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ProTrac Work Order Process is a complete package that 
includes maintaining control over work that is done in 
your shop or sent out to a 3rd Party for Repair. 
 
Either way when the customer calls to find out the status 
you do not need to be going through a Work Order Tub.  
Just go to Work Order Search and search for the 
document by account or sales rep and the work order 
will be displayed.  Each day the Work Order can be 
updated with parts and Labor. 
 
 When it is done a keystroke will convert the work order 
to an invoice that can be sent out via fax, email, or it can 
be printed and mailed.  
 
Once invoiced - you can find the Work Order by Serial 
number, Tag Number, Account, Sales Rep, or even by the 
person who brought the tool, truck or machine in for 
repair.  800-711-7374 
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Work Orders on 
ProTrac 

This is the first screen of our 
Work Order. 
The first line of the order is 
virtually free form.  The SR 
can key anything that 
describes the tool, machine, 
or vehicle. 
In this case it is Quincy 
Model 325 Compressor that 
is leaking oil. 
 
As soon as the line was 
keyed the Question comes 
up about recording Serial 
Numbers (31 Alpha Numeric 
numbers). (Next Page) 
 

The screen is displayed to 
key a number that 
identifies this unit or  
 
If you use tags (Receipt 
Number) to ID your repair 
work, ProTrac can help 
you keep track with a Tag 
Number.   
 
With ProTrac you can 
search for either the 
serial or tag number.   
You can also find the unit 
based on the person who 
brought it in for repairs. 
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Once the first line is complete 
the Sales Rep can add a note 
to the line to describe the 
initial problem.   
 
You can put in a four line 
note or a single line note. If 
you need two single lines you 
can do that as well. 
 
This note has 30 characters 
that will print on the Work 
Order and the Invoice. 
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Whoever closes out 
this ticket will key in 
the labor and parts 
used to fix this device.  
 
The Labor can have a 
labor rate for each 
individual mechanic 
already loaded in the 
system. It would be 
just like an inventory 
item without any on 
hand.  

 
If Mangement 
varies the Labor 
rate for individual 
customers that 
change can be 
reflected in the 
charges.  
Everyone does 
this a little 
differently so we 
give you options. 

Each day your 
mechanic or 
inside clerical 
person can open 
up this 
information 
screen and key in 
an update on this 
unit. 
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The next two pages cover repairs that you have an outside firm do for you.  All of the above is still in effect, 
except your billing will just add a % up charge for your company 
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Repair work that is sent out to 
a 3rd Party Repair Facility 

Some repairs are sent to an 
outside repair facility.  You 
would still create the WO and 
fill out this information so 
anyone can answer the 
customer status question.  
 
This info needs to be updated 
if a repair is going to take 
longer at Matt’s Repair 
Service. 

Matt’s Repair Invoiced for 
$75.00

 

Matt’s Repair has sent you an invoice for $75.00 for this WO.  
The first line on the WO has no cost so ProTrac displays this 
screen so you can put in the $75.00 cost and whatever your 
mark up is for this job.  For this example I have billed for 
$125.65. 
The invoice below would also be an electronic invoice. 
 

 

ProTrac’s Work Order 
Program 

Parts Back Orders:  You can 
Back Order Parts for a WO 
and when the parts arrive 
they will be for WO 4985. 
 
To keep paperwork 
manageable we handle a 
back order for a WO 
differently than a normal 
customer back order.  
 
Contact Mel Carney and find 
out how we have made this 
more user friendly. 


