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Workshop Checklists Guide 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For any issues relating to any of the items included please contact the Pinewood Helpdesk at 

support.portal@pinewood.co.uk   

mailto:support.portal@pinewood.co.uk
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Overview 

The Checklist functionality within the Workshop module has been developed to enable sites with 

several different franchises to be able to create multiple health check forms. These can also be 

utilised to create checklists for internal checks for new and used vehicles.   

This will also allow for dealerships to use multiple check sheet forms on a job. This will help to then 

drive Technician’s processes on an operation, as departments can create checklists separate to 

Health Checks (e.g. a service checklist). 
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Setup 

Workshop > Parameters > Health Check > Checklist > Parameters  

To enable the functionality of Checklists within your Pinewood DMS system, users will need to go 

to the following screen: 

Workshop > Parameters > Health Check > Checklist > Parameters  

 

Here there is a parameter to enable the Checklist functionality for the department. This is a 

Department level parameter and will need to be enabled individually at each Workshop.  

Once this is enabled at a dealership, users will be required to set up the Categories they wish to 

appear on each Checklist.  

To begin with – they will need to go to the following screen:  

Workshop > Parameters > Health Check > Parameters – Categories Tab 

Click the Categories Tab 
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Within this screen, users will need to add the categories for checks they wish to appear. Users are 

encouraged to add in any of the categories they wish to appear on any individual check sheet.  

This is done by entering in a Category description in the Category field and then clicking Add: 

 

Once all the required Categories have been defined, departments will be required to add the checks 

they wish Technicians to do for each Category. 

These are created within:  

Workshop > Parameters > Health Check > Parameters – Checks Tab 

Click the Checks tab 
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Here the questions users wish to be asked for any Category can be added and amended from this 

screen.   

Simply select the Category you wish to alter the Checks for, from the dropdown selection.  

 

Then type in the details of the Check you wish to add or drill into an Existing Check you wish to 

amend.  

 

You can also amend the order in which they will appear on the Check sheet using the ‘Up’ and ‘Down’ 

arrows.  

Please Note: As Checks created are added at Enterprise level, this check will appear across all of the 

Company’s Workshop departments.  
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However, these Checks will not be automatically added to the Default Checklist of a department. 

This will need to be done manually. Therefore, if any checks do not relate to a department, they will 

need to be unticked within the ‘Department Inclusion’ screen.  

This can be found via: 

Workshop > Parameters > Health Check > Parameters – Departments Tab 

Click the Department Inclusions tab  

 

Once all of this has been set up, a user can then begin to define what they wish to appear on each 

individual check sheet. These are set at Enterprise level and will include all the Check Sheets 

created by the Dealer Group.  

To do this go to: 

Workshop > Parameters > Health Check > Checklist > Headings  

 

Click Add to create a new check sheet.   

This will display the following pop up: 
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After creating the title of your new Check Sheet, you will be able to define whether this check is a ‘Health 

Check’ form. Users can select if you wish to set it as the default for this Workshop department. Users 

will also have to mark the form as ‘Active’ if they wish for it to be available to use in the Workshop 

Department.  

The left-hand side displays the Categories.  

These can be added to the form as required, either as an entire category by checking the main tick box, 

or as a single check from that category by using the drop-down option and selecting a single tick box.  

 

As the form is built, this will display the categories and checks you have added on the right-hand 

side.  

Using Checklists within the Workshop 
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Checklists can be added to Workshop operations when creating a job.  

Within the Booking screen having filled in the job details; click Add to load up the information screen 

for a new operation.  

 

Once the Checklists have been enabled, this field will display to select which form you wish to assign 

to the operation. This is simply then selected by using the dropdown field, highlighted above.  

Only Active Checklists will appear in this dropdown, with questions listed against them that have been 

marked for inclusion in this department.  

It is worth noting this field can remain as ‘Please Select’ if you do not wish to assign a checklist to the 

operation. If you choose not to enable checklists, this field will not display at all for selection.   

As you now have the capability to add multiple forms to a single workshop job, if a form has already 

been selected against an operation, it will no longer appear in the dropdown for subsequent operations 

which you create.  

Checklists can be assigned to workshop operations through the Booking Screen, when Receiving Jobs, 

Amending Jobs and the during the Invoicing process if required.   

The checklist assigned to an operation can be altered up until the point it is started by a technician. 

Once the checklist has begun to be filled in, from this point when drilling into an operation, the field will 

be greyed out and unable to be changed.  

 

If you have a single form assigned to a workshop job, this will be printed based on the pre-existing 

parameters within the Health Check Parameters screen.  
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To check these, go to: 

Workshop > Parameters > Health Check > Parameters  

 

Here you can set this to print off with either the job card, the invoice or both.  

If there are multiple check sheets against different operations, regardless of these parameters, the 

forms will not print automatically. To print these, you will need to go to the Job screen and click the 

Health Check button.  

 

This will then ask you which form on the Job you wish to view and drilling into this will display the 

form.  

From here you can select Print in order to get a hard copy of this to pass to technicians or to show the 

customer.  
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Please Note: With the Checklist function enabled, there will no longer be a prompt that states ‘Does 

this Vehicle require a Health Check?’. Selecting the checklist associated to the operation, or if that has 

been pulled form a dictionary will not trigger the health check to be completed.   

If no checklist is selected, it will not trigger this to be completed.   

If you do not enable the Checklist function, this will continue to prompt as normal.   
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Using Checklists in the Tech+ App 

Within Tech+, Technicians will select which operation they wish to clock onto as normal: 

 

They will then select the ‘Start Operation’ button: 
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Once this has been selected, click the Vehicle Health Check tab: 

 

Now select ‘Start Health Check’: 

 

This will then allow the Technician to complete the form and then Save or Finalise: 
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Clicking into an item on the Health Check will allow the Technician to mark the work as ‘Ok’, 

‘Recommended’ or ‘Urgent’: 

 

The Technician can then either Add More to copy the line or click Save once the check is completed. 
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Starting a Checklist within the Host+ App 

The Checklist process will integrate with Host+. 

With the Host+ App open, Service Advisors are able to greet the customer at their vehicle and begin 

the Vehicle Health Check.  

In the Main Menu, select ‘Service Customers’ and then select the relevant booking. 

If there is a Health Check associated to the Booking, the Health Check tab will display:

  

Clicking into here will allow the Service Advisor to begin the Health Check by selecting each line and 

choosing the appropriate areas and marking them as Ok, Recommended or Urgent.  

 

Please Note: If there are multiple forms against the workshop job, the system will always default to 

show the one attached to the first operation that has a VHC checklist set against it.   
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Updating a Health Check within Pinewood DMS 

Workshop > Jobs > Additional Work  

For departments filling out Health Checks manually, following being passed a paper copy of the forms 

by their technicians need to go to Workshop > Jobs > Additional Work. 

Click the Awaiting Technician tab: 

 

Search or Double Click a Job and within here you will be able to complete the form: 

 

If a Job has multiple checklists listed against its operations, Pinewood DMS will provide a pop-up 

allowing the user the chance to select which form they wish to view and complete. If a checklist has 

not been completed and there is only a single checklist left to complete, this will take you directly 

into the remaining form for completion.   
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Costing of Vehicle Health Checks 

Workshop > Jobs > Additional Work  

Within the Workshop > Jobs > Additional Work – Awaiting Estimate tab, users will be able to see 

the total number or Recommended Work lines raised against a Workshop Job: 

 

These can now be split between tabs, so will show users how many lines they must action within 

this tab, as well as how many identified lines are associated to the job overall. This is the same 

when viewed in the ‘Awaiting Parts’ tab.  

 



 

© 2020 Pinewood Technologies PLC   18 of 25 

When these lines are then drilled into, the first major change is that when Checklists are enabled, 

this will display an extra field so that each line lists the Checklist it was identified on. This will allow 

a dealership to see where their Recommended Work is being identified from: 

 

If a user wishes to view these Check sheets, they will need to click the Health Check button. The 

system will then prompt the user as to which checklist they wish to view, if more than one checklist 

is associated to the job.  
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Vehicle Health Check Approvals  

Workshop > Jobs > Additional Work  

When a user goes to Workshop > Jobs > Additional Work and clicks into the Awaiting Approval tab, an 

SMS or Email can be sent to the customer as each checklist is completed. This means that Approval 

of Recommended or Urgent work can be obtained using this page. 

 

By double clicking a result in here, you are able to click the ‘Send’ button: 

 

You are then able to send either an Email or SMS or both to the customer or the required work that 

needs approving: 
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Viewing a Completed Health Check via Service Details 

CRM Record 

When looking at the Service details against a vehicle, you will be able to view all checklists 

associated to previously invoiced jobs.  

Within the Customer record, click the Service Details tab: 

 

Drill into the line of history with the checklist attached. This will allow you to view the Archived 

Invoice, any Work Required and the Checklists completed on the Health Check tab: 
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Vehicle Health Check Reporting 

Workshop > Reporting > Health Check – Summary Tab 

Within the above screen, there is a Checks Completed figure. As multiple checks can now be associated 

to a single job, this number will likely increase if you have not been using the Checklist functionality 

prior to enabling it. 

 

The calculation will now be as follows; The number of checklists that are associated to a job that 

have been completed, plus any manual recommended work included as an addition of one check. 

This is regardless of how many manual lines are identified, they will still only count as a single check.  

The second change is the addition of a filter, so that users can filter the report dependent on what 

checklists have been completed.  
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Workshop > Reporting > Health Check – Technician Tab 

This will have altered to separate the checks that have been completed into either ‘VHC Checks’ or 

‘Other Checks’. This will be defined within the setup of the Checklist. 

This will give departments a clearer definition of the type of checks that Technicians are completing.  

 

 

Workshop > Reporting > Health Check – Outcomes Tab 

This report will show the total values that will encompass the sum of all recommended work across 

all completed checklists associated to workshop jobs and any manually added recommended work 

that has been identified.  
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Adding Checklists to Workshop Dictionary Items 

Workshop > Parameters > Dictionary  

Users are able to assign Checklists to dictionary items within the workshop. This is essential to 

departments in order to increase the speed of this feature and the ability to process multiple VHC 

tests against different types of vehicle with ease.  

To do this go to Workshop > Parameters > Dictionary. 

New Dictionary items can be created, or you can use existing items within a dealership to assign 

Checklists to by selecting and amending them.  

 

When Checklists are enabled, there will be a checklist heading against the dictionary item. This can 

be selected from the dropdown, or left as ‘Please Select’ if you do not wish a Checklist to be linked 

to a particular Dictionary item (It is expected that the majority of these items will remain without a 

checklist).  

When a Checklist is set on a Dictionary item, this will automatically pull through when using the 

dictionary item on a Workshop Booking or Job Operation. This will also apply if a dictionary item is 

used when generating and adding recommended work or any operations added from within the 

Tech+ application.    
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Associating a Checklist to a PDI Template 

Workshop > Parameters > PDI Operation Template 

Within the above screen, PDI Templates can be created to be used when the Sales Admin are 

requesting internal work on a Vehicle.  

When adding or amending an Operation on the PDI Template, a check list can be associated within 

here: 

 

Then, when the Template is used in the Vehicles module via Vehicles > Stock Management > Prepare 

for PDI and the Internal Work is then booked or received in the Workshop Department, the operation 

will automatically have the Checklist associated to the operation on the Internal Vehicle.  

If there is Recommended Work added to the Internal Vehicle Health Check, regardless of the fact they 

are Internal Jobs this will still be raised against the Default Cash Account for the Workshop Department, 

as opposed to the INTVM Account.  

If this is an Internal Job, users will have the option of changing this to the INTVM account, using the 

dropdown, however this will need to be done as a manual process – prior to accepting any identified 

work on the job card.  

This can be done via Workshop – Jobs – Additional Work, click the Awaiting Approval tab and drill into 

the Internal Work and within here amending the Account associated to the Recommended Work: 
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Viewing a Health Check from a Vehicle Stock Card 

Vehicles > Reporting > Stock Cards - Costs Tab   

After searching for a Stock Card, within the result, click the Costs tab.  

You can select the reference for the work completed and the option to view the invoice and the 

health check will be displayed on the Health Check Tab.   

 

 

 

 

 

 

 

 

 

 

 

 


