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lesson 1: InTRoDUCTIon

Welcome to the Navistar Repair Management training program – Using Service  
Estimating for Dealer Administrators. This program is designed to provide an  
opportunity for you to practice using the Repair Management System.

To receive credit for completing this program, you must take the post-test.  
This is the last item in the online course grade book for this program.

administrative Tasks
In the Service Estimating Introduction program, you learned to complete both  
administrative and estimating tasks. 

In this program, you will practice a number of these tasks, including:

	 •	 Managing	your	dealer	information

	 •	 Editing	a	dealer-specific	part

	 •	 Adding	a	custom	labor	operation

	 •	 Adding	a	special	customer	labor	rate

	 •	 Mass-editing	customers’	estimating	information

	 •	 Running	a	report

estimating Tasks
In your role as Service Advisor, you will practice a number of estimating  
tasks, including:

	 •	 Adding	a	new	customer

	 •	 Adding	a	new	service	contact

	 •	 Creating	an	estimate	for	an	International	truck

	 •	 Adding	non-International	trucks

	 •	 Transferring	trucks

	 •	 Searching	by	customer	to	find	an	estimate

	 •	 Using	the	Find	Estimate	feature

3



STUDY GUIDE |  Repair Management: Using Service Estimating for Dealer Administrators

Repair Management: Using Service Estimating for Dealer Administrators  •  © 2012 Navistar Inc. All rights reserved.

NOTES

4



Repair Management: Using Service Estimating for Dealer Administrators  |  LESSON 2

Repair	Management:	Using	Service	Estimating	for	Dealer	Administrators		•		©	2012	Navistar	Inc.	All	rights	reserved.

lesson 2: UpDaTIng DealeR InfoRmaTIon

Please hover over Dealer in the menu 
bar.	Click	on	Labor	Rate	Maintenance.

Updating labor Rates
In	the	following	simulation,	you’ll	practice	updating	a	dealership’s	labor	rates.	

The	current	labor	rates	are	a	fairly	flat	structure,	with	A-,	B-	and	C-level	skill	rates	
the same. The dealership has decided to differentiate its labor rates  
by changing the A- and B-level rates.

Labor rates are on the Labor Rate Maintenance screen, which you can access 
through the Dealer menu.
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lesson 2: UpDaTIng DealeR InfoRmaTIon

	 •	 To	change	the	A-level	skill	rate	to	$98.00, 
	 	 click	on	the	current	rate	of	$94.00.	Type	in 
	 	 the	new	labor	rate	of	98.00	and	press 
  the Enter key.

	 •	 To	change	the	B-level	skill	rate,	click	on 
	 	 the	current	value.	Change	the	labor	rate 
	 	 to	96.00	and	press	the	Enter	key.

When all changes are complete, click the Save button.
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lesson 2: UpDaTIng DealeR InfoRmaTIon

Updating fees
In	the	following	simulation,	you’ll	practice	updating	a	dealership’s	fees.	

Currently,	a	fixed	hazardous	waste	fee	of	$20.00	is	applied	to	estimates.	 
The	dealership	has	decided	to	make	this	a	variable	fee	of	10%	of	total	parts	 
with	a	minimum	of	$20.00	and	a	maximum	of	$100.00.	The	hazardous	waste	 
fee	is	on	the	Fees	tab,	which	you	can	access	from	the	Labor	Rates	tab.

The	Fees	tab	is	right	next	to	the	
Labor	Rates	tab.	Click	on	it	now.
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Now enter the 
percent to be 

applied to every 
estimate. Begin 

by clicking in the 
blank	text	box	 
after Variable. 

Type in the  
percent	–	10.

lesson 2: UpDaTIng DealeR InfoRmaTIon

Under	Hazardous	Waste	Fees,	you	can	see	that	a	fixed	fee	is	currently	applied	
to estimates. To change to a variable fee structure, click on the radio button 
after Variable.
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lesson 2: UpDaTIng DealeR InfoRmaTIon

Now set the fee basis to Parts. Options for fee 
basis	are	available	in	the	drop-down	field	in	the	
center of this row. Begin by clicking on the  
drop-down arrow. Click	on	Parts.	
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lesson 2: UpDaTIng DealeR InfoRmaTIon

	 •	 Now	set	the	current	minimum	charge	to	$20.00. 
	 	 Begin	by	clicking	in	the	blank	text	box	after	minimum 
	 	 charge	of.	Type	the	minimum	charge	–	20.

	 •	 Now	set	the	maximum	charge	to	$100.00.	 
	 	 Begin	by	clicking	in	the	blank	text	box	after	but	 
	 	 not	to	exceed.	Type	the	maximum	charge	–	100.

When all changes are complete, click the Save button.
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NOTES
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lesson 3: eDITIng paRTs 

In	the	following	simulation,	you’ll	practice	editing	a	custom	dealer	part.	
The dealership is using a new vendor requiring a different price structure 
for	Retail,	Trade,	Major	Fleet,	National	Fleet,	and	Dealer	Net	prices.

Custom	dealer	parts	are	located	on	the	Part	Maintenance	screen,	which	
you can access through the Dealer menu.

Please hover over Dealer in the menu bar. 
Click	on	Part	Maintenance.

12



Repair Management: Using Service Estimating for Dealer Administrators  |  LESSON 3

Repair	Management:	Using	Service	Estimating	for	Dealer	Administrators		•		©	2012	Navistar	Inc.	All	rights	reserved.

lesson 3: eDITIng paRTs

The	dealership	is	now	sourcing	an	arm	rest	from	a	new	vendor.	This	is	the	first	
part in the list. To edit the part, click the Pencil icon at the end of the row. 

The new vendor 
name is Harrison. 
Begin by clicking 

on the current 
Vendor name. 

Type in Harrison.
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lesson 3: eDITIng paRTs 

	 •	 Next	update	the	value	for	Retail	Price.	Begin	by	clicking 
	 	 on	the	current	Retail	Price.	Type	in	61.80.

	 •	 Next	update	the	value	for	Trade	Price.	Begin	by	clicking 
	 	 on	the	current	Trade	Price.	Type	in	60.00.

	 •	 Next	update	the	value	for	Major	Fleet	Price.	Begin	by 
	 	 clicking	on	the	current	Major	Fleet	Price.	Type	in	56.80.

	 •	 Next	update	the	value	for	National	Fleet	Price.	Begin	by 
	 	 clicking	on	the	current	National	Fleet	Price.	Type	in	55.20.

	 •	 Next	update	the	value	for	Dealer	Net	Price.	Begin	by 
	 	 clicking	on	the	current	Dealer	Net	Price.	Type	in	48.12.

When all changes are complete, save them by clicking the green 
checkmark at the end of the row.
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lesson 3: eDITIng paRTs 

The entry for this arm rest is now updated 
with the new vendor and pricing.
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NOTES
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lesson 4: aDDIng an opeRaTIon

In	the	following	simulation,	you’ll	practice	adding	a	custom	dealer	operation.	

The	dealership	is	offering	a	promotion,	Front	Wheel	Pull	–	$80	per	axle.	The	related	
operations are to replace the brake shoes, brake drums and air chamber. 

You can set up a custom operation by accessing the Operation Maintenance screen 
through the Dealer menu.

Please	hover	over	Dealer	in	the	menu	bar.	Click	on	Operation	Maintenance.
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lesson 4: aDDIng an opeRaTIon

You	will	add	the	custom	operation	to	the	Brake	category.	To	expand	this	category,	
click on the plus sign in front of it.

Now you can see 
an entry for the 

standard Navistar 
labor operations 

tree and one 
for the Dealer.  
To	expand	the	

Dealer operation 
tree, click the plus 

sign in front of it.
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lesson 4: aDDIng an opeRaTIon

To add an operation, click the 
Add New button.
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lesson 4: aDDIng an opeRaTIon

Now	enter	the	information	for	this	special	promotion	in	the	fields	provided.	

	 •	 Begin	by	clicking	in	the	Operation	Name	field.	 
	 	 Type	in	Front	Axle	Wheel	Pull.

	 •	 This	is	a	fixed	price	operation.	Click	the	radio	button	 
	 	 after	Fixed	Operation	Price.	

	 •	 The	price	is	$80.	Begin	by	clicking	in	the	Operation	 
	 	 Fixed	Price	field	in	the	middle	of	the	screen.	Next	type	80	 
	 	 in	the	field.

Click	the	Save	button.
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lesson 4: aDDIng an opeRaTIon

To set the related operations for this custom operation, click the Set Related 
Operations button.

Here you see 
the collapsed 

operations tree.  
Begin by clicking 

the plus sign in 
front of Brake to 

expand	it.
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lesson 4: aDDIng an opeRaTIon

A list of operations is displayed. In this case, 
the	first	operation	you’re	looking	for	is	AIR	
BRAKE	CHAMBER,	REPLACE.	We’ll	scroll	
down	to	find	it	in	the	list.
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lesson 4: aDDIng an opeRaTIon

Click	the	checkbox	in	front	of	AIR	BRAKE	CHAMBER,	REPLACE.		

	 •	 Now	you’ll	enter	the	related	time	for	this	operation.	 
	 	 Begin	by	clicking	in	the	Related	Time	text	box.	Type	in	 
	 	 the	time	for	this	operation	–	0.5.

	 •	 The	Apply	Markup	checkbox	allows	you	to	indicate 
	 	 whether	or	not	the	dealer’s	labor	time	markup	is	to	 
	 	 be	applied	to	this	operation.	Check	this	box	if	you	 
  want to apply the markup to the operation. In this case, 
  you will not.
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lesson 4: aDDIng an opeRaTIon

Now	you’re	looking	for	BRAKE	DRUM	FRONT,	REPLACE	and	
BRAKE	SHOES	AND/OR	SHOE	SPRINGS,	REPLACE.	We’ll	scroll	
down	to	find	it	in	the	list.

Click	the	checkbox	in	front	of	BRAKE	DRUM	FRONT,	REPLACE.

	 •	 Now	you’ll	enter	the	related	time	for	this	operation.	 
	 	 Begin	by	clicking	in	the	Related	Time	text	box.	Type	in	 
	 	 the	time	for	this	operation	–	0.0.

	 •	 Click	the	checkbox	in	front	of	BRAKE	SHOES	AND/OR 
	 	 SHOE	SPRINGS,	REPLACE.

	 •	 Now	you’ll	enter	the	related	time	for	this	operation.	 
	 	 Begin	by	clicking	in	the	Related	Time	text	box.	Type	in	 
	 	 the	time	for	this	operation	–	0.5.

To complete this operation, you must click the Related Selected 
Operation	button,	which	is	at	the	end	of	the	list.	We’ll	scroll	down	 
to	find	it.
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lesson 4: aDDIng an opeRaTIon

Click	the	Relate	Selected	Operation	button.	Finally,	we	must	scroll	back	up	to	
the top of the operations tree.

Click	the	Return	button.
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lesson 4: aDDIng an opeRaTIon

A	table	appears	at	the	bottom	of	the	screen.	Click	on	the	View	link	in	the	Parts	
column to add parts to this operation.

If there were any 
parts currently 

assigned to this 
operation, they 
would be listed 

here.	Click	on	the	
Add Parts button.
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lesson 4: aDDIng an opeRaTIon

To narrow the search for the correct part, click the Parts By Keyword button.

This	brings	up	the	Keywords	For	Assignment	window.	

	 •	 Click	in	the	checkbox	in	front	of	SHOE.	

	 •	 Click	the	Submit	button.
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lesson 4: aDDIng an opeRaTIon

A	list	of	parts	is	displayed.	Click	the	checkbox	
in	front	of	SHOE,	BRAKE	W/LINING	FRONT.

Click	the	Add	Selected	PTC(s)	button.
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lesson 4: aDDIng an opeRaTIon

A	message	that	the	PTC(s)	were	added	successfully	is	displayed.	To	return	to	
the Operation screen, click the Return button.

The	selected	part	is	now	displayed.	Click	the	Return	button.
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lesson 4: aDDIng an opeRaTIon

Now	you’re	back	at	the	
Add/Edit Operation screen.
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NOTES
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lesson 5: aDDIng a laboR soURCe 

In	the	following	simulation,	you’ll	practice	adding	a	labor	source.	The	dealership	
is establishing a special labor rate for a customer.

You can set up a labor rate by accessing the Labor Source Maintenance screen 
from the Dealer menu.

Please hover over Dealer in the menu bar. 
Click	on	Labor	Source	Maintenance.
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lesson 5: aDDIng a laboR soURCe

To	add	a	labor	source,	fill	in	each	of	the	three	
blank	text	boxes	at	the	top	of	the	table:	Name,	
Description and Labor Rate.

	 •	 Begin	by	clicking	in	the	Name 
	 	 field.	Type	in	the	customer	name,	 
	 	 Wellman	Cartage.
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lesson 5: aDDIng a laboR soURCe

 •	 Next	click	in	the	Description	field. 
  Type in the description – Special 
	 	 Fleet	Rate.

	 •	 Next	click	in	the	Labor	Rate	field.	 
	 	 Type	the	Labor	Rate	–	70.00.

To add the labor source, click the green plus sign 
at the end of the row.
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lesson 5: aDDIng a laboR soURCe

To	see	the	record	you’ve	just	added,	click	the	Last	Page	icon	in	the	page	
navigation controls.

Here	is	the	record	for	Wellman	Cartage	that	you	added.
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NOTES
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lesson 6: mass-eDITIng CUsTomeR 
 esTImaTIng InfoRmaTIon

In the following simulation, you are working from a printout from the Dealer 
Management System and want to update the customer estimating information 
for a number of customers at once. You can access the Mass-edit items in a 
grid	feature	from	the	Customer	Estimating	Info	screen.

Please hover over Dealer in the menu bar. 
Click	on	Customer	Estimating	Information.

37



STUDY GUIDE | Repair Management: Using Service Estimating for Dealer Administrators

Repair Management: Using Service Estimating for Dealer Administrators  •  © 2012 Navistar Inc. All rights reserved.

lesson 6: mass-eDITIng CUsTomeR 
 esTImaTIng InfoRmaTIon

To access the estimating information for more 
than one customer at a time, click the Mass-edit 
items in a grid link.
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lesson 6: mass-eDITIng CUsTomeR 
 esTImaTIng InfoRmaTIon

You’ll	start	editing	at	the	beginning	of	the	alphabet.	

	 •	 Begin	by	clicking	in	the	Name	text	box.	 
	 	 Type	A.	Click	the	Search	button.
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lesson 6: mass-eDITIng CUsTomeR 
 esTImaTIng InfoRmaTIon

All the customers whose names start with A are displayed. 

	 •	 To	edit	the	estimating	information	for	 
  AAA Transport, click on the Pencil icon  
  at the end of the row.
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lesson 6: mass-eDITIng CUsTomeR 
 esTImaTIng InfoRmaTIon

We want to direct parts pricing to reflect the 
fleet’s	correct	price.	To	do	this,	locate	the	Parts	
Pricing	field	and	click	on	the	drop-down	arrow.	
Then	click	Fleet	Charge.
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When	all	field	values	have	been	updated,	you	can	save	the	changes	by	clicking	the	
green checkmark at the end of the row.

The updated 
estimating 

information for 
this customer is 

displayed.

lesson 6: mass-eDITIng CUsTomeR 
 esTImaTIng InfoRmaTIon
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lesson 7: RUnnIng a RepoRT  

Now	you’ll	run	one	of	the	available	dealership	reports.	

The Operations Quoted Not Sold Report allows you to view the estimate items 
quoted in estimates but not sold. It defaults to a time range for the last month. 
You’d	like	to	see	all	operations	from	the	beginning	of	the	quarter	to	date.

Please hover over Dealer in the menu bar. 
Open the Reports sub-menu by hovering over 
Reports.	Click	on	Operations	Quoted	Not	Sold.
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lesson 7: RUnnIng a RepoRT  

To change the date range to the beginning of the quarter to today, begin by clicking 
on	the	Calendar	icon	after	From	Date.

The calendar 
displays the 

previous month. 
To change it to 
back one more 

month, click  
the back arrow 

in the upper  
left corner of  
the calendar. 
Click	on	1.
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lesson 7: RUnnIng a RepoRT  

To	limit	your	report	to	the	US	Cantera	dealership,	begin	by	clicking	the	down	arrow	
after	Quoted	For	Dealership. Then	select	US	CANTERA	DLR	ACCOUNT	from	the	
drop-down list.

Click	
the View 

Report 
button.
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lesson 7: RUnnIng a RepoRT  

Here you can see the operations 
that were quoted but not sold 
during this time period.
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lesson 8: aDDIng a new CUsTomeR

In	the	following	simulation,	you’ll	practice	adding	a	new	customer.

You’ll	use	the	Express	Customer	Add	feature	to	input	the	customer’s	information.

To	add	a	new	customer,	click	the	green	plus	sign	after	Customer	in	the	
Estimate header. 
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lesson 8: aDDIng a new CUsTomeR  

Fields	highlighted	in	yellow	are	required	whenever	a	new	customer	is	added	to	the	
system.	Now	you	must	enter	information	for	this	customer	in	all	required	fields.	

	 •	 Begin	by	clicking	in	the	Business	Name	field.	Type	in	the	customer’s	 
  name, Peridot Trucking.

	 •	 This	is	a	service	customer.	Click	the	checkbox	for	Service.

	 •	 Now	enter	the	customer’s	address.	Begin	by	clicking	in	the	 
	 	 Address	Line	1	field.	Type	in	621	S.	Addison	Rd.

	 •	 Now	enter	the	customer’s	postal	code.	Begin	by	clicking	in	the	 
	 	 Postal	Code	field.	Type	in	60101.

	 •	 Now	enter	the	customer’s	phone	number.	Begin	by	clicking	in	the	 
	 	 Phone	field.	The	Phone	field	is	set	up	to	advance	automatically	from	 
	 	 area	code	to	exchange	to	number.	Just	type	in	6306546543.

	 •	 Now	enter	the	contact’s	first	name.	Begin	by	clicking	in	the	 
	 	 Contact	First	Name	field.	Type	in	Joe.

	 •	 Next	enter	the	contact’s	last	name.	Begin	by	clicking	in	the	 
	 	 Contact	Last	Name	field.	Type	in	Burns.

	 •	 Now	enter	the	contact’s	phone	number.	Begin	by	clicking	in	the	 
	 	 Contact	Phone	field.	Type	in	6306546555.

When	all	fields	are	complete,	click	the	Save	button.
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lesson 8: aDDIng a new CUsTomeR  

When you click the Save button, the system 
will automatically verify the address.

	 •	 Click	the	Accept	button	to	 
  accept this address.
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lesson 8: aDDIng a new CUsTomeR  

The	system	automatically	checks	for	existing	
customers with the same information to prevent 
the	addition	of	duplicates.	To	finish	adding	this	
customer,	click	the	Next	button.
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lesson 8: aDDIng a new CUsTomeR  

The	new	customer’s	information	now	
populates the Estimate header.
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lesson 9: aDDIng a new ConTaCT

As you saw in the previous simulation, a contact name and phone number is 
required when adding a new customer. You can also add additional contacts.

Contacts	can	be	managed	on	the	Customer	Overview	screen,	which	you	can	
access	once	you’ve	selected	the	customer.	In	this	simulation,	you’ll	add	a	new	
service	contact	for	S	and	P	Cartage.	

To	select	the	customer,	S	and	P	Cartage,	
click	on	the	Customer	List	icon.	
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lesson 9: aDDIng a new ConTaCT

Begin	by	clicking	in	the	Search	text	box.	Type	the	first	letter	of	the	customer	name,	S.	
Click	the	Search	button.

Select S and P 
Cartage	from	the	
list by clicking on 
the Name link.
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lesson 9: aDDIng a new ConTaCT

Click	the	Customer	Overview	icon	in	the	Estimate	header.

The	Dealer	Customer	
Overview opens. In 

the right column of the 
Contacts	tab	are	three	
buttons: Add, Update 
and	Delete.	Click	on	

the Add button.
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lesson 9: aDDIng a new ConTaCT

Now	complete	the	required	fields.	

	 •	 The	new	contact	is	in	the	Service	Department.	Click	the	checkbox	 
  in front of Service.

	 •	 Now	enter	the	remaining	contact	information.	Begin	by	clicking	 
	 	 in	the	First	Name	field.

	 •	 Type	in	the	contact’s	first	name,	Ron.

	 •	 Move	to	the	Last	Name	field	by	clicking	in	it.	Type	in	the	contact’s	 
  last name, Dell.

	 •	 Move	to	the	Phone	field	by	clicking	in	it.	Type	in	the	contact’s	 
	 	 phone	number.	Remember,	the	Phone	field	auto-advances.	 
	 	 Just	type	in	6306549898

	 •	 Although	it’s	not	required,	you	should	always	try	to	get	the	 
	 	 contact’s	email	address.	Click	in	the	Email	field.	Type	in	the	 
	 	 contact’s	email	address,	Ron.Dell@S-PCartage.com

All	fields	are	now	complete;	click	the	Save	button.
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lesson 9: aDDIng a new ConTaCT

A	message	appears	at	the	bottom	that	the	contact	is	saved.	Click	the	Close	button.
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The new contact now appears 
in	the	Contacts	tab.

lesson 9: aDDIng a new ConTaCT
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lesson 10: CReaTIng an esTImaTe  

Now	let’s	look	at	what’s	required	to	create	a	new	estimate.	Marcel’s	Cartage	
has	brought	in	a	vehicle	for	service.	In	the	following	simulation,	you’ll	select	the	
customer	and	vehicle	to	begin	the	estimate	process.	You’ll	then	add	operations	
and parts to complete the estimate.

This simulation begins in the Service Estimating 
System at the Service Estimating Home screen. 
To select the customer, click on the List icon 
after	Customer	in	the	Estimate	header.
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lesson 10: CReaTIng an esTImaTe

Begin	by	clicking	in	the	Search	text	box.	Type	the	first	three	letters	of	the	customer	
name,	Marcel’s	Cartage. Click	the	Search	button.

Select	Marcel’s	
Cartage	from	

the list by  
clicking on the 

Name link.
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lesson 10: CReaTIng an esTImaTe

Now	you’ll	select	the	vehicle.	
Click	the	List	icon	after	Vehicle	
in the Estimate header.
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lesson 10: CReaTIng an esTImaTe

The New Estimate screen opens.

Click	the	Description	link.	
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lesson 10: CReaTIng an esTImaTe

Now	enter	the	customer’s	complaint.	

	 •	 Begin	by	clicking	in	the	Current 
	 	 Complaint	text	field.	A	minimum	 
  of 25 characters is required.  
	 	 Type	in	“Customer	reports	that	 
  the engine is overheating.” 

	 •	 Once	you’ve	entered	the	customer 
  complaint, click the Save button.
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lesson 10: CReaTIng an esTImaTe

Now generate a list of operations, select the associated parts and then submit them 
all	at	once.	Begin	by	clicking	in	the	Add	Operation	text	box. Type in your search term, 
thermostat.	Click	the	Add	button.

The estimate is populated with customer and vehicle information.
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lesson 10: CReaTIng an esTImaTe

This generates a list of operations 
related to the term that was searched 
on.	Expand	the	Engine	Thermostat,	
Replace operation.
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lesson 10: CReaTIng an esTImaTe

Now	search	on	the	next	term.	In	this	
case, we also need to flush the radiator. 
Begin by double-clicking in the Search 
text	field.	Type	flush	into	the	field.	Click	
the Search button.
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lesson 10: CReaTIng an esTImaTe

Click	in	the	scroll	bar	to	scroll	down	
the operations until you see a new 
entry	for	Cooling	System,	Flush.	To	
expand	the	operation,	click	on	the	
plus sign in front of it.
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lesson 10: CReaTIng an esTImaTe

Now	select	specific	operations	by	
clicking the radio buttons in front of 
those you want. Begin by clicking the 
radio	button	in	front	of	A12-4220.
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lesson 10: CReaTIng an esTImaTe

Click	in	the	scroll	bar	to	see	the	Cooling	
System,	Flush	operation. There is only 
one	operation	for	Cooling	System,	Flush.		
Click	the	radio	button	in	front	of	it.
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lesson 10: CReaTIng an esTImaTe

The Parts links are now active for these two operations. 
Click	in	the	scroll	bar	to	scroll	back	to	the	top	to	select	
a thermostat. Click	the	Parts	link.
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lesson 10: CReaTIng an esTImaTe

The	Parts	dialog	box	opens.	
To display parts prices, click 
the Get Prices button.
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lesson 10: CReaTIng an esTImaTe

Select the second thermostat by 
clicking	the	checkbox	in	front	of	it.	
Click	the	Submit	button.
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lesson 10: CReaTIng an esTImaTe

The selected operations are now displayed. This includes costs for the parts that 
were selected.

Once	you’ve	selected	all	the	operations	and	parts	you	need,	click	the	Submit	button.
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lesson 11: UsIng aDDITIonal esTImaTe feaTURes  

Once	you’ve	chosen	the	operations	and	parts	you	need	to	complete	your	estimate,	there	are	
several other features you may wish to use as you continue to develop an estimate. In the  
following	simulation,	you’ll	practice	how	to:

	 •	 Add	attachments	to	an	estimate

	 •	 E-mail	the	estimate	to	your	customer	

	 •	 Add	notes	that	document	your	interaction	with	the	customer

attachments

First,	you’re	going	to	add	an	attachment	to	this	
estimate. This attachment should already be saved 
on your computer. Click	the	Attachments	link.
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lesson 11: UsIng aDDITIonal esTImaTe feaTURes

Now select the document to attach. 
Begin by clicking the Browse button. 
Click	on	the	PDF	document	titled	
Thermostat Specs. You must also 
provide	a	descriptive	file	title.	Begin	
by	clicking	in	the	file	title	text	box. 
Type Thermostat Specs, then click 
the Upload button. 
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lesson 11: UsIng aDDITIonal esTImaTe feaTURes

To add a note to 
this estimate, click 
the Notes link.

To return to the estimate, click the red X at the upper right corner.

notes
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lesson 11: UsIng aDDITIonal esTImaTe feaTURes

The Estimate Notes window opens. Begin by 
clicking	in	the	Notes	text	box. Type the following 
comment:	Customer	requests	additional	radiator	
flush service. Click	the	Add	button.The	Note	has	
been added. Now click the red X in the upper 
right corner to return to the Estimate screen.
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lesson 11: UsIng aDDITIonal esTImaTe feaTURes

To email your estimate to a customer, click the E-mail link.

e-mail
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lesson 11: UsIng aDDITIonal esTImaTe feaTURes

The e-mail address will pre-populate if one has been assigned for you.  
If	not,	you’ll	need	to	enter	it.	

	 •	 Begin	by	clicking	in	the	From	box.	Type	in	the	e-mail	address, 
	 	 c.jones@navistar.com.

	 •	 Send	the	email	to	the	Service-primary	contact	by	clicking 
	 	 the	checkbox	for	the	Service-primary	contact.	

	 •	 Click	the	Send	button.

To return to the Estimate screen, click the red X in the upper right corner.

83



STUDY GUIDE |  Repair Management: Using Service Estimating for Dealer Administrators

Repair Management: Using Service Estimating for Dealer Administrators  •  © 2012 Navistar Inc. All rights reserved.

NOTES

84



Repair Management: Using Service Estimating for Dealer Administrators  |  LESSON 12

Repair	Management:	Using	Service	Estimating	for	Dealer	Administrators		•		©	2012	Navistar	Inc.	All	rights	reserved.

lesson 12: aDDIng a non-InTeRnaTIonal TRUCk

Whenever	you	first	work	on	a	non-International	truck,	it	must	be	added	to	the	system	
and mapped to the Navistar model that it matches most closely. 

In	the	following	simulation,	you	are	working	on	a	Mack	truck	for	Gary’s	Trucking	for	 
the	first	time.	You’ll	start	your	estimate	as	you	normally	would,	but	then	add	this	new	
vehicle, associating it with the appropriate Navistar model.

To select the customer, click on the 
Customer	List	icon.
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lesson 12: aDDIng a non-InTeRnaTIonal TRUCk

Select the customer from the list by clicking on the Name link.

Begin	by	clicking	in	the	Search	text	box.	Type	in	Gary.	Click	the	Search	button.
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lesson 12: aDDIng a non-InTeRnaTIonal TRUCk

Once the customer has been selected, 
click on the green plus sign after Vehicle.
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lesson 12: aDDIng a non-InTeRnaTIonal TRUCk

Select the make of the truck being added from the Vehicle Type drop-down list. 

	 •	 Begin	by	clicking	on	the	down	arrow	after	Vehicle	Type.	 
	 	 The	truck	is	a	Mack.	Click	on	MACK	TRUCKS	in	the	 
  drop-down list.
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lesson 12: aDDIng a non-InTeRnaTIonal TRUCk

Type in the vehicle description, VIN and any other information available for this truck. 

	 •	 Begin	by	clicking	in	the	Vehicle	Description	field.	 
	 	 This	vehicle	is	a	tractor.	Type	in	Tractor:	DM690S

	 •	 Next	is	the	VIN.	Begin	by	clicking	in	the	VIN	field.	 
	 	 Type	carefully	to	ensure	that	you	don’t	transpose	 
	 	 any	digits.	The	VIN	is	1M2B209C5WM021052.
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lesson 12: aDDIng a non-InTeRnaTIonal TRUCk

Next	select	the	Navistar	model	that	is	most	similar	to	this	vehicle	from	the	Associate	
To Navistar Model drop-down list. 

	 •	 Click	on	the	down	arrow	after	Navistar	Model	to	open	the	list.	 
	 	 The	model	that’s	most	closely	related	to	this	truck	is	the	7400	 
	 	 SBA	6x4.	

	 •	 Click	on	the	scroll	bar	to	scroll	down	to	find	it.	Now	you	can	see	 
	 	 this	model	in	the	drop-down	list.	Click	on	it.
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lesson 12: aDDIng a non-InTeRnaTIonal TRUCk

	 •	 Now	you’ll	fill	in	the	rest	of	the	information	in	this 
  section of the screen, starting with the display 
	 	 year.	This	is	a	1998	model.	Begin	by	clicking	on	 
	 	 the	down	arrow	after	Display	Year.	Click	on	1998	 
  in the list.

	 •	 And	the	engine	is	a	Mack.	Begin	by	clicking	in	 
	 	 the	Display	Engine	text	box.	Type	Mack	in	the	 
	 	 text	box.

Once all available information has been entered, click the Save button.
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lesson 12: aDDIng a non-InTeRnaTIonal TRUCk

Now continue  
creating an  
estimate as  

you would for an 
International truck.

A	message	that	the	vehicle	was	added	successfully	appears.	Click	the	Save	
(and	begin	estimate)	button.
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lesson 13: TRansfeRRIng a TRUCk  

You may also run into situations where the truck you are working on needs to be 
transferred from one customer to another. You can transfer the vehicle in the system 
by using the Transfer Vehicle function.

In	the	following	simulation,	you’re	working	on	a	truck	that,	when	selected,	indicates	 
a	different	customer	than	you’ve	recorded.	You	will:

 1. Select the vehicle

 2. Select Transfer Vehicle from the Vehicle menu

 3. Select the new owner

 4. Transfer the vehicle

The	truck	you’re	working	on	is	a	dump	truck	with	a	
chassis	number	of	MA220265.	You	can	select	this	
vehicle by clicking on the List icon after Vehicle in 
the Estimate header.
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lesson 13: TRansfeRRIng a TRUCk

Click	the	Description	link	for	this	chassis	number.

You	can	search	on	the	chassis	number	to	find	the	vehicle.	Begin	by	clicking	in	the	
Chassis	text	box. Type	in	the	chassis	number,	MA220265. Click	the	Search	button.
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lesson 13: TRansfeRRIng a TRUCk

The New Estimate screen is populated 
with	the	vehicle’s	information	and	the	
previous owner. To transfer the vehicle, 
begin by clicking on Vehicle in the menu 
bar. Click	on	Transfer	Vehicle.
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lesson 13: TRansfeRRIng a TRUCk

A message appears stating that there is no inconsistency 
between the selected customer and the vehicle owner – 
nothing to transfer.

Remember, at this moment, the system sees the vehicle 
and customer as belonging together.
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lesson 13: TRansfeRRIng a TRUCk

Begin	by	clicking	in	the	Search	text	box.	Type	the	first	few	letters	of	the	customer	
name, Keep. Click	the	Search	button.

The	next	step	is	to	select	the	new	owner,	Keep	on	Trucking.	Click	on	the	Customer	
List icon.
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lesson 13: TRansfeRRIng a TRUCk

A warning message appears stating that the currently selected customer does not 
match the vehicle owner. Click	the	Click	here	to	transfer	the	vehicle	button.

Click	on	the	new	owner,	Keep	on	Trucking.
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lesson 13: TRansfeRRIng a TRUCk

Here	you	are	at	the	New	Estimate	screen	ready	to	enter	your	customer’s	complaint.

Now	you	see	a	message	indicating	the	vehicle	has	been	transferred.	Click	the	New	
Estimate button to proceed.
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lesson 14: fInDIng an esTImaTe  

In	the	following	simulations,	you’ll	practice	searching	for	an	estimate.	The	approach	
you take depends on the information you have. 

	 •	 If	you	only	know	the	customer’s	name,	you	would	select	the	customer	 
  and look through the list of past estimates.

	 •	 If	you	only	know	partial	information	about	the	estimate,	such	as	 
	 	 approximately	when	the	estimate	was	created	or	the	chassis	number	 
	 	 or	who	it	was	assigned	to,	you	would	use	the	Find	Estimate	feature.

searching by Customer

The only available information is the customer 
name, AAA Transport. Begin by clicking on the 
Customer	List	icon.
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lesson 14: fInDIng an esTImaTe

To view the past estimates for this customer, click on the Past Estimates icon at the 
end of the row. 

Now	search	for	AAA	Transport.	Begin	by	clicking	in	the	Search	text	box. Type	the	first	
few	letters	of	the	customer	name	in	the	Search	text	box,	AA. Click	the	Search	button.
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lesson 14: fInDIng an esTImaTe

A list of estimates for the last 12 months appears. 
The	estimate	you	want	is	18224.	It’s	further	down	
the	list.	Click	in	the	scroll	bar	to	scroll	down.

	 •	 Click	on	the	Estimate	number,	18224.
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lesson 14: fInDIng an esTImaTe

The estimate opens. 
The estimate can be 
reviewed	and	modified	
as needed.
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lesson 14: fInDIng an esTImaTe  

Using find estimate

To	access	the	Find	Estimate	feature,	
click on Estimate in the menu bar. 
Click	on	Find	Estimates.
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lesson 14: fInDIng an esTImaTe

Perhaps you want to see all estimates assigned to a particular 
person.	Use	the	ID	field	to	search	on	the	Assigned	user	ID.

	 •	 Begin	by	clicking	on	the	drop-down	arrow	 
	 	 after	ID	to	open	the	list	of	options.	Click	on	 
  Assigned user ID in the drop-down list.
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lesson 14: fInDIng an esTImaTe

Type	in	the	person’s	user	ID.	

	 •	 Begin	by	clicking	in	the	text	box	 
  underneath it. Type the ID number, 
	 	 U00SXK6.	Click	the	Search	button.
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lesson 14: fInDIng an esTImaTe

The estimate 
opens. The 

estimate 
can now be 

reviewed and 
modified	as	

needed.

Select the desired estimate from the list by clicking the Estimate link. 
Click	on	30311-2.

109



STUDY GUIDE |  Repair Management: Using Service Estimating for Dealer Administrators

Repair Management: Using Service Estimating for Dealer Administrators  •  © 2012 Navistar Inc. All rights reserved.

NOTES

110



Repair Management: Using Service Estimating for Dealer Administrators  |  SUMMARY

Repair	Management:	Using	Service	Estimating	for	Dealer	Administrators		•		©	2012	Navistar	Inc.	All	rights	reserved.

sUmmaRy

In this program, you have practiced dealer administration and estimating tasks

As a Dealer Administrator, you practiced how to:

	 •	 Manage	your	dealer	information

	 •	 Manage	dealer-specific	parts

	 •	 Add	a	custom	labor	operation

	 •	 Add	a	special	customer	labor	rate

	 •	 Mass-edit	customer	estimating	information

	 •	 Run	a	report

In your role as Service Advisor, you practiced a number of estimate-related tasks, 
including how to: 

	 •	 Add	a	new	customer

	 •	 Add	a	new	service	contact

	 •	 Create	an	estimate	for	an	International	truck

	 •	 Add	a	non-International	truck

	 •	 Transfer	trucks

	 •	 Search	by	customer	to	find	and	estimate

	 •	 Use	the	Find	Estimate	feature
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