OF HARLEY-DOAVIOSON

How to enter a “Chrome Deal” into Talon

Parts Department Standard Operating Proceedure: Chrome 1



NOTE: Before starting this standard operating proceedure, you will need the following:

1.) A login and password for Talon
2.) Access to the Job Time Codes spread sheet
3.) A list of the current Task Codes that have been entered into Talon

-If you do not have any of the items listed in 1-3, ask your supervisor to provide them.

4.) A completed Opportunity Worksheet like the one shown below
-This will be given to you by the motorcycle salesperson working on the deal.

Page 1 of 1
House of Harley Davidson Opportunity Worksheet
6221 West Layton Ave.
Milwaukee, WI 53220
B 2e2-221d Salesperson:Alan Currie Date:
Last Name: HENSIAK Preferred Contact Method | _Iphone lemail letter
First Name: ALAN Nickname:
Address 1: 16128 DURAND AVE Daytime Phone:
Address 2: Evening Phone: 2628781375
City: UNION GROVE Mobile Phone:
State: w1 Email Address:
Zip: 53182 Opportunity Source: Referral
bL# —_— Birth date:  Gender: male | | female
Vehicle Purchase: Trade-in Vehicle:
Make: HD Selling Price: $23,995.00
Lienholder: Payoff:
Model: FLTRXS P&A:
Make: Mileage:
Year: 2016 General Merch:
Model:
Color: BLACK QUARTZ W/PINSTRIPE Tax, Title & Lic:
Year: Plate #:
VIN #: 1HD1KTM16GB633036  Doc Fee: ESP:  new {iced
Stock #: 55 31 Freight: Color:
Miles: 5 Total: VIN #:
Options:  abs cruise SEC LI Other __ Trade Allowance: Add'l Equip:
Condition: new [ used[ | Condition: ___
Insurance Information:
Company: Agent:
Address: Policy No:
Comp. Ded:
City: Col. Ded:
State: Zip: Effective Dates:
Phone:
Method of Payment: Down Fayment:
) Amount: Percentage:
cash L1 check credit card ! finance
Monthly Investment: 24 36 L. a8
1 hereby indicate my intent to purchase a motorcycle. I have available, or can obtain, sufficient funds to complete the transaction. I authorize the
dealer ive to igate my credit and history to evaluate my ability to purchase the above referenced motorcycle.
Customer Authorization: Date: Mgr's Initials:
Co-Buyer:
https://custom-ux.h-dconnect.com/Preview.html 2/15/2016
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Standard Operating Proceedure: Chrome 1

Entering Talon’s Service Module

2. Point of Sale [_[5]

File Edit Sel Payments Inquiry Communications Other Functions Windows Help

$

$

Admin | Accounting | Reporting | Time Clack | _Scheduler

=2e

2
Sell WOs | Pay on Acet|  Customners | Items | Purch Req | EPG

Sell Ites | Cuates

Step 1.) Locate and click on the “Service” button in the tool bar at the top of your Talon screen (or use the
shortcut keys Ctrl + 3) to display the tool bar in step 2.

|Opening a New Work Order

B cervice MEE

File Edit ‘Waork Orders Payments Inquiry Communications Othet Funckions  Windows Help

Purch Req | EPC Wehicles POS Service | Inventory | Admin | Accounting | Reporting | Time Clock | Scheduler

Sell Wos | Custerners Tternz

Click the “Edit WOs” button located in the Service tool bar at the top of your Talon screen to open
the window in step 3.

Click the “Add” button in the Active

Step 3-) . e General | .0, Nates | Totls | udt Tral | Requested By Customer
Work Orders window to open the € e C Cusne @ 1
Serv. Adv: [LEWIS Service Tag Na| Inemat [N
window in step 4. secfc [ i oo
p / =l Home: Freferred Cortact Method: [NONE
Stat| WO# | SO CustomerMame | WIN No. | Serv. Adv| Hr| DT|+
e DEER POLIC [FUTURE VIN it | ORI s
RENEE CALEDONIA POLICE  FUTURE VIN KL Mobie Far 1413712323
E 1257 CALEDONIA POLICE  FUTURE VIN KL
= £ Ml
| [ zEm CALEDDNIA POLICE  FUTURE VIN KL al [PHENSEN@EDPOLICE ORG
LA <21 WAUWATOSAFOLIC  THDTFMM17FBB27223 KL Vehick Information
[ 1204 BERENLPIERRE THDTRELT#VY319383 BAwW vi: [FUTCREVIN Mieoge s | ]
| 1 1B N INTERMAL 1HD4NBB10FCE0S726 KL
| | 12474 N INTERWAL {HD4NBEOFCB08726 KL Ref Ho: | Mieage Out: | 45
LI KNOLL. DAVID WHEELWIORK Baw Make: [AD Sz | i
EE HOUSE OF HD [RIDI 1HDANAATIFCE02270  BAW Mol N
I HOUSE OF HD [RIDI THDANAATSFCE000  BAW ek [0 UNKHIWH MIDEL ieense: [
[z HOUSE OF HD [RIDI 1HDANAATBFCE02288  BAW Coler | ik Exp, Dater |
[ e HOUSE OF HD [RIDI THDANAATFCEDT?1 BAW
[IREEE HOUSE OF HD [RIDI 1HDANAA1PFCS02252  BAW e
[ E iz HOUSE OF HD [RIDI 1HDANAA1PFCS02164  BAW Autval Dale: - [3/17/2015 Time In: [345 &M
I HOUSE OF HO [AIDI THDANAA17FCS02123  BAW Appcinment Date [37272075 PromissDatss [
] HOUSE OF HO [AIDI HDNAA1SFCS02086  BAW s
[ [ 1233 HOUSE OF HDRIDI  THDANAATFCE02077  BAW o i Wifzrealie
Erint Appt. Foms Customer Contracts
I Add I@] Lhange | Comments: [POLICE EQUIPMENT INSTALL - QUOTE
[ g || Pas || s | [E) con | [ esinae | [ oo | [ Pkl || stHiiomaion |[M e [ |
Step 4 You must enter your user name and TR
ep . P ” D General |WD Notes | Totas | Audit Trad | Requested By Customer
1  Intemal € Customer Al
paSSWO rdl then C| |Ck the OK bUtton Serv. Adv. [LEWIS Service Tag N[ Intemal [N
before moving on to step 5 sescfr [y =l Gaers o
. ] Home: Preferied Contact Method: [NONE
tat
i B ; Wik [[4T4)371-2500 Ext
EREED CALEDONIA POLICE  F| Fax. [I414371 2328
| £ 1w CALEDONIA POLICE  Fi —
R CALEDONIAPOLICE  F| Vel you s name
I E WALWATOSAPOLC 1
| 1aam BERENIPERRE 1 Mieage | 0
[ 1 12531 N INTERNAL 1‘?:) Userllawe: [
| 1 124754 N INTERNAL 1 Milsage O | =
| 1 1mm KNOLL, DAVID v O —— Siee | i
| 1 rzms HOUSE OF HO [RDI 1 | p— | e
RS HOUSE OF HD RIDI 1 ||@EE”“' ‘ |J\u | icense: [
| 0 vz HOUSE OF HO RDI 1 Wik Ep. Date |
|z HOUSE OF HO [AIDI  1HDANAATEFCSUT7IT  BAW 1
| Schedule
[FEE HOUSE OF HO [AIDI HD4NAATPFCS02252  BAW
:E 127320 HOUSE OF H-D [RIDI  THD4MAATPFCS02154  BAW Autval Date: [9/17/2015 Time In: 545 AM
R HOUSE OF HO [AIDI HDANAATPFCS02123  BAW Appainiment Dtz 37272015 Prorise Date:
) HOUSE OF HO [AIDI HD4NAATSFCS02086  BAW B
| £ s HOUSE OF H-D (RIDI THD4MALTAFCEN2077  BAW - [tz
Brint Appt. Forms Customer Contracts
Conments: [POLICE EGUIPMENT INSTALL - QUOTE
| B || Pa | s | (o) o || ese || oo | [ Piiksbel || stHidomaien (W Es [k |
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Entering a Customer Name

Standard Operating Proceedure: Chrome 1

" 7 H Work Ord
Step 5 Select “Customer” then click the s 2
tep -) " A ” . " D el | v, et | Tots | At | Foguestedy.  Cutomer
€ Inemal € Customer & A1
Continue” button in the “Work Order Serv v [LEWES Senice Tago| et U
” H
Type window to start a new customer SexchFor [wn o I | Eustomer Conlec
Home Proared Cortact Methact [NONE
Statl WOH |60)  CustomerHame | VNN | Serv Adv] Fi) DT[=
work order. ' B RN DEER POLIC K Ly | FAER e Eu
RS CALEDONIAPOLICE  FUTUREVIN KL wobie: | Fax JEMEAZE
E 2%  CALEDONIAPOLCE  FUTUREVIN [
| |E 1257 CALEDOMPOLCE  FUTUREVIN [ EMst [DHANSEN@BDPOLICE OFG
. “ ” : [ |1 123812 WAUWATOSAPOLIC 1HDIFMM1TFOE2 e =
NOTE: Select “Internal” only if you are | eeREMpEmE  HDIGELia M e p— T
. 3 A . [ 1 N NTERMAL 1HDANBB1LFCSD | Whal ype of WO/Appoiiment? | .
instructed to do so. This Opt'lon Is to [l 124756 N INTERNAL THD 501 K] b
|26 ENOLLDAVID WHEELWORK e P Sie: | 5
k d f d / d 1 s HOUSE OF HO [RIDI 1HD dNAATSFCED: c nigna
start a work order for a dealer-owne | | me  WOUSE OF HDRIDI THDMAAISCSD NOWHN MODEL Lieerse:|
. g | 7 HOUSE OF HOROI i WA Exp. Dale: |
motorcycle that iIs to be modlfled | |1 s HOUSE OF HD (RIDI 1HDANAATBFCSD! |@ Catines | (9] Cancel
| 12713 HOUSE OF HORIDI THDANAATFFL:
: = auivalDat: [T T
E 12730 HOUSE OF HD (RIDI  THDANASIZFCG02154  Béw 3/17/2015 Time Irc |84 AM
f or dlSp Iay purposes. Internal work [ |E 12081 HOUSE OF WD RIDI THDANAATIFCS02I23 el Appeinnent Date: [F772075 Ponseba [
d tvpicall t d by th | |E 12752 HOUSE OF WD RIDI 1HDANAATEFCSO20BE el Dt Ol Bk
oraers are typically entere y e S HOUSE OF HO RIDI THDANAAI4FEO2077  BAW -l sie Hlerediiact [clieaitecs
Service Department. Fint Appt Foms Custoner Contacts
Comments: [FOLCE EQUPHENT INSTALL -GUDTE
‘@ Cash Qut H Eglimate H HonRetal ‘ ‘ Fiint Label | | SCH Infomation ” Ext H@ﬂe\p ‘
. - ", Y "
Step 6 Click the down arrow in the “Search T
ep -) F M b d | P c N ” ~Fiter General |wn Notss | Totas | Audit Trad | Requested By Customer
C Inemal O Customer @ &1
or ox and select ustomer Name Serw. Ad: [LEWIS Senics TagNof et [N
S | = ~Customer Contact
from the drop down menu. I o Hote: Proned Cortct ethod: [NHE
3 Work: [[412)371-2900 Ext
s Motile Fau 43712929
B . o
z T T VN K Mait [DHANSEN@BDFOLICE DRG
[ | 12312 WAUWATOSAPOLIC THDIFMMITFBE27223 KL =
[ || zes  BERENLFERRE  THDIGELTAYRI93 Baw . [FTURE v e e | .
[ s N INTERNAL HDANBE10FCEO728 KL
| |1 1247 N INTERNAL THDANBEOFCEON26 KL el | Hieage Dut: | @
[ | imm2 OLLDaviD WHEELWORK Baw Make: [FD e | 9
| || 127316 HOUSE OF HDIRIDI THDANATSFCS02ZT0 BAw Mo |
| || 127318 HOUSE OF HDIRIDI THDANAATSFCSO200S BAw e R HNRND,NHODE e
[ || 127817 HOUSE OF HD(RIDI THDANAATSFCS02258 BAwW Calr: | WA Exp. Date |
| || 127318 HOUSE OF HDIRIDI THDANAATEFCEDITI  Baw .
| 127M3 HOUSE OF HOIFIDI THDANAATIFCSI2252 BAW [ Schedde
| |E 12730 HOUSE OF HDIRIDI THDAMAATZFCSOZIE: BAW ArvalDate: [3/17/2015 Time I [3.45 &M
| |E 12781 HOUSE OF HDIRIDI THDANAGTZFCSO2IZ3 B AppeirertDate: [F27205 Porise Date [
| |E 1272 HOUSE OF HDIRIDI THDANAATSFCSO20S6 BAw Dot fred Bk
| |E 1273 HOUSE OF HDIRIDI THDANATAFCSO2NTT B = [reicet=:t
Piint Appt. Forms Customer Contracts
Comnets [PALCE EQUFVENT RSTALL 007
‘@ Cash Out H Estimate. H NonFetal ‘ ‘ Print Label | | SCH Information H Esit H@ﬂe\p ‘

Step 7.)

Type the customer’s name in the
“Search For” box as follows: Last
Name, First Name.

NOTE: If there is more than one name
that matches your customer’s name
displayed in the search field, verify
the customer’s address and phone
number before selecting one.

To add the verified customer’s name
to the work order highlight it in blue
by clicking on it, and then clicking the
“Select” button.

Customer Status:
& Active © Inactive Al

Phione Sort Preference:
& prea ) Looal ) Last 4

Phane Number: [H [[2628781375 Type: [RETAIL
Address: [15128 DURAND AVE

SearchFor | Customer Name

Customer Name | Phan:

I 1
HENSIAK. ALAN [
UNION GRAOVE ot 531620000
EMit |
Chbs: “Year to Date Activiy: 000
Class Last Puchase Date:
Discount % 000 [N Bal 030 000
Lapaways: [ 000 Bal. 3160 000
50 Deposis: 000 RN —T]
w0 Depasits: 0.00 Bal. Dver 90: 000
MU Deposis 000 Totel Balonce: [ 0.00
Frepaid Labor 000
Customer Notes:
Add ”@ Change ‘ ‘@ Delete | ‘ Customer lnvuil:es‘ | Account Activity H “wish List ‘
‘ S0/Layaways/Prepsid H Vehicles Qnned H App. History ‘

Print Customer Bio

Chad Hensiak / Last Edit 03/07/2016




Standard Operating Proceedure: Chrome 1

Entering the Vehicle Stock Number and VIN

Locate the “Comments” field and Buoiotc8
Step 8-) . L. Service Advisor: [AH  [&] Custome: [ 105280 [HENSIEK, ALN wo# [ 13058 [ CreatedobCode [~ Comeback
enter the vehicle stock number as it is @ Swetete [ owwes [ [
 Estimate InProcess € Complete T ,—_
listed on the opportunity worksheet, — | DU'L,;BB_@;?‘; |—j
then enter the Sa|es person's name Comments: [STOCKS 5531 7 ALAN EURR\E/EHADHENS\ANI ltem ot [T
f ” d b I o [~ Schedule Lsbor Total [ 000
ollowed by your name. Ut i | _ s
F(elelen:;:: | = Amv:Dale ,ﬁm Shop Supplies: 000
. o Time In: 1702 &M Storage: [ 0.00
NOTE: /f the opportunity worksheet ol e | Pt 0m
: : loense: [ Lasthieage [ 0 M EN Subtotat [ 000
does not list a vehice stock number, i e —— [ — ——
enter “No Stock#” instead. o e — d — e[ 00
e Other T Total: 0.00
. || revtee == | © ot vl
After enering the stock number and e e | | e
. . . Calculate 0.00
names in the Comments field, click the S =
magnifying glass next to the
“VIN\Serial No.” field to open the
window shown in step 9.
Step 9-) Clle the Add burton to Open the  Customer Vehicles Dwned
W|ndOW ShOWﬂ n Step 10. Customer: [103280 [HENSLAK, ALAN

SeachFor [

N n Make | Mieage: |
Medet [ License: |
color: [ KeyMot: [
vear | KegpMoz |
See [ waranty Exp Date: |

Purchase Date:
Purchase Price:

Warranty S ource:
Company Dwned

Mew or Lsed:

Contracts

Plan Codz PlanName | CorwactDate | Policy #/ContiactID | Price | Status Source Flan Type

141 | =

I Sheow Expired Contracts

I|Add |I@ Change ‘ (&) Delete

Step 10.) 7Pe theVIN, asitis on the

opportunity worksheet, in the “VIN”
field located in the “Update Customer
Vehicles” window.

NOTE: If there is no VIN listed on the
opportunity worksheet, enter the
words “Future VIN” instead.

After entering the VIN, hit the “Tab”
key on your keyboard to populate the
vehicle information fields.

3 Chad Hensiak / Last Edit 03/07/2016

2% Update Customer ¥ehicles

‘ Customer Mo:  [109280 [HENSIAK, ALAN

wiM:  [THDTIKTMIEGEE3a03E
Make: | El
Modet [
colo: [
vearr [ O
See [

T
I =l

Mileage: 0
Licenss:

Key Mo 1:
Key No 2

Warranty Exp. Date: =l

‘Warranty Saurce: @l

Mew % Used Company Dwnead
© New & Used —I

Purchase Price:

Purchase Date:  ves % Mo

Contracts

FlanCode |  FlanMame | ContractDate | Folicy B/Contact ID | Ewp. Date | Esp. Mil | Frice | Staws <

Lal | |
|bgoe | |E] Cancel | |ﬂelp |




Standard Operating Proceedure: Chrome 1

Step 11.) After hiﬁng the tab key in the last
step, this window opens to let you
know that data on the vehicle locat-
ed in the dealership’s database will
be used to populate the fields in the
Udate Customer Vehicles window.

Click the “OK” button in the “i” win-
dow to populate the fields then move
on to step 12.

2. Update Customer ¥ehicles
Customer Mo;  [108280 [HENSIAK_&LAN
wiN:  [THDTKTM1EGEE3303E Milssas: | 0
Make | @l Licsnss: |
O p—— PPN e—
TALONes
Coler |
v, I— B, The WIM entered exists within your dealership system. Data will
B L P be populsted based on sxisting data for this vehicle, TF VIN was
=" entered erroneously, pleass correct and resubmit
Size |
Purchass Prics: |
Purchase Date: |
Cortracts
Flan Code | FlanMame | ContractDate | Palioy #/Contact 1D | Ewp Date | Ewp. Mil Frice | Status -
1«1 | |
[oe | |E]Eancal | ‘@ﬂe\p |

Click the “OK” button in the window
to accept the VIN information then,
click “Exit” on the next window to get
to the “Active Work Orders” screen
shown in step 13.

Step 12.)

/2 Update Customer Yehicles

CustomerNe:  [109280  [HENSIAK. ALEN

wiM:  [THDIKTMIEGEE3I03E
Make: MO @
Modst  [FLTRWS
Color:  [BLACK QUAATZ W/PINSTR
vea: [ 2016 \warnanty E
Sizer | 1630

Purchase Price: ono

Key Mo 1:

Key Mo Z:

‘Warranty Source: | &)

]
—
EC—
[roso
woss [ =

Mileage:

License:

New  Used Company Owned

Purchase Date: | =1 & New € Used |1‘ Yes  ® Nn—l

Contracts

PlanCods | PlanMsme | CorbractDate | Polioy H/Contiact D | Exp Date | Ewp Mil | Price | Status -~
1«1 | i

Entering Events

While on the “Active Work Orders”
screen, you can add events, parts, and
hours (labor) to the work order. Start
by clicking the “Events” button to
open the window shown in step 14.

Step 13.)

. Active Work Orders

Filter
 Internal © Customer & Al

SearchFor. [ Customer Name

St WO | 50

=T

WIN Now

| Serv. Adv] Hi| DT

Customer Name |

General |wn Notes | Totals | Aot T | Requested By Customer

Serv. Adv: [HENSIAR Service Tag No: Iniemat [l

[~ Customer Contact
Home: |[262)378-1375 Preferred Contact Method: [HOME

wlork: Ent:

Mole: | Fax |

Eat [

WIN: [HDKTH 1668633035 Mileags I [ 5
Ref o [ Hieage Out: [ 0
Make: [HD Size: [ 1630

hiodek: [2076 - FLTRKS License: [

Color: [BLACK QUARTZ W/RINSTRIPE Wi Exp. Date:

[~Schedule

ArivaDate: [2715/2016 Time I [11:37 A
SppsininentDale: [Z715/2016 Prorise Date:
Date Difeed Back: [~ Time Oifered Back,

Ja< |[ == Bint Appt. Fams Customer Contracts
(B Comments: [STOCKE 5531 / ALAN CURFIE / CHAD HENSIAK
I| Events ‘I Parts H Hours ‘ ‘ Cash Out H Estimate. H NorFetal ‘ ‘ Print Label | | SCH Information H Esit H@He\p ‘

Chad Hensiak / Last Edit 03/07/2016




Standard Operating Proceedure: Chrome 1

Click the “Add” button on the “Work
Order Events window” to open the
window shown in step 15.

Step 14.)

2 Work Order Events

Work Order No: [130585

Customer Name: [HENSIAK, ALAN

Search For: I Event

=

Event ¢ | Deescription

| Type| Adi.Info | HD Waranty |

Sub Total Est. Hrs

Customer States | Digital Tech Notes

Parts And Labar Subtotal fwithout Tax): 0.0

Add [¥] Change ] Delete

Exit E] Help

. . “« = Wwork Order Event
Step 15.) Cllck"fhfe down arrow in the “Job P — rrr—
Type” field to open the drop menu, T = Estimated Hours:
Select ”Installaﬁonl” then Click OK' Ewvent Description'IINSTALL EMNGINE GUaRD E
Customer States | Digital Technician Mates |
=
NOTE: Selecting repair in the “Job
Type” drop menu is for the service -

department when they enter a work
order for a motorcycle repair job.

Event Type

i+ Regular 7 wfaranty

" Contract

i ESP/PPM

T Policy wWork

— FDI | | Job Teps: | v[ |
Paolicy #/Contractl D: £ Service
Flan Coder 1 S— il (S afetp/Praduct]
wender: [ G Bullstin/Campaian ! Parts
ESP/PPM Task Cade: [ - =]
i [ oo Fecall Parts Mot = Sales
Dedustibls 00 € Heimbursed [Parts sent
E=piration Dare: | | to dealer fres of charge. |
; Fecall Parte Feimbursed 1 Goodwill
Exp. Mileage: [ 0O = [FManufacturer will pay for
I Event Tazable st
II@ =13 II [@) Cancel | |E] Help
| |

You should now be on the “Work
Order Events” screen as shown in this
step.

Step 16.)

If you need to add more events,
repeat steps 14-16 until all events
are entered.

When all events are entered, click
“Exit” and move on to step 17.

{3 work Order Events

Work Order No: [130585

Customer Name: [HENSIAK, ALAN

Search For: I Event

=

Event <

| Type | AdilInfa | HD Waranty |

Sub Total

| Est. Hrs

Customer States | Digital Tech Notes

Paits ind Labor Subtotal [without Tax): 0.00

add [#] Changs &) Dekete
Esit [7) Help
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Standard Operating Proceedure: Chrome 1

Entering Parts

Step 17.) You should now be back to the “Active e v
. " Tl - Geeral | )0 Notes | Totele | Auei Tre | Regpalizdlly Do
Work order screen. Make sure your @I Serv. Acv: [HENSIBK  SewiesTagMo  Intemal [N
’ i 1 i i [~ Customer Contact
customer’s name is still highlighted | s 3 s —
in blue, then click the “Parts” button ankl Ex |
) Mobil: Fox
to start adding parts to the event(s) v
entered previously. [F B — -
Ref No | Mueagenut-| 0
Make 0 See:[ fean
Modet [2016 - FLTFXS License: |
Color. [BLACK GUARTZ WPINSTRIPE WA Exp. Date |
[ forie Tinelnc [T
Appaintment Date. 2757206 PomiseDate [
DataOifrsdBack [ Tine Dffered Back
Comments: [STOCKS 5551 7 ALAN CURRIE / CHAD HENSIBK
- Paits ‘i Hours ‘ ‘ Cash Out H Estimate. H MonRetail ‘ ‘ Pint Label ‘ ‘ SCH Infarmation H Esit H@H&\p ‘
C||Ck ”Add” on the ”Parts on Work %, parts On Work Order =
Step 18.) Order” screen, then move on to ste P |spsd v Lo etk Do [T
’ P SeachFor [iem =0 EvertType]

19.

80| Event | lem |

Desciiption |

Estimated Oty |—u
TaskCode[
Vendor [
Categary: l—

Gy OnHard [ 0

Wwiatraiity Amount: oon

Oty Lsed | PendingQty | Total | L| Pick| Binl | Bin2 | Total w/Tax

NJC Retail Value: oon

RetslEach [ oy
Discount Each 000
Deposits Applied: oon

Sales Taie am
Other Taes 0m
Total wi/Tax 0m

Parts Tatal: 0.00
‘whork Order Total 0.00

) Change

First, you must select which event
you will add the parts to by typing the
event number into the “Event No”
field and then pressing “Tab” on your
keyboard.

Step 19.)

dit Work Order Item

"wfork Order Mo

Ewent Mo

Salesperson: [CaH =]
Twpe: [R

EwventTE

{gi=lilalgh

HNsSTALL EMNGINE GUARD

Item:

Item Description:

“Wendar:

- I— E I~ Add Ta Pick List Repart
I Category:l

E stimated Qi

Quaantity:
F etail Each:

Discount Percent:

Discount Each

FPrice Each:

T otal Amount:

Prormotion:

I o.00 On Hand: | oon
I 1.00 I Create Special Order
[ @am | Irstalll L ater/Prapsid lbemm
 — ™ Lock Discount
E— = [ @o et Ghargs Sales Taw
: 000
T o
[ oo Sales Tax: | oo0 [G)
Other Tanes [ G000

I 000 % Foss: 0.0o

Deliver S0 Or Lagaway | |

Add Task Items Mon lnwenton |

D eliver Pre-Paid ltems

Impart Dieal lbems |

[ox | [[#] canse | [z 8=e |

Chad Hensiak / Last Edit 03/07/2016




Standard Operating Proceedure: Chrome 1

Step 20.) Type the part numl:’>ler ir]’to the “Item
field and press the “Tab” key to
populate the rest of the fields.

Locate the “Quantity” field and enter
the total quantity needed of this part
number.

If instructed to enter a discount in
“Discount Percent” or “Discount
Each” fields. To add this part to the
event, click “OK.”

Edit Work Order Item

Evert Mo [ 7 [

“wiork Order Mo [T30585 Salesperzon: [CaH =]
Tepe: [R

Event D escription

IINSTALL EMGINE GUARD

Item: [49050-092,

Iterm D escripis

=9

HE GUARD

I~ Add To Pick List Report

Dizcount Fercent: I o0.00
Discount Each: I a.o0

Price Each: >1a.09

Total Armount: I Z22Z7.02

herlan: Categons: [02
Estimated Qe [T [ENaTa] On Hand: 1,00
Quaartity: | 1.00 I Create Special Order
Retail Each: |—21 499 I Install Latern/Prepaid ltem

I Lock Discount
I Do Mot Charge Sales Tax

Taxes
Sales Taw | ECEES |
Other Tawes [ o000

& Fees:

Frometion: |

| Deliver SO Or Layaway | |

Add Task Items

Mo lnventon |

| Deliver Pre-Paid Items

Import Deal ltems |

Repeat step 20 until all the parts ldex ||l cancet | [[(ZlHoe |
needed for this event are entered,
then click “Cancel” to close this
window and move on to step 21.
This window shows every part from
Step 21-) a” the events. so ta ke a moment to Pats | Special Dides | Lesttem: [49050086 Work OuderNo: [fa0888
’ SeachFor  [iem = Event Type [REGOLER
review the Complete pa rts list. 50| Event | [ Oy Used ] PendngBy| Toll L] Fi] it | B2 Tl Estinated Oy 00
TeskCode[
VendnrlHD—
Be sure you have entered all the Loy 2
. . Oiy. On Hand 100
needed parts. Consider any hidden iy m
parts needed to complete installations e i
(el 2 21493
like gaskets, fluids, wiring harnesses, Do Exch [ 500
Deposits &pplied ooo
or hardware. it a
Other Taves: ooo
Check quantities and be sure you R e
know what parts are sold as sets of T T T | Il
two or more, and which parts are sold
as single items. Consider things like

bolts solds as single units, even though
more may be required to complete an
installation.

After double checking your parts list,
click “Exit” to move on to step 22.
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Entering Hours / Labor Charges

ive Work Orders [x]

You should now be back to the “Active
Step 22') General | .0, Notes | Tolas | Auet Tre | Fequested By Customer

Fiker
Work Order” screen. Make sure your — © vms «cume oot T
! i i i i i eachFor [Costomer Name B [~ Customer Cortact
customer’s name is still highlighted in i E e ol — e T
blue, then click the “Hours” 3 S -

I
130506 NELSON,LZANN W THD1BUAVIBGBIZ74 KL Motie: | ez |

button to start adding labor charges Tt TN [eme. e s |
to the event(s) and part(s) entered [ — :
H Ref Mo: I HMileage Out I 0
previously. we e[ T
biodel: [2076 - FLTRXS License: |

Color: |BLACK QUARTZ W/PINSTRIPE WA Exp. Date:

~Seheduie
Arival Date: 271572016 Tie n: [11:37 &M

Appeintment Dale: [2715/2016 Promise Date:

DoteOferedBacke [ TieOfeedBackc [

Print Aol Foms Custome Contiacts

Comments: [STOCK# 5531 / ALAN CURRIE / CHAD HENSIAK.

MorFetal ‘ ‘ Pnntgaha\| | SCH Information H Exit H@ﬂelp ‘

Cash Out H Eginate ‘

hop Hours Browse : 130585 HENSLAK, ALAN

Click the “Add Labor” button to open
the window shown in step 24.

Step 23.)

Ewente | “work Descri 7| Hours 7| Rate 7| Amou 7| Ewt Di w| Tax | Total | PPFLDep 7| &mt. D 7| L 7

Shap Hour Allasation | |@ Delets ‘

Summawy | Hours |

- Totals

Event Description: |
Reg. Labor Tetal: | 0.00

Labor Code: | [
I Warranty Laber Totak 000
Hotes: =1 Contract Labor Total 000
= PPL Deposit Anplied: o0
[&mt. may incl. Tax]
‘wiork Description: = |

=1 Work Drder Total: | 23837

Contractor: |

Exit [Z] Help

30585 HENSIAK, ALAN

Step 24.) Enter the event number in the “Event S

) o . o ” o
Number ﬁeld and then hlt Tab on IEventNu I 1'@ Event Type: |R  [INSTALLEMGINE GUARD  TaskCode |
your keyboa rd. ok Descrption; [INSTALL ENGINE GUARD

Resalution Description

Lol L]

- Job Laber Code
LaborCode: | [&] Hours: [ o00

Code Description: | |

|'Hnur5 Summary

Actusl Hours: 0.00 Pay Hours, 0.00 Billable Hours: 0.00 Billed Hours: 0.00

Charges | Haurs |

BiledHours: | 000 [ Oweride Bill Hours Contract Amaunt: 0.00
LaborRate: | 9800 [ [rstal Late /Prepsid Commactor: [
DiscountAmount | 000 [ Lock Discount At
Labor&mount | 0.00 [ Override Labor Amt
Prepaid Amt Applied 0.00 Prepaid Quoted Rate 000  Deposit/Hour Price 000
TawfFeelst [ oo0 SaesTaw [ 000 o - Do MatChaae
Totak [ 000 Other Taxes & Fees 0.00

[dox | [@)concer ||
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Locate and check the “Override Bill
Hours” box to open the “Billed Hours”
field.

Step 25.)

Refer to the “Job Time Codes”
spreadsheet to add up the total hours
needed to install all the parts in this
event, type that total into the “Billed
Hours” field, and then press “Tab” on
your keyboard to populate the other
fields.

aintain Shop Hours : 130585 HENSIAK, ALAN

Main | Notes |
[ Labar

Event No 1 &l

Event Type:

R INSTALL ENGINE GUARD

Task Cade:

“wiatk, D escription: IINSTALL ENGINE GUARD

Fiesalution D escription I

[

[~Job Labor Code

Labor Code: [ =]

Hours: 0.00

Code Description: |

sctualHows: [ 000 PayHows: | 0.00

"H ours Surmmary

Billable Hours: 0.00

Billed Hours: [ 050 L\, ‘

Charges | Hours |

Billed Hours: ||

—
050 7 ifiveinids Bil Hads 1|

Contract Amount 0.00

Labor Rate: |

I 0.00 [~ Lock Discount At
Labor Amaunt: | 48.50 ™ Ovenide Labor Amt

Discount Amournt:

Frepaid Amt Applied: | 0.00
TanfFeelsk | 278
Totak | 52.28

S I install Later/Prepaid

Prepaid Quoted Rate: 0.00
Other Taxes & Fees: 0.00

Contractor,

Deposit/Hour Prics: o.o0
SalesTaw [ 278 [@&] [ DeMelChage

Sales Tax

[ ||@cama| HE]H&\D |

Step 26.) To add labor to ot.her tasks, rgpeat
steps 23 - 25, until all labor times are
added to all tasks. When all the labor
hours are entered, click the “Exit”
button and move on to step 27.

2. Shop Hours Browse : 130585 HENSIAK, ALAN

Shop Hour Sllocation

Summany | Hours |

| Add Labor ‘ |E Change | |@ Delete |

Ewent Description: I\NSTALL EMGIMNE GUARD

Totals

43 80

Fieg. Labor Total

Labor Code: | [

I ‘Warsnty Labor Total: | 0.00

MNotes: =1 Contract Labor Total: 0.00

= PPL Deposit Apglied: [~ o0

[BmE may incl. Tax)
Wk Deserption: [[HSTALL ENGINE GLARD =]
=l “wiark Order Totak 293,26
Contractor: |
| [(EE [SET

Entering Tasks

Step 27.) A.task is a preloaded event, complete
with all the parts and labor needed
for installation. Although tasks are
not available for every instance, using
them on a work order saves time and
makes the chrome deal process easier.

To enter a task click the “Events”
button in the “Active Work Orders”
window.

NOTE: Some tasks may need
modification on the work order.
Painted part codes should be double
checked for accuracy.

Chad Hensiak / Last Edit 03/07/2016

2. Active Work Orders

Filter
" Intemal € Customer & All

Fiequested By Customer

Intemsl: [N

Generel | w.0. Notes | Totae | Aueit Tra |

Serv Adv: [HENSIAK Service Tag Nor|

Search For. [ Customer Name

3]

St WOH |50 CuslomerName |

AN
130586 NELSON, LIZANN M
13587 N INTERMAL

130988 N INTERNAL

VN No. | Serv.Adv] Hi| DT
THDIKTM I CAH
THD1BWAVIBGBO2743 KL
THDICTH2GC424840  BAW
THDIFMMIBGEE5248  BAW

[ Customer Contact

Home: [GEz@retars
wark

Mobile: [
EMal |

Prefered Contact Method: [HOME
Ext

Fae [

~Vekicle Information

VIN: [THOTKTHIBGEE3I036 Hileage n: [ 5
RefNe: [ Mieage Out [ 0
Make: [HD Size: [ 1630

Modet [2016 - FLTFiXS Licensz: [

Color: [BLACK QUARTZ W/PINSTRIPE ‘i Exp. Date:

[~ Schedule
enbalDale: [oezms Time In: [11:37 20
Appointment Date: 271572016 Fromise Date:
Time Offered Back,

Dale DffredBacke [
Prirk Appt. Forns Customer Corlracts

Comments: |STOCKS 5591 # ALAN CURRIE / CHAD HENSIAK

EEMIIE

Noohidal | | Piilsbel | | StHlematon | P | [Fids

I Everts I Fatts ‘ Hours |
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Step 28.)

Click “Add” on the “Work Order
Events” screen to open the widow
shown in step 29.

. Work Order Events [ x|

“wiark Order Mo: |130585

Customer Name: IH ENSIAK, ALAN

Search For IEvsnl

=

Event : | Description

Type | Adtl Info | HD Wananty| Est. His

Sub Total

Customer States | Digital Tech Notes

Paits Aind Labor Subtotal [wWithout Tax] 264.49

1
| Add | IE LChangs | |@Qe\sls |

|E5il ||@ﬂelp ‘

Step 29.)

Locate and click on the magifying glass
button located next to the “Event
Description” field to open the window
shown in step 30.

2. work Order Event

General | H-D WwWaranty |

Ewent Number: [ =2

E stimated Hours:

[=]
*wiork Order Murmber: [130585

0.00

Ewvent Description: ||

Customner States | Digital Technician Motes |

=

=i

[

Ewent Tupe

1 Policy Wwork |

= Regular £ wiananty 1 Contract ~ ESP/PPM
— PO | | Job Tupe: | =1 |
Policy #/Contract 1o | [5] O Service
Plan Code: | — | I | Fecall (S afety/Product]
vendor: | = B ulletin/ Campaigr: T Pars
ESP/PPM Task Code: [ ] =l
£ Sales
[ oo Fiecall Farts Mot
Dredustibls B FisieeE ([Pas cmi
Expiration Date: | R to dealer fres of charas.]
Fiecall Parts H eimbursed ) Goodwil
Exp. Mileage: [ 0O D (i sl me for
I | Event Tazable parts 1
|@g|< | |E]l:agl:el | | 2| Help

Step 30.)

If the left side “Search For” field does
not show “List ID,” click on the drop
down arrow to open the drop menu
and select “List ID.”

Refer to your list of task codes, or the
package book, to get the task code.

Once you have the task code, enter
it in the right side “Search For” fiield,
then click the “Select” button.

2. Task/Pick List

Task List | Pick List |

Review Motes Before Transter

SeachFar [LatiD

otes:

List 1D

D EOFLTR:

—
_vl [BOFLTR=4
Description | Est Labor | Total

"ALL GO BLACK PACKAGE FOR
2015 - 2016 FLTRX & FLTRXS
(BOFLTRX4)

‘ Maintsin Supersedss

‘ Add | |@ Change | ‘@galete |

[ Parts/Labor

-~ Labor Information

Item

[LABOR]

Description

Labor

[ oy=

3.300000

1.000000 ~
| v

Fate: 93.00

2340072 KIT-A/CHEAYY BREATHER,GL  1.000000 Amt.: Z27.70
32109-08C KIT-EFI SUPER TUMER.SCREA  1.000000

6430071874, KIT-+UFFLER,4 INCH BLK/FL  1.000000 ’I':“D;"'r‘n”avtm‘w

6498109 HEAT SHIELD KIT, BLACK,F 1.000000

65100028 EMD CAPKIT. 4 INCH. S.E Ext. List 0.00

Parts Information

vendon [
B List [ ooo
OnHand [ 0
OnOdec [ 0

Chad Hensiak / Last Edit 03/07/2016
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Click the down arrow in the “Job = e 5 OGS
Step 31_) s Gensral | H-D warranty | work Order Mumber: [130585
Type” field to open the drop menu, O == Estimated Hours:
select “Installation,” and then click the EVE”De“""“";"ALLE”'B““EK FLTR 7 PLTPbeS =l
Customer States | Digital Technician Motes |
“OK” button. =
=1
Ewvent Type
¥ Regular L Warrantg T Contract T ESP/PPM 7 Policy Wwork |
— FOI [ veprsee [ — = |
Policy #/Contrct 1D f Service
Plai m—ﬁﬁ Lo ol (S afetu/Product]
wendor: [ EJ Eulletin/Campaign: . Parts
ESP/PPR Task Code: ﬁ | EJ
R I O & Ttvearaiy A o
s — e e e & Goadwil
Exp Milesge: [ O € (Manufacturer will pay for
I~ Event Tazable Bz
|g|< I |E]Cancel | |ﬂe|p
After clicking the “OK” button in ste T S CLGLr
Step 32.) . g ] " P Gemeral | H-D \warranty | “work Order Number: [130585
31, a window opens asking, “Would S = .
you like to add task/pick list items to E"E”‘DE””D“T e —— =l
. Custorner States | Digital Technician Motes |
work order?” Click the “Yes” button =
displayed in this window to move on
TALOMNes
to step 33.
=1

l': would you like Lo add taskipick list items to work order?

T Ewert Type —
= Fiegular olicy Wwiork

I PDI Mo |
Policy H/Contract (DG | =] © Serviee
Flantods | I Fecal (Safety/Product]
vendor: | =] E ulletin/ Campaigr:  Fans
ESP/FPM Task Code: | | I =1
’  Sales
. om Fecall Parts Mot
freduerble ¢ Reimbursed [Parts sent
Espiration Date: | o dealer free of charge.]
F=call Parts B eimbursed ! Gioodwil
Exp. Mileage: [ B | £ (Manufacturen el pay o
I | Event Tazable partsil
== |@Eaﬂcel | |ﬂelp

Step 33.)

11

Notice that all the fileds in the
“Maintain Shop Hours” window are
now populated with the “Install
Package” event information from the
task entered previously.

Click the “OK” button to move on to
step 34.

Chad Hensiak / Last Edit 03/07/2016

2L Maintain Shop Hours : 130585 HENSIAK, ALAN

LT | Notes |
[~ Labor

Event No 7 A EvertTupe: [R [ALL GO-BLACK FLTFoX /FLTFS  Task Code: |BOFLTRNA

“wiork Description IINSTALL PACKAGE

Lbl bl

Resolution D sscription I

[Job Labor Code

Lebor Code: [ =l Hours: 0.00

Code Description: | [

I—Huws Summany

Actual Hours: 0.00 Pay Hours: 0.00 Eillable Hours: 0.00  Biled Hours: 230

Charges | Howrs |

Biled Hours: | 230 ¥ Ovenide Bil Hours
LeborRater | 99.00 [ lnsiell Later/Prepaid
Discount amount: [ 000 [ Lock Discount At
Laborsmount [ 227.70 [ Ovenide Labor Amt
Prepaid Amtappied: [ 000 Prepaid Quoted Rate: | 0.00  Deposit/Hour Price 0.00
TawfFeelsy [ 1276 SelesTaw [ 12w @] T E;;D;acrarga
Toal [ 1z76 Other Taxes & Fees: 0.00

Contract &mount: I 0.00
Contractor. |

|2 |@cws | (2w |
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Step 34.) Because this task used for.th.is tutorial
had more than one event in it, the
fields auto populated with the next
event’s information after clicking the
“OK” button in step 33.

NOTE: You will be required to click the
“OK” button to confirm every event
included in the task that you are
entering into the work order.

Click the “OK” button to move on to
step 35.

{2, Maintain Shop Hours : 130585 HENSIAK, ALAN

Wi Hates |

[ Labor

EventMo: [ 2 [&]

Ewent Type:

R WLL GO-BLACK FLTR= / FLTR=S

Task Code: IE OFLTR=4

“work Description: [DYNO TUNE & MAP w/ITH TUNER

Resolution Description:

]

[~Job Labor Code

Labor Code: =] Hours: | 0.00
Code Description: | I
Haurs Summary
’V Actusl Hours: 0.00 Pay Hours: 0.00 Billable Hours 000 Eiled Hours: 230

Charges | Hours |

[ 330 ¥ Ovenide Bil Houss

[ 5500/ I InstallLaterPrepaid
0.00 T~ Lock Discount £mt

[ 32670 I Overide Labor Amt.

Bill=d Houus:
Labor Rate:
Digcount Amount;

Labar Armont:

Contract Amount: 0.00
Cortractor. [

Prepaid &mt &pplied: 0.00
Tar/Feels]: 18.20
Total 18.30

Deposit/Hour Price: 0.00

Do Mot Charge
Sales Tax

Prepaid Dusted Rats: 0.00
Salss Taw | 1830 [@&] —
Other Taxes &Fees: | 0.00

If you have entered all the events,
parts, hours, and tasks required to
complete the work order for the
chrome deal, click the “Exit” button in
the “Work Order Events” window to
move on to step 36.

Step 35.)

“2. Work Order Events B

Work Order No: 130585

Customer Name: [HENSI&K, ALEN

Search For I Event

=

| Event & | Description

| Type | Adi Info | HD waranty | SubTotal | Est Hrs |

1 INSTALL ENGINE GUARD
ALL GO-BLACK FLTR:

264.49 0.00

5.60)

Customer States | Digital Tech Motes

Parts And Labor Subtotal fwithaut Tax) 254454

|E Lhange | |@Qelete |

(7] Help

Click the “Estimate” button in the
“Active Work Orders” window once to
print one copy of the work order. Give
this copy to a supervisor or more
experienced co-worker and ask them
to double check your work and then
make any needed corrections.

Step 36.)

When everything is correct, click the
“Estimate” button three more times
to print three copies. Give the three
copies back to the salesperson who

is working the sale and keep one for
your records.

An example of a completed work order
estimate is shown below in step 37.

2. Active Work Orders

[x]

Filter
" Intemal " Customer & Al

Gereral |wg Noles | Totals | eudit Tii | Requested By Customer

5] Refresh
Serv. Adv: [HENSIAR Service Tag No: Inkemat: [l

| [HENS1AK, AL

SearchFor. [ Customer Name

[~ Customer Contact

Home: [[Z62)8781375 Preferred Contact Method: [HOME
Adv| Hr| DT 2]
Work: Eut:
Mabil: | Fac |
EMail [
WIN: [HDKTH 1668633035 Mieage I [ 5
Ref o | Misage Out | 0
Make: [HD Size: [ 1630

Modet |ZEHE -FLTRXS License: |

Color: [BLACK QUARTZ W/RINSTRIPE Wi Exp. Dater

[~ Schedle

AnvelDote: 21572006 Time I [17:37 &M
Appoiniment Dale: [2/15/2016 Fromise Date:
Dae Offered Back Time Offered Back

Pint 4pp. Foms Customer Contracts

Comments: |STOCK# 5531 / ALAN CURRIE / CHAD HENSIAK

Events Parls Hours

Non-Retsil ‘ Print Label | | SCH Infomation H Esit HE]ﬁe\p

Cash Out I Estimate:
1

12
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Finished Estimate

Congratulations, you have completed
your first work order for a chrome
deal!

Step 37.)

Here is what the finished estimate
sheet looks like for the work order
used to create this S.O.P.

13
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21516
1:40PM

WORK ORDER ESTIMATE
DEALER COPY

HOUSE OF HARLEY-DAVIDSON
6221 W. LAYTON AVENUE

GREENFIELD, WI 53220

(414) 2822244

Customer: 109280
HENSIAK, ALAN
16128 DURAND AVE

UNION GROVE, WI 53182

“Phone: (262)878-1375
Fax:
P.O. No:

NI

Page:1

W.O. Number: 130585

Appointment: 2/15/16 11:37AM Mileage In: 5

Offered Back:
Year: 2016
Mfg: HD
Work: Ext Model: FLTRXS
Mobile: VIN: 1HD1KTM16GB633036
Tax No: Tax Exempt: No

Mileage Out: 0

Shop Tag:

Plate No:

Service Advisor: CAH
Sold By: CAH

Color: BLACK QUARTZ W/PINSInvoice No: 0

Comments: STOCK# 5591 / ALAN CURRIE / CHAD HENSIAK Ref. No.: DIr. Lic # MC-223
Item Number / tem Description / Delivered  Price Each/ Extended
Job Code Labor Description Quantity /Hours  Hourly Rate “Amount
Event Number: 1 Type: R
Description:  INSTALL ENGINE GUARD
49050-09A GLOSS BLACK ENGINE GUARD 1.00 214.99 21499
LABOR Job Code: 0 050 90.00 49.50
Work Description:  INSTALL ENGINE GUARD
Sub-total For Event (without Tax): 264.49
Event Number: 2 Type: R
Description:  ALL GO-BLACK FLTRX / FLTRXS
20400172 KIT-AIC HEAVY BREATHER GL 1.00 392,95 39095
32108-08C KIT-EFl SUPER TUNER SCREA 1.00 450.95 45995
84900167A KIT-MUFFLER 4 INCH BLK/FL 1.00 449.95 440.95
64981-09 HEAT SHIELD KIT, BLACK, F 1.00 249.95 249.95
65100028 END CAP KIT, 4 INCH, SE. 1.00 140.95 149.95
65296-95A CLAMP, MUFFLER 200 7.95 15.90
LABOR Job Code: 0 230 99.00 227.70
Work Description:  INSTALL PACKAGE
LABOR Job Code: 0 330 99.00 326.70
Work Description:  DYNO TUNE & MAP WITH TUNER
Sub-total For Event (without Tax): 2,280.05
) Item Total: 194064
This Is An Estimate Only! SOfLayaway Deposit: .00 Labor Total: 603.90
Prices Subject To Change! Work Order Deposits: 0.00
Not a Receipt Contract Labor: 0.00
*Indicates Special Order ltem Shop Supplies: 3865
Storage Fees: 0.00
Tax Total: 144.69
Deductible(s) Total 0.00
Work Order Total : ~ 2.727.88
Deposits: 0.00
Total Balance Due: 2,727.88
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