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NAME OF PROCESS 

Use Case / Objectives 

This guide will walk you through the process of creating, updating, inquiring on, and billing 
and closing work orders for customer-owned equipment repairs. A work order is created to 
record the repair and maintenance on equipment. For the purposes of this article, the 
equipment is customer-owned and therefore not available for rent. 

This article will include steps for the following: 

 Open a Customer Owned Work Order 
 Update a Customer Owned Work Order 
 Close and Bill a Customer Owned Work Order 
 Create/Close Customer Owned Work Order 
 Work Order Inquiry 

 

 Configuration, Training, and Reporting 

This document assumes you know how to perform basic Search functionality to find 
information in the system (i.e., F4 search). The steps for this are not included within this 
document.  

Field definitions for applicable tasks are available in the Reference Glossary. To view 
these definitions either click on the screen name in the task or scroll to the end of the 
documentation to view the Glossary.  
 
Menu options to access:  
 
Equipment Maintenance => Open Work Order 

Equipment Maintenance => Update Work Order 

Equipment Maintenance => Close and Bill Work Order 

Equipment Maintenance => Create/Close Work Order 

Equipment Maintenance => Work Order Inquiry 
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Open a Customer Owned Work Order 

Process Steps  

1. Log into the Roleplay Environment using your credentials.  
2. If the Equipment Maintenance screen does not appear automatically, select Equipment 

Maintenance from the left toolbar. 
3. In the Work Orders section, click the Open Work Order option. 

 

 

 

 

 

 

 

 

 

 

a. The Open Work Order – Launch screen opens. 

 

 

 

 

 

 

 

 

 

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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4. When opening a work order for customer-owned equipment, you can either enter the 
Equipment # or the Customer #. 

a. If you enter the Equipment #, a warning message will display at the bottom of 
the screen.  
NOTE: To continue, press Enter to open the Work Order Description pop-up 
window and continue with the steps below, entering Customer #. 

 

 

 

 

 

 

 
 

 

 

b. Type in the Customer # field or press F4 to search for the desired customer Press 
Enter to continue. 

i. The Customer Owned or Rented Equipment screen opens, displaying all 
customer-owned or rented equipment for the entered or selected 
customer. 
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5. Type 1 in the O column next to the desired piece of equipment. NOTE: Use the filters 
at the top of the table to condense the list and search for a specific piece of equipment. 
Example: In the screen shot below, C was entered in the T (Type) filter to sort by 
Customer Owned. 

 

 

 

 

 

 

a. The Open Work Order screen displays and is populated with the Equipment # 
and Cust # or Name. 

 

 

 

 

 

 

 

 

6. If desired, type in the Est close dt and press Enter to continue. 
a. The Work Order Description pop-up window opens. 

 

 

 

 

 

 

 

 



 

6 | P a g e  
 

7. Type 1 in the O column next to CB – Customer Owned Equipment; press Enter to 
continue. 

a. The Open Work Order – Details screen opens and the selected Description 
displays in the Work Order Desc field. 

 

 

 

 

 

 

 

 

 

 

8. Type in the Job # field or press F4 to search. 
9. Type in the P.O. # field. 
10. Type in any additional data into the corresponding fields and press Enter. 
11. Press Enter to continue. 

a. The Maintenance Steps screen opens. 

 

 

 

 

 

 

 

12. Type in the Mechanic fields to assign a mechanic to the work order. 
13. Type in the O column next to the desired steps; otherwise, leave blank. 

a. Entering numbers 1-4 assign the corresponding Mechanic to the step. 
b. To undo a step, type in 5 in the O column. 
c. To view any sub steps associated with a Step, type in 7 in the O column. 

14. Make any desired changes and press Enter to continue. 
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a. The Open Work Order - Labor screen displays.  
NOTE: You can also access this screen by pressing F10 on your keyboard or by 
clicking on F10 Labor in the Displays Functions menu on any of the previous 
screens. 

 

 

 

 

 

 

 

 

 

 

 

15. Type in any labor details you would like to add to the Work Order and press Enter to 
continue. 

a. The Labor Description screen opens. 
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16. Type a description in the Labor Description and/or the Labor Description Internal fields; 
press Enter twice to continue.  
NOTE: Details entered in the Labor Description field will print on the work order.  
NOTE 2: Details entered in the Labor Description Internal field will not print on the 
work order. 

17. The Open Work Order – Parts screen displays. NOTE: You can also access this screen by 
pressing F9 on your keyboard or clicking F09 Parts in the Display Functions menu on any 
of the previous screens. 

 

 

 

 

 

 

 

 

 

 

18. Type in any parts you would like to add to the Work Order; press Enter to continue. 
a. The Work Order – Review screen displays. 

 

 

 

 

 

 

 

 

 

19. Review the information; press Enter to create the Work Order. 
20. The Work Order is created and the Equipment Maintenance screen displays. 
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Update Customer Owned Work Order  

Process steps 
1. Log into the Roleplay Environment using your credentials.  
2. If the Equipment Maintenance screen does not appear automatically, select Equipment 

Maintenance from the left toolbar. 
3. In the Work Orders section, click the Update Work Order option. 

 

 

 

 

 

 

 

 

 

 

a. The Update Work Order – Launch screen opens. 

 

 

 

 

 

 

 

 

4. On this screen you can type in any of the fields; however, for the purpose of this article, 
we will use the Cust # or name field. 

5. Type in the Cust # or name field; press Enter. 
a. The Work Order Inquiry screen opens, displaying work orders for the entered 

customer number. 

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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6. Type 1 in the O column next to the work order you would like to update; press Enter. 
a. The Update Work Order screen opens and is populated with the Work Order #, 

Equipment # and Cust # or Name. 

 

 

 

 

 

 

 

7. Press Enter. 
a. The Labor Description screen opens. 
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8. Review the information and add additional comments if needed. Press Enter. 
a. The Update Work Order – Equipment Details screen displays. 

 

 

 

 

 

 

 

 

 

 

9. Enter or update work order information. NOTE: For the purposes of this article, the 
Authorized by, Phone # and Est close date fields were updated. 

 

 

 

 

 

 

 

 

 

 

 

10. Press Enter twice to continue. 
a. The Update Work Order – Maintenance Steps screen opens. 
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a. On this screen add additional mechanics, add/remove steps, note any steps that 
have been performed, and add parts or labor to the work order.  
NOTE: Per the message at the bottom of the screen, type in 1,2,3 or 4 in the O 
column next to the steps performed. These numbers denote which mechanic 
performed the step(s). 

11. Add or update the details on this screen. NOTE: For the purposes of this document, 
another mechanic was added in the Mechanic #2 field and some of the Steps were 
marked complete by adding the mechanic number to the O field. 

 

 

 

 

 

 

 

12. Review the updates ; press Enter to continue. 
a. A Pass/Fail pop-up window displays for each step where a Mechanic # was 

entered. 

 

 

 

b. Type in P if the step passed or F if the step failed. 
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13. Press Enter to continue.  
a. The Step Completion Date pop-up window opens. NOTE: The Completion Date 

field defaults to the current date but can be updated if necessary. 

 

 
 

 

14. Update the Completion Date if necessary; otherwise, press Enter to continue. 
a. If there are additional steps marked as complete, a Pass/Fail pop-up will display 

for each one. 
b. Once all steps have been marked pass or fail, the Pass/Fail pop-up window will 

close. The Update Work Order – Maintenance Steps window displays and the Me 
(Mechanic), P/F (Pass/Fail) and Maint Date columns update according to the data 
entered. 

 

 

 

 
 

 

 

15. Review the changes; press Enter to continue. 
a. The Update Work Order – Labor Details screen opens. 
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16. Enter or update the labor order information; press Enter to continue. 
a. The Update Work Order – Parts Details screen opens. 

 

 

 

 

 

 

 

 

 

17. Enter any additional parts needed for the work order; press Enter to continue. 
a. The Work Order Review screen displays. 

 

 

 

 

 

 

 

 

 

18. Keep the Work Order Ready to Close: N.  
NOTE: Once a work order is closed it cannot be reopened and it will bill 
automatically. Reference the Close & Bill Work Order section. 

19. Review the details of the work order and press Enter to update. 
20. The Work Order is updated and the Equipment Maintenance screen displays. 
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Close and Bill Work Order 

Process steps 
1. Log into the Roleplay Environment using your credentials.  
2. If the Equipment Maintenance screen does not appear automatically, select Equipment 

Maintenance from the left toolbar. 
3. In the Work Orders section, click the Close and Bill Work Order option. 

 

 

 

 

 

 

 

 

 

 

a. The Close Work Order screen opens. 

 

 

 

 

 

 

 

 

4. Type in the Work Order # and the Date closed field. NOTE: You can also enter the 
Equipment #, Serial # or Cust # or Name to search for open work orders that need to be 
closed, but for the purposes of this article we will use the Work Order #. 

5. Press Enter. 

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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a. The Close Work Order – Launch screen refreshes to display the Equipment # 
associated with the work order; a message displays notating that the equipment 
is customer owned. 

 

 

 

 

 

 

 

 

 

 

 

6. If desired, type in the Date Closed field press Enter to continue. NOTE: If you leave the 
Date Closed field blank on this screen, you can fill it in later. 

a. The Labor Description screen opens. 

 

 

 

 

 

 

 

 

 

 

 

 



 

17 | P a g e  
 

7. Type in any comments; press Enter to continue. 
a. The Close Work Order – Details screen opens. The Date closed field defaults to 

the current date but can be updated if necessary. NOTE: If you entered a Date 
Closed on the previous screen, that date will display in the field. 

 

 

 

 

 

 

 

 

 

 

8. Make any necessary changes and press Enter to continue. 
a. The Close Work Order – Maintenance Steps screen opens. 

 

 

 

 

 

 

 

9. Type the Mechanic # in the O column next to any steps that have not been completed. 
NOTE: Any steps without a value in the Me or P/F columns are not complete. Note 2: If 
More… appears in the bottom corner of the screen, be sure to scroll through all the 
screens and complete all the steps until Bottom displays. 
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10. Press Enter. 
a. The Pass/Fail pop-up window displays for each step where a Mechanic # was 

entered. 

 

 

 

i. Type in P if the step passed or F if the step failed. 
11. Press Enter to continue.  

a. The Step Completion Date pop-up window opens. NOTE: The Completion Date 
field defaults to the current date but can be updated if necessary. 

 

 
 

 

12. Update the Completion Date if necessary; otherwise, press Enter to continue. 
a. If there are additional steps marked as complete, a Pass/Fail pop-up will display 

for each one. 
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b. Once all steps have been marked pass or fail, the Pass/Fail pop-up window will 
close. The Close Work Order – Maintenance Steps window displays and the Me 
(Mechanic), P/F (Pass/Fail) and Maint Date columns update according to the data 
entered. 

 

 

 

 

 

 

 

13. Verify the changes and press Enter. 
a. The Close Work Order – Labor Details screen displays. 

 

 

 

 

 

 

 

 

 

 

14. Make any necessary changes and press Enter. 
a. The Close Work Order – Parts Details screen displays. 
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15. Enter any additional parts needed for the work order; press Enter. 
a. The Work Order Review screen displays.   

 

 

 

 

 

 

 

 

16. Make sure the Ready to Close value = Y. 
17. Review the details of the work order; press Enter to update. 
18. The Work Order is closed and the Equipment Maintenance screen displays.  

NOTE: An email sent pop-up window may display for the customer-owned equipment. 
You will need to press Enter to close the window. 
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Create/Close Customer Owned Work Order 

Process steps 
1. Log into the Roleplay Environment using your credentials.  
2. If the Equipment Maintenance screen does not appear automatically, select Equipment 

Maintenance from the left toolbar. 
3. In the Work Orders section, click Create/Close Work Order. 

 

 

 

 

 

 

 

 

 

 

a. The Create/Close Work Order screen displays. 

 

 

 

 

 

 

 

 

4. Type in the Cust # or Name field or press F4 to search. 

  

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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a. The Customer Owned or Rented Equipment screen opens, displaying all 
customer-owned or rented equipment for the entered or selected customer. 

 

 

 

 

 

 

 

 
 

5. Type 1 in the O column next to the desired piece of equipment. NOTE: Use the filters 
at the top of the table to condense the list and search for a specific piece of equipment. 
Example: In the screen shot below, C was entered in the T (Type) filter to sort by 
Customer Owned. 

 

 

 

 

 

 

6. The Close Work Order – Launch screen refreshes to display the Equipment # and Cust 
# or Name; a warning message that the equipment is customer owned displays at the 
bottom of the screen. 
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7. Press Enter to continue. 
a. The Work Order Description screen displays. 

 

 

 

 

 

 

 

 

8. Type 1 in the O column next to CB – Customer Owned Equipment; press Enter. 
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a. The Open Work Order – Details screen opens and the selected Description 
displays in the Work Order Desc field. 

 

 

 

 

 

 

 

 
 

 

 

9. Type in the Job # field or press F4 to search. 
10. Type in the P.O. # field. 
11. Type in any additional data; press Enter. 
12. Press Enter to continue. 
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a. The Maintenance Steps screen opens: 

 

 

 

 

 

 

 

 

 

13. Assign at least one Mechanic, then enter the corresponding Mechanic # in the O column 
next to each step. 

 

 

 

 

 

 

 

 

 

14. Press Enter. 
a. The Pass/Fail pop-up window displays for each step where a Mechanic # was 

entered. 

 

 

 

 

i. Type in P if the step passed or F if the step failed. 
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15. Press Enter to continue.  
a. The Step Completion Date pop-up window opens. NOTE: The Completion Date 

field defaults to the current date but can be updated if necessary. 

 

 
 

 

16. Update the Completion Date if necessary; otherwise, press Enter to continue. 
a. If there are additional steps marked as complete, a Pass/Fail pop-up will display 

for each one. 
b. Once all steps have been marked pass or fail, the Pass/Fail pop-up window will 

close, the Close Work Order – Maintenance Steps window displays, and the Me 
(Mechanic), P/F (Pass/Fail) and Maint Date columns update according to the data 
entered. 

 

 

 

 

 

 

 

 

 

17. Verify changes; press Enter. 
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a. The Create/Close Work Order – Labor screen displays. 

 

 

 

 

 

 
 

 

 

 

 

 

18. Type in the Hours for each Mechanic; press Enter. 
a. The screen refreshes to display the Rate and Extended (cost) for each Mechanic. 

 

 

 

 

 

 

 

19. Type in any additional labor information; press Enter. 
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a. The Labor Description screen displays. 

 

 

 

 

 

 

 

 

 

 

 

20. Type in any comments for the work order; press Enter. 
21. Review changes; press Enter again to continue. 

a. The Create/Close Work Order – Parts Details screen displays. 

 

 

 

 

 

 

 

 

 

22. If any parts were used on this work order, enter them on this screen; otherwise, leave 
the fields blank. 

23. Press Enter. 
a. The Work Order Review screen displays. 
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24. If you are ready to make the equipment on the work order available, type Y in the Make 
Available field; otherwise, type N. 

25. Review the details of the work order; press Enter to update. 
19. The Work Order is closed and the Equipment Maintenance screen displays. NOTE: An 

email sent pop-up window may display for the customer-owned equipment. You will 
need to press Enter to close the window. 
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Work Order Inquiry 

Process steps 
1. Log into the Roleplay Environment using your credentials.  
2. If the Equipment Maintenance screen does not display automatically, select Equipment 

Maintenance from the left toolbar. 
3. In the Work Orders section, click the Work Order Inquiry option. 

 

 

 

 

 

 

 

 

 

 

4. The Work Order Inquiry - Launch screen opens. 

 

 

 

 

 

 

 

 

5. Type in the Equipment # field; press Enter. 

  

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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a. The Work Order Inquiry - List screen opens, displaying a list of work orders for 
the equipment entered. 

 

 

 

 

 

 

 

 

 

6. Type 1 in the O column next to the work order you would like to view; press Enter. 
a. The Work Order Inquiry – Details screen opens for the selected work order. 

 

 

 

 

 

 

 

 

 

 

7. Press F8 on your keyboard or click F08 Steps in the Display Functions menu to review 
the steps, if any, on the work order. 
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8. Review the information; press Enter to return to the Work Order Inquiry – Details 
screen. 

9. Press F9 on your keyboard or click F09 Parts in the Display Functions menu to review 
the parts, if any, on the work order. 

 

 

 

 

 
 

10. Press F10 on your keyboard or click F10 Labor in the Display Functions menu to review 
the labor charges, if any, on the work order. 

 

 

 

 

 

 

 

 

 

11. To view any labor notes/descriptions, press F18 (shift+F6) on your keyboard or click F18 
Labor Description in the Display Functions menu.  
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12. Review the information; press Enter to return to the Work Order Inquiry – Details 
screen. 

13. Press Enter. 
a. The Work Order Review screen opens. 

 

 

 

 

 

 

 

 

14. Review the Work Order; press Enter to continue. 
15. The Work Order closes and the Equipment Maintenance screen displays. 
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Field Definitions for Tasks 
Work Order Launch 

 Equipment Number - If applicable, enter the equipment number. NOTE: If the work
order is for bulk equipment, enter the bulk category/class ID in this field.

 Serial Number - If you do not know the equipment number or choose not to enter it, you
can enter the equipment's serial number for the work order and the system will pull in
the equipment information.

 Customer Number or Name - If the work order or quote is for customer-owned
equipment, enter the customer's number or name, and then select the equipment from
the Customer Owned or Rented Equipment screen. If you are in the Equipment
Maintenance Entry program, this field does not display.

 Currency - Enter or accept the currency for the work order.
 Estimated Close Date - Enter the date on which you estimate the work order will close.

You can leave this field blank and fill it in later in the work order creation process.
 Date Opened/Maintenance Date - Enter or accept the date the work order or quote is

opened or the date the scheduled maintenance was performed.
 Date Closed - If you are billing and closing a work order, enter the closing date.

Work Order Details 

 Work Order Number - Displays the number the system assigned to the work order. When
you are creating a new work order, this field is blank until you have completed all fields.

 Equipment Number - Displays the number and description of the piece of equipment on
the work order. If this is a work order for bulk equipment, this field displays the
category/class bulk item number and description.

 Equipment Make - Displays the manufacturer of the equipment.
 Model - Displays the manufacturer's model of the equipment.
 Serial Number - Displays the equipment's serial number.
 Major Repair - If the work order is for a single piece of equipment, indicate whether the

work order is a major repair. Valid codes are:
 Y - Yes (Changes the status of the equipment to D-Down Long Term)
 N - No (Changes the status of the equipment to N-Down Short Term)
 A - Automatic (Signifies a work order that was automatically generated by the system)
 R - Recapitalization (Recapitalize the cost of the parts used during repair into the cost

of the equipment)
 Current Status - Displays the status of the equipment. Valid codes are:

o A – Available
o D - Down - Long Term
o N - Down - Short Term
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o R - Down - Wash Rack
o I - In Transit
o J – Junked
o M – Missing
o P - On Rental Purchase
o K - On Truck
o U - Pick-up
o V - Returned to Vendor
o S – Sold
o T – Stolen

 Work Order Description - Enter a brief high-level description of the work order or quote.
You can enter text to default here in control record WOCRT1 for work orders that are
entered manually. If the work order is created automatically, the text comes from
control record OPENWO.

 Description of Problem - Enter a brief high-level description of the problem with the
equipment. Use F18 (Shift + F6) to enter a longer labor description.

 Labor Code - Enter the code that represents the type of work to be performed on the
equipment. If you do not know the code, press F4 to search for it. Additional labor codes
can be entered on the Labor Detail screen. Labor codes are set up in Labor Code
Maintenance, and you can set a default labor code in control record WOCRT1.

 Quoted Labor - If you have quoted the customer a labor amount, enter it here. The
customer is billed only this amount for labor regardless of information entered on the
Labor Detail screen.

 Bill to Type - Enter the code that indicates how the work order is to be billed. Depending
on the entry in this field, additional fields might appear. Valid codes are:

 L - Internal work order expensed to the location
 C - Charge customer billed
 $ - Cash customer billed
 Drivers License - If the Bill to Type is $, enter the state and number of the cash

customer's driver's license.
 Currency - Displays the currency in which the work order is being transacted.
 Location - If this is an internal work order, enter or accept the location where the work

order is being serviced.
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 WO Stages - If applicable, enter or accept the stage of the work order. If you do not
know the code, press F4 to search. When control record WOCTRL is Y, this field will
display, and the specific codes are maintained by the miscellaneous reason code Types
= WS.

 Job Number - If applicable, enter the number of the customer job associated with the
equipment on this work order.

 Purchase Order Number - If applicable, enter or accept the customer's purchase order
number associated with this work order. If the customer's master record is set to require
purchase orders, this field is mandatory.

 Representative - Enter or accept the number of the sales representative associated with
this work order. The number defaults from the customer or the customer job, but it can
be changed. You must enter a sales representative number if you want to press F2 to
split commission percentages.

 Job Location - If applicable, enter or accept the location of the jobsite where the
equipment is located.

 Parts Stage - If applicable, enter or accept the stage of the parts. If you do not know
the code, press F4 to search. When control record WOCTRL is Y, this field will display,
and the specific codes are maintained by the miscellaneous reason code Types = PS.

 Commission Percentage - Enter the percentage of commission the sales representative
should earn for this work order.
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 Authorized By - Enter or accept the name of the person who authorized the work order. 
This might be someone at the customer location or an internal service manager. 

 Phone Number - Enter the phone number of the person who authorized the work order. 
Press F11 to toggle this field for international phone number entry. 

 Service Call - Indicate whether the work order requires an onsite service call. If you set 
this to Y, the Truck Dispatch Entry program might be called when you finish entering the 
work order, based on the setting in control record WOCRT8. A Y in this field might also 
change the tax district for this work order based on the location of the customer. 

 Repair Ticket - If applicable, enter the number assigned to a repair ticket associated 
with this work order. 

 Head Mechanic - Enter the number of the primary mechanic for this work order. If you 
do not know the number, press F4 to search for it. 

 Claim Type - Enter or accept the code that represents the type of warranty claim 
associated with this work order. Valid codes are: 

 N – None 
 D - Damage waiver covers claim 
 M - Claim reimbursed by manufacturer (calls the Claim Maintenance program after work 

order entry is complete) 
 S - Warranty for sold used equipment 
 Claim Number - If there is a warranty claim associated with this work order, enter the 

number of the claim. 
 Claim Date - If there is a warranty claim associated with this work order, enter the date 

of the claim. 
 Estimated Close Date - Enter or accept the date you estimate the work order will close. 
 Date Opened - Enter or accept the date the work order was opened. 
 Date Closed - Enter or accept the date the work order was closed. 
 Created - Displays the date that the work order was originally created. 
 Taxes - Indicate whether to charge the customer tax on this work order. Enter Y to 

charge tax. If the customer is tax exempt, press F4 to search for and select a tax-exempt 
reason code. For internal work orders, you can set the Override tax on internal setting 
to N on control record WOCRT7 to automatically populate this field with O (not billable 
- reason Other). 
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 Tax District - Enter or accept the tax district code for the transaction.
 Resale Number - If the customer on the work order is tax exempt, enter or accept their

resale number.

Work Order Maintenance Steps 

 Equipment Number - Displays the unique equipment number being serviced on the work
order.

 Category/Class Number - Displays the category/class ID and description for the
equipment.

 Mechanic 1 - Enter or accept the head mechanic for the work order. This number defaults
from the Head Mechanic field on the work order header, but you can change it. If you
do not know the number, press F4 to search for it.

 Mechanics 2, 3 and 4 - If applicable, enter the number for up to three other mechanics
who worked or will work on the work order.

 Make Equipment Available - Indicates whether you want to make the equipment
available because maintenance is completed. This field is view-only when you are
creating a work order. If you are updating a work order for bulk equipment, make
quantities available on the Open/Update/Close Work Order - Header screen.

 Current Status - Displays the status of the equipment.
 New Meter 1 - If applicable, enter the equipment's meter reading.
 Current Meter 1 - Displays the current meter reading for the equipment. This represents

the last reading that was entered for the equipment.
 Update Meter - Indicate whether you want to update the equipment's meter reading.
 Replace Meter - Indicate whether you want to replace the equipment's meter. Enter Y

if the equipment's meter was completely replaced during service. The system maintains
a history of the old meter reading and starts a new meter reading for the replacement
meter. When the system checks the time frame for next maintenance for the equipment,
it adds together the old and new meter readings to determine if maintenance is due.
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 Mechanic - Enter 1, 2, 3, or 4 to indicate which mechanic performed this step. If the
Key actual hrs in steps setting in control record WOCRT7 is set to Y, you can enter the
actual hours the mechanic spent on this step.

 Step Number - Displays the number assigned to the step in Step Description
Maintenance.

 Step Description - Displays a brief description of the work step.
 Maintenance - Indicates whether the step is considered regular maintenance. Once the

step is applied to a category/class or a piece of equipment, you can use the Equipment
Due for Service Inquiry to determine whether equipment is due for that maintenance
step.

 Time Frame - The first field displays the code for the periodic check interval that
determines how often the step is to be performed. NOTE: The second field displays the
interval quantity that applies to the check interval. For example, if the step is
performed once a month, the fields display as D and 30.

o Valid codes are:
 D - Calendar days
 R - Rental days
 M - Increments on and hour meter or odometer

 Actual Hours - If control record WOCRT7 is set to allow entry of actual mechanic's hours
for a completed step, enter that information here. If this step has flat hours associated
with it, those flat hours can be set to populate the Hours (Billable) field on the Labor
Detail screen based on control record RASTP1. You must go to the Labor Detail screen
and press Enter to accept the hours that are populated there as a result of the entry in
this field.

Work Order Labor 

 Equipment Number - Displays the number of the equipment being serviced.
 Make - Displays the manufacturer of the equipment.
 Model - Displays the manufacturer's model of the equipment.
 Serial Number - Displays the equipment's serial number.
 Mechanic - Enter the number of the mechanic who will or has worked on the equipment.

If you do not know the number, enter 1 in the Option field to the left to search for it.
 Hours - Enter or accept the number of hours of labor to be billed for this mechanic. For

internal work orders, this number should match the number entered in the Actual Hours
field. If the Key actual hrs in steps setting in control record WOCRT7 is set to Y, actual
hours for a mechanic can be entered on the Maintenance Steps screen. If the step for
which hours were entered has flat hours associated with it, those hours can be set to
automatically populate this Hours field based on control record RASTP1. For a customer-
billed work order, the flat hours are billed to the customer, and the Actual Hours field
holds the information on how many hours the mechanic actually spent on labor. If the
step for which hours were entered does not have flat hours associated with it or if hours
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were not entered on the Maintenance Steps screen, manually enter the amount of hours 
to bill the customer. 

 Name - Displays the mechanic's name. 
 Rate - Enter or accept the hourly rate for this mechanic. If this is an internal work order, 

the rate is the mechanic's internal rate. If this is a customer-billed work order, the rate 
is the mechanic's billing rate. This information defaults from the mechanic master 
record, but it can be changed. 

 Extended - Displays the amount calculated as Hours * Rate. If the Update maint $ in Eqp 
fl setting is Y in control record WOCRT7, the extended labor amount on internal work 
orders updates information in the equipment's master record. 

 Labor Code - Enter or accept the code that represents the type of labor that was or will 
be performed by the mechanic. If you do not know the code, press F4 to search for it. 
This information defaults from the work order header, but it can be changed. 

 Date - Enter or accept the date the labor was performed. 
 Actual Hours - Enter the actual hours of mechanic's time on this labor line. See the Hours 

field description above for more information on how to enter labor hours. Actual hours 
are used to calculate labor expense for the work order. 

 Rate Type - If the Enhanced WO Entry setting is set to Y in control record WOCRT7 and 
labor rates have been set up for the customer or equipment category/class on the work 
order, those rates populate instead of the mechanic's rates. You can enter a rate type 
code of R (Regular), O (Overtime), or P (Premium) to pull in that corresponding rate 
from the labor rate file. If necessary, enter Option 8 on the labor line to get the new 
rate and recalculate extended charges. Labor contracts and labor rates are set up in the 
Labor Rate Maintenance and Labor Contract Maintenance programs. 

 Work - Enter or accept the description of the labor code. 
 Revenue Category - If the Enhanced WO Entry setting is set to Y in control record 

WOCRT7, enter the code that represents the general ledger distribution for revenue 
earned on this work order. These codes are set up in G/L Sales Rev Distribution 
Maintenance - Items. The setting for the Warranty Flag in the revenue category must 
match the Claim Type setting on the labor line in order to use the code. In other words, 
if the Claim Type is set to N, you cannot enter a revenue category with its Warranty Flag 
set to Y. 

 Expense Code - If the Enhanced WO Entry setting is set to Y in control record WOCRT7, 
enter or accept the expense code for the labor line. This code is the inter-company 
expense code that contains the G/L expense account number to affect with this 
transaction. The information defaults from the work order header, but it can be 
changed. If there is a valid GL account in the Repair Expense field for the revenue 
distribution record for the equipment's category/class, that account is debited for any 
work order expenses. If that field is blank, the account debited comes from the expense 
code record. 
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 Claim Type - Enter or accept the code that represents the type of warranty claim
associated with this labor line. If the claim type on the work order header is N, you can
only enter N at the labor line level.

o Claim Type codes are:
 N – None
 D - Damage waiver covers claim
 M - Claim reimbursed by manufacturer
 S - Warranty for sold used equipment

 Outside Labor Description - If applicable, enter a description for outside labor used on
the work order.

 Amount - Displays the amount of outside labor purchased. This field remains blank until
you enter a valid purchase order number. If the work order is billable to a customer, this
field is editable; you can enter an amount that is marked up from the cost.

 Cost - Enter or accept the cost for the outside labor. This field is populated when you
enter a valid purchase order number. If you change it, the value in the Amount field
changes to match.

 Purchase Order Number – If applicable, enter the number of the purchase order used to
purchase the outside labor. If you do not know the number, press F4 to search for it.
Control record WOCRTB must be set to Y to require a purchase order for outside labor.

 Mileage - If applicable, enter the number of miles the mechanics traveled and the
charge per mile. For customer work orders, if the Incl mileage in sales setting in control
record WOCRT7 is set to Y, the mileage charges are included in sales amounts for taxing
purposes.

 Mileage Charge - Displays the total calculated mileage charge for the work order.

Work Order Parts 

 Equipment Number - Displays the number of the equipment being serviced.
 Category/Class - Displays the category/class of the equipment.
 Item Number - Enter the number of the item that was or might be used on the work

order. If you do not know the number, enter 1 in the Option field to search for it.
 Quantity - Enter the quantity of the item used on the work order.
 Unit of Measure - Enter or accept the unit of measure for the item used on the work

order.
 Description - Displays the item's description.
 Price - Enter the price of the item. On an internal work order, this field is view-only. It

displays the average cost of the part, not its sale price.
 Extended - Displays the amount calculated as Quantity * Price.
 Labor Code - Displays the labor code associated with the part. If the part was populated

from a step marked as done on the Maintenance Steps screen, the labor code from that
step is displayed. If you are entering the part manually, enter the appropriate labor code
or accept the default from the work order header.



42 | P a g e

 Claim Type - Enter or accept the code that represents the type of warranty claim
associated with this part. If the claim type on the work order header is N, you can only
enter N at the part level. Claim Type codes are:

o N – None
o D - Damage waiver covers claim
o M - Claim reimbursed by manufacturer
o S - Warranty for sold used equipment

 Work - Enter or accept the description of the labor code.
 Revenue Category - If the Enhanced WO Entry setting is set to Y in control record

WOCRT7, enter the code that represents the general ledger distribution for revenue
earned on this work order for parts used. These codes are set up in G/L Sales Rev
Distribution Maintenance - Items. The setting for the Warranty Flag in the revenue
category must match the Claim Type setting on the part to use the code. In other words,
if the Claim Type is set to N, you cannot enter a revenue category with its Warranty Flag
set to Y.

 Expense Code - If the Enhanced WO Entry setting is set to Y in control record WOCRT7,
enter or accept the expense code for the part. This is the inter-company expense code
that contains the G/L expense account number to affect with this transaction. The
information defaults from the work order header, but it can be changed. If there is a
valid general ledger account in the Repair Expense field for the revenue distribution
record for the equipment's category/class, that account is debited for any work order
expenses. If that field is blank, the account debited comes from the expense code
record.

Work Order Review 

 Available Credit - Displays the amount of credit currently available to the customer.
When the customer is over their credit limit, this amount displays as a negative number.

 Work Order Number - Displays the number the system assigned to the work order/quote.
When you are creating a new work order/quote, this field is blank until you have
completed all fields.

 Print/Reprint - Indicate whether you want to print the work order/quote.
 Billing Information
 Name - The customer's name for billing purposes. If this is an internal work order, the

location name is displayed.
 Address 1 - Line 1 of the customer's billing address or your location address.
 Address 2 - Line 2 of the customer's billing address or your location address.
 City - The city of the customer's billing address or your location address.
 State - The state or province of the customer's billing address or your location address.
 Zip - The postal code of the customer's billing address or your location address.
 Phone - The customer's main billing phone number or your location's phone number.
 Job Location - The location associated with the job you selected for the work order.
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 Purchase Order Number - Displays the purchase order number associated with the work
order.

 Estimated Close Date - Enter or accept the date you estimate the work order will close.
 Date Opened - Enter or accept the date the work order was opened.
 Ready to Close - Enter a Y in this field to close the work order when done.
 Work Order Description - Displays a brief high-level description of the work order/quote.
 Equipment Number - Displays the number and description of the piece of equipment on

the work order/quote. If this is a work order for bulk equipment, this field displays the
category/class bulk item number and description.

 Make Available - Enter a Y to change the status to available.
 Parts Amount - Displays the amount charged on the work order for parts used. Parts

information is entered on the Open Work Order - Parts screen.
 Labor Amount - Displays the amount charged on the work order for internal labor. Labor

information is entered on the Open Work Order - Labor Detail screen.
 Outside Labor Amount - Displays the amount charged on the work order for outside or

3rd-party labor. Outside labor information is entered on the Open Work Order - Labor
Detail screen.

 Mileage Charge - Displays the amount charged on the work order for mileage. Mileage
information is entered on the Open Work Order - Labor Detail screen.

 Miscellaneous Amount - Displays the amount for miscellaneous charges on the work
order.

 EPA Amount (F8) - If applicable, enter an amount for environmental charges related to
the work order. Press F8 to add a field for this entry.

 Sales Tax - If applicable, enter or accept the amount of tax applied to the work order.
 Total Invoice Amount - Displays the total amount of the work order invoice adding all

amounts above.
 Currency - Displays the currency for this work order transaction.
 Email - Indicate whether you want to launch the Fax/E-mail Window so you can fax or

email the work order/quote.
 Pay Method (F9) - On a work order for a cash customer, enter the pay code that

represents how they are paying for the charges. For a charge customer, press F9 to
reveal this field. Enter S for split payment, and that will launch the Split Payment Entry
popup window where you can split the customer's payment among several methods. For
example, perhaps they are paying half of the charges with cash and the other half with
a credit card.




