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Quick Start Guide – Parts Pricing 

Parts Process Explained 

Once logged in to the system as a Parts Advisor click on the Current VHC Tile.  This will then take you 

to the current list of VHCs, there will not be any records that need to be actioned. Once a job has 

been completed by a technician in the workshop the status will change from “New” to “C”. 

 

The Left Click Menu 

Left-clicking an item on the Current VHC Screen will display a list of all of the actions available for 

that VHC. 

  

The following table briefly explains each of the items on the Right Click Menu. 

Command Description 

Print This will print a copy of the Vehicle Health Check 

Print (No Prices) This will print a copy of the Vehicle Health Check without prices 

Print Blank Cost Sheet Prints a blank copy of a standard VHC cost sheet 

Print Populated Cost Sheet Prints a copy of a cost sheet with all the priced parts on it 

Price Parts Opens the Parts Costing Screen, where the user can price parts for 
identified work 

Price Tyre Opens the Tyre Pricing Screen For that VHC, where the user can 
price identified tyres 

Price Labour Opens the Labour Costing Screen (not applicable to parts) 

Issue Parts/Labour VHC Opens the Issue Parts/Labour Screen where users can notify other 
users which parts have been issued 

Refresh This will refresh the Current VHC Screen 

Exit  
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How to access the Parts Pricing Screen  

To access the Parts Pricing screen simply left click on the required job, and then select Price Parts, 

see below: 

 

The Parts Pricing Screen 

This is where the user will see the items that have been identified by the Technician and an overview 

of the prices assigned to each item. 

 

To add a part to an item left click on the line, this will open up the Parts Pricing Screen as below.  The 

item name and technician comments will appear in the header bar. 

 

How to Price a Regular Part 
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To do this, the process below needs to be followed:  

1. Select the Category of the Part that is to be added (i.e. Brakes) 

2. Enter the Part Description (i.e. Front Pads) 

3. Enter the Part No (i.e. 337474) 

4. Enter the Bin Location (if known) 

5. Tick to say if it is in stock 

6. Enter the Part Price (i.e. 78.99) 

7. Enter the Quantity 

8. Enter Discount (if applicable) 

9. Click the Save Icon 

10. To add a further part to the VHC item just repeat steps 1-9 

11. Once all parts have been added click the Confirm Parts button 

 

How to Price an Option Part  

To price an Option Part is straight forward, simply repeat steps 1-9 the same as when pricing a 

regular part, only place a tick in the Option Part box, see below: 

 

Viewing/Amended a Part 
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To edit an existing part click on the Pencil Icon at the end of the parts line.  When you have made the 

changes click the save icon 

 

Deleting a Part 

To delete an existing part click on the Recycle Bin Icon at the end of the parts line.  You will be asked 

to confirm the deletion. 

 

DMS Parts Lookup 

To add a part using the DMS parts lookup function when in the Parts Pricing Screen, click on the 

“Search Via DMS” button. 

 

DMS Parts Pricing Screen 

This screen will pull through all parts from CDK that are in “M” status.  There is a step by step guide 

on this screen to assign the parts to the relevant item.  

 

 

Complete Parts Costing 
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Once you have added parts costings to the VHC click on the Complete Parts Costing button 

 

This will then change the VHC status to C/P or C/P/L to indicate Parts Costings have been completed. 


