Enabling Repair Orders and Setting Repair
Preferences

Overview

There are 2 types of Repair Order, Internal & External.

¢ Internal
o Repair
® Taking broken item in my inventory and repairing it to keep it in stock.
e External

o Return & Repair for Customer
® Customer sends in a broken unit, you fix it and return it to the Customer
o Return & Repair for Stock
® Customer sends in a broken unit, you fix it and return the Repaired Item to Stock
o Return & Replace
® Customer sends in a broken unit and you Replace the Item, sending them a
Replacement immediately after inspecting the unit.

Learn More about Internal Repair Orders

Learn More About External Repair Orders

Enabling Repair Orders


http://help.ordertime.com/help/creating-an-internal-repair-order
http://help.ordertime.com/help/creating-an-external-repair-order

Admin » Company Preferences

« Company Preferences

Section Repairs
General [[] Disable Repair Orders
Activities
For customer repair orders, allow adding a lot or serial no if not contained in the list.
Doc #s
Roll up component prices to sales order.
Items
Allocate components when a repair order is created or when a component is added.
Inventory
sl Scan lot or serial number while creating a Repair Order
ales
Shipping Default Repair Bin:
A
Payments
. Default Account
Purchasing
h
Receiving
Production

Lot / Serial #s
Repair Orders
Rentals
Mobile

Mail and Calendar Integration

e Head to Admin > Company Preferences > Repair Orders

® Uncheck the Disable Repair Orders preference

® |norder to add a lot or serial number for repair orders, check the option called "For
customer repair orders, allow adding a lot or serial no if not contained in the list." (Optional)

® Roll up component Prices to Sales Order (automatically set price on SO line based on
components prices)

e Allocate Components when a Repair Order is created or when a component is added

® Scan lot or serial number when creating a Repair Order (not only allows user to scan in serial
number instead of typing but can find associated item also if not allowing duplicate lot/serial
numbers)

® Select the Default Repair Bin (Optional)

o (lick Save

Creating and Editing the Repair Item Group

The Repair Item Group is VERY similar to Service Items that you use in the system already.
Components are used like a Bill of Materials that makes up the Repair Item. So you have your
components, you repair the item similar to a Work Order, and you end off with an Item.



OrderTime @ AllOrdersDemo Sandbox  toge: @

& Repairs © Warchouse

Admin » Profile Lists » Item Group

@ [Se ] v |

Active Status Repair Items Group
@Active (O lnactive () Both Nome [T
Records ShortName | RPI

21 Solution Item Type M

Is default

Active

UOM Set | EACASE 12 “’
Is Sold
IsUsed [

s Purchased []

Item Cost Type | Sum of Bill of Materials v

0O 0000000 O0DO0O0O0O0O0CQ

Total Records: 14

® Head to Admin > Profile Lists > Iltem Group

e Hit the plus sign on the left to create a new Item Group

e Set a Name & Short Name

® Make sure the Item Type is Repair

® Set the Default Accounts: Income Account, Expense Account

® Make sure Repair Items are either Sold, Used, or Purchased depending on your business

Setting up the Doc Statuses for your Repair Orders

Similar to Doc Statuses for other types of documents, you can customize the statuses you use for
Repair Orders.

OrderTime & All Orders Demo Sandbox  togow: @
® Purchasing 2 Production
Document Status =3
Sales Ord:
Quote Name Type Active Actions
= New Processing true
Waiting for Approval Payment Pending / Not Ap... | true
= Approved Approved true
= Received Received true
= Void Voided or Not Processed  true
= Closed Closed true

sz 3F 2

® Head to Admin > Doc Status > Repair Order
® Change the Names as you see fit if you'd like to customize
® Types used for Repair Orders include:
o Processing
Payment Pending / Not Approved
Approved
Received
Voided or Not Processed
Closed

O O O o o



Use a Sales Order Custom Field for Sales Order
Type

Important: We recommend that you create a Sales Order Custom Field to delineate whether the
Sales Order is for a Sale or a Repair. This is for External Repair Orders. External Repair orders are
always started with a Sales Order that you add a Repair Item to which begins the whole Repair
Order process. You can use this Custom Field to identify Repair Sales Orders on the Sales Order
List and to filter them out on Reports.

OrderTime © AllOrdersDemo Sandbox g @

Admin » Custom Fields

Custom Fields © Add Custom Field

cccccccccccccc

0O 0000O0OO0OOOOOOGOO0O0

Head to Admin > Custom Fields

Select Sales Order

Click Add Custom Field in the top-right

Caption it as Sales Order Type

You might want to make this a Required custom field
Choose the Type: Pick List

Make a Value for Repair and a Value for Sale

Click Save



Admin » Page Layouts » Page Layout

Edit Details Page for Sales Order

Revrt o oefault | e |

Properties Widgets =
General Bill Address Ship Address Summary
No. Sample No. WWIDGETS INC - 0.00
Customer Sample Customer MIAML R B 000
Promise Date 10/18/2021 Total Margin 100.00
. Customer PO Sample Customer PO Total Margin 10.00 000
: Contact Sample Contact Percentage 000
e
Items. Details. Memo & Instructions Custom Payments Ship Docs Dependency Attachments Open Activities Activity History ﬁ
- PartNo Sample Part No
8 Project 10/18/2021
- Ship Zone: Sample Ship Zone:
b Ship by Date 10/18/2021
® Head to Admin > Page Layouts
® (lick on the Sales Order - Details Page
® Drag Sales Order Type to the Custom Tab
e (lick Save
Qraer nime & All Orders Demo 5andbox oLt L]

# Home

Warehouse

Admin » Page Layouts » Page Layout

Edit Editor Page for Sales Order
Properties  Widgets =

Allow Ship P

Bill Address Al Contacs

Bill Address Alt. Phone

% Repa

Customer ABC Customer Lid

No.
Bill Address Care of E—
Bill Address City
Bill Address Con: =
Address  Defaults

Bill Address Copy changes to
customer

Bl Address Country
Bl Address Emal

Bl Address Fax

Bl Address Floor/Sute

Bl Address Name/Company

Bill Address Phone

Bill Ad ales Rep

Bl Address Seate/Prov./Reg.
Bl Address Srees

Bl Address Websice

Bl Address Zip/Postal code

Budget

Contact
Contact Funcrion

Currency

= Sales Order Type

Test Cust Field

DO this

PareNo
Project

Ship Zone:
Budger

™

Ship by Date
Order Lead Time
Contact Function

REP SN

Date

101182021

z X

Memo & Instructions  Custom T3y

Sample Test Cust Field

Sample ParzNo
1011812021

Sample Ship Zone:
100.00

Sample CM

1011812021

Sample Order Lead Time
Sample Contact Function

10.00

Sample REP SN

® Head to Admin > Page Layouts
® (lick on the Sales Order - Editor Page

® Drag Sales Order Type to the Custom Tab
® (lick Save

Promise Date

10118/2021

Editing the Profile Lists —

Repair Order Type, Problem Codes &

Warranty Type

Customer PO

Sample Customer PO



Under the Profile Lists you can customize the Repair Names you want to have in the system and
their corresponding Repair Type.

@rderTime

# Home = Purchasing & Production & Repairs © Warchouse € Reports

Admin » Profile Lists » Repair Order Type

Repair Order Type

Active Status

(@ Active () Inactive () Both T ek
Records [+]

Name | Internal Stock
Internal Stock L]

Repair Type  Repair v
Repair =]
R Isdefault | |ooerna) Seack

Return & Repair For Customer [<]

Active -
Return & Reoair For Stack o Return & Repair For Customer

Return & Repair For Stock

Return & Replace o Return & Replace

Total Records: 5

Head to Admin > Profile Lists > Repair Order Type
Create new records by clicking the Plus Sign to the right of the word Records
You can edit the Repair Name
Choose the Repair Type:
o Repair
o Return & Repair for Customer
o Return & Repair For Stock
o Return & Replace

e Make your custom type the default with Is default or make certain types Active or Inactive
e (lick Save

Warranty Types

@rderTime

® Purchasing © Production & Repairs © Warehouse

Admin b Profile Lists » Warranty Type

Warranty Type

Active Status New Customer - 1 Year

@Acive O Inactive () Both Name | New Customer- 1 Year

s © Description | When the customer first purchases, they can have a default 1 year
3 Vear Warranty o warranty. This covers parts and labor for approved repairs

New Customer - 1 Year -]

Default length of warranty in days: | 365

Total Records: 2 Active

Head to Admin > Profile Lists > Warranty Type

Create New Warranty Types by clicking the Plus Sign to the right of Records
You can set the Warranty Name

Include a Description of what the warranty covers

Set a Default Length of Warranty in Days (eg. 1 Year = 365)



e Set the Warranty to Active
o (lick Save

Problem Codes

Problem Codes are used to track recurring things that can happen to an Item that needs to be
repaired. Multiple problem codes can be applied to a Repair Order. You can make up and
completely customize your Problem Codes.

@rderTime

# Home ™= Purchasing @f Production & Repairs & Warehouse € Reports

Admin » Profile Lists » Problem Code
Problem Code

Active Status LED Qut

@ Active () Inactive () Both

Name LED Out
Records Description | This securs when the LED flashes twice.
LED Out

Motar Qut of Service

Track Broken Active

© 0 0 0@

Track Missing

Total Records: 4

Head to Admin > Profile Lists > Problem Code

Add a new Problem Code by clicking the Plus Sign to the right of Records

You can set the Problem Code Name

Write a Description for what causes the Problem Code or how to identify the problem
Set the Problem Code toActive

Click Save

Add the In Repair column to the Inventory List

This column shows the quantity of that Item that are currently in Repair. This is very helpful to get
an at-a-glance look at the stock that is being repaired.



@rderTime % All Orders Demo Sandbox

¥ Purchasing

Warehouse » Inventory

G
. inventory 8 8 &
Open FullList
G (= <) (e a
Recent Records
O e DEscarPTIoN LocaTion o LoT/ sERiAL NUMBER AvaLAsLE o eemaTionoATE N RepaR
O  sowmr Ha Floor & 101872021 000
[m v Floor @ 101872021 000
=] Sushi Mari Mouids o plus Ha e 2102 200 & 117202020 000 2000
=] 1 Trays v Floor a3sa19 000 & 2212019 000 20350
=] Parss Ho = 23088 83350 & 102572020 000 15800
o O e = 101872021 000 15335
P o m 101872021 000 12400
O  soxom —_— 101872021 000 7610
[ Fiters  Columns | Other e o o
D Therapeutic Skin Cream Available columns Selected columns 3/30/2018 0.00 60.00
g e P S M e - T 101872021 000 5600
[m ) Avaible O Descriprion = anvzon 000 00
o m Avaiable and Uravailable Remov® | caion v 101872021 000 2000
O o . © & = 1on8r2021 00 286
o Lot/ Serial Number =z 81612019 000 2200
o Available 22112019 000 2000
o e vow s ez 0t 000
O Expiration Date 101872021 000 18.00
o m o InRepsic 101872021 000 1400
O w Gaies . Alocared = 12019 000 1200

e

Head to Open Full List > Inventory

Click the cog in the top-right of the list
Click on the Columns Tab

Select the In Repair column and click Add
Click save



