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Creating a Jobsheet 

 

From the main menu, select Create Jobsheet. 

Enter the vehicle registration number and select Search Database. 

A list of matching vehicles will be displayed. Select the required vehicle registration to 
view the vehicle details. 

Review the vehicle information and complete any required fields. 

Once all mandatory information has been entered, select Proceed. 
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adding a line item  
 

The jobsheet has now been created. 

You will see the Jobsheet Reference displayed at the top of the screen, along with the 
current jobsheet status. 

The Jobsheet Reference can be used to locate the jobsheet within your mailbox. 

To begin adding work to the jobsheet, select Add Line Item at the bottom of the screen. 

 
 

 
Selecting a Work type 

A range of work category icons is displayed in the centre of the screen. 

These icons represent the different types of work available within your service centre. 

Select the appropriate work category to continue. 
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Adding A Service  

Select Service as the work type. 

You can search for a specific service by entering the Ford Fleet National 
Pricing code (ETIS code) into the Job Code field and select Search. 

A list of matching services will be displayed. 

If you cannot locate the required service using the Job Code, you can search using the 
Ford Search Text field. 

Enter the service description using one of the following formats: 

• 1 YEAR for a time-based service or 12,500 MILE for a mileage-based service 

Once entered, select Search to display the available results. 

 

 
 

 

 

 

 

 

 

 

 

 

Select the required service from the list of results. 

Review the service information and confirm that the correct service has been selected. 

Select Save Details to add the service to the jobsheet. For most Ford Fleet National 
Pricing services, the required parts and fluids are automatically populated. However, in 
some cases you may need to manually enter the oil cost before proceeding. 
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Adding Tyres 

     Enter the tyre brand, wheel type, and the current tread depth readings for 
the tyres fitted to the vehicle. 

Next, enter the tyre size details. 

Once all required information has been completed, select Save Details to continue. 

 

 

 

 

 

 

 

 

 

 

Select Add Work Item to add the tyre work. Select the specific type of work you are 
doing from the Work Type drop-down menu, such as replacing a tyre, and then tick the 
tyre positions you are replacing.  

Click Select Tyre to open a pop up window to find the tyres you are adding to the 
vehicle.  

 

 

 

 

 

 

 



Product Support – V1.0  
 

Search tyre catalogue 

The tyre sizes entered for 
the existing tyres will 
automatically populate on 
this screen. 

Enter the Manufacturer of 
the replacement tyre and 
select Search Tyre 
Catalogue. 

A list of matching tyres will 
be displayed. 

If no results are returned, 
you can broaden your 
search by selecting the 

blank option at the top of each size filter list. You can also select Clear Search Criteria 
to remove all existing filters and start a new search. 

Once you have located the required tyre, select it from the list. 

Enter the tyre cost and select the appropriate reason for replacement. 

 

Additional charges  
Select if you are charging for valve, balance, casing disposal, seasonal tyre swap or tyre 
storage. Select Save Tyre.   

  

DOT code  
The final step is to provide the DOT code of the tyre which is to be replaced.   

You can enter any additional tyre work, like charges for sundry items or wheel 
alignment, if applicable.   

Once completed, select Save Details to add this work to your jobsheet. 

 

 

Adding a repair 

To add a repair line item, select Add Line Item and then choose the 
appropriate Repair Category. 

Once you have selected a category, you can locate the required repair item by either 
browsing through the available categories and components or by using the search 
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function. Repairs are organised into categories and components to help you navigate to 
the correct item. 

The search function can often be the quickest way to find a repair. When searching, use 
keywords that are likely to appear in the repair description. For example, searching for 
front windscreen wipers may not return any results if that exact phrase is not used 
within the system. A broader search term such as wipers or blades is more likely to 
produce the desired result. 

You can move between category browsing and keyword searching at any stage until you 
find the correct repair item. 

 

For Ford vehicles, please note that part descriptions use American English 
terminology. If your organisation has a Ford franchise directory entry, you can also 
search using an ETIS code by entering it into the additional search field provided. 
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Once the repair has been added, review the pre-populated information to ensure it is 
appropriate for the vehicle and repair being carried out before continuing. 

 

 

Requesting Authorisation  
Once the jobsheet has been built, you will need to Request 

Authorisation to do the work. Authorisation should be obtained before 
any work is carried out on the vehicle. You can send a jobsheet for authorisation 

as many times as required.  

Find the jobsheet in the mailbox and click to open it, then select Request 
Authorisation.   

You will then be presented with a text box where you can add any notes or justifications 
for the work you are requesting. For example, if you have adjusted the labour times to 
be greater than anticipated or changed anything that the Scheme Operator would not 
consider as expected, this text box is the best place to explain your changes.   

 

 

Finally, select send authorisation request. If your jobsheet passes all of the Scheme 
Operator rules you will see authority approved.   
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Jobsheet statuses  
When you receive a response, the jobsheet status will change to one of the following:  

Authority approved – All work has been approved without any amendments 

Approved with changes – full authorisation is given, but the Scheme Operator has 
modified some of the content within the jobsheet. This can include prices.  

Authority part approved – some of your jobsheet lines have been approved, but some 
lines have not been approved. If you want to invoice a job that is part approved, you will 
need to delete the declined line items to be able to proceed.  

Authority deferred – no response has been given, this is just a holding response from 
the Scheme Operator, notifying you that they cannot respond just yet.  

Information requested – authority has not been given and the Scheme Operator 
requires further information from you before they can authorise your job.  

Authority declined – all of your job has been declined in full. 

 

 

 

Completing & invoicing  
When your jobsheet is in an authorised status (you can see this by 

seeing a green A or red S icon next to each line item or from the status 
being either authority approved or approved with changes), you can complete 

the jobsheet and the system will deliver the invoice to the Scheme Operator.  

1link sends files to all Scheme Operators of any invoices created and the Scheme 
Operators pay for this work through their own off-platform methods.   

 

Completion/invoice details 

Select completion/invoice details to proceed. The first stage is to close the jobsheet 
to confirm that there is no additional work required for this invoice. Once you have 
completed a jobsheet, you cannot add any further line items, so only do this when you 
do not need to add any further work.  

The completion date and time will automatically populate with today’s date and time if 
the jobsheet was created today, otherwise you will need to enter the completion date 
and time. Then select close jobsheet/invoice.  

 

Creating an invoice 

This will take you to the invoice creation page where you need to tick the box to confirm 
this invoice is being raised on behalf of your company, then enter the VAT amount and 
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gross total. The VAT amount has a 2 pence tolerance to allow for any systems that 
calculate slightly different VAT values.   

Then enter your internal invoice number and the invoice tax point date and select 
Raise Invoice/Request Payment. When you do this the system provides another warning 
to confirm that this invoice is being sent to the Scheme Operator digitally and that you 
do not need to post or send a copy of the invoice to anyone. 

 

 

 
 

 

 
 

 

 

 

You can raise a partial or full credit against the invoice by using the appropriate link 
which will appear after the invoice is sent. Once you have received payment for the 
work you carried out on the vehicle, you can mark the jobsheet as ‘Paid’ in the 
‘Completion/Invoice’ details section. This will hide it in your default mailbox view and 
help you manage your jobsheets. 
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FAQ’s 
Q: why can’t I find the Vehicle I need? 

A: If your vehicle is not returned when searching by registration number, first check that 

the registration has been entered correctly. If the vehicle is still not found, it may not yet 
exist within the database. Verify the registration details and, if necessary, contact the 
Scheme Operator for further assistance. 

 

Q: why can’t I request Authorisation? 

A: You can only request authorisation once your jobsheet contains at least one valid line 

item and all mandatory information has been completed. Check that each line has 
been saved correctly and that there are no validation errors before selecting Request 
Authorisation. 

 

Q: why has my jobsheet been approved with changes? 

A: An Approved with Changes status means the Scheme Operator has authorised the 

work but has amended one or more items within the jobsheet. This may include 
changes to labour times, pricing or authorised work. Review the amended jobsheet 
before carrying out the work or raising an invoice. 

 

Q: why has my jobsheet been part approved? 

A: A Part Approved status means some line items have been authorised while others 

have been declined. If you wish to proceed with invoicing, you will need to remove the 
declined line items before completing the jobsheet. 
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Q: What does information requested mean? 

A: If the jobsheet status changes to Information Requested, the Scheme Operator 

requires further information before authorisation can be given. Open the jobsheet, 
review any comments or requests, provide the required information and submit the 
jobsheet for authorisation again. 

 

Q: Can I add more work after completing a jobsheet? 

A: No. Once a jobsheet has been completed and closed, no additional line items can be 

added. Ensure all required work has been included before selecting Close 
Jobsheet/Invoice. 

 

Q: Do I need to send a paper or electronic copy of my invoice? 

A: No. When you select Raise Invoice/Request Payment, the invoice is sent 

electronically to the Scheme Operator through the system. There is no need to post or 
email a copy unless specifically requested. 

 

Q: Why can’t I find the tyre I’m looking for? 

A: If your search returns no matching tyres, try broadening the search by clearing one or 

more size filters or selecting the blank option at the top of each filter list. You can also 
select Clear Search Criteria and begin a new search. 

 

Q: why can’t I find the right service? 

A: The system finds the services by matching the VIN number with the Ford Data. If you 

cannot find the correct service, first check that the full VIN number is entered correctly. 
You will find this in ‘Booking Details’. If the VIN number is correct but you still cannot 
find the relevant service, type the model of the vehicle (e.g.: ‘focus’) into the Ford 
Search Text field and the system will display a list of all services for this model. 
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Q: where can I find a jobsheet? 

A: Every jobsheet you create can be located within the Mailbox area of the system. Its 

location will depend on its current status: 

Work bookings - show any booking requests, confirmed bookings, or alternative date 
offers you have made 
Jobs in Progress – Displays all jobsheet that are currently in progress. 
Authorisation Pending - jobs are awaiting authority 
Transactions for Payment – Once a jobsheet has been marked as Complete, it will 
automatically move to this section. 
 

If you cannot find a jobsheet, the most common cause is that the current filter criteria 
are restricting the results displayed. 

For example, the default mailbox setting only displays jobsheets created within the last 
two weeks. If you are searching for an older jobsheet: 

1. Edit the mailbox Filter Criteria. 

2. Change the Date filter to Any Date. 

3. All jobsheets, including those created more than two weeks ago, will then be 
available to view. 

If a jobsheet appears to be missing, always check the selected filters before assuming it 
has been deleted or lost. 

 

Q: Where is the ‘add line item’ option? 

A: If the Add Line Item button is not displayed and you see Confirm Vehicle Details 

instead, there is no need to worry. This simply indicates that the vehicle information has 
not been fully or accurately recorded in the database. 

To resolve the issue: 

• Click Confirm Vehicle Details. 
• Review and update the vehicle description, ensuring all required information is 

correct. 
• Click Save Changes. 
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Once the vehicle details have been saved correctly, the Add Line Item option will be-
come available. 

 

Q: why am I missing work options? 

A: If the work options displayed when adding a line item do not reflect the services your 

workshop offers, you will need to update your Service Centre Information. From the 
Main Menu, select Service Centre Information and review the Repair Types Offered 
section. Update the repair types so they accurately reflect the services your workshop 
provides, then save your changes. Once the information has been updated, the correct 
work options will be available when adding line items to a jobsheet. 

 

 

 

 

 

Q: Why is the work I want to add not applicable? 

A: The system searches the Ford database and identifies jobs that are applicable to the 

vehicle's make and model. If there is an error in the vehicle description or VIN, the 
system may not recognise the relevant work. If this happens, first check the vehicle 
details in Booking Details to ensure they have been entered correctly. 

If the vehicle details are correct but the required work is still not shown as applicable, 
you can still select a work item that is listed as Not Applicable. The system will display 
a warning to advise that the selected work does not appear to match the vehicle. If you 
are satisfied that you have selected the correct job, click OK to acknowledge the 
warning and continue. 

 

 


