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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.

#T Repair Orders (Recent) - O *
RO Status
[ Active £ Inactive 4 void
RO Writers
® Al O Selected
by Key Tag | by Make [ by Model | by Color | by Short VIN |
by RO by L Name | by License | by H Phone | by W Phone | by CPhone | by Claim |
RO LastName First Name VIN License Make Model Cna
34381.00 THEDFORD CUFF 1B7MC3362WJ198996  |F1G266 DODG BR3500 442 QUAD |G
34382.00|SUBLETT LTCCARLL |WBAGMNB3595D559075 |BASCLS |BMW 7450 G
34383.00 power test TRUUTZ28N7410225944 AUDI TT QUATTRO bl
34384.00 THEDFORD CUFF 1B7MC3I362W198996 |F1G266 DODG BR3500 442 QUAD |G
34385.00 power test TRUUT28N741022944 AUDI TT QUATTRO st
34386.00 power test TRUUTZ8N741022944 AUDI TT QUATTRO q
34387.00| THEDFORD CUIFF 1B7MC3362WJ198996  |F1G266 DODG BR3500 4£<2 QUAD |G
34388.00|SUBLETT LTCCARLL |WBAGNB3595DS59075 |BASCLS |BMW 74501 G
34389.00 power test TRUUT28N741022944 ALDI TTQUATTRO
34390.00 FORD JASON UKN TOYO COROLLA CE &
3439100/ SUBLETT LTCCARLL |WBAGN63595DS59075 |BASCLS |BMW 74501 G
34392.00/Honda Lundgren 2HKRMAHS1FHE43469 HOND CRVEXAWD
34393.00 THEDFORD CLIFF 1B7MC3362W.J1 98996 DODG BR3IS00 442 QUAD
3439400 Molloy Christa WATBNAFYBK2023453 AUDI Q5 45 Premium P S
< > w
Copy RO E-Mail Insent Delete
ERA RO 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

Insert - This will create a new RO. See “Creating a RO from the RO list Box” for more information.
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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 Conversion [

ADP PenPro Estimates Audatex Estimates ADP UDS Estimates
CCC Estimates CCC OMNE 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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CCC ONE Estimates

by Owner Name | by Claim Number | by VIN [by Make |byModeI | by License

Owner Name Claim Number VIN Make Maodel License Estimate

FORD, JASON COROLLA CE

power, test [TT QUATTRO 517403|
ROWELL SUSAN |ACCORD EX 1,490.93
SANDHU, SIMARPREET 1021802127-111 [RX400H 4X2 H 713ZYR 10,488 56

Test Eric (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 match-
ing 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 im-
port 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 be-
cause 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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When you press the convert button you bring up the following window:

CCC ONE Import Options

Repair Order Estimate Number Level
s i 1 4 5
® New Save Old :
O Bxi Wsa N Estimate
Existing RO - Supplement se New Supplement
O Existing RO - Regular 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 NotUse Levels from Estimating System
Use All Levels from Estimating Systern - Even Locked Levels in ROME RO
Use Levels from Estimating System - Only if Unlocked in ROME RO

EMS Insurance:

RM Insurance: |

Billing Profile: | 3| RETAILHONDA

Damage Profile: 0 Installation Options

i Use Dmg Limits to Select Dmg Profile Manually Match Estimate/Supplement Lines
MGoToRO 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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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 estimat-
ing 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 automati-
cally 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 supple-
ments 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:

® 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 win-
dow pop-up. This displays the
different estimating systems and
formats Rome Management can
import from.

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

Estimating

Estimate Conversion

ADF PenPro Estimates Audatex Estimates ADP UDS Estimates

CCC Estimates CCC OMNE Estimates

Mitchell EMS Estimates Mitchell UDS Estimates ‘Weh-Est Estimates

Close

CCC ONE Estimates

by Owner Name |byCIa|m Number | by VIN [hy Make | by Model I by License

Model License Estimate
COROLLA CE
|TT QUATTRO
|ACCORD EX

|RX400H 4X2 H| 7132YR
2el 3020
|CAMRY LE 2.434.36

Owner Name Claim Number
FORD, JASON
power, test
ROWELL SUSAN
SANDHU, SIMARPREET
Test Eric

Yates,

|1021802127-1-1

Cleanse Delete All Close

3. 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




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

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

Enter a Billing Profile number in
the Billing Profile field. It is import-
ant that you choose a billing pro-
file 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 Bill-
ing Profiles.
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CCC ONE Import Options

Repair Crder Estimate Number Level
1 4 5
® New: Sawve Old -
o - Estimate
Existing RO - Supplement Use New Supplemant
O Existing RO - Regular Merged Files Cust Pay
RO 0.00
Existing RO Customer/insurance Information Existing RO Vehicle Information
Do NotUpdate 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 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:

BM Insurance: [

Billing Profile: 3| RETAILHONDA

Damadge Profile: 0 Installation Options
[ Use Dmg Limits to Select Dmg Profile Manually Match Estimate/Supplement Lines
M Go To RO Detailed Supplement Cancel

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.

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.

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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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 dou-
ble-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 cus-
tomer 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
biling and damage profiles and be the next
number in the list. You will need to fill out what-
ever 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.

ROME

CREATING A RO WITH THE COPY
RO BUTTON

If you have a returning customer and their ve-
hicle 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.
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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 esti-
mate 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 im- NOTE: The billing and damage profile
ported 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 converted be selected

and added to the existing RO.

ROME



