
Express Service User Guide

WCPSOnline Express Service User Guide_2.12.09 19

Before you begin:  Important Information about Repair Orders (RO’s)…

After an RO is created using Express Service, this system WILL NOT allow the creation of 
additional RO’s on the contract through Express Service – an additional RO must be 
requested..

If previous RO History exists on a contract, use the “Request Additional Repair Order”
feature within Express Service.  (Covered in this section).

Warrantech will review the contract to determine if another RO can be created for the 
contract in question.

Additional Repair Order Requests can be tracked through ESI Requests Management.  
Please see the ESI Requests Management User Guide for more information.

After creating the Repair Order, if the repair is going to exceed your pre-approval amount, you 
will need to submit your request for Additional Authorization (Submit an Estimate) via the 
Amendment Request in the ESI (External Servicer Interface) application. 

All claims submissions must still be governed by the written terms of the Warrantech Servicer 
Agreement, including, but not limited to, labor rates and parts pricing. 

QUICK TIP: Information provided is entered into the Warrantech system on a real time basis. 

WARNING: Upon clicking the Create RO button, the user has effectively “created an RO”
and is advanced to the Repair Order Entry (Confirmation) Page where the system 

generated RO number is displayed.  
Once this occurs it is NOT possible to modify any of the information.

Create a Request for Service (RO)Create a Request for Service (RO)
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When the correct contract has been located, the user is presented with the product and coverage 
information currently in place. An example is shown below.

To proceed with creating the RO:
1. Review the following information to ensure that the RO you are creating is for the correct contract:

1. Customer Information (A), 
2. Product Information (B) 
3. Service Plan and Manufacturer Coverage Information (C) and 

2. Put a Check Mark (D) in the boxes provided to indicate that you have verified the information.  The system will 
return an error if all required fields are not completed.

3. Enter a brief description of the problem in the required “Problem Description” field (E).
4. A check-mark must be entered in the Servicer Verification check box (F) to confirm your acknowledgement of 

verification.
5. Review the Servicer announcement regarding “No Problem Found” situations (G).
6. Review all entered information prior to clicking the Continue button (H).
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Create a Request for Service (RO) Create a Request for Service (RO) -- ContinuedContinued
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NOTE:  If the Customer Information or Product information areas are blank or state “UNKNOWN”, the system 
will not allow you to complete the repair order and will generate an error message requesting you to submit a 
Modification Request for the contract changes necessary.
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Create a Request for Service (RO) Create a Request for Service (RO) -- ContinuedContinued

When the Continue button has been clicked during the RO creation, the system will
automatically prompt the user to answer several questions.  

To proceed, 

1.Click in each of the answers fields and type your responses to each of the questions (A).

2.Click the Continue button (B).

Note: The more precise and detailed the information provided here, the less likely there will be 

delays at payment processing.
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Create a Request for Service (RO) Create a Request for Service (RO) -- ContinuedContinued

Select the correct Service Provider from the drop-down list. (A).

****Inform the customer of who you assigned their service call to, and provide them 
with contact information.**** Warrantech will not contact the customer.  The service 
provider should contact the customer to set up the service call, but YOU must provide the 
customer with this information.

Click the “Continue” button. (B)

AA
BB
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NOTE:  Repairs falling within your Pre-Authorization amount may be completed when you have 
obtained your Repair Order Number.  For Repairs EXCEEDING your Pre-Authorization amount, or 
for amendments to previous RO’s, approval must be obtained PRIOR to conducting repairs.

QUICK TIP: The Repair Order (A) listed here must be CLEARLY referenced on all claims 
submitted as well as any additional request for information pertaining to this repair and is 

REQUIRED to submit claims online.  

AA

Service Request (RO) ConfirmationService Request (RO) Confirmation

When you have clicked the “Continue” button, the system will return your Service Request 
Confirmation (RO) number (A) for your records.

Print this screen for your records.
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Failure to enter a Problem Description, or to place a check-mark in the Customer, Product or
Servicer Verification check-boxes will result in an error message from the system (A or B).

• Correct the indicated problem, and click the “Continue” button.

BB

Creating an RO Creating an RO -- Error MessagesError Messages

OR

AA
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Additional  Repair Order RequestsAdditional  Repair Order Requests

If a contract already has an open RO or an RO History, the system will not allow a new RO to 
be created.

When searching for a contract to create a Repair Order, any history will be displayed as your 
reference that an Additional Repair Order Request is necessary (A).

The system will automatically open an “Additional Repair Order Request” form, when the 
Create Request for Service button (B) is clicked.  This form must be completed and submitted 
to Warrantech for review. 

AA
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AA

Additional  Repair Order Requests Additional  Repair Order Requests -- CtdCtd

To complete the Additional RO Request: 

1. Verify the Customer, Service Plan, and Product information (A).

2. Select the Service Repair Request Type (B) from the drop-down menu.  (Replacement 
Quotes are discussed in the ESI Request Management Application and User Guide).

3. Enter your Work Order Number (C).

4. Enter a brief Problem Description (D).

5. Enter the Product Information (E).

6. Check the box for Servicer Verification (F) check-box.

7. Click the “Create Request for Service” button (G).
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When you click the “Create Request for Service” button, the system will generate an Additional
Repair Order Request Confirmation

Be sure to make a note of the Additional Service Request Number (A) and print a copy for your 
records.

Click on the “Close” button (B) to exit the screen and return to the Contract Search page.

Note: All REQUESTS are managed through the application titled “ESI Requests Management”.
Please use the ESI Requests Management User Guide for further information on checking the 
status of requests.

Additional  Repair Order Requests Additional  Repair Order Requests --
ConfirmationConfirmation
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