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Creating a Customer Service Order

1 1

1. Click ‘Create Service Order’ or the ‘+’ icon.

3. Select customer from dropdown.

3

4. Complete required fields.

4

5
5. Use the dropdown to select Customer Equipment 
or click ‘Add Customer Equipment’ to create new.

(continued on next slide)

2

2. Ensure the ‘CUSTOMER’ radio is selected.
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Creating a Customer Service Order (continued)
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1. Select ‘Transaction’ Type from dropdown.

2. Search/select by Product # or Product Name.

3. Select group if applicable.

4
4. Click ‘Add Product’ to list multiple products.

5
5. Click ‘Add Kits’ to add a kit to SO.
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Creating a Company Service Order

1

1. Click ‘Create Service Order’.

3. Type Serial Number to Select Car. Select Default Technician.

7. Click to ‘Save As Pending’ or ‘Finalize’.

2. Click the ‘COMPANY’ radio.

2

4. Enter Product Number and adjust necessary fields.

6. Click ‘General Comments’ to add comments.

5. Click ‘Add Option’ to create another line.

6

6 7
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4
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Creating a Service Appointment

1. Click the ‘+’ button.

5

2

2. Select the Type of Service and Primary Service.

3

1 3. Click ‘Interview’ to access options and notes.

5. Type Customer Phone # and 
press enter.

6. Select Customer Equipment 
from the dropdown.6

4

4. Click the ‘+’ button to add new primary service. This is a role-based function.

7

7. Click ‘CALL’ to log a call. Click ‘APPT’ to add to 
calendar. Click ‘Check In’ or ‘Quote It’ to create a SO.
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Service Quotes: View/Print/Email

1. Click the ‘ALL’ button.

1

John
Smith

Jane
Doe

John
Doe

Jane
Johnson

2

2. Click the       button of the 
service quote.

3. Select to View, Print, or Email Estimate.4

4. Click the ‘Submit’ button.

5. The quote will open in a new window.

5

3

Printing will open an additional window. Choose Printer from dropdown.

Make sure any pop-up blocker is turned off.
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