ADDING A MANUAL INVOICE TO HOLMAN

1. Login to Holman at https://insights.holman.com/ariaccesswebd/loginform
2. From the Dashboard, select the VEHICLES tab. In the drop-down menu, select
MAINTENANCE. In the next drop-down menu, select PO HISTORY ENTRY.
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3. Inthe new page, select Client ID 5R82 in the drop-down menu. Type in the last
6 digits of the vehicle’s VIN in the VEHICLE NUMBER box. Then click SUBMIT
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4. When this box appears, click the vehicle number link (In this example, 556830)
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5. In the screen that appears next, complete the following fields:

Enter the CLIENT PO NUMEBER
Enter the METER (which is the odometer reading)
Enter the DRIVER NAME
Enter the VENDOR NAME
Enter the INVOICE NUMBER
Enter the INVOICE DATE
Enter the PO TOTAL
Enter the PO DATE
Under the SERVICE header, use the drop-down box to select what is being
Under the REPAIR header, use the drop-down box to select Labor, Parts, PM, or
Other.
Under the QTY header, enter the quantity.
Under the COST header, enter the cost.
Select TRUCK or CAR.
Enter any additional comments needed
Click on the SUBMIT button
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