ProTrac Work Orders

Repair by your Service People or Repair
done by an outside service
both handled by ProTrac

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 3" 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.

Mel Carney
Professional Data System:s, Inc.
6/3/2015
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Work Orders on

Y4 pRO-Order Lookup |'2| |'-_| |'E|E|
ProTrac Qrdier Lookup PRO PoTrac(R) 82302  MOC 080005

This is the first screen of our

Account¥ 32MDOT 32ND ST, CONSTRUCTION Ordert: G086
Work Order. _
e Bt i G ihe erelar fe | Ship To: 1 32nd St Construction Taken By: MAaF
virtuaIIy free form. The SR Contact: PAT ELMER OrdType: W Ord Date: 05/20/2015
can key anything that Phone: (G02) 876-5543 OrdClass: S OrdStat 0 Company: ARZ
describes the tool, machine, Category:
or Ve_h'de' o Descrigtion SellPrice] /| coreSel|  Extended|T ~
In this case it is Quincy [EE—
Model 325 Compressor that Comrment

is leaking oil. Comment

As soon as the line was

keyed the Question comes Quincy Model 325 Compressor that has an
up about recording Serial I e T L

. i product in your inventory as the first line of
Numbers (31 Alpha Numeric the Work Order is Free Style.

numbers). (Next Page)

Sub-Total: 0.00 Tax: 0.00 Total: 0.00

Serial Number 1| The screenis displayed to
key a number that

Order Mo: 6120 Line Mo 1

Contact PAT ELMER Phone: (602)5T6-5543 If you use tags (Receipt

Number) to ID your repair

rfCale 2 ] work, ProTrac can help

Sec#|Serial Nurmber Receipt Number ~ you keep track with a Tag
196847 4 Number.

As soon as the line is keyed before you exit the first line
of the Work Order - ProTrac asks if you want to key the With ProTrac you can
Serial Humber. If you do then this screen will he .
displayed and you key in the units serial number 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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! 1 pRO-POS Part 2 = LEX
FOS Part 2 PRO FProTrac(R) 8.22.02 MOC posfiig
Acct No: 32ND01 Phone: (602)876-5543 Crder No: 6120 Order Type: W
Name: 32ND ST. CONSTRUCTION Ship Name: 3ind 5t Construction
F/L  [tew Number [Description [T]  ow]  setPrice]s] cCoreSen| Extended|T[~
W 1 100

QUY QUINCY MODEL 325 LEAEING OIL 0.00 0.00 \
*E 0.00 0.00 000\

TWO ASTERISKS INDICATE A COMMENT LINE AND YOU
CANPUT ON AS MANY COMMENT LINES AS ARE NEEDED
THE COMMENT S ARE PRINTED ON THE WORK ORDER
AND THE INVOICE.

Comments: [THIS IS AN OLDER UNIT THAT IS LEAKING AND BURNING OILA

[

TABBACK-TAB=Navigale, Fi=ltam Browse, Fi 2=Catalog, 7=0plions

Enter comments for this line item or ? for standard comments.

THIS IS5 THE PRINTED VWORK ORDER THAT CAMN
BE GIWVEM TO THE MECHAMNIC OR PUT UP OM THE

15 HOW 1IN PROTRAC ACCT MO: 3ZMDOL

TIME THAT IS ASSOCIATED WITH THE REPAIR. PO NI :

S0OLD TO: SHIP ToO:
FEMND =ST. COMSTRIICTION EE1d S
Z9012 M. 3IEZMD =T. EZ901Z M.

PO EOXN 1SzZ7 PHOEMNINM, AZ S5053

STUITE 1&zZE
PHOEMIX, AZ 2E0L5S
s

PAT ELMER PH: (E0Z ) 87&—-5543 LULB = N =
Fasi: (E0Z14535-5554 O R I E R

e ——QUAMTITY———*
LESCRIPTION SHIP

QUINCY MODEL =2ZE5 LEAFTMNE OIL 1

SHOP'S BULLETIN BOARD. THIS VWORK ORDER DATE: O&s03/Z01E TIME: 13:E5Z:-<0
ANYOMNE CAN KEY IN THE PART S AND LABOR L3 IDCSREFP: MDC s STTE JOE:

OR THEY CAN CHECK THE STATUS OF THE VWORK SHIP WIA: Cuastomer Pickup
DRDOER. TA> EXEMPTH: 95843

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.

TEPRPMZ: Z%10 MET3Z0

PAGE: 1

ORDER: &1z0

Construaciion
ZEMND» =T

Sg: DES9E74 g D
THIS IS AN OLDER UNIT THAT IS LEMNING AND BURNING OILA
¥OU CaM PUT IN AZ MANY COMMENT LINES AS ARE NEEDED

EMSTTRE THAT ALL PARTS AWND LAEOR HOUTRS ARE GIWVEN TO MALARY I
ACCOUNTING BEEFORE 4PM EACH DAY

RECEIWVED EY
RO

SERIAL HUMBER IS
HOWVY PERMAMENTLY
ATTACHED TO THIS
COMPRES SOR

YOU VVILL BE ABLE TO
FIMD THIS UNIT VWITHITS
SERIAL HUMBER FROM
HOWVW OMN

SUE TOTAL:

TA:
Deliweaerss
IMY TOTAL:
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ProTrac Work Orders | 2015

J Y4 order Info : _ Each day your
mechanic or
Order Information inside clerical
person can open
Tech: Mel Carney up this
Bin Loc: information
Status: | This is an older Guincy unit and is in need of TLC. Itis leaking oil and staring to screen and key in

smake.

an update on this

This arder information would he where the mechanic lets everyone know that parts unit.
have heen ardered or they will be done tomarrow marning.

Each dayyour mechanic can log onto this info file and update the information.
Thenwhen the customer calls, anyone can open up this information page and let
the customer know what is going on with their repair.

Date: OEM212015

Whoever closes out R —————

f pR. —_——
this ticket will key in o LT = FEX
the labor and parts FPOS Part 2 PRO FPraTrac(R) 622302 Maz posd009
used to fix this device. AcctNo: 3INDO1 Phome: (602)876-5543 Order No: 6120 Order Type: W

Mame: 32ND 5T CONSTRUCTION Ship Name: 32nd 3t Construction

The Labor can have a BL |[item Numb [Descript [T] | SellPrice]/| Covefel| Extended|T|»
labor rate for each ! em Number escription Qty ellPrice]/ OreRe ende e
T ) QUY QUINCY MODEL325  LEAKING OIL W 0.00 0.00 000 N
e st o Conment N 0.00 0.00 0.00 N
already loaded in the = Cotment N 0.00 0.00 0.00 N
system. It would be QUY 2013402000 SEPARATOR, &/F -8TAGE, 3 5 146,59 0.00 146,59 N
just like an inventory QUP 11058934002 AY,CON-ROD [HF) 5 479.58 0.00 47958 N
item without any on QUP 0850010006 AIRNET FLANGCE GASEET 10§ 35.23 0o 823N
hand. OIL-TOOL-T Surmer Tool Oil 4.58 0.00 2290 N

LABOR CHARGE Hourly Serwice Charge 70.00 420,00 1
If Mangement 'LAE | TRAVEL MILES PORT TO PORT TRAVEL |8

varies the Labor
rate for individual

Of: 9 Sub Tot: 1,160.55 Taz: 0.00 Total: 1,160.55
customers that
Change can be Dese: PORT TO PORT TRAWEL T T T e WWhght: 0.00
Q List: 0.75 Ngtes;ﬂ someone in accounting would key in the parts

reflected in the labor and miles traveled onto the work order.
char es The Work Order can be left alone and more paris

EEs and labor added tomorrow or you can invoice CM2: 4600
Everyone does E
this a little Sort ‘ Cancel | Back ‘ Finish ‘
diffe I‘enﬂy SO we F2=Finish Qrcler Opbions, ESC=Exit & Finiah Latar

give you options.
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Y4 pRO-POS Order Browse

FOS Order Browse

ProTrac(R) 6.23.02

Search:

RequiredbDate
WEF03F2015 |
0572972015
f 0572952015
Hosszerfzo1s
0572072015
12f12 2014
1171872014

Drderf|Aiccounti
6120 32NDO1
6119 FMO1
6114 FMO1
6111 14THSETO1
6096 I2NDO1
5907 14THSTO1
5869 14THSTO1L

Sta|51=ID
F2nd
FM
FM

5t. Construction D6 Ff03F2015
05729752015
052972015
05Ff28F2015
05f20f2015
121272014

11718720142

STREET
5t . Construction
STREET
STEEET

1050172013 5833 FMO1

i < |

10f01720143

order Type:
- POS
COrder Status:
o Al Dpen
Sort'Srch By:
&+ RHeqg Date

Quuote " Transfer * wWiork Order

" QOrdered " Backord " Hold oAl

T COrdert " Accht " BalesID

FarsSrch

7 Ship Mame

This is the list of Open Work Orders that are being
worked on currently. Accounting can complete
right from the last screen of the Work Order Or they
can go to the Work Order screen Ildentify the
customer and display the work order.

At that time they can add more items or simply
invoice the Work Order,

7 lnvoiced

 dobs# O CustPO

Exit

ESC=Exit

Press the F12 key to export the order data to Excel.

Qutput Options

dfltpri2

Available Printars: |WAIN-SRWVEOMNICA 361 PCL

When Accounting Invoices this screen will appear. How the
customer wants to get their invoice has already been
preselected. In this case they want the invoice to be
emailed.

If the customer is standing there and wants a printed copy,
give them one and still email the invoice to their Accounts
Payable department. You can also fax with Fax Software.

[

[ Wiew

v EMail

To E-Mail: |me|c@pd5i.cnm

Fram E-r-nail:|

From MName: |ARIEONA UMLIMITED, IMC.

Subject; |Demunstratiun of ProTrac Electranic Invaice Progr:

5|Page
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ProTrac*

Professional Data Systems, Inc

662 SE Bayberry Lane, Suite
Lea's Summdt, MO 64083
Phone: (816) 554=3010
Fax: (B16) 554=3130
wowny sl com

Invoice

| reoicr Dgle

IMvoicn Mo

105 | nEOZIOS

3155

Tima

Crgar Mo

ZZaFM

ACCE Mo

SRZMLIM

SHp TR

GEML ET COMETRUCTICH
20012 M. 3EMDET

Gamd 1 Construclion
29012 M. 3ZN0D ET
FHOEMIE AZ ESGS

PO EDX 1627
SUTE 1625
FHOENIX, AZ B506E

LIEA

Conlac

Fhone

Tems Coda

Cusicmar F O

HETE

FAT ELMER

(B2 ETE-S5d3

2% 10MET 0

SEESd

RIC

Zpacigl Insruclions

Ehip Wia

Tayx Exampl Mo ElsRep

Cusiomar Fickup

ESE5d3 EUE

FiL limm Myumber

Dascriplicn

Cuandily
Crdrrad

Cuanlily
B

Cuandily
Shipped

Sl Frice Exl Frice

QUANC Y MODEL 335
ik BEESTA

HIS 18 A OLDER UNIT THAT
FFOL AR FUTIN AS MARY
F0A340Z000

CESEE 0T

CESDOADOOE

QIL-TaaL-T

T

LABOR CHARGE
TRAVEL MILES

ENSURE
ACCOUN

LEARIF G 1L

18 LEAKING AND BURN NG OILA
IMMENT LINES AS ARE REEDED
SEPERATOR &F Z-85TAGE Z30CFM
AY GO -ROD HP)
AIRMET FLAKGE GASKET 1004 M
Rummer Tool 08
2oz
Fourk Sevice Change

PORT T POR T TRAVEL

75 CENTS FER MILE

THAT ALL PARTS AND LAB(Q

bR HOURS ARE GIWMEN TO M4
TING BEFORE 4PM EACH DAY

L& o

LR [N

0o 0o

This would be a normal 8.5 X 11" invoice that is
sent out as a POF, Directly from ProTrac.

This form is EMAILED Directly from ProTrac

Mo

Rocs bad By

Thank You

Tax Tojal
axahble Tolal

11E0.55
o.oo

| FiercR

Sub Tolal

Mis: Chargas

Liscount
Tax
FraigHl
Tolal

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

6|Page
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Repair work that is sent out to
a 3" Party Repair Facility

Some repairs are sent to an

outside repair facility. You

o0 e rveor Swice would still create the WO and
Bin Loc: [‘T!S Kedzie

Work Order information
14 WorkOrder Info

Work Order Information

fill out this information so

Status: [Sent for repairs on 0330:2010

Date:[03302010 anyone can answer the

customer status question.
When it is decided where this unit will be sent then you
would fill out the Work Order Information with the

Company and address. Includes the date it was sent This info needs to be updated

out to be repaired.
if a repair is going to take
longer at Matt’s Repair

Enter the work order status

Matt’s Repair Invoiced for Matt’s Repair has sent you an invoice for $75.00 for this WO.

$75.00 The first line on the WO has no cost so ProTrac displays this

N — screen so you can put in the $75.00 cost and whatever your
mark up is for this job. For this example | have billed for

$125.65.

::z:ﬂ:wg The invoice below would also be an electronic invoice.

SPO Cost [75.0000
SP0 CoraCost

¥ Each Pricing

BANNISTER AUTO PARTS DATE; I I0F2010 TIRE: L$:Z2:03

ProTrac’s Work Order
L1077 X, BANNISTER BROAD ACCT NO: AsTHANE TERMS: Dues =m l0eh
8L8 IDh: HDC ELE FEF: JON Program

FARZAT CITY, WO &4171 PO RO
SHIF VIk: Curtcmar Pickup

Fhome: (SL6FS4L-SE8T Fax: TAM EMEHPTE: S3T6S Parts BaCk Orders: You can

EILLElF AT LEES 3UHMIT. WO LOCATION PAGE: 1

OERER 45E0 Back Order Parts for a WO

IMVOICE: T449%

F0LD TO: HIF To: and when the parts arrive

ALT MANUFACTURING ALT MANUFACTURING

eos trocer they will be for WO 4985.

EAREAZ CITY HO S4134 Eansas Cicy HI €4L13L

e s 2owanenn ..., | Tokeep paperwork
e QAT LT - - - ) BT manageable we handle a

FL ITEN WUMBER DEBCRIFTION ORDER EFHER BErQ FRICE ATUNT

e back order for a Wo
e e e A e T * pee sesza oo oo differently than a normal

ZIT REFAIR RERPAIR 1 1 4 1i5. 65N

The unit will not hold pressure. After £ minutes it will customer back order.
hardiy pusp £ Gallons a Second

Touw Cam pat in afF Euch Jescripcion abouc che bill as

you mmed for the curtomer

ENEURE THAT ALL PARTZ AND LAEOR HOURS ARE CIVEN TO HMARY IN Contact Mel carney and flnd
ACCOUNTING BEFORE 4FF FACH DAY .
out how we have made this

Irnvedcs total das by 0571002000, EIfE TOTAL:
WEIGHT: oo TAMKBLE: . q
TENDER: 00 CH  NOM-TAX: 126, more user frlendly.
o CHANCE: [11a) LABRGR: - T -
FECEIVED BT Delivary
® TET  TET FUEL SURCHG: . INV TOTAL:
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