Data  ( the Data Entry selection)

The Data selection has several drop-down options. These are the choices you will use the most. This is where you will enter the day-to-day repair and fuel information. You can handle work orders and keep your maintenance schedules.

Repairs

Add a Repair Record is where you add a record of work done for one of your vehicles. This would be for work done by an outside shop or when you do not want to create a work order where you simply show the vehicle, the parts and labor cost and a short note about what was done.  Note that if you enter just the hours and not the labor cost, TRUCKS will calculate the cost from the average shop labor rate you enter into the configuration file.

Create a Work Order lets you enter up to three complaints for work on a vehicle. The number for the work order is taken from your file and is the last work order number PLUS ONE. Here you show any discounts to be applied to the cost of parts used. A work order is created for one of your vehicle NUMBERS.

Print a Work Order   After the work order is created, you can choose to print a copy of it to send to your shop. You may choose to print the one you just created or print a different one by entering that work order number.

Finish a Work Order     is for entry of the information that comes back from your shop. You will enter the Work Order Number and then the details about parts used, work done, time used, etc. to complete the work. 

The first thing to enter is the individual parts used for the order. Parts are identified by complaint number (1, 2 or 3). You can enter either a House Number for the part or scan in the barcode. Enter the quantity and TRUCKS will search your inventory for that part. If you have the quantity you listed, the part(s) will be removed from the inventory and added to the work order parts list. If the part is not found to be in stock, you can enter it as a Non Stock Item and show a description and cost for it. If there is not enough of the part in your inventory, you will have that error reported. If so, go to the third complaint screen and Abandon this completion and correct the  discrepancy in your inventory before you complete this order..

Next, you add the details for the work done. Work order information is added one screen at a time for the three complaints on the order. The cost of parts you entered earlier will be noted on each work done screen. If you do not enter any work done on a complaint, no repair entry will be made. 

When the screen for the first complaint is finished, click on Next Complaint and enter similar information for that one. The Done By information is carried over from the first complaint but you may change it if it is different. Then, click on Next Complaint and enter the information for the third one.

If you decide that you do not want to complete the work order at that time, you may continue to the third complaint screen. At that screen, you may choose to Abandon the completion. If you abandon it, all of the parts that were drawn from you inventory are returned, all of the details you entered on the work order are cancelled and the order is marked as not completed so that you may do the “finish” work at a later time.

At this point, everything should be entered. You can go back and look at the other complaint screens by clicking on the edge of one of the other screens that appear to be behind the one you are viewing. A click will bring a screen “to the front” so you can see it. Always finish up at the third screen. If all is in order, click on Continue and the work order will be completed. When you have entered all of the information and continue from the third complaint screen, the work order is recorded, inventory is adjusted and the repair information is sent to your repair file.

If you do the scheduled inspection work on a Work Order, you would still do the Do Periodic Inspection Work entry so that it will update the schedule. Do not show any repair costs for the inspection if it is shown on the Work Order since it would cause double entry of that cost. Just show the work done and leave the cost boxes blank.

     Note:  When entering repair or work order information, if you only enter the labor Hours and no Labor Cost, TRUCKS will use the hours and calculate the cost from your Labor Rate shown in your configuration settings in Toolset.
     Also, If you do not enter the Total, TRUCKS will calculate the Total from the parts and labor cost.

When an order has been completed, you can print a copy of the completed work order with the

      Printed Reports/Work Order/Completed Work Order

selection. That printed order will show the three repairs and will include a listing of the parts used for the order.

Distribute a Charge      is the last selection for repairs. Here you can enter a charge that you want to be divided among all of your vehicles or all in a division. This may be some charge that you want to be spread to all of them. Perhaps an insurance payment or a charge for cleaning the parking area, etc.  This will count how many vehicles and divide the charge by that number and write a repair entry for the charge to EACH of those vehicles.

Do Periodic Inspections      is used to enter information about work done for a vehicle routine maintenance or inspection job. This is for an A, B, C, D or an annual DOT or other inspection such as is on your Maintenance Schedule. This entry is quite similar to a regular repair entry except that this entry also triggers the updating of that schedule for the next inspection.

Fuel  Fuel entries are pretty straightforward. Just as in other entries, you can leave some things for TRUCKS to calculate. If you enter any two of the three fields - Quantity, Price in Cents or Total Fuel Cost, TRUCKS will calculate the third one.

The Data/Fuel/Fuel Card Service selection provides a means of moving data from fuel card systems into Trucks. Read the information at the choice for Prepare Fuel Cards to learn what must be done to move those fuel records in.

Road Tax Data   is where you enter information about travel distances - information that can later be used for reporting road taxes to various states.  You can enter data for loaded or unloaded and for toll roads if needed.

