
 RECAP OPEN R/O
 
In the first step of the R/O process we created the R/O with the customer complaints.  In 
the second step of the R/O process we added and edited parts and labor, posted actual 
time worked, and separated out the labor by mechanic in the EDIT OPEN R/O module.  
In the final step of the R/O process the accounting department will RECAP the R/O 
verify the money has been collected and finalize the R/O by closing it to HISTORY. 
 

 
 
Highlight and press enter to continue. 
 

 
 



To continue with the R/O we have created highlight and choose LIST ALL OPEN R/O 
FILE. 
 

 
 
To find a specific R/O, find by entering the CUSTOMER LAST NAME or R/O 
NUMBER or press enter through the filters to LIST ALL. 
 

 
 
Highlight and press enter on the target R/O. 
 



 
 
To enter the payment highlight and press enter on EXPENDITURE. 
 

 
 
The payment may be entered by CASH, CREDIT or CHECK.  Adjustments may be 
made for POLICY ADJ’S and DUE BILLS.  Any funds not collected at this time will 
be saved in the ACCOUNTS RECEIVABLE module. 
 



 
 
To list the complaint lines highlight and choose LIST ITEMS. 
 

 
 
LIST COMPLAINT LINE(1). 
 



 
 
Highlight the target complaint line to edit the labor time/costs. 
 

 
 
Verify the complaint lines have been complete including the CAUSE AND 
CORRECTION lines.   
 



 
 
Verify the COST time worked and hour.   
 

 
 
Repeat the last steps until all the complaint lines have been verified. 
 



 
 
Go to MORE OPTIONS to verify parts. 
 

 
 
Highlight and press enter on PARTS COSTING ANALYSIS. 
 



 
 
Highlight and press enter on LIST PARTS TO R/O. 
 

 
 
Highlight and press enter on a specific part to go into the part line otherwise ESC and 
continue. 
 



 
 
Exit to Previous to continue closing. 
 

 
 
An accounting recap or copy of the R/O may be printed. 
 



 
 
To close R/O to HISTORY highlight and press enter on CLOSE/FINISH R/O FILE. 
 

 
 
If the R/O needs to be sent back to the EDIT R/O module, highlight and press enter on 
UNLOCK LOCKED R/O FILE. 
 



 
 
Highlight and press enter on CONTINUE TO POST AND CLOSE. 
 
EXIT TO MAIN. 
 
V3 software notes: 
 

 

 

 

 

 

 
 


