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Custom Views of Work In Process 
ARKONA QuickStart Guide 

Use this QuickStart Guide to learn how a service writer can customize their view of the Open 
Repair Orders List screen. 

 
• This feature lets a service writer customize their work in process screen as 

follows: 

1. Decide how your work in process is sorted on the screen. 

2. Exclude repair orders from other service writers. 

3. Include only repair orders in the statuses you want to see. 

• Each service writer can customize their own view and the system saves the 
settings for each service writer. 

• To reset the view to the default, follow the steps below and select all 
service writers and all statuses. 

1. Get to the Open Repair Orders List screen. 
a. Take option 1=Repair orders from the Service Department menu. 

b. Key in your service writer password and press [FIELD EXIT] to display the Open 
Repair Orders List screen. 

2. Select the service writer you want to include. 
a. Use function F4=Select while your cursor is on the Position To field in the upper 

right area of the screen to display the selection window. 

b. Take option 1=Select by Select By: Service Writer to display the Service Writer 
Selection window. 

c. Use [FIELD EXIT] to clear the ‘1’ off of All Service Writers and take option 
1=Select by a service writer ID. 

• You may include more than 1 service writer or all service writers. 

• You may have to page down to see additional service writers. 

d. Press [ENTER] to save. 

• Note that your change is indicated on the Selected line of the Open Repair 
Orders List screen: 



 
© 2004 ARKONA, Inc. All Rights Reserved 

 

 
Open Repair Order List Screen 

 

3. Select the statuses you want to include. 
a. Use function F4=Select while your cursor is on the Position To field in the upper 

right area of the screen. 

b. Take option 1=Select by Select By: Status to display the Status Selection window. 

c. Clear the 1 off of All and take option 1=Select by the statuses you want to include. 

• You may include more than 1 status or all statues. 

d. Press [ENTER] to save. 

• Note that your change is indicated on the Selected line of the Open Repair 
Orders List screen: 
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Open Repair Order List Screen. 

4. Select how you want to sort the list. 
a. Hit F4 while your cursor is on the Position To field in the upper right area of the 

screen. 

b. Take option 1=Select by any one of the Sort By criteria: RO Number, Name, 
Service Writer, Time Promised, Status, Time Remaining, or Tag Number. 

• It is recommended that you sort by name because you can: 

1. Position to the name of a customer on an open repair order. 

2. Retrieve an open or close repair order by repair order number 

3. Retrieve and open repair order by key tag number. 

• Once you have selected a sort criterion it is indicated on the Selected Line of 
the Open Repair Orders List screen. 

• You can use the Position To line to find open repair orders by whatever sort 
criterion you have selected. 


