
 

 

Ticket – Editing Appointments 

AV Ref # 658 

 

 

About:  

 

When using Bay Management and/or the Appointment screen, you will discover it is a 

fluid process, constantly changing throughout your business day. Estimates change, 

parts have to be ordered, customers need to be called, etc. With both the appointment 

screen and bay management, there are several different ways to edit and update your 

tickets with statuses, new times, and color-codes. 

 

 

How: 

 

To Change the Appointment time or Bay assignment: 

 

1. The easiest method, when using Bay Management, is to simply drag and drop. 

Using your mouse, click and hold the left button on your mouse down on the 

appointment you wish to move: 
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2. Using your mouse and continuing to hold the left button down, drag the 

appointment to the bay/time you want to move it to: 

 

 
 

3. Release your mouse button to drop the appointment into place: 
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To Change the Status of a ticket: 

 

1. From either the Bay Management screen or the Appointment View, find your 

ticket. Right-click (or hit F4) on it and select Edit Appointment: 

 

  
 

2. From here, you can update the status of the ticket. You can change the date and 

time of the appointment.  

 

3. Change the Job Code and/or the Bay Assignment.  

 

4. Change the Promised Date and/or Time. 

 

5. Select whether or not the customer is waiting.  

 

6. Set the Confirmation to note whether the appointment was confirmed or the 

customer was notified. You can advise which Sales rep spoke with the customer 

and when and method of contact. 

 

7. Set the Vehicle Status to advise it is ready, on the lot, in the shop, awaiting 

parts, etc.: 
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You can also do all of the above functions right from a customer’s workorder.  

 

1. When the ticket is open on your screen, click on the Appointments Tab: 

 

 
 

2. Make your edits and click on the Save button at the bottom of your screen: 
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When you review your Appointment screen, you will be able to see at a glance, by both 

color codes and data, the status of any given ticket: 

 

 
 


