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CUSTOMER GUIDE: Work Orders

Overview

FLEETMATE will enable you to record all maintenance and/or repair activities
performed on a vehicle via a Work Order. Work orders can accommodate any
number of individual Labor lines, and any number of replacement Parts lines.
You can also associate one or more external documents or scanned images to a
work order via Attachment records.

Work Order Features

You can number your work orders based on your own numbering scheme, or
you can tell FLEETMATE to sequentially number your work orders. Use the
Company Data | Company Information... dialog to control whether automatic
work order numbering is on or off. If automatic work order numbering is off,
you will be prompted for a work order number. You must enter a work order
number to continue. Each work order number must be unique.

Work Orders are used for unscheduled repairs as well as scheduled preventive
maintenance. You should also use a work order for inspection type activities,
particularly if you want a detailed record of the work performed.

The Serviced By field represents the organization, department, or shop team
responsible for the work order. It does not specifically represent a fleet
technician or a vendor.

A Description field is designed to contain a brief summary of the work
performed on a work order. As an example, a description can be something like
“Scheduled PM”, “Unscheduled Repair”, or “Inspection.” Keep your entry brief.
One to three words is a good rule to follow. If necessary, use the Full
Description field to elaborate further on the nature of the failure, or the driver’s
complaint.

The Category field may be used to designate “Scheduled PM” work, from
“Unscheduled Repair” activities. Other categories may be “Collision”,
Inspection”, or “Manufacturer Defect” work associated with defects or NHTSA
recalls. Several reports in FLEETMATE will breakdown costs by category.

If you are using the security features in FLEETMATE, work orders may also be
assigned to Fleet Technicians, and approved once the order has been completed.
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Work Order Features

Work Orders have a Status flag, indicating whether the work order is pending,
in-progress, or completed. The work order also features Creation Date and
Completion Date fields. These fields are particularly useful if you want to issue
work orders to your shop, and then complete the work orders later, once the
service activities have been completed. This serves as a tracking mechanism so
that you can know what work orders are still open.

You can also create and complete a work order in one step if that is a better
approach for your organization. If you supply a Completion Date during the Add
operation, the Complete checkbox will be automatically checked. There is also a
feature in FLEETMATE that will automatically complete a work order as the work
order is created. Whether you use this feature will be determined by your
business process requirements.

@ Record Scheduled PM - Tag No: 101 Veh No: 101 - 2004 CAT EC25KE

Created:|09/04/2021 Priority:| 1~ | NORMAL Order No: 736383 Related Order:

Completed: Budget: Driver:| EQD0O3 |2 Odometer:|1220 Hours: (2617
etk I leet Maintenance Dep R k4 Acctz[ 10000 - Fleet Mainter ~|  Bil To Cust: -
Description:| Scheduled PM ~ Category: ~ NHTSA

Full Description: [JRecall Campaign Mo: 7/

Component:

Custom Fields Order Status / Customer Options
Maint Custom 1: Maint Custom 2: [JRetain Parts [ ]Call when Ready []Delver
Maint Custom 3: Maint Custom 4: O Warranty In-Progress O Complete

Assignment [/ Approval
Labor [F6]  Parts [F7] WM | scan parts [F8] Attachments [F9]

Assigned: To:
Units  Bill Rate/Unit Labor Description o )
4.00 15.00 Routine PM - Electrical HrrarE aE
5.00 15.00 Routine PM - Operational Inspection
Charges [ Billing

Labor Subtotal: 135.00

Misc/Shop Supplies: 0.00

Parts Subtotal: 0.00

Discount: 0.00

Tax: 0.00

Work Order Total: 135.00

[l E-Mail Invoice | Print Invoice E-Mail Order || Print Order oK Cancel

Work Order Window

FLEETMATE is a registered trademark of SCB Consulting, LLC.
Microsoft, Windows and Excel are trademarks or registered trademarks of Microsoft Corporation.
All other product names found in this document are trademarks or registered trademarks of their respective holders.

Copyright © SCB Consulting, LLC. All rights reserved. Oct 2020



N . 1 [
rLeccAce
Fleet Maintenance Management Software

CUSTOMER GUIDE: Work Orders

Assigning a Work Order

Assigning a work order is not required. However, if you have security active in
FLEETMATE, and you have defined Fleet Technicians, Fleet Managers, and or
Directors in the Personnel module in FLEETMATE, you may assign and approve
work orders. You may do this using the optional Work Order Desk software, or
manually per work order.

A work order may be assigned by a Fleet Manager, a Director, or by a system
administrator. A work order may only be assigned to a Fleet Technician, as
defined on the employee’s personnel record.

To assign a work order, use the Work Order Desk Software, or double-click on
the work order in FLEETMATE to open it.

The Assignment/Approval
section will enable you, as a
Fleet Manager, to set the [IRetain Parts []Call when Ready [ Deliver
Assigned Date. The “To:”
droplist will be set to the
Employee ID of the Fleet )
Technician that should be Rsaommont fEAppoovs
assigned to the work order -"'LESiEIHEdi 1[2| To:| 552 v
. . _ Annrm'ed:|:| 12 Ev:| v|
In the picture to the right, this
work order was assigned to

Emp ID 552 on Sep 1, 2021. This work order is currently in-progress.

Order Status [ Customer Options

[Iwarra nty In-Progress [co mplete

Note that FLEETMATE keeps a record of the Fleet Manager that assigned the
work order. This information is logged automatically.
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Entering a Work Order

A collection of work orders is maintained for each vehicle in your fleet. The first
step in this process is to select the necessary vehicle. Click a vehicle record in
the vehicle pane of the main window to select a vehicle.

Existing work orders will be listed under the Work Orders topic tab in the Activity
pane of the main window. If a different topic tab is currently active, click the
Work Orders topic tab.

Right-click in the Work Orders list area, and then choose Add Work Order... from
the popup menu. A new Work Order window will appear.

Click the Calendar button to set the date field to the date the work order was
created, or simply use today’s date and then press the [Tab] key. If you are
using Automatic Work Order Numbering, the next work order number in
sequence will appear. Otherwise, enter your own work order number and then
press [Tab]. A unique work order number must always be present on a work
order.

Enter the Odometer (or Hours) value at the time of service and press [Tab].

If you are completing this work order, click the Calendar button to set the
Completion Date and press [Tab].

Select the Driver from the droplist and press [Tab].

Enter values into the Serviced By and Account fields, or select these values from
the droplists, then press [Tab]. The Serviced By field represents the
organization, department, or shop team responsible for this work order. It does
not specifically represent a fleet technician or a vendor.

The Description field is designed to hold a brief summary of the nature of the
work order. Examples would be “Scheduled PM”, or “Unscheduled Repair. The
Full Description field is a free-form field for you to use to elaborate on the work
that is needed and/or the symptom that was reported. The Category field is
used to further categorize your work orders.

The Status Flags area is used to indicate Warranty and/or Recall work, and to
indicate whether or not this work order is completed. The Warranty flag will be
checked as a default if the vehicle is currently considered in warranty, based on
warranty expiration dates defined on the Vehicle Details window.
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Entering a Work Order

This completes the basic work order. You may now add Parts, Labor and/or
Attachment information to this work order, or simply click OK to save the work
order as-is. You can add labor and parts information at a later time

You can print the work order as-is, or email the work order at any time.

Note that whenever you Add a work order, the work order is always added to
I your database, regardless of whether or not you click Cancel after the add. If
you mistakenly added a work order, you will need to delete it manually to
remove it from your database, or leave it in-place and use it at a later time.

If you are using the automatic work order numbering feature in FLEETMATE, the
next work order number in sequence will be used during each add operation.
That work order number will no longer be available.
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Editing a Work Order

Double-click on the Work Order record you need to edit. The existing Work
Order record will appear.

You may now edit the Work Order as needed. Once you have completed your
edits, click OK to save your changes, or click Cancel to discard your changes.

Note, if you add or edit Labor or Parts entries on a work order, always click OK
so that the work order totals will be updated accordingly.

Deleting a Work Order

Right-click on the Work Order record you need to delete, and then choose Delete
Work Order from the popup menu. If you have Delete Confirmation activated,
the system will ask if you are sure you want to delete this record. Click either
the Yes or No button. If you do not have Delete Confirmation activated, the
record will be immediately deleted from your database. There is no undo
function available.

When you delete a work order, all parts and/or labor records associated with the
work order will be deleted as well.

If replacement parts were previously issued from inventory on the work order,
those parts will not be automatically credited back to inventory. You may
change to behavior using the Work Orders tab under Company Data | Company
Information and Settings...

If you have FLEETMATE set to return inventory items to stock whenever a work
order is deleted, you’ll see those credit transactions appear in your inventory
transaction journal for each Stock No.
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Adding a Labor Line to a Work Order

At least one (1) labor line will be required on each work order in FLEETMATE. A
Labor record enables you to record each service activity that was performed
within the context of the current work order, the technician (or vendor), time
spent (in Billable and Actual Units), and the labor charge for that labor line.

Right-click in the Labor list area, and then choose Add New Labor Line... from
the popup menu. A new Labor Line record will appear similar to the picture
below.

IE‘ Edit Labor Line - Tag Mao: NA Veh Mo: 101 2014 CAT DP-150 >

Work Date:
Performed by: @) Employee () Vendor
? | E00003 | Madison, James v|[#]  cost/unitzjo.00 |
Bilsble Units:[4 | 2 ActwalUnits:[0 | Biling Rate/Unit:[0.00 | Line Total: 150.00
Vendor Invuice::I Acck Nu:| 40100 - Material Handling v|

Descriptinn:| Routine PM - Engine and Transmission v|
VMRS/Repair Code: e
In-Warranty: |:|? Labor Warranty: | 0 Days  Expires:07/13/2020
DOT Inspection: 0? DOT Certficate No:
Motes:
Il oK Cancel

Labor Line Window

The Performed By setting indicates who performed this service activity, an
employee, or a vendor. Select an employee or a vendor from the droplist

Enter the number of Billable Units for this activity and press [Tab]. Recall that
a labor Unit represents the smallest amount of time that you account for. How
you use this field depends upon how you bill for your shop labor. Refer to the
Customer Guide entitled “Setup” for additional information.
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Adding a Labor Line to a Work Order

If you have defined different Billing Rate/Unit values for each technician using
the Personnel module, the Billing Rate/Unit for that employee (or vendor) will
appear. If security in FLEETMATE has not been activated, you may freely edit
this field if necessary. If security is active, your user profile must grant you
permission to edit the Billing Rate/Unit value, and the technician’s personnel
record must also grant that permission. Otherwise, this field will be protected
from edits.

As a default, as you enter the number of Billable Units, the Actual Units field
will inherit the same number. The Billable Units determine the billing total for
the current labor line. This may represent a Flat Rate for this specific type of
work. However, if the technician (or vendor) spent more or less time
performing this work, and you want to record this fact, also enter the Actual
Units spent performing the work. This will not affect the billing the total for the
labor line. However, both values will be stored in your database for reporting
purposes. This will let you generate technician productivity statistics, including
the percentage of Actual Units vs. Billable Units.

The Line Total for the labor line will equal the number of Billable Units multiplied
by the Billing Rate/Unit value.

Enter a Description or select a value from the droplist and press [Tab]. If you
are entering this Labor line in relation to a reminder that you are completing, do
not change the Description field. If you want to add a labor line for a reminder
that is currently pending, to indicate that the work is being done in advance,
make sure that the labor Description text is an exact match of the reminder
Description text. Use the Description droplist to pick the text description rather
than typing it.
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Check the In-Warranty box if this labor activity was performed under warranty.
If you check the In-Warranty box, the labor pricing information will be saved,
but the labor cost will not be added to the work order total.

If the vehicle is considered as in-warranty, based on warranty expiration dates
you have entered on the vehicle record, the system will automatically check the
In-Warranty box as a default. Uncheck the In-Warranty box if necessary.

Click OK to add this I22Rotate Tiresabor entry to the current work order, or click
Cancel to discard your entries.

More Information

I If the labor Description contains the FLEETMATE™ Tire Rotation B
phrase “rotate tires” or “tire Axle-Wheel Tire ID/SM 32nds psi
rotation” during an Add, and you are Ho < 2018100
using the Tire Management features 1-Ro f 2018101 15 32
in FLEETMATE, you will automatically S ~ | 2018102 i

2-Ro £ 2018103 16 32

be given an opportunity to specify
the rotation information (i.e.
Axle/Wheel positions) on a Tire
Rotation dialog similar to the picture
on the right.

You may use the Move Up/Move
Down buttons to move the tires to
their new locations, or drag the i, Rotating Tire Positions

arrow icons to the locations.
Rezet kMove Lp b ove Down

m K, Cancel
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Editing a Labor Line

Double-click on the Labor Line entry that you need to edit. The existing Labor
record will appear.

You may now edit the Labor record as needed. Once you have completed your
edits, click OK to save your changes, or click Cancel to discard your changes.

If you are editing this Labor line in relation to a reminder that you are
completing, do not change the Description field. The text of the Description
field must be an exact match of the reminder Description.

Note: if you add or edit Labor or Parts entries on a work order, click OK to
ensure that the work order totals will be updated accordingly.

Deleting a Labor Line

Right-click on the Labor entry you need to delete, and then choose Delete
Selected Labor Line from the popup menu. If you have Delete Confirmation
activated, the system will ask if you are sure you want to delete this record.
Click either the Yes or No button. If you do not have Delete Confirmation
activated, the record will be immediately deleted from your database. There is
no undo feature available.

Note: At least one (1) labor line will be required on any work order. Otherwise,
a work order and/or Invoice will not print properly. So, use care not to delete all
labor lines from a work order.

More Information

I If the Labor line being deleted was for a tire rotation, and that tire is under the
control of Tire Management, the deletion will not automatically back-out the
prior rotation. You will need to use the Tire Management window to manually
adjust Axle/Wheel positioning if necessary.
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Adding a Parts Line to a Work Order

Existing parts records for the current work order will be listed under the Parts
topic tab in the lower-left area of the Work Order window. If a different topic tab
is currently active, click the Parts topic tab.

Right-click in the Parts list area, and choose Add New Parts Record... from the
popup menu. A new Parts record will appear.

Enter the Quantity used for this part. The Part No field caption will appear for
non-stock parts. Enter the part number and press [Tab].

@ Edit Existing Part - Tag Mo: MA Veh Mo: 101 2014 CAT DP-130 it
e st 2027
Q’l‘f: [ Inventory Warehouse: 0000 7 Part ND:| 552425-1 v |[i
Seling Price Eaz| 86.49 | CostEx:[8649 |  Vendor IndustralPartsinc 3]
Add Tax [] Pre-Tax Price: 86.49 Plus:| 5.000 | Percent
Vendor Invuice:|:| Acctz| 40100 - Material Handing v]
Descrphun| Trans Housing Gasket v|
VMRS/{Repair Code: ~
Part Warranty:| 0 | Days Expires:10/20/2017  In-Warranty (17 [ Core Credit: 0.00
Motes:
Il oK Cancel

Parts Window — Entering a Non-Stock Part

If you are issuing the material from Inventory, check the Inventory box. For
inventory items, the Part No field caption will change to Stock No, indicating that an
inventory stock number is expected. If you already know the Stock No that you
need, you may enter the Stock Number and press [Enter]. You can also use this
lookup feature using the manufacturer’s part number entered on the inventory
record. FLEETMATE will retrieve your parts information for you from Inventory. If
more than one (1) match is found, a Pick List window will appear.
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Adding a Parts Line to a Work Order — Wildcard Search

If you are using the Inventory feature in FLEETMATE, and you are using the
material Cross-Reference feature for your inventory items, you may also enter
any portion of a manufacturer’s part number, or a stock number, using a

wildcard search. Press [Enter] to execute the search.

In the picture below, we are searching for any manufacturer’s part number or
Stock No that contains “26”. The percent character is a wildcard, which means

we don’t care what precedes or follows the 26.

@E::E-.‘-:'; ork Order - Tag No: NA Veh No: 101 2014 CAT DP-150

Priority:| 1~ | NORMAL Order Mo: FM-1000219

Completed: | 10/20/2017 Driver: | EQDO03 ~|? Odometer:| 0

Serviced By:| Fleat M [R] Add New Part - Tag No: NA Veh No: 101 2014 CAT DP-150

Created: 10/20/2017
Budget:| 10/20/2017

Description:| Schedu |
Full Description: |Moticed Date Replaced: | 10/20/2017 | 9
Qty:| 1 [ Inventory Warehouse: | 0000 «?  stock fo: | %26% ) |$| :
Seling Price Ea: Cost Ea: Vendor® gaParts Inc k- I
Custom Fields Add Tax Pre-Tax Price: Plus:| 6.000 | Percent tions
Custom 1: Vendor lnvmce:l:l Acct:| 40100 - Material Handling v| teady []Deliver
EIEErIEE | DI I Complete
2 Matches found for [%:26%] - Select Your Part
Warehouse Stock Mo Avail Mfxr Part No  Description Location Aisle-Row-Bin  Price Ea  Last Cost Cross-Reference Notes
Lab oooo 50001 4 661526 Alcernator Main 3-D-12 146.78 NfA
0ooo 50100 2 117262254-1 Starter Motor  Main 3D4 191.34 A
Matches that contain 26 in either the
Stock No or the Manufacturer’s Part No.
o Gance
[ml E-Mail Invoice | Print Invoice E-Mail Order | Print Order oK Cancel

Potential Matches Using a Wildcard Search Expression

FLEETMATE will automatically cross-reference your manufacturer’s part number
to the equivalent inventory Stock No and will retrieve your part information for

you from Inventory.

If there are two or more possible matches for a part

number that you have entered, you will be given a list of all matching parts from

which to choose, as pictured above.
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Adding a Parts Line to a Work Order — Parts Pick List

The Stock No field on the Parts dialog also offers a Pick List button. Clicking this
button will produce a Part Pick List dialog that will enable you to choose a part
from Inventory for the current vehicle, All Inventory, to select a Previously Used
Part, or to select a tire from Tire Management.

Part Pick List

j) NOTE: You cannot issue an inventory item that is depleted.

Parts Inventory for Veh No: [387-10] Al Inventory Previously Used Parts Tire Management

Stock No= Part Mo Description Qty Avail Location Aisle-Row-... Price Ea

0il Pan Gasket 4 Warehouse

30001 601526 Alternator 4 Main 3-D-12 146.78

50020 1162K45 Fuel Injectaor 8 Main 3-D-16 35.18

50100 117262254-1 Starter Motor 2 Main 3-D-4 191.34
Types Select Inventory Type... Include Al Vehicles
m List Inventory Itemns Previously Used on This Vehicle Only oK Cancel

Parts Pick List — Inventory for the Current Vehicle

The first tab (pictured above) will display a list of replacement parts from your
inventory that have been defined as appropriate for the current vehicle. This list
comes from the Replacement Parts tab of the Vehicle Details dialog. This list is
specific to each vehicle.
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Adding a Parts Line to a Work Order — Parts Pick List

The All Inventory tab will enable you to select a part from your entire
replacement parts inventory. You will need to first select the inventory “Type”,
which is a category.

Part Pick List
i.J MOTE: You cannot issue an inventory item that is depleted.
Parts Inventory for Veh MNo: [387-10] All Inventory  Previously Used Parts Tire Management
Stock Mo Part Mo Description Qty Avail Location Aisle-Row-... Price Ea
s0001 661526 Alternator 4 Main 3-D-12 146.78
0020 1162K45 Fuel Injector 8 Main 3-D-16 35.18
50100 117262254-1 Starter Motor 2 Main 3-0-4 191.34
60001 66-1 Electrical Contact Grease 19 Warehouse 6-A-12 2.50
Types| Repair Parts - Electrical v| Include Al Vehicles
Rl O List Inventory Trems Previously Used an This Vehicle Only Cancel

Parts Pick List — All Inventory

When selecting a part using the Inventory tab, you will first need to select the
“Type” from the droplist. In the picture above, we have chosen “Repair Parts —
Electrical” as the Inventory Type. This feature will list only material that relates
to the selected Inventory Type, and makes the selection process easier since
you’ve narrowed down the types of parts you are searching for.

You can also further narrow the parts listed by checking the box labeled List
Inventory Items Previously Used on This Vehicle Only. Uncheck the box to once
again list all available inventory items for the current Inventory Type.
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Adding a Parts Line to a Work Order — Parts Pick List

The Previously Used Parts tab will enable you to select a part that was
previously replaced on the current vehicle.

Part Pick List

j,.) NOTE: You cannot issue an inventory item that is depleted.

Parts Inventory for Veh No: [387-10]

All Inventory  Previously Used Parts  Tire Management

LAY e TataTatyl

Types| Repair Parts - Electrical

il il

MITA Towame e

Stock No~ Part Mo Description Qty Avail Prior Vendor Aisle-Row-...  Price Ea ~
20000 10W40 10W40 Motor Qi 33 Main 1-A-2 4.88
20001 154 Oil Fitter 10 Warehouse -- 8.29
N/ A& 10W40 10W40 Motor Qil - Quart N/A Auto Pros N/ A& 3.89
N/ A 3543-05 3M ATF - Quart MN/A General Auto Parts  NJA 8.29
N & TI66473 Cahin Air Filter MNfA Arnerican Auto Parts N/A 43.50
N & 5544-01 Drive Belt NfA Armerican Auto Parts N/A 58.33
NS & 771622 Lug Bolt N/A Fleet Maintenance... N/A 1.25
NfA 1163734-991 Mirrar - External Drivers Side NfA Local Ford Dealer N A 86.71
NfA 10010 Motor Oil NfA Pro Lube Plus, Inc.  MN/A 3.80
NfA 12345 Motor Oil NfA Inventory N/ A 3.80

LI Y

2 N

Include All Vehicles [

List Inventory Items Previously Used on This Vehicle Only oK Cancel

Parts Pick List — Previously Used Parts

Previously used parts can be made up of both stock items from inventory, as well
as non-stock parts. If the Stock No column displays “N/A”, that indicates that the
part was a non-stock part.

Double-click on a part to select it. The Part No, Description, Price Each, and Vendor
associated with that part will be brought over to your new parts record on your
work order. You will want to check the Vendor and Price from the previously used
part selection to be certain that these values are still valid. You may edit the data
as needed.
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Adding a Parts Line to a Work Order

Check the In-Warranty box if the replacement part is covered under warranty,
and select an Account for this replacement part. If you check the In-Warranty
box, the part pricing information will be saved, but the part cost will not be
added to parts subtotal on the work order. If the vehicle is considered in-
warranty, based on warranty expiration dates you have entered on the vehicle
record, the system will automatically check the In-Warranty box as a default.
Uncheck the In-Warranty box if necessary.

If there is a Core Credit for the failed part, check the Core Credit box and enter
the amount of the credit.

Click OK to add this parts record to the current work order, or click Cancel to
discard your entries.

As you add parts records, FLEETMATE will check for a prior replacement of the
same Part No value within the past ‘X’ days, where ‘X’ is a value that you specify
on the Customer Data | Customer Information and Settings... dialog. You
can also disable this function by entering zero in the “days” field.

This check is made only once when you [Tab] out of the Part No field, and only
during an Add operation. If a prior instance was found where the same Part No
was used on the current vehicle within the past ‘x’ number of days, a notation
will be written to the Notes field, and the In Warranty box will be automatically
checked. You may adjust these values if necessary, before saving your parts
record. You may also exclude stock/part numbers for frequently used parts,
(e.g. motor oil, filters, etc.) so that these common parts do not trigger the
notation or the In Warranty status. These stock number exclusions can be
made using the Customer Data | Customer Information and Settings...
dialog.

If you change the Part No field as you are adding a new parts record, this check
is not repeated.

This check is not made during edits to parts records.
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Accounting for a Core Credit

If there is a Core Credit for the failed part, check the Core Credit box and enter
the amount of the credit on the replacement part record.

Once the vendor provides the core credit, add an additional parts record that will
account for the core credit. This will be used to document receipt of the core
credit, and will produce your net cost for the part.

@ Edit Existing Part - Tag Mo: CKG 881 Veh Mo: 112-9 2005 Dodge Meon >
Date Replaced:| 7/30/2018
Qty:| 1 O 1nventory i Part: No: | 66-1J89 M EE
Seling Price Ea:|-22.00 Cl:ust: Vendor:| General Auto Parts ~ %)
Add Tax [] Pre-Tax Price:| -22.00 Plus:| 5.000 | Percent
Vendor Invoice: | 978652 Acct:| 10030 - Replacement Parts o
Description: | Core Credit for PN: 66-1189 e
Part Warranty:| 0 Days Expires: 7/30/2013 [ ]In-wWarr y [ ]Core Credit: 0.00
Notes: |
R oK Cancel

Parts Record — Documenting Receipt of a Core Credit

The parts record pictured above illustrates how to account for receipt of a core
credit using an additional parts record. Note the Selling Price Ea. has been
entered as a negative value, which will account for receipt of the credit and will
reduce the parts subtotal accordingly.
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Stock Items using Avg, FIFO or LIFO Cost

If you add a quantity of two (2) or more of a Part from Inventory, and the part
cost is being based on Avg Cost, FIFO, or LIFO, FLEETMATE will break the parts
out into individual line items, each with a quantity of one (1). It does this so
that the material cost is calculated correctly for each part issued.

If you manually manage your cost for the inventory item, one line item will
appear for a quantity of two (2) or more, since the cost does not vary and is
based on your manually defined value.

When FLEETMATE breaks parts out into individual line items as described above,
use care not to edit the quantity to a value other than one (1). Otherwise, your
Avg Cost, FIFO, or LIFO cost values will not be recorded correctly. If necessary,
delete the relevant parts line(s), and add it back as if initially adding the part.

If the part added was a tire from Tire Management, you will need to mount the
tire, and specify the Axle/Wheel position where the tire was mounted. You will
receive a Select Tire Position and Record Labor dialog to enable you to do this.
This dialog will also automatically create appropriate labor lines on your work
order to cover the tire related activities, and will automatically dismount the
existing tire.
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Adding Parts to a Work Order via a Barcode Scan

If you are using barcodes to manage your parts inventory, you can also simply

scan the barcode for a part to add it to your work order. The barcode that you

scan must represent an item that currently exists in your inventory. If a stock

item is not found, a standard non-stock Parts window will appear. You will then
need to complete the Parts window as you normally would.

Click the Scan Parts tab. Position your cursor in the blue text box, and scan the
barcode for your part. As a scan is accepted, you will see the item appear in a
list on the Scan Parts tab. Inventory is relieved immediately. The part will also
be added to the Parts tab, which indicates that the part was actually relieved
from inventory and issued to your work order.

You may also manually enter the Stock Number in the blue text box and press
[Enter]. FLEETMATE will then retrieve your parts information for you as if the
item was scanned.

If you are using the material Cross-Reference feature for your inventory items,
you may also scan the barcode that represents the manufacturer’s part number.
FLEETMATE will automatically cross-reference your manufacturer’s part number
to the equivalent inventory Stock No and apply the inventory item to your work
order.

If there are two or more possible matches for a part no that you have scanned
(or manually entered), you will be given a pick list of all matches from which to
choose.
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Editing a Parts Record

Double-click on the Parts record you need to edit. The existing Parts record will
appear.

You may now edit the Parts record as needed. Once you have completed your
edits, click OK to save your changes, or click Cancel to discard your changes.

If you change from non-inventory to inventory, or vice versa, or if you change
the quantity for an inventory part, your stock On Hand will be updated
accordingly. You will see these transactions appear in your inventory journal for
the related inventory items.

Note, if you add or edit Labor or Parts entries on a work order, always click OK
so that the work order totals will be updated accordingly.

Deleting a Parts Record

Right-click on the Parts record you need to delete, and then choose Delete
Selected Parts Record from the popup menu. If you have Delete Confirmation
activated, the system will ask if you are sure you want to delete this record.
Click either the Yes or No button. If you do not have Delete Confirmation
activated, the record will be immediately deleted from your database. There is
no undo function available

If you delete a parts record that was used to issue parts from inventory, your
inventory will always be credited based on the original quantity issued. You will
see a “credit” transaction appear in your inventory journal for the related
inventory item.

I More Information
If the part being deleted was a tire that was originally issued from Tire
Management, it will not be automatically dismounted from the vehicle. You will
need to use the Tire Management window to manually dismount the tire.
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Adding an Image/Attachment Record to a Work Order

Existing Attachment records for the current work order will be listed under the
Attachment topic tab in the lower-left area of the Work Order window. If a
different topic tab is currently active, click the Attachment topic tab.

Right-click in the Attachment list area, and then choose Add New
Attachment/Image Record... from the popup menu. A new
Image/Attachment record will appear.

@ Add Mew lmage Record - Tag Mo: ABC2920 Veh Mo: 83143 2019 FORD F-550 X

Attached File Location
) Absolute - Fully Qualified Path i
(®) Fixed Folder - Stored under the Images/Attachments path or Mapped Drive g,)

Description:| Sublet Work - AAA& Machine Services |
Filename:|C:\Users\Public\FLEETMATE\Images\Invoice_33187.pdf | H
View Mode: D Display Image  ®) Launch Associated Windows Application

Il Cancel

Work Order Attachment Record

Attached File Location
This area determines how FLEETMATE will record the attachment location.

% Absolute means that the file may exist anywhere with the Windows file
system. However, the attachment will need to remain at that location.
Otherwise, FLEETMATE will not be able to locate the file.

+ Fixed Folder should be used when all of your images and attachments
will be located in one (1) folder. In a network environment, this is
recommended. It is also recommended that the folder be located on a
network file server, so that all users may access it. Use the Folders tab
under Options | Preferences... to define your Images/Attachments folder.
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Adding an Image/Attachment Record to a Work Order

This window enables you to relate a file on your disk to this work order. Provide
a Description for the attachment, and then click the Browse button to navigate
to and select the file that you want to attach to the current work order.

Select the View Mode for this attachment. The Display Image mode can be used
for BMP, JPG, and GIF type image files that are no larger than 2800(h) x
2800(w) pixels in size. This mode will use the internal FLEETMATE image viewer
to display your image.

The Launch Application mode is used to display large image files (larger than
2800 x 2800), or to display other types of content such as HTML pages, Adobe®
PDF files, or Microsoft® Word documents.

Click OK to save your Attachment record, or click Cancel to discard your entries.

To view an image, double-click on it.
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Important Information Concerning Attachment Records

The description that you enter into the attachment dialog should be free of
punctuation characters. Avoid entering single-quotes, double-quotes, commas
and any other punctuation except a period.

The path that you define where the attached file resides should be free of
punctuation characters, and should also be free of space characters. The under-
score character is permitted as an alternative for a space character.

These are general best-practices when naming files and folders in Windows.
See your IT staff for additional recommendations.

Editing an Attachment Record

Right-click on the Attachment record you need to edit. The existing record will
appear.

You may now edit the Attachment record as needed. Once you have completed
your edits, click OK to save your changes, or click Cancel to discard your
changes.

Deleting an Attachment Record

Right-click on the Attachment record you need to delete, and then choose Delete
Selected Attachment/Image Record from the popup menu. If you have Delete
Confirmation activated, the system will ask if you are sure you want to delete
this record. Click either the Yes or No button. If you do not have Delete
Confirmation activated, the record will be immediately deleted from your
database. There is no undo function available.

Note that deleting an Attachment record does not delete the actual file. It only
removes the attachment record, which is a reference to the physical file.
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Approving a Work Order

A completed work order may be approved by a Fleet Manager, a Director, or by
a system administrator.

In order to approve a work order, the work order must be flagged as completed.

To approve a work order use the Work Order Desk Software, or double-click on
the work order in FLEETMATE to open it.

Order Status / Customer Options

The Assignment/Approval
g PP [IRetain Parts [ ] Call when Ready [ Deliver

section will enable you, as a

Fleet Manager, to set the [ warranty In-Progress [] Complete
Approved Date. The “By:”
droplist will be set to your Assignment |/ Approval

T

rnam Fl
username, as a Fleet Assigned:|09/01/2021 |1
Manager, or to the username .

T|:|:| 552 v|

of a different Fleet Manager. Approved:|09/04/2021 ||4[2| By:| 496 v
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Technical Notes — When the Cost of a Part is Missing or is Zero

The cost of a part should always be present on a parts record. You can set the
Selling Price to zero, or to a negative value, if you have a business reason to do
so. However, there is the assumption that at some point your company paid for
the part.

Whenever you run a database repair (File | Database | Utilities | Repair...)
FLEETMATE will examine the cost value on each parts line on your work orders.
The software will make an attempt to correct missing cost values for you.

If the cost field on a parts record is null (i.e., no value was entered) or if it is
zero, FLEETMATE will do the following:

1) If the part was non-stock (i.e., Inventory was not involved)
a. The cost of the part will be set to the Selling Price

i. If the Selling Price is zero, the part cost will remain at zero

2) If the part was stock (i.e., issued from your Inventory)
a. FLEETMATE will use the current cost from the Inventory record
b. If the cost on the Inventory record is zero, FLEETMATE wiill...
i. If the Base Cost on Receiving flag is true (checked)

1. Use the most recent non-zero cost recorded in your
receiving records

a. If the most recent non-zero cost recorded in your
receiving records is not found

i. The cost will remain at zero
ii. If the Base Cost on Receiving flag is false (not checked)

1. The cost will remain at zero

FLEETMATE is a registered trademark of SCB Consulting, LLC.
Microsoft, Windows and Excel are trademarks or registered trademarks of Microsoft Corporation.
All other product names found in this document are trademarks or registered trademarks of their respective holders.

Copyright © SCB Consulting, LLC. All rights reserved. Oct 2020



N . 1 [
rLeccAce
Fleet Maintenance Management Software

CUSTOMER GUIDE: Work Orders

Important Information Concerning Attachment Records

As with other fields in FLEETMATE, the description text that you enter into the
attachment dialog should be free of punctuation characters. Use care to avoid
entering single-quotes, double-quotes, commas and any other punctuation
except a period.

The path that you define where the attached file resides should also be free of
punctuation characters, and should also be free of space characters. The under-
score character, or a hyphen, are acceptable alternatives for a space character.

These are general best-practices when naming Windows files and folders. See
your IT staff for additional recommendations.
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