
Close a repair order 
 

When closing an ICBC estimate ensure you are working with the latest version of the 
estimate, and that all supplements have been imported from PenPro into ImEX! 

 
On the top menu, select “Repair orders”, then “View/close orders” 
 

 
 
 
… enter the number of the repair order you wish to close. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

Click “Edit” button, verify deprecation and/or GST payable, review the estimate or worksheet notes 
 
 
 

 
 
 
 
 
 

Under the “Rates” tab, click the “?” button, select the appropriate labor rates. If your shop charges for ATP 
on an hourly basis, temporarily erase the amount of ATP chargeable to “0.00”, then press “Enter”. This will 
enable proper reconciliation of your data with PenPro data, as rates used by ICBC do not include ATP 
charges in PenPro. 

 

 
 
 
 



Go to the “Cost” tab, compare the amounts – they should equal the amounts in PenPro 
 

 
 
 
If the amounts are correct, return to the “Rates” tab and re-input the hourly rate for ATP, press “Enter” on 
your keyboard to confirm your actions. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Click the “Go to” button, then select “Balance parts” 
 
 

 
 
 
Carefully review the parts reconciliation. The “Estimated sale” amount should equal the “Purchased” 
amount. The only allowable exception should be items for which no outside invoice payable is required: i.e. 
Enviro levy, aim lights, in-house pinstripe and like items. Credits (negative amounts) under the 
“Difference” field indicate items on the estimate without supporting invoices. Debits (positive amounts) 
indicate un-credited returns, a need for another supplement or other adverse scenario. Repair orders with 
positive amount in the “Difference” field should NOT be closed as they will have negative effect on your 
gross profit (Certain exceptions may apply, contact software support for more info).  Any adjustments 
should be made at this point. Request credits for returned parts. Document your actions by making notes 
(Click “Notes” then “Add estimate notes”)  
 

 
 
 
 
 



 
 
 
After reconciling parts and sublet, click the “Go to” button, select “Balance labor” 
 

 
 
 
Balance the labor account by comparing amounts under the “Allowed” column representing the total 
number of labor hours allowed for any profit center, with the “Claimed” column. The “Difference” column 
should be showing “0.00” and be highlighted in green, or – in certain situations – have a negative (credit”) 
balance (highlighted in yellow). As an example, hours assigned to evacuate/recharge air conditioning 
system (i.e. 1.4) should not have been claimed by the employee, unless the recharge operation was done by 
that employee. Same would apply to certain other operations (engine R&I done by outside sublet, 
mechanical or electrical work done by outside vendor etc.) Repair orders with positive amounts in 
“Difference” column (debits, highlighted in red) should not be closed without obtaining approval from shop 
manager, as they will have detrimental effect on the gross profit.  Any labor adjustments should be made at 
this point, as they will be reflected in the next payroll period. 
 
 

 



 
 
 
 
 
After reviewing labor, click on the “Go to” button, then select “Job costing analysis – estimate based”  
to review your current gross profit on this job.  
 

 
 
 
 
 
 
The overall gross profit should be carefully reviewed and action taken to correct any low profit situations. 
Request any supplements (if appropriate) now – before proceeding to the closing screen. 
 

 
 
 
 
 



 
After approving the gross profit analysis, click the “Go to” button, select “Invoice repair order” 
 

 
 
 
Click the “Edit” button (1), then “Use est” (2). Amounts are transferred from the estimate onto the final 
accounting version of the repair order. Enter the “Actual date in” (3), “Repairs completed” (4) and “Actual 
delivery” (5) dates. Those dates should accurate as they will be used for many reports. Enter the “A/R Due 
date” to establish proper date for this account receivable (this step is optional). Enter “Date invoiced” (6), 
Source” (7) and “Department” (8).The “Source” field defines the name as it will appear on statements 
produced by the accounting system. Click the “Invoice” (9) button to finish the closing process. This will 
mark the repair order as “INVOICED” and – depending on your setup – will prevent posting of further 
charges against this order number. Click the “Print” button to print final copies of your documents. 
 

 


