Instructions for Repair Order Analysis
This analysis is used to determine several key service metrics.  In order to perform the analysis correctly, you will need the following information:
· 50 customer pay repair orders Accounting Copy.  These should be in as close to sequential order as possible.  Do not include road service repair orders.  You will need the accounting copy to show:
· Labor $’s billed
· Labor hours billed
· Labor cost hours
· Labor cost $’s
· Open date of repair order
· 1st technician punch date and time onto the job
· Last technician punch date and time off the job
· Invoice date
· You will start in cell B7 (line 1) working from left to right.  You will fill in ALL data for a single repair order per line.
· Enter the repair order #
· Cell C7 is the year of the truck. It is a pull down.  Select the appropriate year or the word “older”
· Cell D7 input the mileage of the truck.  At this point review both the mileage in and mileage out cells on your repair order.  Highlight if they are the same.
· Cell E7 is the make of the make of the truck. It is a pull down. Select appropriate make
· F = Freightliner
· P = Peterbilt
· K = Kenworth
· M = Mack
· I = International
· V = Volvo
· O = Other
· Cells F7 thru K7 have to do with the type of customer pay labor being sold.  Please refer to the other attachment as to how to define the three types of labor. “C” is Competitive Labor Sales, “M” is Maintenance Labor Sales, “R” is Heavy Repair Labor Sales
· Cell F7 is the “C” type of labor $’s sold on the repair order.  These can be for multiple lines.  Total all “C” labor sales and input into F7.
· Cell G7 is the “C” type of labor hours sold on the repair order.  These can be for multiple lines.  Total all “C” labor hours sold and input into G7.
· Cell H7 is the “M” type of labor $’s sold on the repair order.  These can be for multiple lines.  Total all “M” labor sales and input into H7.
· Cell I7 is the “M” type of labor hours sold on the repair order.  These can be for multiple lines.  Total all “M” labor hours sold and input into I7.
· Cell J7 is the “R” type of labor $’s sold on the repair order.  These can be for multiple lines.  Total all “R” labor sales and input into J7.
· Cell K7 is the “R” type of labor hours sold on the repair order.  These can be for multiple lines.  Total all “R” labor hours sold and input into K7.
· Cells L7 and M7 have to do with technician cost on the repair order.  
· Cell L7 is the technician cost or worked hours on the repair order.  This is the total for the entire repair order.
· Cell M7 is the technician cost or worked $s on the repair order.  This is the total for the entire repair order.
· Cell N7 is the open date of the repair order.  If there is a time as well this is entered as military time.  For example, if the repair order was opened on 11/16/16 at 1:42 PM, the entry into N7 would be 11/16/16 13:42.
· Cell O7 is the first technician punch on the repair order.  This is entered as date and time (in military time.)  For example, if the first punch on the repair order was on 11/18/16 at 11:12 PM, the entry into O7 would be 11/18/16 23:12.
· DO NOT ENTER ANYTHING IN P7
· Cell Q7 is the final/last technician punch off the repair order.  This is entered as date and time (in military time.)  For example, if the last punch off the repair order was on 11/27/16 at 9:58 AM, the entry into Q7 would be 11/27/16 9:58.
· DO NOT ENTER ANYTHING IN R7
· Cell S7 is the invoice date of the repair order.  If there is a time as well this is entered as military time.  For example, if the repair order was invoiced on 11/28/16 at 3:02 PM, the entry into N7 would be 11/28/16 15:02.
· DO NOT ENTER ANYTHING IN T7 or U7
· Cell V7 is if the repair order has one line or more than one line.  Do not consider triage/express assessment/complimentary inspection as a separate line.  If there is only one repair done, pull down and select “yes.”  If more than one repair done select “no.”
· [bookmark: _GoBack]Repeat for the next repair order.   


