
How to enter a “Chrome Deal” into Talon

Parts Department Standard Operating Proceedure: Chrome 1



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.

NOTE: Before starting this standard operating proceedure, you will need the following:
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Entering Talon’s Service Module

Opening a New Work Order

Step 1.)

Step 2.)

Step 3.)

Step 4.)

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.

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 
Work Orders window to open the 
window in step 4.

You must enter your user name and 
password, then click the “OK” button 
before moving on to step 5.
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Entering a Customer Name

Step 5.)

Step 6.)

Step 7.)

Select “Customer” then click the
“Continue” button in the “Work Order 
Type” window to start a new customer 
work order.

NOTE: Select “Internal” only if you are 
instructed to do so.  This option is to 
start a work order for a dealer-owned 
motorcycle that is to be modified 
for display purposes.  Internal work 
orders are typically entered by the 
Service Department.

Click the down arrow in the “Search 
For” box and select “Customer Name” 
from the drop down menu.

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.
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Entering the Vehicle Stock Number and VIN

Step 8.)

Step 9.)

Step 10.)

Locate the “Comments” field and 
enter the vehicle stock number as it is 
listed on the opportunity worksheet, 
then enter the sales person’s name 
followed by your name.

NOTE: If the opportunity worksheet 
does not list a vehice stock number, 
enter “No Stock#” instead.

After enering the stock number and 
names in the Comments field, click the 
magnifying glass next to the 
“VIN\Serial No.” field to open the 
window shown in step 9.

Click the “Add” button to open the  
window shown in step 10.

Type the VIN, as it is 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.
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Entering Events

Step 11.)

Step 12.)

Step 13.)

After hitting 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.

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.

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.
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Step 14.)

Step 15.)

Step 16.)

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

Click the down arrow in the “Job 
Type” field to open the drop menu, 
select “Installation,” then click OK. 

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.

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

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.
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Step 17.)

Step 18.)

Step 19.)

You should now be back to the “Active 
Work Order” screen.  Make sure your 
customer’s name is still highlighted 
in blue, then click the “Parts” button 
to start adding parts to the event(s) 
entered previously.

Click “Add” on the “Parts on Work 
Order” screen, then move on to step 
19.

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.

Entering Parts
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Step 20.)

Step 21.)

Type the part number into 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.”

Repeat step 20 until all the parts 
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 
all the events, so take a moment to 
review the complete parts list.

Be sure you have entered all the 
needed parts.  Consider any hidden 
parts needed to complete installations 
like gaskets, fluids, wiring harnesses, 
or hardware.

Check quantities and be sure you 
know what parts are sold as sets of 
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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Step 22.)

Step 23.)

Step 24.)

You should now be back to the “Active 
Work Order” screen.  Make sure your 
customer’s name is still highlighted in 
blue, then click the “Hours” 
button to start adding labor charges 
to the event(s) and part(s) entered 
previously.

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

Enter the event number in the “Event 
Number” field and then hit “Tab” on 
your keyboard.

Entering Hours / Labor Charges
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Step 25.)

Step 27.)

Step 26.)

Locate and check the “Override Bill 
Hours” box to open the “Billed Hours” 
field.  

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.

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.

To add labor to other tasks, repeat 
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.

Entering Tasks
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Step 28.)

Step 29.)

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

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.
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Step 33.)

Step 31.)

Step 32.)

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.

Click the down arrow in the “Job 
Type” field to open the drop menu, 
select “Installation,” and then click the 
“OK” button.

After clicking the “OK” button in step 
31, a window opens asking, “Would 
you like to add task/pick list items to 
work order?”  Click the “Yes” button 
displayed in this window to move on 
to step 33.
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Step 34.)

Step 35.)

Because this task used for this 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.

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 36.) 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.  

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.
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Step 37.) Congratulations, you have completed 
your first work order for a chrome 
deal!  

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

Finished Estimate
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