
 Create New R/O 
 
The Service Department has two invoicing modules.  The R/O module to create invoices 
with labor and the (POS) Point of Sale module to create parts only invoices. 
 

 
 
The systems allows for internal, retail and wholesale R/O’s.  To create a R/O highlight 
and press enter on CREATE NEW R/O FILE. 
 

 
 



 
 
Select NEXT R/O# IS USED AUTO. 
 

 
 
Select RETAIL R/O REPAIR. 
 



 
 
To create a NEW PROFILE for a customers vehicle highlight and press enter on NEW 
PROFILE, otherwise you may find the customers profile by LASTNAME or LAST SIX 
of the VIN. 
 

 
 
Type in customer last name to find existing profile. 
 



 
 
The customers matching your request will list.  Highlight the correct profile and press 
enter to choose. 
 

 
 
This will insert the proper vehicle with the customer profile information into the NEW 
R/O being created. 
 



 
 
Complete the fields Date in, Date promised and the separate complaints on the complaint 
lines available including any estimates that were given. 
 

 
 
Enter the mechanic to perform the work.  The mechanic must be listed in the 
EMPLOYEE SETUPS as a mechanic. 
 



 
 
To complete the creation of the R/O highlight and press enter on CONTINUE ON. 
 

 
 
Confirm by typing “Y” for yes and press enter. 
 



 
 
You may choose from the above options to add more complaints, print, create new, or 
FINISH CREATING AND EXIT.   
 

 
 
To continue on this R/O EXIT TO MAIN, and go to EDIT OPEN R/O. 
 
 
 
 
 
 
 
 
 



V3 software notes: 
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