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To create an estimate you need to make sure you're on the correct Repair 
Order. Once the technician (service writer, or parts writer) is ready to create 
the estimate, you need to select the “Estimating Module” 



Your repair 
order number 
will auto fill



Select “Add Est”



You will notice you're put directly into “edit mode”



The job line will auto fill. Being that you’re in “edit mode” 
you can change the complaint for the estimate



You have a choice to custom fill a complaint, or choose a Quick Opp Code.

Custom complaint

** If you choose to custom fill the complaint, you need to put in your labor code, description and hours

Quick Opps code section



When you select your QO Code, hit “OK”

Selected Opp code

Select “OK”



The QO Code will auto fill the complaint, tech code, description, hours, total, and tax.



Insert miscellaneous codes if 
necessary



Insert sublet if necessary



Confirm that you 
are the one 
taking ownership 
of the estimate, 
if not select who 
it belongs to or 
will take it over.



When finished with the first complaint, select “OK”



To add a new estimate for the same repair order, select “Add Est.” By 
doing so, a new estimate number will be created. 



To add another job to the existing estimate, select “Add Job”

*The estimate number will remain the same



Adding a new job to the existing estimate

Selecting a QO Code fills all three

Select “OK” when finished



To delete a job, select the one you 
don’t want, and click “delete” 

Selected line that 
isn’t wanted 

To delete parts, misc. codes or 
sublets, select the trash can



Once the creator is done with the estimate, 
you can view the “parts log” for updates



“New Estimate” column:

This  column is where the 
new estimates will go 
once created. 

It is the parts 
departments job to keep 
an eye on this column so 
they can claim the 
estimate, fill, and finish 
the P&A

“Estimates ready to go” 
column:

This column is for the 
writers once parts has 
finished pricing and 
checking availability.

*Estimates will only appear 
here if the job line status is 
marked “Estimate ready to 
go.”

“Approved Estimates” 
column:

This column is for all 
jobs that get approved.

*Parts department 
should confirm parts 
are billed out 
accordingly.

“New RO” column:

This is the column where 
the Ros will pop up once 
they are generated by 
the writer. After an 
estimate is created it will 
automatically move to 
the ”new Estimate” 
column



Estimating Module: 
Parts View



To start pricing out parts/confirming availability, you need to claim your estimate while in the “parts log” view

New estimates NOT taken care of

No parts writer

Parts log tab



To claim the estimate, highlight which one you want to work on, then select your name in the drop down to claim it

Highlighted line

Drop down to choose 
parts writer



Your name will fill as 
selected. If you need to 
change the writer, 
highlight which one you 
need to adjust and 
follow the same step.

*Double click the estimate when you're ready to bill parts/check pricing



If you didn’t already, select the job line you wish to add parts to, then 
click “Edit”

Selected job line

-STEP 1



Edit mode allows you to add parts and pricing

Adding part numbers in an estimate will be the same process as billing them out on a repair 
order or counter ticket. (put the part number in and hit tab)

Once you select edit the parts section becomes available

Edit mode

-STEP 2



202B

Availability

Notes if necessary
*Everything will automatically fill once the part number 
gets put in unless its an uptown part/not in the dealer file. 

-STEP 3



Last step is to 
confirm that 
the status is 
changed to 
“Estimate 
ready to go.” 

**If the status isn’t marked as “Estimate ready to go,” the service department will not know that parts 
are added and priced out. It will still show in the “New Estimate” column.

-STEP 4



When all the parts are added, click okay to save your work.

-STEP 5



Continue to finish the estimate by following steps 1-5. (Don’t forget to hit “Edit.”)

*When billing parts that are NOT in your dealer file, it’s the same as billing out an “Uptown part.” Put 
your part number in, hit tab. Fill your description, cost, price, and quantity. (Price code “8” will 
automatically fill for this to happen.)



Misc. coupon code added



Once all parts are added for this job line, select ok.

Make sure step 4 gets done 



Estimating Module: 
Service view



Once estimates are ready to go, they will be in the second column for you to look them over and try to get them approved.

Being that there 
will be multiple 
estimates in 
different stages, 
you can search 
by any of the 7 
fields to narrow 
it down.

Select which estimate 
you'd like to start with 
by double clicking it.



Once the estimate has 
been approved or 
declined, you need to 
change the status of 
each line

Make sure 
you’re in edit 
mode



Changing the status’ of the job will properly color coordinate each line








