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REPAIR ORDER

REPAIR ORDER LIST BOX

The RO list box defaults to display all active ROs and ROs with a Date Out within the
last 60 days. There are two filters at the top of this screen: RO Status and RO Writers
RO status will allow you to display or hide Active, Inactive and Void ROs if you check
and uncheck the appropriate boxes. The RO Writers filter will allow you to display a
single writers ROs. Put the dot in Selected and enter the Writers name in the field and
any RO that has that writers name if either the Writer 1 or Writer 2 field will be displayed.

The top of the list box has tabs along the top that will sort the ROs by that category. The
categories are: RO number, VIN, Last name, License plate number, Home Phone, Work
Phone, Claim#, Key tag#, Make and Model. Once you select a tab to sort by you can
type the first few characters of what you what to find and Rome Management will go to
the first RO that starts with those letters.

-3 Repair Orders (Recent) = a X
RO Status
] Active [ Inactive 4 void
RO Whriters
® All O Selected
by Key Tag | by Meke | by Model | by Color | by ShartviN
by RO |y L Name | by License | by H Prone | by W Phone | by cPhane | by Craim
RO LastName FirstName VIN License Make Model CAl

34381,[IDiTHEDFDRD CLIFF 1B7MC3362\4/J198996  |F1G266 DODG BR3500 4<2 QUAD |G
34382.00 SUBLETT LTCCARLL ‘WBAGNG3535D559075 |BASCLS | BMW 745L1 G
343&3,ﬂﬂipnwer test TRUUT28MN741022944 AUDI TT QUATTRO bl
34384.00 THEDFORD CLIFF 1B7MC3362W.J198996 |F1G266  |DODG BR3500 4X2 QUAD |G
34385.00 power test TRUUT28N741022944 |AUDI TT QUATTRO st
34385,ﬂﬂipawer test TRUUT28MN741022944 ALDI TT QUATTRO q
34387.00 THEDFORD CLIFF 1B7MC3362W.J198996 |F1G266  |DODG BR3500 4X2 QUAD |G
34388.00 SUBLETT LTCCARLL  ‘WBAGNGB3535DS590756 |BASCLS | BMW 745L1 G
34389.00 power test TRUUT28M741022944 AUDI TT QUATTRO
34380.00 FORD JASON UKN |TOYO COROLLACE a
34391.00|SUBLETT LTCCARLL |WBAGNE3595D559075 |BASCLS |BMW 7450 G
34392.00 Honda Lundgren ZHKRM4H51FHE43469 HOND CR-V EXAWD
34393.00 THEDFORD CLIFF 1B7MC3362v.J198996 \DODG BR3500 4x2 QUAD
34334.00 Molloy Christa \WATBNAFYBEK2029453 Q5 45 Premium P S|

< . > v

Copy RO E-Mail Insert Delete
ERARO AllRO's Reset List Close Help

For instance, if you wanted to find an RO for a customer named John White. You would
click the by Last name tab in the RO list box and then type the letters “WHI”. It will find
and stop on the first record that starts with “WHI”. It may stop on Whim mer but White
should only be a couple of rows down.

Copy RO - This button is for creating a new RO with the same customer info as a previous RO.
See “Creating a RO with the Copy RO button” for more information

Select - This will open the highlighted RO

sert -\ hys wll create a new RO. See “Creating a RO from the RO list Box” for more information.
R NPE
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Section 3 - Importing Estimates and Creating a Repair Order
Delete - This will delete the highlighted RO from the system. The system will not let you delete an
RO if you do not have permissions or if there is ANY cost applied to the RO. You must un-order all
parts and un-assign all techs before you can delete an RO.
ERA RO or ADP RO - If your shop interfaces with Reynolds & Reynolds ERA or ADP Dealership
Management System (DMS) you will have a button under the Copy RO button for linking tickets to
the DMS.
All ROs - This will open a new window that will display every RO in the system since you began
using Complete Shop. So if you need to look at a ticket that was closed months ago you can use
this button to access it.

Reset List - This will force a refresh of the list and add or remove ROs that may have been
changed since you opened the RO list

Close - Will close the RO list Box but not the whole program.

Help - Does not function at this time

ESTIMATING SCREENS

Estimating

Estimate Conwversion |

ADP PenFro Estimates Audatex Estimates ADP UDS Estimates
CCC Estimates CCC ONE Estimates
Mitchell EMS Estimates Mitchell UDS Estimates Web-Est Estimates
Close

The Estimating window shows the different Estimating programs Rome Management
interfaces with.

ROME
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Section 3 - Importing Estimates and Creating a Repair Order

CCC ONE Estimates

by Owner Name |by Claim Number I by VIN I by Make | by Model | by License

Owner Name Claim Number Model License Eslimate\
FORD. JASON COROLLA CE 3.944.40
power, test TT QUATTRO| 5,174.03
ROWELL SUSAN ACCORD EX 1,490.93
SANDHU, SIMARPREET 1021802127-1-1 RX400H 4X2 H| 713ZYR 10,488.56
Test Erc 1281 30.20
‘Yates, CAMRY LE 2,434.36

Cleanse Delete Delete All Close

This screen lists all the estimates that have been exported from whatever estimating
system you selected. Like the RO list screen it has tab at the top that when you select
them will sort the list by category selected. The categories are: Owner name, claim
number, VIN, Make, Model, license#. Once you select the tab you want to sort by you
can type the first few letters you are looking for and it will go to the first estimate
matching those letters.

Cleanse - This will remove estimates that have never been imported, ROs that have been dated
out at least seven days. Estimates for active jobs will stay in here so supplements can be brought in
properly. This lets you clean out this list without interfering with active jobs. The time it takes for this
window to open will be reduced if you clean it out.

Convert - This will start the conversion process on the highlighted RO. you will be taken to the
import option screen. Generally new ROs should be opened from the Calendar.

Delete - This will delete the highlighted estimate from the list. Make sure the job is not active
because this may affect the ability to bring in supplement properly.

Delete all - This will delete all of the estimates from this screen. This is not recommended if you have
active jobs with possible supplement. Use the Cleanse button to remove unneeded estimates safely.

ROME
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Section 3 - Importing Estimates and Creating a Repair Order

When you press the convert button you bring up the following window:

CCC ONE Import Options

Repair Order Estimate Number Level
Save Old Loz e
Estimate
Use New
Supplement
O Existing RO - Fegular Merged Files Cust Pay
RO: 0.00
Existing RO Customerfinsurance Information Existing RO Vehicle Information
Do Not Update Do Not Update
Update If Temp File Not Blank Update If Temp File Not Blank
Update All Fields Update All Fields
Estimating System Levels
Do Not Use Lewvels from Estimating System
Use All Levels fram Estimating System - Even Locked Levels in ROME RO
Use Levels from Estimating Systerm - Only if Unlocked in ROME RO
EMS Insurance:
RM Insurance: |
Billing Profile: RETAIL HONDA
Damage Profile: 0 Installation Options
Use Dmg Limits to Select Dmg Profile Manually Match Estimate/Supplement Lines
GoToRO Detailed Supplement Cancel

This screen lets you choose what kind of Repair Order you want to convert.
New - Creates a new repair order in the system.
Existing RO - Supplement- This option should not be used

Existing RO - Regular - This is will import estimate into an existing RO as an original estimate. You
must specify which RO number you importing to.

Estimate Number Section - Tells Rome this estimate will be used to bring in any supplements.
Since most ROs will only have one estimate assigned to them this should be set to “New.”

Estimate Number Merged Files - Tells Rome to merge duplicate lines into one. It is checked by
default and should be let checked.

RO field - Will become active if the Existing RO is chosen. This is where the estimate will be

imported into. If a number that doesn’t exist is typed, hit tab the RO list box will pop-up. Choose a
valid RO number.

ROME
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Section 3 - Importing Estimates and Creating a Repair Order

Existing RO customer/Insurance and vehicle information - If you are importing into an existing
RO you can tell Rome Management to keep or overwrite the customer and vehicle information in
the RO with the customer and vehicle information in the estimating system. If you are confident
the Rome Management RO has correct and complete info you can select Do Not Update and that
info will be preserved. If you think Rome Management is inaccurate or incomplete then you can
choose one of the two updates options to overwrite Rome Management with the information in the
estimating system.

Billing profile - This field will only be available if you are making a new RO. You enter the number
of the billing profile you wish to use here. If you enter an invalid number the billing profiles list will
pop up and you can choose that one you want. It is important that you choose a billing profile that
has the same labor rates as the estimate you are pulling in. If new lines are inserted in the future
they will be at the rate of the billing profile, so make sure they match. ( see setup Chap 4 for more
info about billing profiles)

Damage profile - You enter the number of the damage profile you wish to use here. This field will
not be available if you check the use damage limits to Select Damage Profile box. The program will
automatically assign a damage profile. See setup chap 4.1 for more info on Damage profiles and
limits.

Go to RO box - If checked you will be taken into the RO you are importing into directly after the
conversion in finished.

Detailed supplement box - If checked Rome Management will record the lines that are being

sent and what RO they are going into. This prevents lines from being duplicated when you bring
supplements in from this estimate in the future. This function has been disabled in the new interface
as it is no longer needed.

ROME
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CREATING A REPAIR ORDER
There are three ways to create an RO in Rome Management:

Section 3 - Importing Estimates and Creating a Repair Order

® Convert from an appointment (red calendar entry).

® Click the insert button on the Repair Order screen.

® By selecting a RO for Repeat customer and clicking the
copy RO button at the bottom of the RO list screen.

IMPORTING INTO AN RO FROM AN ESTIMATING PROGRAM

1.

Click the estimating button on the
Rome management main screen.
You should see the following
window pop-up. This displays the
different estimating systems and
formats Rome Management can
import from.

Click the estimating program
you’ll use to convert the estimate.
This will bring up the estimate
list screen which lists all of the
estimates that have been exported
from that particular program.

Estimating

Estimate Conversion

ADP PenFro Estimates Audatex Estimates ADP UDS Estimates
CCC Estimates CCC ONE Estimates
Mitchell EMS Estimates Mitchell UDS Estimates Web-Est Estimates
Close

CCC ONE Estimates

by Owner Name |y Claim Mumber | by VN | by Make | by Model | by License |

Claim Number License Estimale[

1021802127-1-1 HEel 4 RX400H 4X2 H 713ZYR
1281
CAMRY LE

Cleanse Convert Delete Delete All Close

Choose to sort by Owner Name, Claim Number, VIN, Make, Model, or
License by clicking the appropriate tab, you may then type the first few
characters of your sort method to find the estimate you are looking for.

ROME
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Section 3 - Importing Estimates and Creating a Repair Order

4. Click on the estimate to highlight
it, then select the Convert button.
You are now in the Import Options
screen.

5. Since you are creating a new RO
leave the button in New and the
check in Estimate 1.

6. Entera Billing Profile numberin the
Billing Profile field. It is important
that you choose a billing profile
that has the same labor rates as
the estimate you are pulling in. If
you insert new lines to this RO in
the future they will be at the rate of
the Billing Profile, so you want to
make sure they match. See Setup
Chapter 4 for more info about
Billing Profiles.

CCC ONE Import Options

Repair Order Estimate Number Level
2 3R ds
® MNews Save Old
o TR RO - Supal Usa N Estimate
Existing - Supplement se New Supplement
O Existing RO - Regular Merged Files Cust Pay

RO: n.oo

Existing RO Customer/insurance Information Existing RO Vehicle Information

Do Not Update
Update If Temp File Not Blank
Update All Fields

Do Not Update
Update If Temp File Not Blank
Update All Fields

Estimating Systemn Levels

Do Not Use Levels from Estimating System
Use All Levels from Estimating System - Even Locked Levels in ROME RO
Use Levels from Estimating System - Only if Unlocked in ROME RO

EMS Insurance:

RM Insurance: |

RETAIL HONDA

Installation Options

Billing Profile:
Damage Profile: 1]
Use Dmg Limits to Select Dmg Profile
GoToRO

Manually Match Estimate/Supplement Lines

conce

Detailed Supplement

7. If the Use Damage Limits to select Damage Profile box is checked you will not have
enter a Damage Profile. If you want to select a Damage Profile uncheck this box
and enter the profile’s number. See Setup Guide section 4.2 for more information on

Damage Profiles and Limiter.

8. The “Go to RO” check box is for going right into the RO after the conversion is
done. If you are doing more then one estimate you want to leave this unchecked.

9. Press the OK button and the estimate will be converted into a Rome Management
RO. You will see a progress bar and then it will disappear. This RO will be assigned
the next number after the highest RO number in the RO list. If you checked the Go
to RO box you will taken directly into the RO file. If not, you may select another

estimate to convert.

ROME
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Section 3 - Importing Estimates and Creating a Repair Order

CONVERTING AN ESTIMATING APPOINTMENT (RED CALENDAR ENTRY)

Open the calendar by selecting the Schedule button on the main screen. Go to the day of the
appointment you are going to convert and double-click on the day. Highlight the appointment
and press the Convert button. A new RO will be created at the end of your list and whatever
customer information was in the appointment will be filled in. You may then import an estimate
from your estimating program as explained in the “Importing into an existing RO” section below.

CREATING AN RO FROM THE RO LIST BOX

If you select the Insert button in the RO list you will create a new RO that will have the default
billing and damage profiles and be the next number in the list. You will need to fill out whatever
fields that management setup as required, when you do so you will be able to hit OK and save
the RO. You may then import an estimate from your estimating program as explained in the
“Importing into an existing RO” section below.

Tow in check box - Checking the Tow In check box will disable the required fields except for
the VIN. This is for when you get a tow-in and you don’t have any info about the customer, but
you still want it to be in Rome Management to track that you have the vehicle on your lot. You
check this box and enter the VIN and it will allow you to create the RO. If you enter info in any
other field the required fields will be turned back on.

CREATING A RO WITH THE COPY RO BUTTON

If you have a returning customer and their vehicle and contact info has not change since the
last time they visited you can use the Copy RO button to make a new RO that has the same
customer info as their previous RO. You must first find the previous customer RO in the list box.
You can use the search function explained in the beginning of this chapter to help you find it
quickly. Once you have the RO highlighted press the Copy RO button and a new RO will be
opened. You should verify that the information in the customer screen is correct and fill-in any
missing or required information. Then press OK and the RO will be created. You may then im-
port an estimate from your estimating program as explained in the “Importing into an existing
RO” section below.

ROME
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Section 3 - Importing Estimates and Creating a Repair Order

IMPORTING INTO AN EXISTING RO

If you need to import an original estimate into an existing RO you use the
same procedure as before with a few changes.

1. Press the Estimating button to open the Estimating and select the estimating program you use.

2. Find the Estimate you need, highlight it and then press convert.

3. In the Import Options screen, you want to make sure you select New- Existing RO.

4. When you select that the RO number field will become available. Fill in the RO number the
estimate will go to. If you don’t know the number you can type in a bogus number and hit Tab

and the RO list will pop-up so you can select the RO you need.

5. The other fields in the screen should be left as they are. Rome Management has been designed
to create an RO based on the information contained in the EMS extract files.

6. Check the Go to RO box if you want to

go right into the RO after the estimate in NOTE: The billing and damage profile
imported in. field will be grayed out because the RO
already has those and they don't need to
7. Click OK and the estimate will be be selected

converted and added to the existing RO.

ROME
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Section 4 - Working with the Repair Order

WORKING WITH THE REPAIR ORDER

OPENING AN RO

1. Click the Repair Order icon
on the main screen to bring
up the RO list box

2. Highlight the RO you want
by clicking on its line.

3. Click the Select button
to open, you can also
double-click on the line
and it will open.

#% Repair Orders (Recent) - o x
RO Status
M Active A Inactive M vaid
RO Writers
@ All O Selected
by Key Tag |byME|ks |byMudl |byOu|ur |by5hurtV1N
by RO |y LName | by License | by H Phone | by w Phone | by CPhone | by C1aim
RO LastName First Name VIN License  Make Model Ca
34381.00| THEDFORD CLIFF 1B7MC3362\W.J198936 |F1G266 DODG BR3500 4x2 QUAD |G
34362.00|SUBLETT LTCCARLL |WBAGNG63595D559075 |BASCLS | BMwW 745L1 G
34383.00 power test TRUUT28N741022944 AUDI TTQUATTRO bl
34384.00 THEDFORD CLIFF 1B87MC3362w.J190996  |F1G266 DoDG BR3500 4%2 QUAD |G
3438500 power test TRUUT28N741022944 AUDI TT QUATTRO st
34386.00 power test TRUUT28N741022944 AUDI TT QUATTRO q
34387.00 THEDFORD CLIFF 1B7MC3362W.J198396  |F1G266 DODG BR3500 4X2 QUAD |G
34388.00{SUBLETT LTCCARLL |WBAGNB3535DS58075 |[BASCLS | BMW 745L1 G
34369.00|power test TRUUT26N741022944 AUDI TT QUATTRO
34390.00 FORD JASON UKN TOYO COROLLA CE a
34391 .00/ SUBLETT LTCCARLL ['WBAGNEB3IS950S59075 |BASCLS |BMW 745U G
34392 00|Honda Lundgren 2ZHKRM4H51FHB43468 HOND CR-VEXAWD
34393.00 THEDFORD CLIFF BR3500 4x2 QUAD
34394.00 Molloy Christa 05 45 PremiumP S
£ > v
CopyRO || E-Mail [ sslect || mset || Delste |
[ eraro || AIlROs || Resetlist Cose || Help |

The next section goes over the screens you will be using working with the RO.

Customer Tab

PULL DOWN MENUS

The Repair Order Screen has five pull down menus: Tools, Supplements, Two-Way
Estimating, and Print. By placing the mouse arrow on one of them and clicking the
button, pull down menus will be displayed.

ols  Est/Suppl PPD

Tools

Est./Suppl

PPD Alert Print

Multiple Print

OME
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Section 4 - Working with the Repair Order
TOOLS

Calendar - this will bring up the Calendar appointment for this RO.

Schedule - Bring up the Schedule for this RO the same as the button below.

Red Alert Over-Ride - This option will remove all ROs from the Red Alert screen. If your shop

has not been keeping up with the Production schedule the Red Alert screen will be full of ROs that
are probably on schedule. Use this feature to “wipe the slate clean” so after you start keeping the
production schedule up to date you will only see the ROs that are truly behind schedule.

Phone Book - This will open the vendor/phone list

Quick Message - This allows you to send a message to another user in Complete Shop and have
it popup on their machine. Event manager must be running for the message to be sent and/or
delivered.

File Jacket - This bring up the Electric File Jacket for this RO like the button below.

Override Profile Settings -this bring up the profile for this RO so you may edit the rates or tax. It is
the same as hitting the Profile button below.

Automatic E-mail - This will allow you to manually send out the automatic e-mails that have been
generated by the system.

Change Profile - This is where you can change the profile on the RO.
Change Damage Profile - This will change the Damage Profile on the RO.
Change Process Status - This allow you to change the process status of the RO.

Change RO Number - This will allow you to change the RO number of this job. You may only
change it to a number that is not being used by another RO.

Change Forecast Due Date - This will let you change when a certain task will be finished and
recalculate the Date Due for the RO.

RO Date Due History - Show the history of Date Due changed and the reason they were done.

Delete RO lines - This will allow you to delete any lines in the RO that do not have cost associated
to them.

Change Levels - Allows you to change the level of selected transactions.

Lock Levels - This will let you lock a level so that no one can make changes to it.
Salutation List - Allows you add or edit the list of salutation titles in your system.
Users in RO - This will show you what users are currently accessing this RO.

Rheg( MeEand RO Totals - Checks the level and RO totals for any problems.
12



Section 4 - Working with the Repair Order

SUPPLEMENTS/ TWO WAY ESTIMATING

From this menu, you’ll be able to export a Part Price Change back into replace in CCC
one. Here you’ll find the interfaces to import the supplement levels of your estimates.
This can only be used when you have imported the original estimate from your estimating
product. Supplements should only be brought in through this menu not through the
Estimating interface.

Change CSW lines to match estimate - This was used to change the CSW line numbers to
match the estimate line number so the worksheet and other screens would be in the same order as

the estimate. This has been made obsolete by the fact that Rome Management now includes the
estimate number in the lines and sorts by those numbers by default.

Change internal estimate file reference - This feature is used to be able to pull a supplement
into an existing RO from a different Estimate than what was used to create the original RO. This
is helpful in situations where the original estimate was accidentally deleted or was written by a
different adjuster or insurance.

EMS Import Log - This is a tool used by tech support to display information from every time an
import was done.

PRINT

The documents you will need to print during the course of a repair are found here. All
can be customized to fit your needs. They are:

Authorization RO - The customer signs this authorizing you to work on the vehicle
Detailed Invoice - This is the invoice the customer receives when the job is done.

Office RO - This is a invoice that displays the cost and profit. It is for internal use and is not
intended to be seen by the customer.

Supplement RO - This is an invoice that displays the supplement totals so it is easier to see which
lines have supplements and how much the supplements are.

Summary Invoice - This is a one line summary invoice that totals the parts, body, paint and mech.

Shop RO - Is an invoice that you give to the shop to show what is being done, what parts are
received, and who is assigned to what lines.

Sublet Worksheet - An invoice that shows what lines have supplements and what the amount of
the supplements are.

Sublet Labels - Prints a label that has RO number, customer last-Name, Make and model.

ROME
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Section 4 - Working with the Repair Order

Parts reports

Parts Worksheet - Lists the parts, their prices, cost and status
Purchase Order - Prints out one of the purchase orders for this RO
Credit Memo - Prints out one of the credit memos for this RO
Labels - Prints out parts labels for labeling parts when they are received

Vendor Part - Shows the Est list, vendor list, and cost by Vendor
Reconciliation

Parts Not Used - Dijsplays Parts that have been removed from the job

Parts Not Returned - Displays Parts that have been removed or replaced and need to be returned.
Tech Dispatching List - Prints out a sheet for the tech to sign when they take receipt of a part from
the parts department.

Labor Worksheet - Displays the labor lines and shows who is assigned and if they have been flagged.
Cycle Time - Print the cycle time for this RO, when each labor task was started and completed.
Blueprint - Prints the blueprint for the repair, when each task will start how long it should take.
Thank You Letter - Prints out a quick Thank you letter for the customer in this RO.

Backorder Reminder - Prints out a reminder for you about parts on back order.

Custom Message - Allows you to print out one of the custom messages you have created.

Notes - Prints out whatever types of notes you select for this RO.

Schedule Jacket Label - Prints out a barcode label to stick on the vehicle so you can scan the car
with the Tri-coder or PDA.

Windshield Ticket - Prints out a full page sheet to put in the vehicle windshield that identifies which
RO the vehicle belongs to.

Windshield Grid Label - Prints out a larger label that includes the 15 tasks.

Prior Damage Worksheet - Prints a top down image of a car that you can use to indicate prior
damage on the vehicle.

Prior Damage checklist - Prints a sheet that has a smaller image of the car and some checklist items.
Quality Assurance Checklist - Prints out a checklist for Quality Assurance.

RO Labels - Prints a label to stick on the schedule jacket to identify which RO it belongs to.

ROME
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Section 4 - Working with the Repair Order

Merge Customer Letter - This prints out a custom letter using the customer information in this RO.

RO (EMS)Estimate Import Log - Prints a log of the estimate lines that have been brought in to this
ticket. Only works for EMS format, will not work if you are using the U UDS format.

MULTIPLE PRINT - This is used to print several documents at once.

IN SHOP - This marks the car as being “in production”. This RO will now show up on all production
schedules and appear on the Date Due in Green on the Calendar.

TOTAL LOSS - The towing check box is used when you get a towing drop off and you don’t have
much information about the customer or vehicle. This check box disables the required fields on the
customer screen so you only have to enter the VIN of the vehicle to create the RO so you can track
that you have it on your lot.

" Profile || File Jacket

LEVEL BUTTON - This is for displaying only certain levels

S0 you can see totals for just the original estimate the 1.2 3 45
supplement. Click the levels you wish to have displayed on Estmate [ [ [ OO

the RO and click OK. The RO should only display the lines Supplement (] [] (] OO

that have the level that was clicked. The other levels will be CustPay (00O OO
hidden and not count in any of the totals displayed in the

RO. When levels are on, you will see “amounts” highlighted . 0K |

in yellow along the bottom of the page. This is to let you
know that you are not seeing all of the lines so users don'’t
think there are lines missing. To turn levels off, go back into
this box and uncheck all boxes. The ticket will return to the
normal display.

Layer button - This is for filtering the RO to display each layer (or estimate import). Good for
troubleshooting if the estimate gets out of balance we can see which import caused the problem.

Parts button - This will bring up the Parts Management screen for this RO. The parts on this job
can be ordered, received, returned and backordered from this screen. (See Section 5 for more info
on this screen.)

Labor button - This will bring up the Labor Management screen for this RO. You can assign, flag
and pay technicians on the labor in this RO. ( See Section 6 for more info on this screen.)

Sublet/Misc - Plays the Sublet and Miscellaneous transactions for this RO. You can assign vendors
and cost out the transactions from this screen. (See Section 6 for more info about this screen.)

ROME
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Section 4 - Working with the Repair Order
Schedule Button - This will bring up the production schedule for just this RO.

£ Schedule - e

E""’Dﬂgegzsg;sgazsﬁe
——=—E

Frame. é

Mech. =<

ol EEEEEEECCDZEEECD

This will show all tasks for this RO and what tech is assigned to what kind of labor. If more than
one tech is assigned to a labor type it will display the one with the most hours. The hours that are
displayed depend on how you setup Rome Management. These can be either the f total units on
the job, the non-flagged units (units as-signed but not flagged) or the uncommitted units (units that
have been flagged but not committed).

RO Forecast Completion Date

Task Description  Status Units Days  ForecastDate and Time OverRide Date and Time
START RO 7115420 10:08AM 18| Q
DISASSEMBLY | [T 7 | 2.60000 0.65000 (750 511PM 2
suPP 7 | 050000 7/16/20 11:46AM Sl o=
BODY [ ] 18.20000 455000  7/22/20 5:44PM ol e =
FRAME ] 7/22/20 5:44PM 3
MECH [ ] 7f22/20 5:44PM :
CUT-IN [ ] 1.82600 0.45650 7/23/20 11:50AM 5
PREP T 5.47800 1.36950 7/24720 351PM =
PAINT [/ | 913000 226250  7/29/20 8:04AM 2
BUFF [ ] 182600 045650  7/29/20 1:01PM o
REASY 7 | 5.20000 130000 7/30/20 416PM = S
SUBLET [ 7 ] 200000 0320 416PM =i HE
WASH [ 7 | 0.25000  §/04/20 8:084M A G ol
ac ! 0.25000  §/04/20 10:51AM ol o
FDR 8/04/20 10:51AM :
[ ] 8/04/20 1051AM
Wiiter. BRIAN
Percent on Target for Date Due: 100.00  Date Due 8/04/20 . 10:51AM
Body Team/Units: 26.00 Paint Team/Units: 18.26
Frame Team/Units: 0.00 Mech. Team/Units: 0.00

Notes: ‘You cannot "shrink" a task to a dateftime before the forecast completion dateftime of the prior task
‘You can "expand” any task to the dateftime youwant. To "shrink" or "expand" the entire RO, change the date due.
If the workload percentage is too big/small, clear the existing date due to forecastthe RO at 100% work (and a new date due).

&= Fix Red Alert m x Cancal

Forecast button - Displays what date and time each task should be completed by. It allows you to
override and will recalculate the date due based on the new date. You can also change the date
due and it will shrink or expand the dates the fit within the new date due.

Profile Button - Brings up the current billing profile for this RO. You may adjust the tax rate and the
rates for the different accounts from this screen. Pressing the Reset line items will go through every
line of the RO and change it to match the rate you entered so make sure you have the rates right or
the RO will not balance with the estimate.

File Jacket - This takes you to the Electronic File Jacket interface where you can scan the
paperwork for this job into the RO so it is readily available to be viewed. (See Section 8 for more

Rt on N4 Jcket.)
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Section 4 - Working with the Repair Order
RO CUSTOMER TAB

Below are the fields from the Customer Information Main Screen of the Repair Order.
When you click “tab” you will move forwards through the fields. When you click “shift-tab”
you will move backwards through the fields.

RO number - Automatically assigned sequentially by Rome Management.
Below the RO number the current Billing Profile, Damage Profile, and Process Status are displayed.
The format is Billing Profile/Damage Profile/Process Status.
The next lines are for the customer’s address & home phone info.

Writer 1 & 2 - These fields are for assigning a writer or estimator to this job. Many of the reports in
Rome Management are sorted by writer. If you type the name incorrectly it will pop the employee list
and you can choose which writer you want.

Call Cust Box - Check this box if the customer wants a call back from the estimator. This will show up
in blue in the Customer Callback screen.

This box has four tabs

@ Contact Method/Marketing

@ Customer Service/Callbacks

@ Insurance and Vehicle Information
® USC RO

@® ACS Export

CONTACT METHOD/

MARKETING TAB FIELDS: ContactMethaciMerkeing

Contact Method

Choose how the customer would prefer i ——
RO be contacted. if you select email or O Cell han OFex O Other Phana
text, Rome will send the customer an S T S
automatic email or text if those have Hesratn

been Setup |n your System Customer. LTC CARL L SUBLETT Birth Day:

Spouse: Birth Day:

ROME
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Section 4 - Working with the Repair Order

CUSTOMER SERVICE/
CALLBACKS INFORMATION TAB:

Do Not Include RO on CS/ Report

If you check this box this RO will not be
on the Rome Management CSI Report
found in the Marketing section.

Damage Profile

The current Damage Profile is
displayed and the number of callback
days associated with that profile. You
may change that number if you wish
and it will only affect this RO.

Do not Call Customer

If you check this box this RO will not show up on the
Callback screen to be called back, even if the Date Due

changes. Often used for fleet or internal vehicles.

Call Customer

Can be used to record that you have called the customer.
Enter Notes on this screen and the new RO will be
removed from the callback screen until the new call date.

Choose a Call log - Date Due Action

Customer Senvice/Callbacks

Damage Profile: E. TRAIN WRECK

Callback Days: [J Do Not Call Customer Call Customer | NextCall: 07/22/20

Call Log - Date Due Actions
O Never Display Based on Date Due
@® Display Vwhen Date Due Changes

O Display On Date Due and When Date Due Changes
O Display On Date Due Only

Production Manager.
Part Manager 2:

Update Pramise Contact

Part Manager 4

@® E-Mail and/or Mobile
© No Contact

O E-Mail Only O Mobile Only

Missing

O Delete (Total Loss/Cancel) ing Shoy Number

Note: The program counts today as one of
the day, so calculate that into the number.

Example: If you want the customer called

every other day you would select the number
3. Today being Day 1, tomorrow is day 2 and
the day of the call is day 3.

@® Never Display Based on Date Due - The RO will not be displayed in the Callback screen for

date Due changes.

@® Display When Date Due Changes - Every time the Date Due is changed the RO will appear in
the Callback list so the customer can be notified of the Date Due change.

@ Display on Date Due and When date Due Changed - Same as above but the RO will also be
displayed on the actual Date Due so you can call the customer and let them know the car is ready.

@ Display on Date Due Only - Will only display on RO Callback list on the Date Due, not every

time the Date Due is changed.

@ Parts and Production Manager fields - This is where you enter the employees that are your
parts manager and Production manager so you can send them automatic e-mail or text updates.

ROME
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Section 4 - Working with the Repair Order
INSURANCE AND VEHICLE INFORMATION TAB:

This is just for your information
it does not affect any reports

Insurance and Vehicle Information

Mark claim type

* Unknown Cli Type Loss Type
® Unknown @® Customer @® Body

O Direct Repair O Collision O Warranty O Senvice
O Adjusted Claim

Primary Repair Type Primary Service

* Direct Repair

* Adjusted Claim
+ Customer Pay
* Wholesale

O Quick Lube
O Customer Pay O Liability OFDI
O Whalesale O Property

O Comprehensive O Internal

[ Mot Driveable

Mark loss type

* Unknown

+ Collision

« Comprehensive
+ Liability

* Property

Check the Not Drivable box if applicable.

USC RO TAB:

Customers using the UCS DMS
interface can set options for this
particular RO here.

. . ]
Private Information - At the bottom Ty ]
of the screen is a check box to Sooimer

[ 1

indicate Private Information, if you e S

blank defaults to ROME RO)

(

{blank defaults to export setup)
(blenk defaults 1o export setup)
(

blank defaults to export setup)

AR NAD Option

check this box this information will
not show on internal RO reports that
you would give to techs. This is so

® Export Setup
O UCS/ROME RO
O Fleet Account

O Custom {required if custom option is selected)

you can comply with local privacy
laws if applicable.

Fleet Account - If the car is from one of your Fleet account customers put the account number here.
This RO will then be included in the monthly statement for that Fleet account. If you enter an incorrect
number it will pop up the Fleet account list so you can select the correct account from the list. See
Setup Section 9 for more info on setting up Fleet accounts.

PO number - If this RO is for a Fleet account you can put the customers PO number here and it will
print out on the monthly statement.

VIN (use all 17 characters) - Make sure the VIN is correct if you are using a Dealer Management
System (ADP, R & R, UDS) as this number is used to identify the vehicle in the DMS.

ROME
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Section 4 - Working with the Repair Order

Status - This is for selecting the status of the RO

Active - Is for open jobs that are being worked on.

Inactive - Locks out most users but the managers. When a job is dated out it will be made inactive.
This prevents normal users from making changes to the RO after it is closed.

Void - When this is selected ALL of the revenue will be removed from the job but any cost will remain.
The revenue cannot be put back on without going into each individual line and changing the status to
revenue and cost and re-entering the revenue.

Cell - Enter the customer’s cell phone here. If you are going to send updates via text to the customer’s
phone press the cell button and select the customer’s wireless provider.

Fax - Enter the customer’s fax here.
Email - You can enter two e-mail addresses if the customer would like to get e-mail updates from you.

Insurer - Here is where you can enter the insurance company responsible for payment. It is important
you choose the correct insurance company so that you can accurately run sales reports by insurance
company. If you make a mistake it will pop the insurance company list so you can choose the correct
one. If you press the Insurer button after you have entered a name in the field it will let you select
Offices, Adjusters and Claim Reps you have linked to that insurance company. See Setup Section 11
for more information on setting up Insurance companies.

Adjuster - This is where you enter the adjuster’s name. You will not be able to enter anything into this
field until you have selected an insurance company in the field above. Then you will be able to press
the Adjuster button to pop a list of adjusters associated with the insurance company you selected. If
you do not see the adjuster in the list you may click Insert to add it.

Claim Rep. - This is where you enter the claim reps name. You will not be able to enter anything into
this field until you have selected an insurance company in the field above. Then you will be able to
press Claim R. button to pop a list of claim reps associated with the insurance company you selected.
If you do not see the claim rep in the list you may click Insert to add it.

Total loss Check Box - Check this box if the RO becomes a total loss. You will be able to exclude
Total Losses from certain reports.

Reviewed check box - The person responsible for checking the RO before it gets delivered checks
this box and it makes an automatic note with the time and the user that checked the box.

Extra Desr./Phone - There are two fields here you can put any alternate phone numbers in.

Spouse - You can put the Spouse’s name in here for reference.

ROME
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Section 4 - Working with the Repair Order

Policy number - The insurance policy number of the customer is helpful to have when you call
the insurance company.

Date loss - This is the date the accident/damage occurred.
Year - Year of the vehicle. (Last 2 digits)

Prod Date - This is the production date of the vehicle. It is for info purpose only and doesn’t
affect any reports.

Make - The Make of the vehicle. If you make a mistake it will pop the vehicle make list and you
may select the make. If the make is not in the list you may click insert to add it.

Model - The Model of the vehicle. If you make a mistake it will pop the vehicle model list and you
may select the model. If the model is not in the list you may click insert to add it.

Style - This is for the body style. There is not a list associated with this field.

Type - This is for body type. There is not a list associated with this field.

Source 1 & 2 - This field is for tracking the source of Business for this RO. Possible sources
are Walk-in, Insurance Co., referrals, etc. If you make a mistake it will pop the Source list so
you can pick one and if you want to add a new source then you can hit the insert key and
create a new source.

Color - The color of the vehicle.

Paint Cd - Paint code. If you know what the code for the paint on this vehicle it will make the
painter’s job much easier.

Trim Cd - Trim code. If you know what the code number for the trim on this vehicle it will help
make sure the right moldings etc. are ordered.

Engine - This field is where you can put an engine type.

Key Tag - If you have key tags you can put the number here. If you are using a DMS when you
link to the DMS RO it will put the DMS RO number in this field.

Unit number - This is where you can put a unit number that the customer may give you. (If they
have a fleet of the same vehicle they often use a unit number to identify them.)

Mileage In - This is for recording the mileage of the vehicle as soon as you receive it.

ROME
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Section 4 - Working with the Repair Order

Mileage Out - This is for recording the mileage of the vehicle when you deliver it to the customer.

ST Lic. - This is where you would put the license info for the vehicle. Two letter code for the state and
then input the alphanumeric license number.

Payment Responsibility - Check which parties are responsible for payment, so you will know who
to contact to collect payment.

Deductible - This is where you put the customers deductible. It is for your info only it does not affect
the balance of the ticket. It will appear in the customer header on invoices.

Betterment - This is where you put any betterment. It is for your info only it does not affect the
balance of the ticket. It will appear in the customer header on invoices.

IMPORTANT FIELDS

The customer information screen contains much information about the RO and it is critical that
the information in certain fields on this screen are accurate to ensure accuracy in your management
reports. Obviously you want to ensure that the customer’s name and phone number are correct but
there are other important fields as well.

The writer field is important because many body shops pay their writers based on how much
business they generate. This field will give them credit for this RO. You need to make sure that your
estimators are entered into Rome Management as techs so that they will show up on the list and
can be entered into this field. See Setup on how to do this.

Insurance company, make, model and source needs to be correct so that management can run
reports and searches sorted by these fields. Be careful not to create two entries for one insurance
company or make/model i.e. Nationwide & Nationwide Ins. If both have been selected on ROs you
won'’t get all the ROs when you sort by one or the other. You don’t want the techs searching the

lot for a Lexus when they should be looking for a Lincoln. See Setup about setting up insurance
companies and descriptions lists VIN number needs to be accurate if you are using a Dealer
Management System (DMS) interface because it matches the RO to the vehicle record in the DMS
through this field.

Date fields It is very important to have the correct dates entered in the date fields on the customer
screen because most of the reports and many of the tools and features of Rome Management rely
on these dates to function.

Date Created - This is when the RO was created. This field is automatically set to the current

date when the RO is created. It will confirm when the RO was created in the system and should
not be changed.

ROME
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Section 4 - Working with the Repair Order

Date In - This is the date that the car will arrive (future) or when it actually did arrive (past). A job
that has a Date In and no Date Out is considered a Work in Progress. The Date In, in conjunction
with the Staging and In Shop check boxes, will dictate where and what color the RO will appear on
the calendar. If the RO is not checked In Shop there will be a yellow entry on the calendar signifying
that the car will be dropped off on that date.

Date In Shop - This is the date that the Repair order went into production. This is the date that you
actually started work on the vehicle.

Date O.P - This is the date you originally promised the customer the repair would be finished. This
date should not be changed so you know what was promised if there is a dispute.

Date Due - This is the date that the repair will be finished and ready to be delivered to the customer.
If the car is marked In Shop there will be a green entry on the calendar signifying that the car will be
finished and ready to be delivered on that date.

Prod Date is the Production Date of the vehicle and is for informational purpose only.

Date Complete - This is the date the work was completed and the car was ready to be delivered. It
is used to calculate the cycle time of the repair.

Date Out - This is the date when the RO was made a sale and is closed. It is the point at which the
RO goes from being a work in progress to a sale. Repair orders with a Date Out will not appear on
the calendar or on the production schedule. The revenue information will now be available to be
exported to whatever accounting system you are using. The Date Out should only be put in if you
are confident nothing else will be added to this repair.

Date Delivered: This is the date that you actually delivered the vehicle to the customer. If the

customer did not come to pickup the vehicle right away you will be able to tell from the difference
between the Date Completed and the Date Delivered.

A small example of the importance of the dates:

An insurance company is complaining that your cycle time is too great. Their number is coming
from the day the customer drops off the car to when they pick it up. You have had difficulties
with getting prompt approvals from this insurance companies adjusters resulting in work not

starting on the car for a few days after it arrives. You can run a cycle time report in Rome Man-
agement from the Date In to the Delivery Date to get a report that will match theirs. You can then
run a cycle time report from the Date In Shop to the Date Completed to see what the actual time
it took you to repair the vehicle. The difference in the two reports is the time you wasted waiting
on approval or waiting for the customer to pickup the car.

ROME
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Section 4 - Working with the Repair Order
INDICATOR BARS

There are three indicator bars in the customer information screen:
Notes, Status, and Cost

These bars will change color according to the progress of the RO. For example, when
the estimate is first introduced, all bars will be red, indicating operations to be done. As
work is started and progresses, the status column will begin to turn yellow, indicating
work in progress. When green, the work is completed.

Cost
Motes Status
Customer Supplrmnt -
Shop Security
Office Man. Mall
Parts Auto Mail Frame Frame
Paint Remarks Sublet Sublet

Notes - Indicated by the color blue, This tells what form of note (example: office note, shop note, etc.)
has been used on the RO.

Status - Reflects the production status of the vehicle on the shop floor. This is tied directly into the
production scheduling product that can be viewed from the production schedule or from the schedule
button for that specific vehicle, which is located on the bottom left center of the screen. See Sec?? of
this manual for further info on how to setup status progress.

Cost - This defines the percentage of job costing that the job has undergone for parts, body, paint,
mech., frame, labor, and sublet. The cost column will change color as cost is incurred. Example:
When parts are costed (received), parts will turn yellow and a percentage number will appear, which
represents the percentage of completion. When parts are fully received, it will turn green and indicate
100%. When a job is finally delivered, all columns should be green. As techs are flagged, the labor
categories will change color as well. The number is a percentage of the cost dollars that have been
received, so if you receive 5 of 10 parts and those 5 parts account for only 25% of the total cost of the
parts. The number will be 25% not 50%. See Setup guide Section 4 on how to setup which accounts
codes go to which cost status bar.

ROME
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Section 4 - Working with the Repair Order

Misc. Tab

© © ¢ 0 0 00 00 0000000000 000000000 0000000000000 0000000000000 00000 0000000000000 0000000000000 000 00

R RO (0034390 - UKN) - *

Tools Est/Suppl PPDAlert Print Multiple Print

Customer Misc. |Notes | workshest | Payments | Cost |

Date Due History ~ Rental Car Customer Information
Payment R [
Compary | || | D Rental Penalty O\::sr eSpOOnSIDI iy Gender
Contact | \ Caiment O Qldze
: Female
Phone Date Out: o Insured O o
Shop o O Business

Contract Num | Date In: clim

Attorney Canada ADP Dealership
Name BroKer Cluster Profile: ]
Addrl: Eroker Dona: Customer Number:
Addr2 ‘ Broker Fax: [ |
City: |
g [ Marketing Demo Defined Miscellaneous
State: -
- AR Debit Ctig: User Def 4: | O Do Not Transfer
Zip: e — Internal Accounting
User Def 2: User Def6:
Phone — [ Exclude Reports
— User Def 3: User Def 6: -
FAX — e Priority 34390
Remarks:

Level Layer Parts Labor | SubletMisc | Schedule || Forecast || Profie || File Jacket Cancel

Date Due History - This box will contain all of the different Due Dates that have been set for this
RO. If the Date due was originally 1/1/06 then changed to 1/6/06 then changed to 1/3/06 it will
display as:

1/1/06
1/6/06
1/3/06

Rental Car - This section is for information about the rental car the customer is using while their car
is in the shop. The Date Out is when the customer picked up the car and the Date In is when they
brought the car back. The Rental Car report uses these dates to track which rental cars have not
been returned.

Customer Information - choose the gender of the customer. You can sort the CSI report by gender
if you wish.

Attorney - Contact information for the customer’s attorney.
Canada - This is for the Broker information if you are doing business in Canada.

ADP Dealership - This is for customer number information if you are using the ADP GAI dealership
interface. This is not a required field.

ROME
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Section 4 - Working with the Repair Order

User-Defined fields - There are six fields that you can change the title to suit what kind of
information you want to put in there. It is for informational purposes only and these fields will not
appear on any reports.

Remarks - This is a field where you can put remarks for this RO. These remarks can be selected to
be printed on most reports by checking the Remarks box.

Notes Tab

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

S RO (0034330 - UKN) - X

Tools Est/Suppl PPDAlert Print Muktiple Print
Blueprint Jispatch m Completed

Order/Pre-Order

Cus‘lomerlMisc Notes |W0rkshee?|Paymen15|Cost I

by Note Type |by Note Date | Customer | Shop |Office | Part | Paint | Supplement | Security | Manual E-Mail| Auto E-Mail|
;Type Date Time Name Note |
EMS Part Vendor InformationKeystone - Complete (11)4170 PERIMETER DRIVECOLUMBUS, OH 432
|Security 6/27/20 8:33PM RO Initialized By [Backdoor|EMS Conversion
Security 6/27/20 8:35PM RO Part Order Status Change By [Backdoor|EMS ConwversionColor: Red
Security 627120 8:34PM RO Writer ChangeQld Writer: New Writer: BOB
Security 9/02/20 8:46AM Labor Task Draw NOT PERFORMEDCriteria Not Met for Automatic DrawSchedule Automatic Draw - Adi
< >
Long/Merge Short/PDA 1 PDA Note Cust. Auth Insert Change Delete

Level Layer ' Parts Labor Sublet/Misc | Schedule Forecast Profile Eile Jacket Cancel |

This tab lists the notes that have been generated for this RO. It can be sorted by the
type of note or by the date the note was created.

Long/Merge Button - This will allow you to save a custom message you created beforehand as a
note in the RO.

Short/PDA button - This will allow you to select one or more pre-defined notes. Select the notes
you want and hit Make RO Notes button to add them.

1 PDA Note button - Will allow you to select just one of the Pre-defined notes.
Insert button - Will allow you to create a new note.

Change button - Allows you to edit the currently highlighted note.

ROME
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Section 4 - Working with the Repair Order

Worksheet Tab

© © ¢ 0 0 00 00 0000000000 000000000 0000000000000 0000000000000 00000 0000000000000 0000000000000 000 00

a RO (0034390 - UKN) - x
Tools Est/Suppl PPD Alert Print Multiple Print

Order/Pre-Order Al 5 Authfins Blueprint Dispatch

In Shop | Completed

Customer | Misc. |Notes WOkaheeTlPaymentleost |

Bilable RO | Deleted - with Cost| Deleted - All| by ROME Line| Parts Bin:
Operation Description Part Ac Refin Ac Misc. Ac Sublet Ac

1 REAR BUMPER 0.00 i 0.00 0.00

2 Repair 0.00 000

3 ENVEE I A/ CAPA Bumpe! r 2.40/PL 0.00 0.00,

4 3E1 |Refinish Add for Clear Coat 1.00PL 0.00 0.00

5 4/E1 |Rem/Repl @& er ol B 0.00 0.00 0 00§

6 5/ET |Rem/Repl  [SEINNEEGY ] B 0.00 0.00 0.00|

7 7E TRUNK LID ] & 0.00 0.00 0.00|

T I W VT | 1) trunk lid assy +25% 3.50|PL 0.00 0.00|

9 9E1 |Refinish 1.40/PL 0.00 0.00|

10 10/E1 REAR LAMPS 0.00 0.00 0.00

11 11/E1 |Rem/Repl  |NCIGTREIL 1 | 0.00 0.00 000

120 12/E1 |Rem/Repl LT Tail la 1 80.00AM | 050/BL 0.00 0.00 0.00|

913 13[E1 Paint Materials 1 o.oo% 0.00 0.00 165.60|PM 0.00|

919 14|E1 Clear Coat Paint Materials 1 0.00| 0.00 0.00 33.60|PM 0.00|

980 15/E1 Sales Tax Adjustment 1 0.00 0.00 0.00 -13.78/TX 0.00
Est Line Print Grand Totals:  1.514.48 803.14 3.00 830 186.42 0.00 |

Switch Labor Line Level 4 + Insert Change Delete
Level Layer Parts Labor | SubletiMisc —Schedule | Forecast || FProfle || File Jacket Caricel

The Worksheet Tab displays the lines that come in from the estimate and any that you
create on this RO. There are four tabs at the top of the worksheet display:

Billable RO - This tab display the lines that are being billed to the customer and that will display on
the final invoice.

Deleted - With Cost - This displays lines that have been deleted due to supplements but still have
cost on them.

Deleted - All this displays all of the deleted lines regardless of cost.

By Rome line - This will sort the worksheet by the Rome management lines as opposed to the
estimate lines.

Est - The line number from the estimating system. This number may differ from the Rome
Management line number. By default, Rome management sorts the worksheet by this number.

Ln - The number of the line in Rome management.
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Section 4 - Working with the Repair Order

Lvl - The level of the line. e1-5 is for estimates, s1-5 is for supplements and c1-5 is for
customer pays

Operation - The labor operation for the line if applicable. (Example: designate repair, ré&l,
replace, ect.)

Description - The description of the line from the estimating system

Qty - The quantity of the part described on this line. this column will be blank for labor/
sublet lines.

Part - If the line includes a part, the total price of the part will be displayed here. (See setup
section for more info on account codes.)

Labor - This column will show the number of units of body, frame or mechanical labor

for this line. lines that have amounts in this column will show up in th labor management
screen, and you can assign tech to work on them

Refinish - This column will show the number of units of paint labor for this lines. Lines that
have amounts in this column will show up in the labor management screen, and you can
assign tech to work on them.

Misc - This column will show the price of any miscellaneous transactions for this line. Lines
having an amount in this column will show p in the sublet misc management screen as
miscellaneous transaction.

Sublet - This column will show the price of the Sublet transaction for this line. Lines having
an amount in this column will show up in the Sublet/Misc screen as a Sublet transaction
and can be have cost applied and be associated with a vendor.

Ac columns - 2 letter account codes that will be applied to the part, labor, or transaction.

There are five buttons of operation at the bottom of this screen:

Est line - This allows you to change the estimate line number for the selected line.
Print -this will print the worksheet display out.

Switch labor - Allows you to switch labor hours between the labor and refinish columns.
Line level - Allows you to change the level of the line.

Up and down arrows will change the Rome line number. The est line column will not be
affected.

Insert - Will insert a new line into the worksheet. The new line will default to the next
highest number.

Change - Will allow you to edit the currently selected line.
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Payments tab

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

ﬁ RO (0034385 - TRUUT28N741022944) - X
Tools Est./Suppl PPD Alert Print Multiple Print

Order/Pre-Crder Auth/Cust Dispatch Completed

CustomerIMisc, INOfeSlWOrksheet Payments ‘Cost I

Lvl Date Type  Received By Description Card Type Amount 0 Uss Leves to Receive Payments
Level Total Payments Balance
E1 0.00 0.00 0.00
E2 0.00 0.00 0.00
E3 0.00 0.00 0.00
E4 0.00 0.00 0.00
EB 0.00 0.00 0.00
S1 0.00 0.00 0.00
S2 0.00 0.00 0.00
53 0.00 0.00 0.00
54 0.00 0.00 0.00
S5 0.00 0.00 0.00
Cl1 0.00 0.00 0.00
c2 0.00 0.00 0.00
C3 0.00 0.00 0.00
c4 0.00 0.00 0.00
Cb 0.00 0.00 0.00
All 5,174.03 0.00 5,174.03
Insert Change Delete

Level Layer Parts SubletiMisc | Schedule || Forecast | Profle | FieJacket oK Cancel

This screen is where you enter payments re received for the RO. When the payments
are entered they will reduce the outstanding balance.

Use levels to Receive Payments - When you check this box you will turn levels on for the RO.
When you go to enter the payments it will prompt you to select the level you want this payment to
go against. When this box is unchecked allows printing in levels also payments will go against the
entire balance.

Insert - Insert a payment into this RO

Change - Edit the highlighted payment

Delete - Delete the selected payment
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Cost Tab

R RO (0034385 - TRUUT28N741022944) = X
Tools Est./Suppl PPDAlert Print Multiple Print

EEEEE T BT EETTTEE BTN EET | o

Customer|Miscl | Notes | worksheet | Payments Cost |

Category Account Factor EstCost Cost EstProfit % Profit % Supplement Price

 Level | Llaer | pas |[Lgbor | SubletiMisc| | Schedule || Forecast | Profie | FieJacket [l | ok || Cancel

The cost tab displays the revenue, cost and profit of the RO broken out by account
code. It also displays the estimated cost & profit based on parameters management
setup. This screen is the easiest way to see if your Rome RO balances with the
estimate you used for this job.
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Section 4 - Working with the Repair Order
IMPORTING A SUPPLEMENT

After you have created the supplement in the original estimate and exported from your
estimating system, follow these steps to bring the supplement into the repair order.

@ Open up the repair order. DO NOT bring supplements in through the estimating button. Only Bring
them in through the RO itself otherwise you will bring in another duplicate estimate.

@ Click on the est/suppl menu at the top left of the repair order, then click the corresponding
estimating system.

@ The estimate should appear in the list. check the dollar total of that estimate, it should match the
total in your estimating system.

@ Click convert to bring up the estimate interface option box. leave all the settings alone you do not
have to change anything in this screen.

@ Click OK and the supplement will be converted and added to the Rome Management RO.
Immediately check to see that the RO balances, with the estimate total.

Note: Oncethe supplementhas beenimported once, Rome Management
will not re-import those lines in the future. Deleting the supplement lines

and re-importing will not work and you will be forced to hand enter the
supplement lines or redo the ticket entirely.
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CHANGING INTERNAL FILE REFERENCE

Rome Management links to the estimate by tracking the estimate ID number of the EMS
file. Sometimes this number can change so when a supplement is sent over, the price
does not get updated. If this has been the case, go to the est/button and select change
internal estimate file reference. This will automatically look for any estimates that match
the VIN number. Highlight estimate and press the select button. If no estimates match
double check the VIN number in Rome to make sure it is correct. There are three options
for how the new estimate will be treated when it goes into Rome

Change RO EMS File Reference

Old Estimate (Existing ROY New Estimate (Selected EMS File)
Product: CCC ONE

Customer Name:  MCGRAW, MICHAEL

Claim Number:

VIN: 5JBTFZHE9AL011662
Yehicle Make: HOND
Yehicle Model: Accord Crosstou

License:

Change RO Transaction Detail
O Add All Lines in New Estimate to Existing RO
@ iAdd New/Changed Lines in New Estimate to Existing RO;
O Existing RO Has Multiple EMS Files That Have Been Merged Into New EMS File

Estimating System

ADP PenPro Audatex CCCONE Mitchell EMS Web-Est

OK Cancel

Add All lines in the new estimate to Existing RO - This will take all of the lines in the new estimate
and add them to the existing ticket. So for instance, if you wrote one estimate as the original and you
wrote a second estimate that just had additional supplement items, you could use this selection to
bring the second estimate in as a supplement.
Warning: Rome highly advises before doing this process to contact customer support at 800-373-
7663 to go over the situation. Depending on your DMS integration, you may not be advised to add
Customer Pay lines to an Insurance Estimate.

Add New/Changed Lines in New Estimate to Existing RO - This will take the supplement changes
from the new estimate and apply them to the ticket keeping the original estimate intact. This is the
most common use of this function and the dot is in this choice by default. This depends on the
estimates being written in the same order i.e the line number of the estimate should match except for
the supplement lines. If not the original estimate lines may double up.

Existing has multiple EMS files that have been merged into EMS file - This is for when you have
merged estimates and are now importing an additional estimate. It will try to interpret what’s in the file
and what lines are new or changed. It is not an exact process so results can be unpredictable.
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NOTES

All notes are kept in the notes tab; you may sort them by note type or by note date by clicking on one
of the tabs at the top of the list. Automatic notes are generated by the system when certain functions
are performed in the system. This will create an audit trail to track when a function was performed and
who performed it.

Adding a note
To add a note press the insert button on the notes screen.

@® The new Note window will pop up.

@ The date and time will default to the current date and time set on your computer.

i Notes (New) - X
Date and Time
Date: |[EIHEEL Sl
Time: | 2:06PM =
Type
N
ame | Customer ® Supplement O
Parts Vendor/PO/CM Shop O Security
— Office O Manual EMail
vendor Name Parts O Automatic EMail
PO/CM Number: Paint O
Note:
Tickler []web Display Cancel

@ You then need to select the type of note you want to create. Most reports in Rome Management
have options to allow you to select the type of notes you want to print out.

Customer - These notes are intended to be seen by the customer. They would most likely
appear on the final invoice.

Shop - These notes are intended to be seen by the production staff, techs and paint crew.
They will typical be added to route sheets and labor worksheets.

Office - These notes are intended to be seen by the office management. They would be
printed on internal sales reports and similar reports.
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Parts - These notes are intended to be seen by the parts vendor and would be included in the
purchase order or on a vendor payable report.

Paint - These notes contain information about the cost of the paint used on the car imported
from the paint machine.

Supplement - These notes are intended to be seen by the insurance provider and are
normally included on supplement invoices submitted for approval.
@ Enter your name in the name field and then write the body of the note.
The tickler button is for setting a reminder to pop-up on YOUR screen at a specific time in the future.

@ Enter the amount of minutes, hours and days you want the message to appear in the future and
the display at the bottom Will change to reflect when the message will pop-up.

@ Click OK to save the message or Cancel to quit without saving the note. Help button does not
function at this time.

Note: The Event manager must be running

in order for the message to pop-up

Editing a note

Highlight a note in the list and hit the Change button. You will be able to edit the different areas of
the note. Some users may not have permissions to change the date, time or name fields. This is to
protect from tampering with the notes to mislead and cover up mistakes.

Deleting a note
Highlight the note in the list and press Delete to remove a note. Not all users will have permission to
delete a note.

Pre-defined Notes - If you have a note that you use over and over you can enter it as a pre-defined
note and then select it from a list instead of typing it out every time. In the notes screen select the
Pre-defined button and you can select from the Pre-defined notes your shop has created. If you need
to create one press the insert button and add it.
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WORKSHEET

Inserting a new line in the worksheet - Click the Insert button and a line will be created and default
to the next available line number. You can then tab through the columns and add the details in the
line. When you are finished entering the information you want tab to the end of the line and you will be
prompted to save the changes to the line. Click OK and the new line will be added and any revenue
you placed on this line will increase the Balance of the repair order. NOTE: Any labor you enter in this
manner will be calculated at the rate of the current Billing profile so you may want to check the rates
of that profile before you add the line. Instructions on how to change the billing profile are found later
in this section.

Editing a worksheet line - Highlight the line you want to edit and hit the change button. Tab over to
the col you want to edit and type in the changes you want to make. Tab to the end of the line and you
will be prompt to save your changes. The only change you can not make is to reduce labor hours on
a line that the tech has been flagged on. You will need to un-assign the tech, then change the hours
then re-assign him to the line.

Deleting a worksheet line - Highlight the worksheet line and press delete. You will not be able to
delete a line that has an ordered part, assigned labor, or a sublet/misc transaction that has had cost
entered. You must first un-order the part, un-assign the labor or remove the cost in order to delete a line.

PAYMENTS

At the top of the Payments screen there is a check box labeled “Use levels to receive payments”

If you check this box it will turn levels on for the RO and then you will be able to apply payments to
certain levels.

For instance, if the RO has a few customer pay lines and the customer gives you cash to pay for
those items. When you go to insert the payment, if levels are on you will be prompted to select which
level the payment is for. The payment will be applied to the customer pay lines and the insurance
companies balance will not be affected. Clicking the box also turns on levels for many of the other
reports in the RO particularly the RO Invoice reports.
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Entering payments on the RO - Click the Insert button on the Payments

@ The Payments window will pop up &R Payment . %
@ The date will default to today’s date. You Descripion |Crecit Cord | L1 | ADP Dealership | ACS Bxport
can change it if you received the check on Dain:
an earlier day.

Amount: 0.00 2

ar

Description: |
@ Enter the amount and a description SeRiEE =
@® Enter r nam th rson’s name who D
e. your name orthe perso Cash @ Check O Charge O
received the check.
EFT (@] Refund O Other O
@® Enter what type of payment it is. [ No Accounting Transfer (Internal Accounting)

@ The “No Accounting Transfer” check box is for users that have Rome Internal Accounting. It will
prevent this payment from being exported into Rome accounting. This will not work for the Quick
Books interface.

Note: This field is not encrypted or
protected so make sure you're not going

@ If itis a credit card click the Credit Card tab
and enter the credit card information for your

to violate any rules or laws by entering
reference.

the number here.

@ The ADP Dealership tab is used to override the
account that payments normally get sent to. It is only to be used by customers who have the ADP
interface and only if they want to send the payment to a different account than normal.

@® Press OK to save the payment or Cancel to quit without saving.

Editing payments - Highlight the payment and click Change. The Payments window will open and
you will be able to change the information on this screen.

Deleting payments - Highlight the payment you want to remove and click the Delete button. The
payment should be removed and the balance should change.
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CHANGING THE BILLING PROFILE

The Billing profile is imported from the estimating system so it should only need to be changed in the
event you wish to use a different set of account codes .ie. Customer Pay, Internal. Click the Tools menu
at the top of the RO and select Change Profile.

@ Click the Tools menu at the top of the RO £ Drofiles _ %
and select Change Profile :
by Praofile No. | 0
@ The Billing profile list will pop up. No. Description

00003 RETAIL HONDA
000D4|INTERNAL HONDA

@ Highlight the profile you wish to use and 00007| RETAIL ACURA
: 00008|INTERNAL ACURA
click select. 00010/ RETAIL HYUNDAI

0001T1|INTERNAL HYUNDAI
@® Both the new and old profiles will be listed, so 0001Z/RETAIL OTHER

you can compare the account codes in each.

@ Press OK and the profile for the job will
be changes.

Note: The rates on the lines will not be
changed. This just changes the profile

so that hand-inserted lines will have the

proper rate. [ Show Not Active Profiles

CHANGING DAMAGE PROFILE

The damage profile determines the frequency of customer callbacks and also the parameters used to
calculate the forecast Due Date. To change the Damage profile in an RO click on the Tools menu and
go down to Change Damage Profile.

RO Damage Profile

Damage Profile: P| B.LIGHTHIT

Damage Limit OK Cancel

@ Select the number of the damage profile you wish to use on this repair. Entering an incorrect
number will pop up the damage profile list and you can select the one you need.

@ Pressing the Damage Limit button will automatically select the damage profile based on the
parameters set in the Damage limiter. (See Setup Section 4.2 for more information about

Damage limits and profiles.) R O M E
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CHANGING THE PROCESS STATUS

The process status is a quick way to let everyone know where the vehicle is at in the repair process.
The current status is displayed after the billing profile and damage profile on the line just below the

RO number.

To change the status of an RO, click on the Tools
menu and select Change Process status. Select
the number of the status you want and hit OK.
If you put in an incorrect number the process
status list will pop up and you can choose the
status you need.

CHANGE AN RO NUMBER

CUSTOm9r|Misc. |No’res|W0rkshee’r|Paymen’rs|Cost |

RO No.: 0034101.00
RETAIL HONDA ! C. MEDIUM HIT / BLUEPRINTING

Appointment RO

First Name:

. ‘Traoy

If you want to change an RO number to a number that currently does not have a Repair Order, you
can. However we do not recommend you use a number that is higher than the last RO in your list
unless it is the very next number. The reason why is that, when you create an RO the system assigns
the next highest number. So if you currently have RO numbers from 1 to 100 and you change an RO
to number 200, the next RO that is created will be 201 and 101- 199 will not exist.

Open the RO.

Open the Tools menu.

Click on Change RO Number.
Enter the new number.

Click OK.

You will be returned to the RO list box
and you should see the RO listed under
the new number.

o ok~ -
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38

Note: If you change the RO number to
one that has information on it you will get

an error message. And it will not let you
complete the action.




Section 4 - Working with the Repair Order

CHANGING THE FORECAST DUE DATE

Rome Management will automatically calculate a Due Date for the RO based on the number of hours
on the repair and how many hours per day the management believes the shop can produce. In some
repairs you may need to override this based on special circumstances. The Date Due Forecast override
will allow you to do this.

In the RO click the Tools menu RO Forecast Completion Date

and Select Change Forecast Task Description  Status Units Days  ForecastDate and Time Over-Ride Date and Time
Due Date and the RO Forecast  °™"° 20320 7:03AM
Completion Date window will DisASSEMBLY ;| 4R AR 4D Ve
pop up. Whichever task will not o L] zﬁxg s o[ 3

oy s { '.’-.3: 0o y =] 2]
be completed on the day it is FRAME T 50 113PM : -
scheduled enter the day it will MECH | . 2105720 1:13PM :

. . CUT-IN 0.78000f 2/05/20 2:07PM s =
be completed in the override e ﬁ i s : =
field. The button at the end of PAINT 7 | 2MBRD 1024AM . .

. . . BUFF ! 2/06/20 11:17AM B =
the field will prlng up a calendar E e o = =
So you can pick the day. Rome  susier /| 20620 1223PM . .
Management will display the e % = e e :
new forecast based on the date e T aeEy 4P : :
you changed. C | 206720 349PM :

Writer. DAVE

Percent on Target for Date Due EME  Date Due 2/06/20 = 3:49PM
Body Team/Units: 480 Paint Team/Units: 7.80
Frame Team/Units: 0.00 Mech. Team/Units: 0.00

Notes: You cannot "shrink” atask to a dateftime before the farecast completion datefime of the prior task,
You can "expand” any task to the dateftime you want. To "shrink" or "expand" the entire RO, change the date due,
If the workload percentage is too big/small, clear the existing date due to forecastthe RO at 100% work (and & new date due).

&= FixRed Alert x Cancel

MULTI-LINE DELETE

If you need to delete several or all the lines in an RO there is a utility to help you do so. You will need
to have permissions to delete RO lines and you need to be careful which lines you are deleting. If you
delete supplement lines it is not possible to bring those in again and you will be hand entering them.

1. Go to the Supplement menu and select the last item EMS Import Log.

2. Highlight the EMS logs and press delete. You will not be able to use the
Multi-line delete until these logs are deleted.

Go into the RO and click on the Tools menu

Select Delete RO lines to bring up the Delete RO lines screen.

Click the boxes at the front of the lines to select that line to be deleted.
Click the Delete button to remove the selected lines from the RO.

IR
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Delete RO Lines

Optional Filters
O1Show EMS Lines| [ Show Casted Lines
Ln vl Description Part Labor Refin Misc Sublet
: == Show
« Tag X Untag “ Flip ¥ PrevTag i Tagged “ Delete
A Tag All %, UntagAll N FlipAll @ Next Tag Level [* Close

The buttons at the bottom are there to help you select multiple lines.
Tag - This will tag the highlighted line. It will do nothing if the line is already tagged.
Tag All - This will tag all lines on the job.
Un-tag - This will un-tag the line if it is tagged. It will do nothing if it is not tagged.
Un-tag All -This will un-tag all the lines in the job.
Flip - This will change a tagged line to un-tagged, and change a un-tagged line to tagged.
Flip All - This will perform the above flip operation(above) on all of the lines.
Prev Tag - This will move the highlight to the next tagged line above the currently highlighted line.
Next Tag - This will move the highlight to the next tagged line below the currently highlighted line.
Show Tagged - This will toggle the screen through the following displays:
Show tagged - when you hit the button it will only display the lines that have been tagged. The
button will also be renamed to Show Un-tagged. Hit Show Un-tagged and it will only display the
lines that have NOT been tagged. The button will be renamed to the Show All Lines. Hit the Show
All lines and the display will go back to the displaying all of the lines, and the button will once again

say Show Tagged.

Level - This button will bring up the level box so you can choose which level you want to display.
Only lines for that level will be displayed in the list. Be careful to uncheck the levels after you are

one\s e displaying all the lines when you go back to the RO.
REOM'E
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CHANGING THE LEVEL ON MULTIPLE LINES
If you come into a situation where you need to change the level on several lines, use
the RO change level utility.

1.
2.
3.

4.
5.

In the RO go to tools and then select Change Level

The Change level screen which is almost identical to the RO Delete lines above will pop up

Select the lines you want to change the level of in the same manner as you did for the Delete
RO lines above. The level button will probably come in very handy here.

When you have all the lines you want selected hit the Change Level Button.
The Level selection box will come up and you pick the Level you want to change to and hit OK.

LOCKING LEVELS
If you are done modifying a level and don’t want its revenue totals to change you can
lock it so that no one can change the totals.

. In the RO go to the Tools menu and select Lock Levels

Select the level that you want to lock. And click OK.

Only users that have permissions to change locked
levels will be able to edit lines in that level.

SEEING USERS ALSO IN THIS RO
If another user is in the same RO as you Rome Management will display a yellow
warning in the RO letting you know there is someone else in the RO. Depending on
how you setup Rome Management this may prevent you from editing this RO. There is
a tool to let you identify the user so you can ask hem to get out.

1.

In the RO go to the Tools menu

Note: This prevents users from
changing revenue AND cost so

assigning tech and ordering &
receiving parts will not be possible
in a locked level.

2. Click Users in RO and you will see the users that are currently accessing this RO.
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