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DAILY REPORTS

COLLISION CENTER DAILY SALES
AND DEPOSIT PROCEDURES

ROME REPAIR ORDERS:

PAYMENTS/Closing Repair Orders

All payments will be posted immediately in Rome repair order upon receipt.

All payments received by the accounting department will be posted daily
into Rome repair orders upon receipt.

All fees/payments must be posted (cash, check, 2/3 party check, etc.) in
Rome repair order before “Detail Customer Invoice” (final bill) printed.

The customer MUST sign the final bill.
No cars delivered without a signed final bill.
The Rome Repair Order will be DATED OUT- this makes it a sale.

The final bill scanned into the electronic file jacket of the repair order as a
permanent record and will show any outstanding balance of repair order at
time delivery.

INVOICES FOR 3 PARTY PARTS AND SUBLET

All third-party invoices received by parts person will be posted first into
Rome repair order.

The Rome “Vendor Invoice Reconciliation” report printed and stapled to
each invoice.

All sublet invoices received by parts person/ writer/estimator will be posted
first into Rome repair order.

The Rome “Vendor Invoice Reconciliation” report printed and stapled to
each invoice and then stamped or labeled SUBLET.

All parts and sublet invoices with Vendor Reconciliation reports stapled are
then turned in to Accounting on a daily basis

ROME/DMS INTERFACE:

All Payments will be uploaded daily to DMS.
All closed REPAIR ORDERS will be uploaded daily into DMS.
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ACCOUNTING OFFICE DAILY REPORTS:

Rome vendor invoice reconciliations:
Go to the RO > Click Parts Box > Click Print Box > Select VVendor Reconcile > Select Date
Range > Select Vendor > Click OK

Rome receipts journal for the day:
Reports > Accounting Tab > Receipts > Date Range of Today > (Report Defaults should be

fine) > Click OK

Rome sales journal for the day:

Reports > Accounting Tab > Profit Journal > Summary > Date Out > Run just the day for the
Date Range > Sort by Date > Click OK

Rome RO/CDK reconciliation for the day
Reports > Management Tab > select your accounting software option of Reconciliation
report (i.e ADP, AutoMate, Dealer Track, PBS)
Reports > Accounting Tab > RO Reconciliation (QuickBooks or ERA)

SCREENSHOT INSTRUCTIONS:

ROME VENDOR INVOICE RECONCILIATIONS:

1 . Select Parts button in bottom row (in between the Layer and Labor buttons).

& RO (0002698 - TRUUT28N741022944)

Tools  Est/Supp! [JEBNMIG Print  Muttiple Print

Qrder/Pre-Order

AuthiCust

Auth/ing

CusTomer‘Misc ‘Noies ‘WorksheeT‘Paymenis‘Cosi ‘

Blusprint

x

Cormpleted

RO No.: 0002698.00 O Tow In O Comeback RO
WEBINAR f D-HARD HIT / Status: @ Active O Inactive O Void O Total Loss O Reviewed
E First Name ; @ ‘M\ke Cell ‘ Des /Phone ‘ ‘ ‘ ‘
Last Name ‘R\ddle Fax ‘ Des /Phone ‘ ‘ ‘ ‘
Addrl \ E-Mail |
Addr2 \ | EMail2: | L. spouse: | |
City, ST, Zip H ” ‘ Insurer Policy No ‘ |
HomeMvork; ‘ ‘ Adjuster Date Loss ]
wWriter Year Claim R H Claim No
Writer 2 Prod Date Source(s) | u ‘ H Cost
O Call Cust cal | coor | | Notes Status Parts 91
= Customer Supplmnt
Fleet Acent: = Model |Tr QUATTRO | Paint Cd | \ Bhe - Sewiiy -
PO l:l Style |2D CNWT | Trim Cd | ‘ Office  Man. Mail Mech Mech
Parts  Auto Mail Frarme Frame
WA [TRUUT26N741022044 _ |Type: [PC | Engine:  [418LT | Paint  Remarks  Sublet Sublet
Key Tag: l:l Date Creatd :  1/15/20 Iy IRe=p Date Cplt:
Owner O
Unit [ ] paen 118120 Clamnant [ Date Out
Mileage In 02l InShop Insured [ Delivered Grand Total 5,247.43
Mileage Out 0z DateOP 1/2720 Shop ] Deduct Payments 0.00
ST Lic l:“:l Date Due: 0 12720 Time 2:20PM |z Betterment: Balance: 5.247.43
Level Layer Labor Sublet/Misc | Schedule Forecast Profile File Jacket OK Cancel
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2. Circle Print in the top left tool bar then Circle “Vendor Part Reconciliation” option

(it's the fifth option in the dropdown)

i Parts (0002698 - TRUUT28MN741022944) — *
Order Status  Tools Motes
Worksheet :
orene Delsted - All | by ROME Line RO Parts Bin:
Order
Credit Memo
Labels
IVendorPart Reconciliation -erSt.atus Ac Header EstPrice CosthI\/ Discount Cost  Supplmnt Status Crlvw T1 T2
scription Wendor Wnd. List
Parts Mot Used 5 LL ALDI 10.00 E v
Parts Mot Returned g m SEWELL AUDI 200.00 Returmed | O [E1 |+
el BF el { 100.00 Ma Order E1 |+
ech Dispatching List SEWELL AUDI 220.00 220.00 30.00 154.00 Ordered E1 |+
4| 3| 1|8L0807180 SEWELL AUDI 550 5.50 30.00 385 Ordered E1 |«
4| 30/ 4/8L0807180 SEWELL AUDI 550 550 30.00 385 Received E1 |«
B B 1/8M0941003BG SEWELL AUDI 386.76 456.00 40.63 270.73 69.24|Received E1* |+
9/ 8 1/8M0805594D SEWELL AUDI 340.00 340.00 30.00 238.00 Received E1 |+
13 12 1]8M08230294 SEWELL AUDI 450.00 850.00 30.00 545.00 Received E1 |«
17| 18] 1{8M0G21106 75.00 75.00 Mo Order E1 |+
22 22 1 SEWWELL AUDI 400.00 400.00 30.00 260.00 Received E1 |«
24 24 1 SEWELL AUDI 1250.00 1250.00 46.00 675.00 Received E1 |+
< >
Order Receive Return Ricw. Credit Backaorder take SB MS Lesvel
Damage Core Charge | | Add Charge Addto PO Spht Qty. Status Insert Delete
PO Cr. Memo Part Disp Print FPhone Book Infa Close

3. Circle the word “Selected” RO Part Reconciliation

under “Vendors” then press OK.

[ Customer Address/Phone Numbers With Vehicle Info

Date Range
Starting Date: | 1/15/20 =
Ending Date: | 2/14/20 =
Yendors

® All

Jﬁepun Defaults oK Cancel
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ROME RECEIPTS JOURNAL FOR THE DAY:

0 Select the Reports tab in the top bar (the microscope).

7 Rome Management - Rome Technologies, Inc #1
File Reports

REPAIR ORDER

Marketing Accounting Setup  Multi-Shop  Help
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(third on the first row).

T

Select the Accounting Tab then click on the Receipts button

a Reports

tanagement| Accounting

Sales

Fayahbles

Shop Reconciliation

kanthly Statement

konthly Goals

kdonthly WP

Priofits

Sales Tax

Account Codes

Accounting Office

KFI#1

Supplement
Fercentage

Receipts

Source of Business

Turnaround/Cycle

“endar Fayables

kFI#2

Tow In

Receivables

RO Beconciliation

Accounting WP

Future Snapshot

KFI#3

Part Profit

Exit
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e Click Ok

Receipts Journals

General Options Diate Range

Minclude Receipts:
U Include Credits

Ul Include Zero Transactions

Starting Date: 120020 1=

-

Ending Date: 120420 =

ot Method
® Payment Date O Insurance Company O Fleet Account

Include Information
Al
Selected

C=Y File Expaort
(] Exportto CSY File

[ Include ERA RO Mumber

x : Fepon Defaults Ok Cancel
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ROME SALES JOURNAL FOR THE DAY:

Select the Reports tab in the top bar (the microscope).

T Rome Management - Rome Technologies, Inc #1

File Reports Marketing Accounting Setup  Multi-S5hop  Help

REPAIR ORDER
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Select the Accounting tab and then click on the Profits button
(second on the first row).

Feceipts

Shop Reconciliation

bonthly Statement

bonthly Goals

kdonthly WP

E Reports
Management | Accounting ]
Sales Frofits
Payahles Sales Tax

Account Codes

Accounting Office

KPI1#1

Supplement
Fercentage

Source of Business

Turnaround,Cycle

“endor Payabkles

KPPl #2

Tow In

Receivables

FEO Feconciliation

Accourting WiF

Future Snapshot

KPI#3

Fart Profit

Exxit
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e Click Ok

Profit Journal Reports

Fepor Detail
O Detailed O Subtotals O Totals @ Summary;
Diate Selection
) Date Created (O Date Completed () Date Delivered
O Date In (Mot Dated Ouf) @ Date Out
Date Range
Starting Date: | 1,207/20 =] Ending Date: 1720420 =
CSY Export
L] File Export
Sort 1 |S|:|rt2 |
sort By select By
(® Diate Al
() Source of Business Selected

O writer O Writer 1 () riter 2
O Insurance Camparny

O Fleet Account

O Make

L] Print Exclude Report RO's

r Feport Defaults 0] Cancel
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