Work Orders — Pro 9
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Work Order Functions:

CAP Software upgraded the work order process to allow tracking of multiple vehicles, items and/or equipment
information. Work orders can also track the details of work required, estimated completion dates and times as well as
track the status of the work orders (ready for pickup, work order due by, work order in progress & cancelled work

orders).

How To Configure Work Orders in CAP:
1. From the CAP SellWise back office toolbar, select Help> Configuration>Cash Drop/Check
Cashing/Lottery/Layaway/Frequent Buyer /Deliveries. (See image below)
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2. Scroll towards the bottom of the page to the section named Work Orders and set Define Customer Items for use

on Work Orders to Yes. (See image below)

WORK ORDERS
Define Customer ltems for use on Work Orders Yes

Work Orders used on Vehicle

‘Work Order ltem Template ManufacturerModel:Style:Miles:
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3. Set Work Order used on to the necessary option that closely represents the type of Work Order you wish to use.
The choices are:

e N/A —This means that you will not be entering specific information into your work order. (See image below)

e Jtems

e Equipment

e Vehicles
P —
WORK ORDERS
Define Customer ltems for use on Work Orders Yes
Work Orders used on Vehicle
Work Order ltem Template NIA

Items
Equipment
Vehicle

4. Create a Work Order Item Template if desired. Please note, by applying a colon : at the end of any word or
sentence, your cursor will go directly to the right of the colon after pressing Enter when creating new work
orders in the POS. Also, the maximum number of lines per work order template is 5. (See image below)

z Work Order Item Template O x
Note Edit Tocls

Manufacturer:
Model:

Style:

Miles

Time Date Print Accept Cancel

5. Press Accept to save the changes and Esc Exit from Configuration. Then, properly close out of CAP SellWise.
Upon reopening CAP SellWise and CAP POS the work order feature will be enabled.
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How to Create a Work Order:
1. Open CAP POS and select the appropriate Name the work order will be for. Then, add the necessary Item/Items

that should be included in the work order. (See image below)

MName

PriceCheck  Quantity ltem

S-Ventures
Qty Bill Herring

3

Open Dept | Operations

CAP Software

3 Item(s)

Sub Total
€ Printer ON
Sales Clerk Tax

Total

$5 $10

$50 $100

Exact
Change

Exceptions

Tender

Value | CHECK CASH

LOTTO LOTTOUT

&

| CreditCard |

220.00

18.15

238.15

CcC

L 1]
Gift Card

On Account

S-Ventures
Bill Herring

3 Item(s)

Sub Total
Printer ON
Tax

P
Configuration

Transaction

-
Ship To

Internal Use

|

Calendar

Money

%

Cancel

Special

o Cashilrawer
Layaway Report

Find
Transaction

-3

Paid Out

Layaway PullUp

= Drawer Count

Suspend

Dollar Amt.

Layaway
Payment

Find Suspended

Gift Cert

Pick List

Mobile Import

[ 1]
Gift Card

220.00 Save Rhdurring

Invoice

Cash Check

18.15
B
Save Delivery

238.15

Cash Drop

Work Order

Send files to
Fintech

www.capretail.com, sales@capretail.com, support@capretail.com

(800) 826-5009, Monday through Friday, 8:30am-5:30pm Central Time



http://www.capretail.com/
mailto:sales@capretail.com
mailto:support@capretail.com

and then press Select. Please note this information can be used for future work orders for the selected customer

as it saves to the customer’s file. (See image below)

3. Add necessary information in conjunction with the work order template into the text box and press Save Info

S-Ventures
Bill Herring

3 Item(s)

Add New
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Previous
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4. Enter the instructions for the work order. Select an Estimated Completion date if necessary and then press
Accept. (See image below)

S-Ventures

Bill Herring ModelF1504Xe
Style: Lariat
Miles: 70,342

Details of work requir

Commments from Worker on completion

3 Item(s)

Sub Total 220.00

Tax 18.15

Total

238.15
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5.

Make the selection to either Print out the work order or to Suspend Sale (save and suspend the work order)

depending on your business needs. (See image below)

S-Ventures

Bill Herring
A = z
Configuration Calendar Cancel

Transaction Money Speci Output

4 Cashildrawer
Internal Use Report

~d - - Drawer Count
jetlon Pald Out
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Below is an example of what a printed work order looks like.

CAP Software WORK ORDER

4100 International Plaza
Suite 510

Fort Worth TX 76109.4844
Phone: i
Toll Froe: (800) 826.5009 Store £1 - Station #1
capRetail.com DATE: 0510622016
PAGE
1
TaxID#:20100115
soLp Bill Herring
TO: S-Ventures Manufacturer. Ford
Dalas, TX 76709 Model F150 4X4

Phone: (817) 249-1990 Style: Laniat
Mies 70,342

Replace pads Front and Rear. Tum Rotors, Inspect Front end as customer states steering eradic
Estmated Completion: 05/06/2016

oy | ITEM NUMBER | DESCRIPTION [ ueTmicE | TOTAL

Front Brake Job 70.00 70.00

1 Rear Brake Job 70.00 7000

1 Front End Alignment 9167 9167
3ltem(s)

Sub Total 231.67

Tax 8.25% 19.12

Total 250.78

Prepared by H

Suspended as Heming111

RN
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How to Edit a Work Order:

1. Open CAP POS and select Operations>Work Order. Select/highlight the work order you need to edit and press
Accept. (see image below)
From this screen you are also able cancel a work order. Simply select/highlight the work order and select Delete.

e From CAP PQOS, you can also scan the bar code at the bottom of the work order which will bring it to the POS
screen.

2. Add/modify the items necessary on the POS screen to the work order. Then go to Operations>Save Work Order.
3. Add/modify any notes in the Details of work required and press Accept. (See image below)

Lot} B i @ & o

PriceCheck | Quantty |  lem | Name Open Dept | Operations | Exceptions
S-Ventures
4 Bill Herring

Aonpt
Cancel

[l [Froct Rotors needed replaced. The Rod busting
noeds repced

Estimued Completion | 510720% =] e
[ 4sb Compieed
Commmants from Warker on compltisn

ClPicked U

4 Itam(s)

Sub Total 350.00
& Printer ON
Sales Clerk Tax 28.88

8.88
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How to Finalize/Complete a Work Order:
1. Open CAP POS and select Operations>Work Order.
2. Select/highlight the work order to complete and press Accept.
3. Select the appropriate Tender type which will then ask if you would like to Review/Edit/ Print Work Order
details before Completing Sale?
4. CAP suggests selecting Yes so that you can enter final work order notes. However, you may select No if notes do
not need to be added for completion. (See image below)

S-Ventures
Bill Herring

4 Item(s)

Sub Total 350,00
&
Sales Clerk Tax 18 58

HELLO

S-Ventures
Bill Herring

4 ltem(s)

Sub Total 350.00
Printer ON
Tax 28.88

378.88
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6. An option will appear to print the work order one last time.

7. Select the payment method and proceed to finalize the transaction. The work order has now become a sale and
will no longer appear in the work order list.

How to Recall Or View a Completed Work Order:
1. Open CAP POS and select Operations.

2. Select Find Invoice and then select/highlight the invoice that the work order is associated with.
3. Press View Work Order. (See image below)

[Descngtion

Front Brake Job
Rear Brake Job
Front End Algrment
Ford F150 Front Rotor

8275 8275
8276 8276
8277, 8277
8278 8278
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Work Order Reports:
4. From the CAP SellWise back office tool bar, select Reports.
5. Beneath the Customer section of Reports, select Work Order. You will see 4 different reports to choose from:
(See image below)
> Ready For Pickup — This report shows all work orders that have been completed and how long they have
been complete.
» Due by... — This report shows pending work orders with the desired completion date.
> Work in Progress —This report shows all open work orders.
» Forecast Requirements — This report shows items by department that are needed to fill/complete the
work order for a specified ending date range.
» Cancelled — This report shows all cancelled work orders as well as who cancelled them and when.
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