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

=loix
Initial data ] Rates ] Insurance / source | Desc. | Cost ] Dates ]
Est. & Date estimated Estimatar Converted Status PST exempt #
[152z7 | vzmeon < I | 3144 [ INPROGRESS |
Ded. Dep. GET Payable Towing Storage Other Erwiro levies Adjustment Dept.
| 50000 | | 0.00 .| BODY SHOP
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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.

oy
Initial data I Rates ] Ingurance { source ] Dest. ] Cost ] Dates ]
Labar rates | ICEC C/C & ATF ’ﬂ_[ " Locked
¥  Unlocked
Body | 5307 Paintmat | 27.37
Diagnostic | 5307 Shop mat. 363 Farts PST rate 7.0
Electrical 53.07 Hazardous waste perhr. Parts taxahle? W
Refinish [ 53.07 2 Stage paint| SubletPSTrate | 7.50
& S0 3 Stage paint Sublsttaxable? ¥
Frame 53.07 2 Tone paintl—
) Lahor PET rate 7.50
Mechanical 53.07 Tire disposal
Labortaxable? W
ws £0.55 Labar adjustment _
< Towing PST rate
ATP m Parts adjustment r
L i 7
Service GST rate 7.00 VERGEIETEIEe
Detail [ S Storage PST rate
User2 Erwira levies Storage taxahle? u
lserd Levies taxable? Paintmat. taxable? v
Userd Enwira levies tax rate | 14.50 Betterment taxahle? v
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Go to the “Cost” tab, compare the amounts — they should equal the amounts in PenPro

=loix
Initial data ] Rates ] Insurance / source ] Dese. I Cost ] Dates ]
Body™ | 29.1 53.07 154434 Farts 77745 0.00 7745
Diagnostic™ 0.0 | 53.07 000  Sublet  803.20 0.00 803.20
Electrical® 0.0 | 53.07 000 Addtnl. 0.oo 0.00 0.00
Refinish™ 13.3 | 53.07 705.83 Enviro levies
Structural’ | 0.0 | 53.07 0.00 Towing
Frame” 00 | 5307 0.00 Storage Adjustmenf
Mechanical| o | 53.07 0.00 Subtotal|  4,300.47 —_—
Glass | pO | &0.55 0.00 GST 301.03
Serice 0.0 0.00 PST an levies .00 Le; S
i Dep.
Detail | 0.0 0.00 PSTonlabor|  16E.76 o aslpe
User2 | 0.0 0.00 PST on parts 58.31 ;mer
Userd | 0.0 n.aa PST on sublet G0.24 Hai + 000
erment taxes :
Userd 0.0 0.00 PST on towing 0.00 e bl 500.00
ust payable ]
ATP | 424 0.00 0.00 FST on storage 0.00 !
Paintmat | 13.3 | 27.37 364.02 PST on mat 352 ATP rate set to 0.00 I
Shop mat. | 29.1 363 105.63 Total payable 4,924.03
*. will be used for ATF calculations Netrepairs  4,474.03 S22.53
IHold left mo
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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.

ol
Initial data I Rates ] Insurance / source ] Desc. ] Cost ] Dates ]
Labor rates | ICEC C/C & ATP 2|.|  Locked
v LUnlocked
Body | 53.07 Paintmat | 27.37
Diagnostic 83.07 Shap rat. 3E3 Parts PST rate 7.a0
Electrical 53.07 Hazardous waste per hr. Parts taxable? v
el 5307 2 Stage paint SubletPSTrate | 7.50
Structural | 53.07 3 Stage paint Sublettaxahle?
Frame i
) i 2 O3 peifil Labor PST rate 7.80
Mechanical 53.07 Tite disposal
Lahor taxable?
Glass [ 5055 Labor adjustment| L
owin rate
ATP £.31 Parts adjustment - & =
) i ?
Senice GST rate 7.00 BT RENEE
Detail [ S Storage PST rate
User2 Erviro levies Storage taxable? [
Userd Levies taxable? Faintmat. taxable? W
Userd Erwira levies taxrate | 14.50 Betterment taxable? I
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Click the “Go to” button, then select “Balance parts”

1o x|
Initial data ' Rates ] Ingurance / source ] Dese. ] Cost ] Dates ]
Labar rates| ICBC C/C & ATF 2?2 |..| [T Locked
¥ Unlocked
Body | 5307 Paintmat. | 27.37
Diagnostic | 53,07 Shop mat. 363 Parts PST rate 780
Electrical A3.07 Hazardous waste per Patts taxable? W
Refinish | 53.07 2 Stage paint SubletPSTrate | 7.50
SR 53.07 3 Stage paint Sublettaxable?
Frame 53.07 2 Tone paint
i Labor PST rate 7.50
WMechanical h3.07 Tire disposal l—
Labortaxahle?
Glass | &0.55 Lahor adjustment owing PET rat ,—
owin rate
ATF £.31 Parts adjustmem- _ . -
Senvice GST rate 700 Towing taxable?
Detal [ o Storage PST rate
Usar2 Erwiro levies Storage taxahble? [
Usar3 Levies taxable? Paint mat. taxable? v
Userd Erwiro levies taxrate | 14.50
EBalance labor
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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™)
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“endar name Act. price Act, cost

z DISCOUNT TIRE | 47 50 38.00| « Totals for : 56398
57010 DISCOUNT TIRE
107861 DOM CARR CHEVROLET OLDS L I |Sa'e emzy |C°5t T
152002 DOM CARR CHEVROLET OLDS L : :
152286 DOM CARR CHEVROLET OLDS L | |
“endar name embly Retumns
Sale Cost
| 0o | 0.00
Credits received 0.00
Jescription Estimated Actual price Actual cost Eetimated sal g
F.B.COVER 220.00 49.89 42.00 il stimated sale 580
F.E.COVER Purchased 1575.40
LT SIDE MARKER LIGHT 73.85 Difference -5.25
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After reconciling parts and sublet, click the “Go to” button, select “Balance labor”

o
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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.

—Iofx]
Empl. # MName 2 :
ERERN | R4 DMACKER KEVIN 2/1/2003 6.40| 9.00 | REFIMISH - & Lahar cost sis
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= Serice | (1[0 0.0 foing
Detail | 0.0 | 0.0 FE06d
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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.
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Ticket date

RADMACKER KEWIN 212003 REFINIEH - Labor cost analysis
FIELD JULIAN 173172003 | 29.10 BODY
016 MG PETER 2022003 6.00) 5.00 | REFIMNISH Allowed Claimed, Difi

Body 291 | 29.1 000
Diagrostic | 00 | 0.0 JOEE

Electrical 0o 0.0 foiEd

Refinish | 133 | 124 090
Structural 0o 0.0 foiad

Frame | 00 | 0.0 J000

Mechanical 0o 0.0 foiEn

Glass | 00 | 0.0 NOEE

_| Senvice 0o 0.0 _

Detail | 0.0 | 0.0 foEd

Totals for repair order | 41.5 17.0 LA2 | 00 o0 foed
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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.

Llaix
Estimated Sale Cost GRS GPFP% Sale Cost G.P.§ =P %
OEM 38245 38245 103060 -G48.15 -169.47 Body 154434 GBS0 G7504  5GEB
OEM partial 0.00 0.00 0.00 0.00 Diagnostic 0.00 0.00 0.00 A,
Lk 175.00 175.00 182.00 -7.00 -4.00 Electrical 0.00 0.00 0.00 [
Aftermarket 0.00 0.00 18.01 -18.01 AR, Refinish 705.83 246.00 45983 B5.15
Re-man. 220.00 22000 0.00 220,00 100.00 Structural 0.00 0.00 0.00 A&,
o oorad 0.00 0.00 0.00 000 MA Frame 0.00 0.00 000 MA
Re-chrame 0.00 0.00 0.00 0.00 INFA, Mechanical 0.00 0.00 0.00 TiA,
Existing 0.00 0.00 0.0o 0.00 A, Glass 0.00 0.00 0.00 [REEN
Glass 0.00 0.00 0.00 0.00 [FA, Semrice 0.00 0.00 0.00 I,
Other 0.00 0.00 0.00 0o A Datail 0.00 0.00 000 MA
Sublet 803.20 803.20 54.00 74820 9328 LAZ 0.00 0.00 0.00 ISR,
ATP 267 .54 267 .54 0.00 267.54 100.00 LALS 0.00 0.00 0.00 [REEN
Storage 0.0o 0.o0o hA, LAL4 0.oo 0.00 0.oo [N
Towing 0.00 0.00 MAA, Paintmat. ~ 364.02  $236.61 127,41 35.00
Levies 0.00 0.00 A, Shop mat. 10563 573.94 3169 30.00
Adjustment 0.00
184819 194819 128461 56350 30.49 Total sale 456801  GP.3 2,057.55
Total cost 2,510.46 G.P.% 45.04
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After approving the gross profit analysis, click the “Go to” button, select “Invoice repair order”

_oix
Estimated Sale Cost GPF GP% Sale Cost G.P% G P %
OEM 382.45 38245 103060 -B4B.15 -169.47 Body 154434 BE9.30 87504 5B.EE
OEM partial Q.00 0.0o 0.00 0.00 Diagnostic 0.00 0.00 0.0o0 TEA,
Lk 176.00 175.00 182.00 700 -4.00 Electrical 0.00 0.00 0.00 EA,
Aftermarket Q.00 0.0o 18.01 -18.01 [, Refinish 70583 246.00 45983 B5.15
Re-man, 220000 220000 000 220000 100.00 Structural 0.00 0.00 000 RA
Re-cored Q.00 0.0o 0.00 0.0o T, Frare 0.00 0.0o 0.00 A&
Re-chrome 0.0o 0.00 0.00 0.00 T, Mechanical 0.00 0.00 0.0o0 TNEA,
Existing Q.00 0.0o 0.00 0.0o [, Glass 0.00 0.0oo 0.00 TR,
Glass 0.00 0.ao 0.0o 0.00 [, Service 0.00 0.00 0.oo AR
Cithar Q.00 0.00 0.00 0.00 IS Detail 0.00 0.00 0.00 TEA,
Sublet 803.20 80320 54.00 74820 9328 LAZ 0.00 0.0o 0.0o0 TEA,
ATP 267 54 267 54 0.00 267 54 100.00 LAU3 0.00 0.00 0.00 TEA,
Storage 0.00 0.00 [N LAU4 0.00 0.oo 0.00 hAA
Tawing 0.00 0.00 P44, Paint mat. 364.02  $Z36.61 127 41 3500
Levies 0.00 0.00 [, Shop mat. 105.63 573.94 3162 30.00
clismen Miigt orde?drnla?ails
184819 184819 128451 5B3SB 3049 Total SalE  gjanes parts 725
Total cosl Balance labor 45.04
Job cost analysis - invaoice based
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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.

il
Estirmate R.0O. Estimate R.0. Estimate R.O.
OEM 362.45 .00 Body| 154434 0.00 PST [ 34250 0.00]
OEM partial 0.00 0.00 Diagnostic 0.00 0.00 GET | 319.?6” D.DD|
LI 175.00 0.00 Electrical 0.00 0.00
Total sal 5,230.37 0.00
Aftermarket ood 000 e (T e i |
Re-ran. | 220.00 0.00 Structural 0.00 0.00 Suspense [N
Re-cored 0.00 0.00 Frame 0.00 0.00 Actual date in:[  1/23,2003
Re-chrome 0.00 0.00 Wechanical 0.00 0.00 )
Existing o.o0 o.oo Glass o.o0 o.o0 Repairs completed: 20442003
Glass 0.00 0.00 Semwice 0.00 0.00 Actual delivery: 2442003 _|
Other 0.00 0.00 Detail 0.00 0.00
Sublet 503.20 0.00 LAZ 0.00 0.00 Claim #| 10060001 |
ATP 267.54 0.00 LALG 0.00 0.00 Order #| 13144 |
Starage 0.00 LA 0.00 0.00 Closed date: | 2/28/2003 |
Towing 0.00 Paint mat. | 364.02 0.00 AR :
Battery and 0.00 Shop mat. 105.63 0.00
tire levies Prefix I:H:I =l NR Due Wte =]
Adjustment|__ 0.00[ 0.0 H
Subtotal|_4,568.01 Department BODY SHOP Snurce =l
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12144 = i
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