. Credit Backorder Make SB MS Level
Damage Core Charge | Add Charge Addto PO Splt Oty. MNotes Status Insert . Delete
FO Cr. Memo Part Disp Critical Print Fhone Book Info Clozse
Once the vendor is selected you are £ vendor
taken to the Parts Ordering screen Vrilities
If the vendor is not in the list, check by Vendor |by Contact
the box to show inactive Vendors. If
the vendor is still not there, press the
insert buttor) to add a new entry into e e o
the vendor list.
1800 RADIATOR |B12-331-1221 EX00000
1001 BEST AUTOLITE DIST 866-567-3500 EX00000
A-ABCO FRIDLEY AUTO PARTS 763-784-8890 EX00000
A-CONDITION WHEEL SERVICE | £51-262-6000 EX00000
AAA AUTO PARTS 800-238-6664 EX00000
AAA AUTO SALYAGE £51-423-2432 EX00000
ACE AUTO PARTS £51-224-9479 EX00000
. : ACTION AUTO PARTS £51-227-6596 EX00000
EOTE - \d/?jm?j/ thea/endog}?s not ADHESIVE TEMPLATES 888-249-3350 EX00000
n n r ifferen ADVANCE AUTO PARTS 651-777-2589 EX00000
een a €d unaer a erent ALL STARAUTO LIGHTS 877-529-6789 EX00000
name or the name has been ALLSTARAUTO LIGHTS TN 407-271-8949 EX00000
. . ALLIANCE OEMAUTO PARTS B16-797-1010 EX00000
slightly misspelled. If there are ALLOY WHEEL SERVICES 763-631-0313 EX00000
h ALLSTAR AUTO LIGHTS §77-204-0074 EX00000
two different vendor names for ALPHA AUTOMOTIVE 888-371-3050 EX00000
: APS 320-685-5557 EX00000
the same vendor, It can cause ATLAS U-PULL £51-221-1957 EX00000
problems for the accou n“ng AUDI ST, PAUL |651-494-1400 EX00000
department When they go to [J Show Not Active Vendors Insert

reconcile vendor invoices.

ROME
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Section 5 - Parts

PARTS ORDERING SCREEN
Vendor — This will display the name of the vendor chosen. If this is incorrect it can be changed.

Discount — This is the discount on this purchase order. It will default to the discount that is set for
this vendor. If the discount is incorrect it can be changed.

(Remember, .2 is a 20% discount, not 20.00.)
Ordered By — This is the person that ordered the part. This is now a required field

Sales Person — This is the name of the vendor sales person that took the order. This is not required
but may be helpful if something happens to the order.

Ordered — This is the day the parts were ordered. This field defaults to today’s date.

Date Due —Date the parts are expected to arrive. This date is calculated using the Days to Deliver
value in the vendor setup. This date may be edited.

View PO — Checking this box will display the purchase order. Can also be printed.

Vendor: [A-ABCO FRIDLEY AUTO PARTS | Discount 0.2500% Ordered By: |:| RO: 0034334.00
Sales Person: | ] Ordered: 120421 % Date Due: 1121721 H |12:UUPM Eﬂ [ View PO

Click on each part that needs to be ordered. If the order will be faxed, or called into the vendor, click
Call at the bottom right of the screen. If it will be emailed, click Print.

ROME
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Section 5 - Parts

RECEIVING PARTS

When ordered parts arrive they should be received as soon as possible. The vendor invoice is
required to receive parts in Rome Management.

*Rome Management lists parts in the order of front of the car to back of the car. If an invoice has a
rear bumper, it will be found toward the bottom of the parts list in Rome Management.

The following procedure is used to receive parts into Rome Management. Highlight one of the parts to
be received and click the Receive button.

The Parts Receiving screen will be displayed. Only the parts on the purchase order with the part
highlighted will be displayed.

Parts Management - Receiving

Vendor: BUERKLE HYUNDAI Discount  0.2000 RO: 0034049.00 PO 0034049.00-002

Sales Person: I@ Pay Status

Vendor Invoice: Invoice Date: (72920 [ Total Invoice Cost Wo COD @ Payable

Totals for Selected Parts to Receive: e encor et 215 logee At Check Number: ay:
Total Est List: 1.219.71 Total Est Cost: 975.78

Est Ln Qty PartNum Description EstList Wnd List Disc
O 30.00 300 2000

<]

118731503000
116737503000
118737303000
118737803000

|

10



Section 5 - Parts

Enter the vendor invoice number in the Vendor Invoice field. This is a required field before any parts
can be received.

Enter the invoice date into the Invoice Date field.
Enter the total cost from the vendor’s invoice into the Total Invoice Cost field. It is very important the

exact total be entered in this field. The invoice cost and the Express costs must balance to get out of
this screen.

X, Untag All

Click Untag all (This will make it easier to see which parts prices have been changed. Helpful when
receiving large invoices) Compare the vendor list price and the cost for each part in Express against
the vendor list price and cost on the invoice. If they match, continue to the next line. If they don’t match,
click on the price and change the price to match the invoice list and/or cost prices. After changing a
price, click ENTER. A prompt will pop up asking to save changes and create a supplement.

Click “Yes” to create a part-price different supplement automatically. If “No” is clicked, the vendor list will
go back to the original amount.

ROME
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Section 5 - Parts

Once all prices match, the PO number in the upper right-hand corner should turn green. This
indicates the invoice is in balance and the changes can be saved. Press the OK button. The received
parts will now be displayed in green on the parts list screen.

If the PO number in the upper-right corner is yellow and the check mark in the lower right is gray the
cost of the parts does not balance with the cost of the invoice. Go back and double check each line
for correct quantities and part descriptions.

Parts Management - Receiving

Vendor: BUERKLE HYUNDAI Discount  0.2000 RO: 0034049.00 PO 0034049.00-002
Sales Person: Cost Plus

Vendor Invoice: :l Invoice Date; '?,129,-'20 |2/ Total Invoice Cost:

Total Wendor List: 1.219.71 Total Cost: 975.78

Pay Status
QO coD ® Payable

RRs kL SelecRd Frris o Facsive: Total Est List 121971 Total EstCost 975.78 Cectiness |
Est Ln Oty PartNum Description AC EstList Ynd List Disc Cost Suppl. Status L l

43 125 1 ( 30.00 30.00 20.00 24.00 0.00 Received S
) 57, 92 1 129.15 12915 20,00 103.32 0.00|Received S1
| 60 76 18731503000 7.30 7.300 2000 5.84 0.00 Received S1
61, 80 118737503000 118.02 118.02 20.00 94.42 0.00/Received S1
a0 77 1/87373D3000 15.77 1577 1997 12.62 0.00|Received 81
81 126 1/87378D3000 348 348 2011 2.78 0.00|Received S1
[ 82 79 1187372D3010 3167 31.67 19.99 26.34 0.00 Received =
) 83 78 /9255236000 0.65 065 20,00 ns2 0.00|Received S1
84 65 1/95760D3001 346.27 346.27 20,00 277.02 0.00Received S1
85 139 1/81750D3000TH 235.23 235.23 20.00 18818 0.00/Received S1
104 81 1/86637D3100 28.46 28.46 19.99 2277 0.00 Received S1
106 82 1168663703100 28.46 20.46 19.99 22.77 0.00/Received S1
106/ 83 1/86633D3100 6.42 6.42 19.94 514 0.00/Received s1
107) 84 1/91830D3080 185.98 18598 20000 148.78 0.00|Received 31
111} 128 1 49.66 49.66 20.00 39.73 0.00|Received S1
121 138 1 -0.06 -0.06: 16.67 -0.05 0.00 Received 51
Parts Bin: | [ | |[..| OVendorinvoice ~ @RO

& Tag ¥ Untag  PrevTag B Save Tags @ E;C;m 3 g:;erge @ Info. ﬁ Picture

& TagAl X, Untag All & Next Tag @ Load Tags ﬁ Damage éﬁgrge + |nsern A Change

Notes El Tagged @ﬁ gﬁ:iatmity + Add to PO ;;\‘.--'7 0K x Cancel

ROME
12



Section 5 - Parts

RETURNING A PART
If a part needs to be returned, Express P gt eciny 7
will generate a credit memo and make the  |scree e T e |
. . vendorinvoice: [ MMM 'noiceDete: 772920 & Totallnvoice Cast | 000
proper adjustments to the ticket. e o o P TouVonar it 17107 TaiCos peEal o e
| Est Ln Oty PatNum Description AC Est List Vid List s Cost Suppl. Status Lv
From the parts screen, highlight the part ‘ T oo
to return and preSS ‘the Return button_ 61 80  1(8737503000 N80z 180z 2000 9442 000 Recenes 51
. . ) 80 77 118737303000 1577 1577 1997 1262 0.00/Received S1
The part return screen will be displayed. e S R o
Allthe parts that were received on the e S R o B
same invoice as the returned part willbe | 2 o B -
displayed. Check the box in front of each @| w8 oo E| sk wm mey e 0ooeeewed &
. . B 111) 128 1 Re Al 4966 49 66| 20.00 3973 0.00 Racaived S1
part that needs to be returned. C||Ck OK N CREREIIRE" To mistch oE 006 008 1667 005 000 Received si
the lower right of the screen. N— T — T
¢ Ing % Untag ¥ BevTon || B SewTogs <2 B g@gﬁ;ﬁgg ﬁ\ﬂlu. amw
The returning part screen will pop up and ask for the reason for Select Up to Two Reasons for Return
the return and another screen will ask for the type of a return. —
. . eason escription
Choose the reason for the return and click OK on the lower rlght ] 1 WRONG PART ORDERED
of the screen. Then choose the type of return and click OK. = e e
| 4 PART NOT USED
O 5 DAMAGED PART
O 6 CORE CHARGE
| 7/POOR QLTY/FIT
O 8 REPAIR CNCLD/TOTALED
(| 9 TAX} FREIGHT
Tag Untag
Tag Al Untag All v 0K
TYPES OF RETURNS
Re-or:der - This will return the part and @  [Retuming Part
new line will be created for another part to be
ordered. This used to re-order the same part. Part Number 87315D3000
Quantity: 1
Part_ Not Used — This option will create a Description:  Sealing
credit for the part. The revenue on the RO will Unit Cost 584 UnitPrice: 730
NOT be changed, so the part will need to be )
removed from the estimate and re exported RS
into the RO. This will bring in a negative line to @ Feturn - Re-Order
reduce the revenue. This ensures the estimate Return - Negative Supplement
and Express are in balance. O Return - Part Not Used
Once the return type has been selected,
E)fpreSS will process the return and prompt to _ M Apply To All Parts Being Returned Now OK
print out the credit memo. The returned part will

now be gray and have an O in the CR column.

This is the open credit. R O M E
13



Section 5 - Parts

RECEIVE A CREDIT

When a vendor credit arrives, enter the credit into Express so it can be tracked as a closed credit. To
receive a credit:

Go to the parts screen and highlight the returned part line. Click the Rcv Credit button in the bottom of
the screen.

The Receive Credit screen will pop up displaying the credits for that vendor.

Enter a credit memo number (required), the date of the credit, and the amount of the credit. Match the
cost of the credit to the paperwork so the cost balances. Click OK.

The returned line should now have a “C” in the CR column. This indicates the credit has been closed
and it will no longer appear on the open credit report.

a Parts (0034132 - 5SFNYF6H53HB064020) - X

Print Order Status Tools Notes

Billable RO IDeIeted -With Cost | Deleted - All | by ROME Line RO Parts Bin:
Line Number
Del EC Crit EW Order Status Header ) CostOnly .
Est Ln Qty PartNum Description Ac andar Est Price Vnd. List Discount Cost  Supplmnt Status Crilv T | T2
< >
Order Receive Return Rev. Credit Backorder Make SB MS Level
Damage Core Charge = Add Charge Add to PO Splt Oty Notes Status Insert Delete

PO Cr. Memo Part Disp Critical Print Phone Book Info Close
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Section 5 - Parts

VIEWING PURCHASE ORDERS AND INVOICES

The PO button in the parts screen allows the user to view, edit, and delete purchase orders and
vendor invoices. All purchase orders for this RO will be listed in this window. The purchase order
number will be red, yellow or green. Red means no parts on that order have been received, yellow
means some parts have received, and green means all parts have been received.

If all parts from a PO need to be un-ordered, the quickest way to do that is to delete the PO from this
screen. To edit the PO, highlight it then click the Change button.

To view the vendor invoices for a PO, highlight

the PO then click the Invoice button. To edit the NOTE: Changing the vendor list price
information in the invoice, highlight the invoice will prompt the system to create a part
and press the Change button. This button will not price different supplement. If the invoice
work on a red PO because none of the parts have gets deleted it will be removed and all

been received. the parts on that invoice will revert to
the Ordered status.

CREATING A PARTS NOTE

To add a note, press the Insert button. The date

and time will default to the present. Enter the note NOTE: The Tickler feature only work if

information. To program a reminder for some time in you have the Event manager running on
the future, click the Tickler button and set a reminder. your machine. The note will be display

in the notes tab on the RO as well.
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15



Section 16 - Atlas

ROME

2421 Mountain Road
Pasadena, MD 21122

800-373-ROME
www.rometech.com
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