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Foreword 1

Many Claims - One Solution

It's Everything You Need!
The Freedom to...

* Manage your operations; anytime-anywhere!

* Eliminate EDI confusion and transaction payments.
* Direct Bill with confidence.

* Take Back Control!

More than a POS system, eDirectGlass is a Total Shop
Management system that allows you to get more from
your business. eDirectGlass reduces double-entry,
automates cost authorization, and streamlines work
production.

With eDirectGlass, you can focus on the things that
matter the most to your business; like reducing
day-to-day business costs, increasing productivity and
greater billing flexibility, just to name a few.

Because the Right Tools Make All the Difference.

© <2013> ... AMJ Logistics, Inc.
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1.2

Getting Started

Introduction

eDirectGlass™ is an evolutionary way of doing business for the entire automotive glass repair and
replacement (AGRR) industry. eDirectGlass was designed to give the industry fair access to billing and
claims data using proven patented Internet technologies.

eDirectGlass Benefits

e eDirectGlass eliminates the costs and hassle of working through multiple vendors such as
POS and Claims networks. With eDirectGlass there is now a direct route between shops,
vendors and insurance companies. You no longer have to pay for or share your information

with multiple parties. You are in control of your own network!

e Integrated POS, Management and FNOL system. Stop paying for and using multiple services.
With eDirectGlass™, you have all of the tools to manage your business in one place.

e Through the use of MultiLogic technology, eDirectGlass automatically analyzes all claims and
invoices to ensure they are formatted correctly. This process allows the work and payment

process to be greatly accelerated.

e eDirectGlass can work with non-electronic vendors! When you submit invoices to
eDirectGlass, you can mark non-electronic vendors and we'll make sure it gets to the right
place. You will receive electronic notification that the vendor has received the invoice from

eDirectGlass.

e AND MORE! eDirectGlass is the only independent billing and management system.
eDirectGlass is built on proven technology and is easy to use. We guarantee that
eDirectGlass dramatically reduces the costs and time for glass replacement claims. Built on
open standards, eDirectGlass is the first billing and management system that conforms to
CIECA, EDI and other industry and computing standards.

Everything you will need to know about configuring and using eDirectGlass is in this guide. This
manual will help you better understand the features and benefits of eDirectGlass. It will explain how to
correctly setup eDirectGlass, create and work with jobs and assignments and communicate with your
business partners.

This manual should answer any questions you may have and explain, in detail, all of the capabilities,
features and benefits of the software.

System Requirements

This section discusses the hardware and software components your computer needs in order to run
eDirectGlass. The components described are the minimum items necessary. eDirectGlass may run
more efficiently with a faster processor, more memory and a broadband Internet connection, but in
order to use our system your computer and network must meet the minimum system requirements:

¢ Intel or AMD PC Computer.

e 1GB of RAM or greater.

e Windows XP, Windows Vista or Windows 7.

o Microsoft Internet Explorer 8 or greater (32 bit version only). (Netscape, Mozilla/Firefox
and Beta Versions of IE Are Not Supported). We only support Internet Explorer.

e 128k DSL Internet Connection (High-speed broadband connection recommended)

© <2013> ... AMJ Logistics, Inc.
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¢ Inkjet or Laser Printer.
¢ Valid email address for order inquiry and confirmation.

Screen Settings

To ensure the best possible screen display of eDirectGlass TSM you will need to check and adjust
your computer screen settings.

Screen Resolution: From your Desktop, right mouse click on any blank area of the screen and select
Properties from the menu. Go to the Settings tab and change or adjust the screen resolution.
Increasing the resolution will improve the screen view. Each system is different; your system's
maximum resolution by differ from the example shown below. The minimum resolution setting is
800 by 600, but we recommend 1024 by 768 for the best experience.

Display Properties =
| Themes | Diesklop | Scresn Saves | Appearance  Selfngs
Dirag the morsbor icons to mabch the physical anangement of wour mondon.

Az

Diepdage

1. Plug and Play Morstor on Mobie IntellF] S156M/GMS. 91 DGML Exp |
Screen reschiion Color quality
Less J More: :Hiﬂ'ﬂﬂ (32 i) El

1024 by 768 prests IFT'N 'm ' m

| iderity || Troubleshoot.. | | Advanced

I 0ok | | Cancel |
Display Properties Screen

Text Size

You should also double check the viewing text size for your Internet browser. With Internet Explorer
opened, go to the menu bar and select Page. From the Page sub menu, select Text Size, and then

select Medium.
*NOTE - THIS MAY DIFFER IN INTERNET EXPLORER 8 AND BELOW.

© <2013> ... AMJ Logistics, Inc.
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Hiew Window Carie N
1 Cust h |
Copy Clh €
Pagte Ciris
Srve A L'
Article IO - 1755 Send Page by E-mail... "
Last Review : Dece
. Bevision - 3.3 Send Link by E-mail_.
Ex
Loem v
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1.5 Security Settings

In order to use certain features in our website, you must add security settings.

1. Open a new Internet Explorer browser window. Go to Tools - Internet Options.

2. In the 'General Tab' click on the 'Settings' button under the 'Browsing history' section.

3. In the "Temporary Internet Files and History Settings' window, make sure that ‘Automatically’ is
selected and click on the OK button.

B [ Femporary Intermet Files and History Settings [

Genersl | Sacurity | Privacy. | Content. | Comactions | Programs | Advanced

Temporary Internet Fles
Hame poge Internet Explorer stores copees of webpages, images, and meda
_/E To creats home page tabs, type each address on its sven bng. for faster vieveng later,
- Wt psiion microsott comMwlink, FLinkd =631 57) | Chedk for newer versions of stored pages:

) Every time [ visit the webpage
) Every time I start internet Explorer

| useawent || usedefit || Useblak |

Brrmiiniy Fabary 4 ‘ 7 Mieyer
| e e e e 18 &
[7] Dl b Browvesing hestory on it
1 Current location:
[ Delete.. ‘ C-\Users\isar\dppDia taL ocalicresaft Windores \Temporar y
Cearch Infernat Fles
p Change search defauis, Settngs |
I [tove folden | [ovewobiects. | [ dewiies |
Tabs
| Thanwy are deplayed in
B Changehowwelpoges | setngs | Hstory
- I Spedfy how many days Internet Explorer should save the lst
Appebrnot of websites you have visited.
[ colors || tengueges || Fonts | | Accessbly | il Days o keap pages in history: o |

Iﬁlhﬁ|:%:':~.'_J

© <2013> ... AMJ Logistics, Inc.



eDirectGlass Total Shop Management User Manual

. In the Internet Options Panel, Select the 'Security' tab.

. Click on Trusted sites then Sites. In the "Add this website to the zone:" box, type in
*.edirectglass.com and make sure the "Require server verification (https:) for all sites in this zone" is
not checked and click Add. Then type in https://live.edirectglass.com and click Add. Click Close.
NOTE: You may be given a separate URL to use to access your version of eDirectGlass. Make
sure you also add that URL to your Trusted sites list in addition to the ones listed above.

IntemetOptions - ki k|

General  Securty | Privacy | Cortent | Connections | Programs | Advanced |

Select a Web content gone to spec

Iritamed Lecal intranet Racsirict ad
sles
Trusted sites
This zona containg VWeb sies that you
m?dlummmmww e
~ Securty bevel for this zone
Custom
Custom seitings.
- To change the ssftings. click Custom Level,

- Tio use the recommended sattings, chick Default Lewvel

[ e

You can add and remove websites from this zone, All websites in
this 2one will use the 2one's security settings.

Websites:

*.zagoffice.com - Remove
* edirectolase. ca |
*.edirectglass.com

=iga.org -

e

Security Settings
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4. Still on the Security tab and on Trusted Sites, click on Custom Level...set all of the items as
described below. Once all of the items have been set, close All IE windows. Open a brand new one

and log back into eDirectGlass.
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| Security Settings - Tnusted Sites Zon
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1.6 Installing Crystal Report Viewer

In order to be able to print from eDirectGlass, you must first install the Crystal Report Viewer from

either a Quote or an Invoice (never a Work Order or Report). IMPORTANT NOTE: You must first set
your Internet Explorer setting correctly before trying to install the Crystal Report Viewer. (See Security
Settings). When you first click on either the Print Quote or Print Invoice buttons in eDirectGlass, it will

prompt you to install the ‘Crystal Smart Viewer for ActiveX'.

=10l |

Saarh B

LIS eI

/2 Crystal Reports ActiveX Yiewer - Windows Internet Explorer

G_:“j v [0 httpjumens ecirectilsss.cajedgfshoy x| | 42| X

G dA () Crystal Reports ActiveX Viewer ] |&vm-ﬂ-@%w--@m;'”
i) This watrsibe wanits bo irstal the folowing add-on: ‘Crystal Smart Viewer for Active)” from 'Crystal Decisions, Inc’, X

1F you brusk the webske and the add-on and wark to inskall i, dick here....
=

& Chok hueees bo instal the Tollowing Active contol 'Trystal Smart Viewsed for ctiveld from Tiysial Decisons, ..

Crystal Report ActiveX Viewer

1. Click on the yellow highlighted area and a drop-down menu will appear.
2. Click on the "Install ActiveX Control" in the drop-down.
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{7 Crpetal Repoats ActiveXl Wieser - Windoss Inbermet Explorer B .mgl
ﬁ""‘" mmwﬂﬁw.cMmWWuﬁm.j LE I | = T o=

S (P Crystel Raperts ke Virverw ebage = (T Took -

9 Click: e b inctall e Bolowang deptrvele! confrob Tapetal Sman Yiewess for otivele” from Trml

Install ActiveX Control

3. A pop-up box may appear asking you to display the webpage again. Click on Retry to refresh the
page.

Windows Internet Explorer |

To display the webpage again, Inbanmet Expluurnu&bu
JS resend the information you've prevdoushy submitted

If you were making & purchase, you should dick Camcsl o

avoid a duphcate transaction. Othervise, dick Retry to display
the webipaigs again,

) _cow |

Retry Box

4. Another pop-up box will appear asking you if you want to install the viewer. Click on the Install
button to begin the installation process.

x
D you want bo install this soltware?

Mame:

Publisher: Crystal Decisions, Ing

8 [ More gotions ot ol |

While files from the Internet can be useful, this file type can pobentially harm
your camputer, Cnby instal softweare from publichers you trust, Whak's the rigk?

Install ActiveX Box

1.7 Installing DBPIX Attachment Plug-In

NOTE: Before you can use the Attachment feature in eDirectGlass, you must first configure
your computer and Internet Explorer.

1.  When you first click on the | | button, a new browser window will appear
asking you to install the 'dbpix20.ocx' plug-in.

2. Click on the yellow highlighted area and a drop-down box will appear. Select 'Install ActiveX
Control...!
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|*

Image Attach whats 7 TWAN |[ Peechimege || reem || Doee ([ Gose |

T Mare informstion

Description
Image Right-click for more taols and info. Use <Ctrl> and <Shift= to zoom
!ﬁ’ Chick hera bo inclall the folovang Activeld conlrot ‘dbpeclloc: rom Ammara [nbemmet Lhd .

Image Attachment ActiveX

3. A pop-up box will come up asking you if you want to install the software. Click on the Install
button to being the installation process.

Internet Explorer - Security Warning ll

Do you want bo install this soaltware?

MName: dbpba0.oc:
Fublisher: Ammara Intermet Ltd

Sl

T While filas From the Inkberret can be ugeful, this fils bype can potentisly harm
2 your compiter., Only install software from publishers you brust, What's the ek

Install ActiveX Box
4. When the installation is complete, you will see the Image Attachment interface screen.
1.8 Configure the Registry of Attachments
1. Download the following file and when prompted, choose 'Run';

http://www.edirectglass.com/downloads/eDGIEKey.reg

File Download - Security Warning |
Do you want to nn or save this file?

ﬁﬂ Mame: eDGIEKEy.reg
Type: Registration Entries, 402 bybes

From: wnanw.edirectglass.com
) Cam) Lo

Withda fibees: froen the Inlemet can be useful, ths file tbype can
potentialy ham your computer. Fyou do not tust the scurce, da not

= mn or sawe this softwane, What s the gk ?

Registry Download Warning

2. Your system may prompt you to allow the update to the registry to occur. Click 'Allow', ‘Yes', or
'OK' to any of these prompts until you get a message telling you that the update took place.
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regisiry.
T b

Security Warnings
3. Open up Internet Explorer and you can begin using the Attachments feature.
1.9 Connecting to eDirectGlass
Before you can connect to eDirectGlass, you must first complete the following steps:
1. Connect to the Internet (Not required for broadband or LAN Internet services).
2. Launch Internet Explorer. NOTE: eDirectGlass only supports Internet Explorer.
3. Have your Account Login Information as delivered to you by eDirectGlass via Email, Fax

or Mail.

Once you have completed these three steps, you may proceed to the eDirectGlass website to login.

1.9.1 Login

In order to connect to your eDirectGlass account, you must first login.

1. Inthe address bar of Internet Explorer, type the following URL: https://live.edirectglass.com or the
web address given to you by eDirectGlass or your eDirectGlass Administrator.
2. Once the address has been entered, the login screen should be visible.
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eDirtﬁn} 'LIDQ "o

\ 7 Center

User Name:

Password:

| Login |

Fargot your passward?

Don’t have an account? Sign up now.

Portion of Login Screen

3. Inthe 'User Name' box, enter the username that has been provided to you by eDirectGlass or
your eDirectGlass Administrator.

4. Inthe 'Password' box, enter the password that has been provided to you by eDirectGlass or your
eDirectGlass Administrator.

5. Click on the button to login to your eDirectGlass account.

6. When you first login to eDirectGlass, you will notice a box in the middle of the screen with rotating
messages. Please take a few moments to read these messages and check back often for
important information. You will notice that the top section on this information board lists your NPS
- Customer Satisfaction Score. This is the total overall score for your company based on all
answers to your NPS question. See eDirectGlass Administration - Customer Satisfaction for more
information on this feature.

e Gy Bard Laft Sige Onic S/ 15/ 3000 10: 1600 A =

E Shades Auto Glass e - =
BEET E Vi De Ventura Did You Know? z
ETE 340
Croftsdsle, A7 B5360 . . Popular T5M Add-on Servoes |
NP3 - Customer Satisfaction Score = « Rl -t Cost Pluse— - D yow keow you Cam coeate 00t phes pricing cataboguss based on seal-tims
—— suppier prcing? This eature can be added to amy Cuots Only, Beonze, Slver or Gold edtion of Total
Wi oors W B Shop Masagement Contact B sakes department ko mose imlormation o (o add the senace odry.
Shop Message = | What's New? z |
=« RAGS UPOATE RIIWYE . 3 = =
st BEALIS g vl wpdlabes. will o 1o et 38 of ~MyGilassClalme—You cam quickly provide cusiomers wih an slectsonec sabes order whera the serics
st st Can e prsbewed along wilh your fems: and condtions. Once e tems. and cosditions. are
May 13, 20131 accepied, lhw Customar electronically sgas T 525 055 nd § & Jutematically rassmited 12 the

PG BEArY S IRCICNG Tha SLEMNCE COMPATY, thed-paety admanattalon (aa Salebie] and the
system

Support Info & GET STARTED MOV

= (B s ¥

2, Call 1-40-992-001%, prais 3
Tulaphoms Support hours are
Morday- Friday, §:00A8- 53004
PO ST

), Dol your ks (o

1.9.2 Log Off

To Log Off of the eDirectGlass system or to login under a different username, click on the [EE button
next to the username in the upper right-hand corner of the screen. It is important to log out when you
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are done in eDirectGlass.

Shades Auto Glass
Gary Hart -

858 livehalpisoniine v
Log Off

1.10 eDirectGlass Administration

DO NOT SKIP THIS STEP

If this is the first time you have logged in to your eDirectGlass account, you must verify your shop
information. If you fail to complete the Administration review and setup, you may jeopardize your
ability to create, manage and submit invoices.

1.10.1 System Administration

1. From the eDirectGlass Main Screen, click on the button.

2. Onthe Administration Sub Menu, click on the =yEtem Admin button.

3. Inthe Shop Detail window, make sure that your company contact information and labor rate is
correct. The email address you list will handle several different functions. This will be the email
address that will be used as the "From" email address in sent emails when using the eMinder
feature and in conjunction with the SMTP setup will be used for invoices emailed from within the
eDirectGlass system. This is also the email address where bounced emails will be returned. If
you wish to fax invoices directly from within eDirectGlass, this email address must also be the one
you have associated with your existing eFax account and must be set up to allow you to send
outbound faxes.

4. If you plan on allowing a deductible/promotional discount to be applied to the owner's portion of
the invoice, you must fill out the maximum amount of a discount that you will allow your

employees to give to a customer in the Deductible Discount Max field and the text you

wish to appear on the customer's deductible invoice in the Discount Text
. We recommend "PROMOTIONAL" as the Discount Text.

NOTE: Even if you will not limit the amount of a discount your employees can give to a
customer, you must enter an amount in this field. Just make it a large enough amount
(e.g., $900) so there will be no restrictions.

5. The SMTP Mail Server, User Name & Password fields are your local email settings that will be used
in conjunction with the eMinder Appointment Reminder feature of eDirectGlass and the invoice
email feature. Please Note: Certain email services such as Gmail, AOL, Hotmail, Yahoo or any
SMTP server requiring a secure SMTP connection, ARE NOT COMPATIBLE. If you require a
secure SMTP connection and cannot locate a non-secure method to dispatch email, you can
upgrade your eMinder add-on for an additional monthly fee.

6. In order to use the Fax Invoice feature, you must already have an existing outbound eFax account.
The email address you have entered above must be an approved outbound eFax email address.

7. The Safelite Parent Id is a six (6) digit number that begins with a 09 and can be gotten from
your Safelite representative. It is required in order to be able to submit invoices electronically to
Safelite. Once you have that number, highlight the Safelite Parent Id field, hit the backspace button
and type in your six digit number and Save.

8. The Lynx Parent Id and Lynx Origination Id are fields that eDirectGlass will fill in if needed for Lynx
PowerSync Assignments. You do not need to enter any information in these fields to send
outbound electronic invoice to Lynx.

9. The PGW Shipto Id's drop down list will only be populated once your PGW information is set up in
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the eDirectGlass system. To have your PGW pricing and availability show in eDirectGlass, please
contact your eDirectGlass representative with your list of PGW Ship To numbers and indicate which
is your default location.

10.The Pilkington Cust Id and Password can be used to allow the eDirectGlass system to use your
Pilkington information to access and display for you the current price and on hand quantity from your
Pilkington warehouse directly in your eDirectGlass account. NOTE: Your Pilkington account
must be set up with your Pilkington rep for ePOS. The ePOS Cust Id and Password are the
ones that you will need.

11.Mygrant Cust Id, Password and Mygrant User Id can be used to allow the eDirectGlass system to
use your Mygrant information to access and display for you the current price and on hand quantity
from your Mygrant warehouse directly in your eDirectGlass account. NOTE: Mygrant Cust Id must
be formatted as Cxxxxxx-xxx. Mygrant User Id and Password will be the same as you use to
access your Mygrant account via the Mygrant website.

12. If you wish to maintain an internal invoice number, enter your Starting Invoice # in the appropriate
box. The system will assign the next unused customer invoice number to each record as they are
converted to a Work Order status or as they are created as a New Invoice. You will not be able to
renumber these records and this number will not be submitted with the electronic invoice, it is an
internal invoice number only.

13. Select Track Inventory if you wish to identify and track Parts Admin parts, inventory and current
vendor prices within the eDirectGlass system. You must also have the Track Inventory set to yes if
you wish to enter Part Notes that will be available during the parts selection process.

14. If the My Work Prompt is set to yes, the system will ask you each time you leave a record if you
wish to save it to the My Work Panel. If My Work Prompt is set to No, it will automatically be saved
to the My Work Panel without prompting you.

15. If you set Enable Fast Track to yes and then select the Adhesive Type from the drop down, when
you select a glass part on a record, the system will automatically check the Adhesive Type you
selected and if available, the Precision moulding. These items can be unchecked and alternates
can be selected if needed on a per record basis.

16. Setting Print CSI Link on WO to yes, will print a message at the bottom of each Work Order asking
your customer to visit the Your Feed Back Counts site, enter their Survey Code and respond to the
Customer Satisfaction questions you have set up.

17. The selections you make for the Default Catalog and Default Profile will be what is automatically
set when you are pricing a cash/bill to Owner record. A different catalog and/or pricing profile may
be selected during that time if needed.

Shop Detail
Campany Name  Shades Auto Glass
Address 68T E Via De Venlura
Address2| STE 310 iy Wi T
Ciy Scottsdale Siate AL Zp 85260 Enable Fast Trackyes & no O

Prhone (480) 993-0915 Adhesie Type HAHOD0448 -
Faoe| (480) £22-2085 Print C5l Link on W07 yes | ® po
Main Contact Gary Harl - Defaul Catalog Mygrant suppler cosi LNE =
Emad edireciglass@gmail.com Defaull Profie included Mygrant bl
Laiber Rate (fhour) $85.00 Deductinie Discount Max $50.00
C Text PROWMOTIONAL
SMTP Mad Sereer| mail yourmailsenar.com Fax invoice &
SMTP Usar Name| gairy. hart SMTP Pagaword ssassaans
Safelte Parent id| 000000 Lymoc Parent id DOQQ Lyna: Qrigination i 0000
PEW Shipto id'e 900001 Delfaul -
P Cust id 0000 Password 0000
Wygrant Cust id| Coooooo-0m Fassword 000 Wygrant User i QD00
Shop Detail

18. In the next section, make sure you enter your tax ID and rate information. Please do not use a
hyphen in the Federal Id number. Tax Rates do not require a % as it is understood (e.g., 7%
should be entered as 7.00; not 7% and not .007). All amounts in the Parts columns will be added
together to get your total tax rate. The same for the Labor column. If you pay 6.5% to one agency
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and 2.9% to another, you can either enter them as 6.5 in Federal and 2.9 in State or you can just
enter 9.4 in the Federal field. If you do not charge tax on Labor/Services simply leave these as 0.
Note: If you deal with multiple tax rates, see the Multiple Tax IDs & Rates section of this

manual.
Tan Tax Raste Parts Ta Rode Labor
Federal 54E8445454 0000 0.000
State Slalef78099 0,000 0.000

Shop Detail - Tax ID and Rates

19. The next Shop Detail configuration is your hours and days of operation. This section will drive the
Schedule tab of your Work Orders. If you are taking advantage of our Web Quoter and you wish
to have the customer select a date and time frame for their service, simply leave the checkbox
next to Do not allow Assignment prescheduling unchecked. If you do not want to participate in
this feature, please check the W' Do net allow Assignment prescheduling checkbox.

Note: The total Daily Job Capacity for all of your technicians (see User Mgmt) will be used
by the system to calculate the Total Shop Capacity (you do not/should not enter anything
into this field).

a. Hourly Based Schedule - allows you to schedule your jobs based on the actual time it would
take to complete the job (including driving time). The schedule screens for Hourly Based
Scheduling are divided into 15 minute increments.

b. AM/PM Based Schedule - takes the total of the Daily Job Capacity you have entered for all of
your technicians, divides that number by two and gives you that number of AM slots and that
number of PM slots (e.g., you have 4 Technicians each capable of doing 5 jobs a day giving
you a total Daily Job Capacity of 20; the system will list 10 AM and 10 PM jobs for each day).
When you have scheduled all of the available slots, the system will alert you that have
reached your daily shop capacity. You may continue scheduling jobs on that day even if you
have reached your stated capacity, this is merely an alert.

NOTE: Once you determine which Schedule Type you will be using, you should not
switch back to the other type to avoid scheduling conflicts and lost jobs. Also, if you
wish to use our Web Quoter feature, your Schedule Type must be set to AM/PM.

Hewrs of Gperation Days of Cperation
Start e | @AM o WMonday Z Tuesday Wiednesday Tr.u"s:l_'.:\.- Friday
End tima | 5 PM L D Saturday : Sunday D Do ot alow Assignment préschedulng

Seneduls Typs Hourly Based Schedule: ¢ 2MPM Based Schedule: +
Total Shop Capacly 45

Shop Detail - Hours and Days of Operation

20. See the Profit Analyzer section of this manual for the explanation and set up instructions for the
Profit Analyzer section of the System Administration - Shop Detail panel.

Include cost assumplions . D'io 25% for awand level 1, &ic
t 520,00 Rebate kvel 1 ValPak Book
t =30,00 Rebale level 2 Omaha Steaks
Operatons estimated cost $35.00 Aebate level 3 Delta Companion Tickel
Other estimated cost| 510,00 Rebate evel 4 5100 VISA Gift Card

Shop Detail - Profit Analyzer

21. See the MyGlassClaim section of this manual for the explanation and set up instructions for the
MyGlassClaim section of the System Administration - Shop Detail panel.
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MyGlassClaim
Enable Service? Yes| & Mo O Display Pricing On Sales Order? Yes & No
Chow Soles Order on Claimk r*ves = Mo Use L k ar = Mo
Transmit Sales Crder to Neberork? Yes & Mo Transmit Sakes Order to insurance Contact? Yes = Ho

MyGlassClaim - Mobile Sales Center Statement
CONTRACT FOR SERVICE, ASSIGHMENT OF PROCEEDS AND AUTHOREZATION TO PAY, |have selecied Shades Auto -
Glass for the replacemant or repar of the glass in mmy automobde. | assign any and all insurance claims and al pokcy
proceads owed by my insurance company n connecton with my damaged glass to Shades Auto Glass. | authorize and -

Shop Detail - MyGlassClaim

22. The final Shop Detail configuration is information you wish to have printed at the bottom of your
Work Orders and Invoices. Enter the text you wish to appear on all of your print outs in the
appropriate section. This is where you should enter your Assignment of Proceeds as this will be
printed on the records that your customer should sign. When you are satisfied that all of the
information is accurate, click the | Save | button.

WO Staternent
Aszsignment of Procesds and Autharization 16 Pay: al
Shades Aute Glass and f or RS representatives guarantees : 1) THE USE OF NEW PARTS OMLY, 2) THE USE OF ALL
PARTS MEET MANUFACTURERS' SPECIFICATIONS FOR THE WEHICLE. The glass isted has been réplaced or répaingd -
Invoice Statement
| Assignment of Procesds and Authorization to Pay
Shades Aute Glass and f or 8 represaniatioes guarantees : 1) THE USE OF NEW PARTS DMLY, 2) THE USE OF ALL
PARTS MEET WANUFACTURERS' SPECIFICATIONS FOR THE WVEHICLE, The glass isted has been replaced or repained -

WO & Invoice Statements

1.10.1.1 Profit Analyzer

In order for the Profit Analyzer/Rebate program to work, you must first configure your rebate award
levels and establish the cost basis for your company.

1. Go to MEEIILTEETEIE | click on =ystem Admin and go to the Profit Analyzer section of the
screen.
Profit Analyzer Inclide cast Assumplions i 0o 25% for award kevel 1, sle
Kit estimated cost| S20.00 Rebate kevel 1 ValPak Baok

t 230,00 Renal o 2 Jmaha Steaks
cost| 535.00 Rebate kvel 3 Delta Companion Tickel
=1 S10.00 Rabate eval 4 5100 VISA Gift Card

Shop Detail - Profit Analyzer

e

2. Enter your cost assumptions. These assumptions (Kit, Tech, Operations, Other) will be added to
the glass part selected based on the lowest price displayed by the vendors you have set up (PGW,
Mygrant and/or Pilkington) to arrive at your "cost".

3. Enter your Rebate levels. Rebate level 1 will be displayed if your sales margin falls between 0% -
25%, level 2 between 26% - 50%, level 3 between 51% - 75% and level 4 between 76% - 100%.

4. Once the appropriate changes have been made to the cost assumptions and award levels, click on
the | Save | button.

When you select build a vehicle in the Quick Quote module and select Insurance O&A contract and
the associated Insurance company, the Profit Analyzer will display the correct level based on the sales
margin.

In the example below, the lowest cost glass price displayed is $56.70. That is added to the cost
assumption total of $95.00 to give "cost" of $151.70. That cost is subtracted from the invoice

"price" (located at the bottom of the screen based on the O&A pricing on the parts selected which
includes labor, but not tax) of $301.11. The "margin" of $149.41 which is then divided by the "price" to
give you the sales margin of 49.62% which falls into Rebate level 2 - Omaha Steaks which shows at
the bottom of the Supplier Center panel in red. Once the Quick Quote is converted to a Quote, the
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Rebate level will be saved and displayed on the Vehicle tab in the Ins/Fleet invoice section.
[ eer D EwTe | Awaar || lesfe | L s | Seiimigs | A I ER s
Pricing Catalogue Pricing Profile =
Insurance O&A contract * STATEWIDE MUTUAL -
| Glassid  2009ToyotaCamrydDoorSedan  Dimension Graphic  Info el
o R e e — e e J I ) - Aupplier Lenter
Windshield, Electrochromic Mirror, WiThird Visor Frit, Solar Coaled ¥x583 Wi Ieike FHDZEITCEYH M 13 #56.70

wzzm Went, Right, Rear, Solar Coated 11%145 Viaw FROIEXICRLRID. E0-ME:0E
Fywa2ed4 Went, Left, Rear, Solar Coated 1Mx145 Wi

FO22929 Dwoor, Right, Front, US4 Buit, Solar Coated 20x185 Wi

FO22530 Door, Left, Front, USA Bult, Solar Coaled 20x 385 Wi

FD22531 Door, Right, Rear, Solar Coated 1Tx245 Wi 5

| O Partld  MFGPart Color  Vendor

Description

B e O o I e S

Fuv0282T 5610106170 GEY Toyota 133hrs 1,030.04(5

Iﬁ'ﬁ]ﬁ_ﬁﬁl_l

|— FWO2627  SE101-08171 GBY Tayots e 133hrs 1,031.28

[ FWO2627 5610106172 GEY Toyots Windshield 133hrs 1,038.28 Parts Lookup/Order

[T HAHOOOOOSHAHOCO004 SIIAM Adheshe 2.0 Urethane Dam Primar feach S50.00
ST RoFscwe Report a Pant Issue
UTUAL

HBE038684 GG 1020 Geld Glass Group Blade 0 deach
[ Wastsese oETWe1 28 DETech Blace www 0 temen 15 —— —
™ HEB0385E4PWE-1020 S Precision Blade  Wiper, 20° 0 feach 815 | Technician Tracker
lass Groun Blade Winer. 24~ 0 feach 1325 7
Dacount: ] calculste Labar Total $301.11 - i

Lowest cost glass part + cost assumptions (from System Admin) = cost
Invoice price - cost = margin
(Margin / invoice price)*100 = sales margin

Profit Analyzer will also calculate when creating a Quote or Invoice which is set as Bill To Insurance,

based on the steps above.

[ Owner | BaTo || mgent | Lossifo || Wehicle | - | A ]
Wehicke
Ticket# WOoE | 37403321867
Ticket Dabe

2005 Wi ... neot coded -

Toyota Camry

4 Door Sadan Licensa Siate voice Code § Hisbory

Misage Calor

[_ownerine [ iosestion )
et

Glass ID

FoREaT Windshisld, VWiThird Visor Frit, Solar Coated
[ | Part Id Description Oty Unit | List

3  FW02EaT WWinds heedd GBN, 1each 524115
= LaBoR WWinds hisdd Labar 3.3hra  385.00

- 2.0 Fast-Cure
34 HAHOO0448 Agdhesie \redianaDeamFriner 1each 54800
21 HMLOITIE 344, Top & Sideg 1each 35582
| I | Fad Ched: InvenonyOrder I
Deductibis Disc £0.00
[~ Apply Cash Discount ™ Owerrde 084
Rebate: 2 Omaha Sleaks
[ SubmitwwMsE ][ Convert Guoteowo |

F 75% 55029 [+
F fal s13500 [
F flat 550000 [+
fal 35582 [+
Sub Todal 230111
Tax 5249
Todal Charges 530360
Deductible 50,00
Total  $303.60
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1.10.1.2 MyGlassClaim

When automotive glass repair and replacement companies acquire a customer via telephone, they
have no way to obtain the customer's acknowledgement for the assignment of proceeds (AOP) and
create an executed contract. This process is the key to prevent steering either during the FNOL and/
or a possible inspection process by making available this "contract" electronically to all parties.

In addition, by including the customer in the process of reviewing their scheduled job and agreeing to
the shop's terms and conditions, the shop will retain more control over their customer and the
processes ahead of them.

Getting Started:

Before you can use MyGlassClaim, you must first setup the parameters required to make this service
work in your eDirectGlass account.

1. Go to MEERTHETEIM then click on the ='yStEm Admin button.
2. In the Shop Detail panel, scroll down to the section labeled MyGlassClaim.

MyGlass Claim

Enable Service? ves € Mo &

MyGlassClaim Enable Panel

3. By default, the service is not enables so to turn it on, simply click on the 'Yes' radio button. NOTE:
In order to use the MyGlassClaim service, you must provide your own SMTP mail server and email
account credentials in your 'Shop Details'

SMTP Mall Servar| Mail. yourmaitsever.com Fax invoica 5

SMTP Usar Name | gary hart SHTP Password sssssaase

4. When you click on the 'Yes' radio button, the section will expand to show a set of features for the
service.

MyGlassClaim
Enable Service™ ves @ Mo [ Display Pricing Cn Sale
= =

Fa

LLIE
a

Show Sales Order on ClaimHartor? Yes

Tra s Order to Neterork? Yes & Mo Transmit Sakes CGrder to insurance Con

MyGlassClaim - Mobile s Center Statement
CONTRACT FOR SERVICE, ASSIGHMENT OF PROCEEDS AND AUTHOREZATION TO PAY, |have selecied Shades Auto -
Glass for the replacemant or repar of the glass in mmy automobde. | assign any and all insurance claims and al pokcy
proceads owed by my insurance company n connecton with my damaged glass to Shades Auto Glass. | authorize and -

L
a

1

5. Selecting the 'Yes' radio button next to Display Pricing on Sales Order will show pricing on the Sales
Order that will be sent to the customer, insurance company and/or the third-party administrator (aka
Safelite, LYNX, etc.).

6. Selecting the 'Yes' radio button next to Show Sales Order on ClaimHarbor will make the signed
Sales Order available for view by the customer, insurance company, and/or the third-party
administrator on Claim Harbor (www.claimharbor.com).

7. If you have uploaded your own Custom Logo, you can have it displayed on your MyGlassClaim page
where the customer will see their Sales Order. If you want this feature, select the 'Yes' radio button
to the right of Use Logo on Sales Order.

8. If you want to have the executed Sales Order emailed to the Network (aka Safelite, LYNX, etc.) after
the customer has signed and submitted the Sales Order, select the 'Yes' radio button to the right of
Transmit Sales Order to Network.

9. If you want to have the executed Sales Order emailed to the contact found in the C&V record for the
insurance company selected, after the customer has signed and submitted the Sales Order, select
the 'Yes' radio button.

10.You must enter a statement that is the 'Terms & Conditions' you want the customer to agree to in
the 'MyGlassClaim - Mobile Sales Center Statement’. NOTE: We recommend you use the following
statement that will provide the best protection for you and your customer. Please note this
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statement does not guarantee any protection and as with all legal matters, please consult an
attorney.

CONTRACT FOR SERVICE, ASSIGNMENT OF PROCEEDS AND AUTHORIZATION TO PAY: |
have selected (YOUR COMPANY NAME) for the replacement or repair of the glass in my automobile. |
assign any and all insurance claims and all policy proceeds owed by my insurance company in
connection with my damaged glass to (YOUR COMPANY NAME). | authorize and direct my insurance
company to release policy, coverage and all other information related to my damaged automobile
glass to (YOUR COMPANY NAME). If my glass has been replaced rather than repaired, | have
insisted that, where possible, (YOUR COMPANY NAME) use original equipment parts and materials in
the replacement of my automobile glass. | agree to pay my deductible, if any, myself. If | do not have
insurance coverage, | agree to pay for the work myself.

11.When you are finished selecting your options and completing the statement, click on the
| Save | button at the bottom of the screen.

Using MyGlassClaim

The MyGlassClaim service will only be available during the Quote or Work Order phase. Depending
on how your shop wants to handle the process, most shops will use the service in the Work Order
phase, after the job has been scheduled. While this is the recommended method, you can use the
service as your operation sees fit.

Submat to MGC

When in a Quote or Work Order on the Vehicle tab, you will see a button called | | at

the bottom of the Owner Inv or Ins/Fleet Inv screen next to the |_Cenvert Quate o WO it voy are in a

Quote or thel Conven WO to Invoice | if you are in a Work Order. You can only click on the
| Submitto MGC

the customer.

| button once, so make sure you are doing it at the right time in your process with

Once you click on the | Submit to MGC | button, the system will send an email to the customer via
the email address provided on the Owner panel. The system will display the date and time the MGC
customer notification was sent.

Sent to MGC 2M2/2013 12:51:.00 FK
| Convert Quote to WO |

The email the customer receives will contain instructions on how to access their service request by
providing a link directly to the Sales Order.

Your Glass Claims Sales Order 3144319 From Shades Auto Glass nbox X o B
gary @edireciglass.com 12:46 PM (5 minutes ago) - o
Thank you for choosing Shades Auto Glass. Flease go to http-fewww myglassclaim. com/
edg/ShopQuotes/edgSalesCirder. as pPinvoiceid=3144319 to review your request for serice and sign and submit your
sales order

If you have any questions regarding your automotive glass claim, please contact us at the telephone number listed on
your sales arder

Insured : Larry Renclda

Vehicle : 2010 Toyata Camry

When the customer clicks on the link provided in the email, it will take them to their service request on
the MyGlassClaim Internet portal.
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a2 ad=1= S Shades Auto Glass

8687 E Via De Ventura
STE 310

E Scottsdale, AZ 85260

Thank you for selecting us for you automotive glass needs!

1) Please review your request for automotive glass repair or replacement semnvice below

2] Cargfully read the Terms & Conditions and click on the T AGREE' button

3) Sign the request using your mouse of touch device and click on the Submit button to complete your senice request

Insured: Insurance Company: Date:
Larmy Renglda STATEWIDE MUTUAL 021252013
This is your é%agﬁﬁﬂeﬁzsgﬂﬁﬂ et S
information || {480) 555-1212 Policy # 456456664
Email: Vehicle:
ediractglass@gmail com 2010 Toyota Camwy 4 Door Sedan
VIN: 4T1BFIEKBALIS24988
Part 1D Description Qty List  Disc Net
FWO26239GBYHN  Windshicld GBN 1 5269.35 E0% 513468
FWO02629GBYHN  Windshield Labor 33 585.00 fiat $135.00
These are the HAHDD0448 Adhesive 2.0 Fast-Cure Urethane/Dam/FPrimer 1 350,00 flat $50.00
Farts or WFS F2628 Moulding 34, Top & Sides 1 $55.82 $55.82
Services we Sub Total  §375.50
will use TAX $3.81
Gross Total 3379.11
Deductible 50.00
Met Total  $379.11
This is the Job

Schedule Scheduled for:
Information Hotes:
(if applicable)

Terms & Conditions: CONTRACT FOR SERVICE, ASSIGHMENT OF PROCEEDS AND AUTHORIZATION TO
PAY: | have selacted Shades Auto Glass for the replacement or repair of the glass in my automobile. | assign any
and all insurance claims and all policy preceeds owed by my insurance company in connection with my damaged
Review & Click | 9lass to Shades Auto Glass. | authorize and direct my insurance company o release pelicy, coverage and all other
on the | AGREE || information related to my damaged automebile glass to Shades Auto Glass. If my glass has been replaced rather
Button than rapairad, | have msisted that, where possibla, Shades Auto Glass use ongmal equipment pants and matenals in
the raplacament of my avtomobale glass. | agree to pay my deductible, if any, myself. f | do not have insurance

coverage, | agree to pay for the work myself.

The customer can review the information found in the service request and if needed, can instruct your
shop to make any corrections before they agree to the Terms & Conditions and sign it. NOTE: If you
must make corrections, the customer only has to reload/refresh the page or click the link in the original
email they received.

Once the customer is satisfied with the information found on the service request, they must review and

agree to your Terms & Conditions. When they click on the button, a signature pad will
appear that will allow them to sign the Sales Order with either their mouse or a touch device.
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Terms & Conditions: CONTRACT FOR SERVICE, ASSIGNMENT OF PROCEEDS AND AUTHORIZATION TO
PAY: | have selacted Shades Auto Glass for the replacement or repair of the glass in my automobile. | assign any
and all insurance claims and all policy proceeds owed by my insurance company in connection with my damaged
Review & Click | 9ass to Shades Auto Glass. | authorize and direct my insurance company o release policy, coverage and all other
on the | AGREE || information related to my damaged automabile glass to Shades Auto Glass. If my glass has been replaced rather
Button than repaired, | have insisted that, where possible, Shades Auto Glass use original equipment pans and matenals in
the raplacament of my avtomobale glass. | agree to pay my deductible, if any, myself. f | do not have insurance

coverage, | agree to pay for the work mysall.

Sign and
Submit Your
Signature

Once they have signed the Sales Order, they must click on the button. After they have clicked
on the Submit button, MyGlassClaim will then send the customer a copy of their signed Sales Order.

Your Glass Claims Sales Order 3144319 From Shades Auto Glass & B
nbox  x
gary@edirectglass.com & 115 FM (4 minutes ago) * -
to me =

Thank you for choosing Shades Auto Glass. Attached, please find a copy of your Sales Order
number 3144319 for your review

If you have any questions regarding your automotive glass claim, please contact us at the telephone
number listed on your sales order.

Claim Nr

Insured - Lamy Renolda
Vehicle 2010 Toyota Camiy
Amount due: S0

s SalesOrder31443130wner.pdf
13K View Download

The system will also place a copy of the signed Sales Order in the Attachments folder of their claim
record in eDirectGlass.

Attachments for Job #3144319

WO Inspection
File Name Print? Image? D7 Title Dezeription
SalesOrder3144319.0d1 [7] ¥ |1 Sales Order

In the eDirectGlass Quote or Work Order, the system will also report the time and date the customer
submitted the Sales Order.

Sent to MGC 21272013 12:51:00 PM, Complete: 211272013 1:20:00 PM
| Convert Quote to WO |

If you selected either the Transmit Sales Order to Network or Insurance Contact in your MyGlassClaim
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1.10.1.3

setup, MyGlassClaim will send a copy of the signed Customer Sales Order - First Notice of Loss to the
respective parties via email.

4 Message "L SalesOrder31443190ncurange.pat & KB)

Dear Third-Party Administrator,

This email, and any attachments hereto, is to inform your company that the policy holder
Larry Renalda has hired Shades Aute Glass to perform automaotive glass repair/replacement
services on their behalf. As a courtesy only, we are informing you of this binding contractual
relationship.

You may review the fully executed sales order at the ClaimHarbor website found at
http:/fwww.claimharbor.com and any additional information pertaining to the claim.

If you have any questions, please feel free to contact us.
Best Regards,

Shades Auto Glass

The email will contain the customer executed 'Sales Order - First Notice of Loss' in PDF format and
remind the Network and/or Insurance company they can view the record on the ClaimHarbor System.

Depending on your situation (network agreement, etc.), you may still be requires to report the loss and
obtain authorization from the Network and/or Insurance company. MyGlassClaim is not a substitution
for these or other processes required by the Network and/or Insurance company.

MyGlassClaim was developed to supplement the claim reporting process by establishing definitive
proof that the customer has hired your shop to perform replacement or repair services and that they
have established, on their own, that a loss condition exists.

Should you encounter steering or other tactics employed by third-party administrators, simply inform
them that your company has already made available the executed Sales Order with the customer to
their company prior to the call and that any further attempt to steer the customer is considered illegal
interference. In most cases, the CSR at the Network may not be aware of such reporting; however,
you can verbally instruct them to simply visit www.ClaimHarbor.com to review the Sales Order or other
related claim materials.

Claims|/erse

ClaimHarbor - Electronic Inspection & Audit Center
Locate Auto Glass Claim Record for Inspeciion or Audit

Please enter data in at isast two or more fields to perform an authenticated search:
negusance Claim & or TPA AuthorizationRelerral 8

QuateWork Ordy

Vahick lderiification Numbar

ce Number

Owrer ZP Code
(84 eneipisonine ) [ Fnd Gl Receed” | [Ruam]
ClaimHarbor Portal

Multiple Tax IDs & Rates

If your company is responsible for paying taxes using differing rates (i.e., reporting to multiple city,
county or state agencies), you can administer those rates in the Administration module of
eDirectGlass. This function allows you to ensure that the proper tax rates are applied to your
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company's invoices based on the zip code entered on the Owner tab of the claim record. Please keep
in mind that any rates entered under Multiple Tax IDs will be added to the tax rates which you may
already have set up under System Admin.

1. From the eDirectGlass Main Screen, click on the button.

2. On the Administration Sub Menu, click on the =ystem Admin button.

3. Thel | button and the | | button will be displayed in the
Administration Sub Menu.

NOTE: If your shop pays only one tax rate, you should only ever set up the tax information in
the Shop Detail (see the section on Shop Administration of this manual).

1.10.1.3.1 Add Tax IDs & Rates

1. Click onthel | button to begin adding your multiple tax ids and rates.
2. From the drop down list, choose the state then click on the | Mext - | button.

Enter a state where tax rates apply

| < Back [ Arizona =] bt =» |

Sedect a stale
Alabamas

Alacha
T
fukanzan

Califomia

Cobeado

Connechicut

Disirct of Cobumbia
Drelawate

Flonda =

State Selection Screen

3. From the next drop down list, choose the county then click on the | Mext --> | button.

Select a county

+- Back MARICOPA =l Hext -
BFACHE =
COCHISE i
COCONING

GiLa

GRAHAM

GREEMLEE

L& PAZ

MAHILLIFS

MOHAVE
HAWAID
PIMA =

County Selection Screen

4. Next you may either choose a city, if applicable, from the drop down list or leave the

| Mo City Tax = and click on the C__Mest= 1 putton.
If there are city/local taxes, select a city.
[TEiee g | e

TOLLESOM =

City Selection Screen
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5. The New Tax Area window will now be displayed in the Work Area.

Hew Tax Area
In=House Kama
Priveinge | AZ
County . MARICOPA
City  GILBERT
QuickBoaks Tax Code
Tax i Tawn Rate Ports Tax Rade Labor

County ' | I | I |

| e This Tax Locaten | | Chat Wiithowr Saving |
New Tax Area Window

6. Complete the tax information for this locality. Solid red boxes denote required fields and must be
completed before continuing. Note: If your county does not have a tax rate for labor simply
enter a zero in the field. QuickBooks Users only: The QuickBooks Tax Code must match
exactly what you have set up in your QuickBooks company file for tax for this area to export

correctly.
Hew Tax Area
n-Mouse Name | Gilbert
Province | AT
County | MARICOPA
City | GILBERT
CuickBooks Tax Code | AZGILA
Taoc i Tax Rote Paris Tax Rabe Lakor
Courty [2399989 ] [1.65 | 0

| Bdd This Tax Location | | Chost Withisen Saving
Completed New Tax Area Window

7. When you have completed all of the information for this tax id, click on the [L&dd This Tax Location | to
save this information or you may click on the [ Quitwithout Saving | hytton if you do not wish to
add the record at this time.

1.10.1.3.2 View & Maintain Tax IDs & Rates

1. Click onthel | button to display the Find Tax-ID window in the Work Area.
Find Tax-ID
e County [A1 Counties =

[ FrdTaeld ][ Rezet]

Add Taclr

Find Tax-ID Window

2. Atthis point, you have three options:
a) enter in the In-House Name of the record you are trying to locate in the In-House Name box

then click on the L_Find Ta=ID' | putton,

In-HOUSE o ARTEMPE
Mame

| FindTaxD |
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b) select the county from the drop down list then click on the ___Find Ta=Il | putton, or
Courily | A7 MARICOPA =

All Countees &

A BRADLEY =

AR CARROLL

A2 MOHAVE

CO ADEMS

DCOISTRICT OF COLUMBLA

DE SUSSEX

L ASSUMPTION —
ME CUMBERLAND

N EUREEA it

c) just click on the L_Find Ta=ID | putton to display all of the tax locations that have been
entered. Note: You will need to scroll in the list to see all of the locations.

Find Tax-I¥
n-House .
P County | A Counties ,Ll
| FedTadD | [Reset]
Add Tl

State Courty City Coumty Taxdd Labosr Parte Local Tankd  Labeor Parts

AR LARPLALL ECETETT - [ ﬂ
AL MARICOPA PHOEMIK nzmarpi 1 H 1] ] =
AT MARICOPA SCOTTSDALE ATMArST o 51 (1] o

AT MWSRICOPA TEMFE GT-A57-5954-4 0 55 STd-5B457-TA 1] 2

AT AT & T B IR T b by £ £ i ﬁﬂ

Find Tax-ID List Window

3. To edit a location, double-click on the line containing the record you wish to maintain to display the
Edit Tax Area window in the Work Area.

Eddit Tax Area
In-Houza Mame  AZMARTEMPE Stale a7
County MARICOEA iy TEMPE
Tax d Tax Rate Parts Tax Rate Labor
Courty [BT-457-5084-A | M1
Local(CEy) £74-58457-TA 3 0
I o [ Duitwihout Savng |
Edit Tax Area Window

4. Your three options here are:

a) to view the information without making any changes simply click on the [__Quit'/ithaut Saving |
button when you have finished reviewing the record,

b) to update/change the record as necessary then click on the Save | button when
you have completed this task, or

c) to permanently delete this tax profile from the system by clicking on the [__Delete Tax Profile |
button. Once you select the [__Delete Tax Profile_| button, a dialogue box will appear requiring
you to confirm that you wish to delete the record. Click on the button to delete or
on the button if you do not wish to delete this record.

icrosoft oternet oS

";r:_/ Dedste this Tax Frofls?

ok | coel |

Delete Tax Profile Dialogue Box
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1.10.1.4 Custom Logo

eDirectGlass allows you to upload and use your own logo to print out on the Quote, Work Order and

Invoices.

1. To upload your logo, go to MR, systerm Admin and click on the
| | button.

2. This will brini iou to the Custom Logo Selection Panel. At the end of the Lecallmage: box, click on
the and locate the logo file on your computer. Once you have located the file and
selected it, click on the .

K Choose file to Upiosd -y = |
ml ; w eDirectflass S’WP v Buttons » Administration » - |+ M Conreh Adrministrotia I
Organize + Mew folder =+ [ @
¢ Favorites ~  Documents library imassine: Eaiia
! D!Shﬂp Admunistrehion
& Downloads Hame - -
= RHI_!M F'Ia':ﬂ | ¥ | invaice cedes sub menu
+ Mania Files 10-14 /50 ) |aborandiitincluded
| lecal image
4 Libraries 7|
ogo browse
| Documents
- lega
- h*.1u5|-: | leckupaddpart
fal Pictures | leckupbycounty
Ehldfu; 8 mfgparl
| At week Button
“-g Homegroup | newthitten ki
- 4 1 2
File name: logo S T —— -
Open |'-' | Cancel

3. To use the selected image on your Quotes, Work Orders and Invoices, you must now click on the
| Upload the image | button. Your logo has now been saved to your eDirectGlass account.

1.10.1.5 Customer Satisfaction Index

The Customer Satisfaction Index ("CSI") module allows your shop to measure its performance with
regards to customer feedback.

What is CSI? Customer satisfaction, a term frequently used in marketing, is a measure of how
products and services supplied by a company meet or surpass customer expectation. Customer
satisfaction is defined as "the number of customers or percentage of total customer, whose reported
experience with a firm, its products, or its services (ratings) exceeds specified satisfaction goals.

In the competitive automotive glass repair and replacement marketplace where shops compete for
customers, customer satisfaction is seen as a key differentiator and increasingly has become a key
element of business strategy especially with networks and their insurance company partners.

Within shops, customer satisfaction ratings can have powerful effects. They focus employees and
technicians on the importance of fulfilling customers' expectations. Furthermore, when these ratings
dip, they warn of problems that can affect sales and profitability.
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These metrics quantify an important dynamic. When a shop has loyal customers, it gains positive
word-of-mouth marketing, which is both free and highly effective. Therefore, it is essential for shops to
effectively manage customer satisfaction. To be able to do this, shops need reliable and
representative measures of satisfaction and that is what the CSI module in eDirectGlass delivers.

1.10.1.5.1 Adding CSI Questions

1. To setup your CSI questions, got to SMatla == 1o 1 =ywEtam Admin and select the
| | button at the bottom of the left sub-menu.

2. To add a new question, click on the |_Add Question |6 get the Customer Satisfaction Question
(New Question) Panel.

Find C51 Question
Question

| Fnd Gusgson || Add Cussson ” Rl-ull
Customer Satisfcation Question (New Question)

41 Active
Questicn is Het Fromoter Score Based
Chcstnrl

I | [ e Wishowa Saving |
Customer Satisfaction Question (New Question) Panel

3. Make sure the Active checkbox is checked, enter your question and click on the button
to add the question to your customer satisfaction survey. If this questions is to be used as your Net
Promoter Score, make sure you check the Question is Net Promoter Score Based before you save
panel. NOTE: You may only have one question set as your Net Promoter Score question. If you
already have an NPS question set, the checkbox will not be active an a hover message will display
indicating that one already exists. If you wish to change your NPS question, open the existing NPS
question and uncheck the Question is Net Promoter Score Based and save that question again. This
will allow you to add or assign a new NPS question for your company.

Customer Satisfcation Question [New Question)
o Actve

Queston is Het Fromoter Score Based

hemmm e [ 18 Ena sl ot cinas bndlians se d il . . P
(i kit bt i e ut pur company?
A Met Promoter Score Based Cuestion Already Exists.

rrsadified
4.
1.10.2 User Administration
To add or maintain users for your eDirectGlass account, click on the Lser Mot button.

NOTE: You must enter in a User for all technicians and sales
people to whom you wish to assign jobs. You must create a
username for them even if you do not intend to give them access to
the eDirectGlass system.

1.10.2.1 Adding a New User

1. Inthe Find User box, click on the | Add User | button.

2. Inthe Add User window, enter a Username and Password. NOTE: The username must be a
unigue username to the eDirectGlass system, not just your account. Try using
firstname.lastname in order to avoid your user not being able to be saved.
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3.

Select the User's level:

Training

Manager

CSR

Admin

Sales Person (must be selected in order for the user to appear on the Sales Person drop
down on the Owner Tab)

Technician (must be selected in order for the user to appear on the Schedule Tab to have
jobs assigned to them)

NOTE: Until you modify the user rights (see User Rights section of this manual), they

will not have access to any areas of eDirectGlass.

If the user is a technician select whether they are Makile [~ In-House [ or both and also enter in
their Daily Job Capacity if you are a shop that is AM/PM based. The total Daily Job Capacity for
all of your technicians will be used to determine the total daily job capacity for your shop.

Also, if the user is a technician, the SMS box will display. This function allows the system to alert
the user of jobs that have been added to their schedule on the same business day. If you enter
the correctly formatted SMS email address (i.e., 4805551111 @cellphoneemail.com), a notice will
be sent directly to the technician's cellphone via text message telling them a job has been added
and that they need to check their schedule for today.

Enter the First and Last name, position, phone and email information and click on the

| Save | button.
Add User
Usernams NewTech Employss Code 4551 Passiword abae
Lewel| Technician b
Store Region b
First Hama hNew Lasi Hame| Tech Fosition Technician
Work Phona 4B0-555-1212 Mobis Fhone 480-555-1111 Hom& Phong
Emal nEwUSENEMYENOp.COM
Technician [«] Hebie [w] n-House [v]
sus 4805551111@celn T Daiy Job oo
sus 4805551111 @cellphoneemail com Canacy 10
Capacity
Shipw DETvcE Aren Disable User []
[ Save || Gt Wahout Saving | modified

Add User Window

1.10.2.2 Maintaining Users

1.

In the Find User box, enter a username, first name or last name then click on the

| Find Uzer | button. To see all users for your account, just click on the | Find User
button without entering any names.

From the User List window, click on the name you wish to maintain.

U ermanye First lame Last lame Lewel

fiabcrgLny Fierst Labsarguy Acdrmin

Gary Harl Gary Harl Addrmar

glen ben Gen Bengon Al =

User List Window

In the User Detail window, make the changes required, then click on the | Save I
button. NOTE: If you need to disable a user for any reason, all you have to do is check off
the Disable User [_| pox and then click on the Save | button. This will deny

them access to the entire system. If you do not want to make any changes, click the
[ Ouit'without Saving | putton.
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User Detail
Username ptach Employes Coda 123458 Pazgword sesses
Lz'.'z:. Technician o ] Show Rights :
Store Region
First Hame Paul Last Mame Tech Postion
Work Phone Mobde Phone (4807 5551111 Hgams Phigns
Emad paul lechi@myshop.com
Tachnician [#] Mot ] in-Houss [w]
Zus 4805551 111@celiphonsemat. com ”amﬂf

Disable User []
: | [ ot Without Saving |
User Detail Window

1.10.2.2.1 Manage Schedule

The Manage Schedule feature allows you to block off time on your schedule for a particular technician
when they will be available for jobs to be scheduled to them. The Manage Schedule feature allows you
to mark the technicians as unavailable for a specified time frame or for all day.

N[k ~cdministration 3 Uzer Momt , then enter the technician's Username, First Name
and/or Last Name and click on the | Find User | button to bring up the User Detail panel.
User Detail
Username plech Employee Code 123456 Pagswird aassas
Level Technician * Show Rights :
Stare - Biegion "
Firal Mama Paul Last Name Tach Poston
Veork Phone Wopde Prone (280) 555-1111 Hame Prone
Emad paultech@myshep.com
Technician [J] Kabide [F7] n-House [
SMS 4805551111 @celiphonasmall.com E:;:: 5
Mansge Schadule I
| ” |I Beowsa., |
[Fechnician Show Service Argn Dizabile User [
Image] — -
| Save || G Wehout Saving | modified

User Mgmt - User Detail - Technician

2. Click on the |_Manage Schedule | b 1t0n to access the Manage Schedule panel.

Manage Schedule
Date Start Time EndTime  AllDay
[ addTmeoH 1| Lis2 Terar-CH |
Manage Schedule Panel
3. Click on the | Sl Er= | button to display the Add Time-Off Panel. Select the appropriate
date and time or the appropriate date and check the All Day box and then click on the ﬁ

button to block that time frame off for the technician.
4. You may view a list of upcoming time off schedule for the technician by clicking on the
| L=t L= | button.
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1.10.2.2.2 Technician Image

You may upload an image of your technician which can be added to you eMinder email appointment
reminders so your customer will know who to be expecting for the appointment. Images may only be
uploaded for a user marked as a Technician.

O} Administration | Liser Mymt , then enter the technician's Username, First Name
and/or Last Name and click on the | Find User | button to bring up the User Detail panel.
User Detail
Username plech Employee Code 123456 Password sesses
Level Technician *  Show Rights :
Stare - Fegian -
Firal Mama Paul Last Name Tach Posion
Veork Phone Wobde Prone (480) 555-1111 Home Phone
Emad paultechi@myshop.com
Technician [ Labide J In-House :J
SME 480555111 1@ celiphoneemail.com E:gﬂ:i_: 5
Mansge Sehacube
I I [ Beowse... |
[Techricin Show Service Aren Disoble User
Image]
| Save || CuiWehourSaving |  mmodified

User Mgmt - User Detail - Technician

2. Near the bottom right of the User Detail screen, click on the button and search your
computer for the image you wish to upload for the technician. Select the image and click on the

| Upload Technician Image | jyton to attach that image to the technician selected. Once you upload the
image, a thumbnail copy will display in the lower left corner of the User Detail screen.

Wser Detail

Username plech Employes Code 123456 Passward ssaass
Level Technician » | Show Righls :l
Sinre Region

Firat Name | Paul Lasi Name| Tech Position

Work Phane Mobie Phone (480) 555-1111 Mome Phone

Emai paultechi@myshap.com

Technician [ Mobde [] In-Howse ]
sus 14804522083 @tmamail net s l__:: 5

| I || Browse... |
Show Service drea Disable User [7]

| | e venses

1.10.2.3 User Rights

This function allows the system administrator to assign the level of access for each user.

1. Inthe Find User box, enter a username, first name or last name then click on the
I Find User | button. To see all users for your account, just click the | Find User | button
without entering any names.

Usernamee First Hame Last Hame Level
fiabarguny Fiered Labsor iy Adrtiny
Gary Harl Gary Hari Admin
aben ben Glen Benzon Achmin x|
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User List Window

2. From the User List window, click on the name you wish to maintain to bring up the User Detalil
window in the Work Area.

User Detail
Username phech Employes Coda 123455 Password sassss
LE'-'EI. Technician g T Show Rights :
Shore Region
First Hams Paul Last Hama Tech Postion
Work Phons Mobde Phone {4807 5551111 Homs Phons
Emad paul lechi@myshop.com
Technician Mebie [v] in-Houss [w]
sws 480555111 1@celiphaneemail com :ip“:‘j

Disable User []
: | |~ ot Without Saving_ |
User Detail Window

3. Click on the =how Rights link next to the Level drop down list to display the User Rights window in
the Work Area.

RIERRARERAREREE

eala M

Sent Hems

AEREEE

CE&V RELATION SHIP MANAGEMENT

Agent Contac

1IEE

User Rights Window

4. The user will be able to access and change information in all areas which have a check mark in
the Permission column. To deny user access to a specific area (e.g., Invoicing) remove the check
mark from the Permission column.

5.  When you have finished making the necessary changes to the user's rights, click on the
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[_Save Chandes | putton. If you do not wish to make any changes at this time, click on the
[ GuiwithoutSaving | putton.

1.10.3 Commission & Writers

The eDirectGlass system allows you to enter users to be used to track up to three different
commission amounts on an individual invoice basis. You will first need to set up the I|st of people who
are eligible for commission payments. To add or maintain these records click on
button and then click on the Lser Mot button. This will display the | |
button under the Administration Sub Menu.

1.10.3.1 Adding a New Commission & Writers Entry

1. Once you have clicked on the | button in the Administration Sub Menu, the Find
Commission Salesperson or Writer window will display in the Work Area. To begin adding a new
entry, click on the | Add User | button.

Find Commission Salesperson or Writer
Username Firs Name: Last Name

|__FndUser || Reset

Find Commission Salesperson or Writer Window

2. The Add Commission Salesperson or Writer window will now appear in the Work Area for you to
complete.

Add Commission Salesperson or Writer

Firs? Name Last Hama Position

orie Liobide Phane Home: Phone

m
= B

Stare Region
Display Name Disable User []
[ |[ Cnt Without Saving |
Add Commission Salesperson or Writer Window
3. Once you have filled out all of the information, click on the | Save | button.

1.10.3.2 Maintaining Commission & Writers Entries

1. Inthe Find Commission Salesperson or Writer box, enter a username, first name or last name
then click on the | Find User | button. To see all users for your account, just click on the
| Find Llzer | button without entering any names.

2. From the Commission Salesperson or Writer List window, click on the name you wish to maintain.

Username First Mame Last Name Position
~
ESaaac wWrilsr2 =] caladan writer2
phhmwriler3 jahn maS0n witerd
markh, comm1 mark hil commi -

Commission Salesperson or Writer List Window

3. Inthe Commission Salesperson or Writer Detail window, make the changes required, then click
on the | Save | button. NOTE: If you need to disable a user for any reason, all
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you have to do is check off the Disable User [] pox and then click on the

I Save | button. This will remove them from the drop-down list used to assign
commission to an invoice. If you do not want to make any changes, click the

[ Quitithaut Saving_ | putton.

Commission Salesperson or Writer Detail

Frs Nams james Last Hama williams Posfion CommE
Wark Phone lokde Phone Home Phone
Email
Stors | GLASS SHOP w Region | Southwest w
Display Name [aMEsw.commea Disable User []
| | G Vithowt Sowrg |

Commission Salesperson or Writer Detail Window

1.10.4 Search Result Settings

eDirectGlass allows the individual user to select and maintain which columns show when they search
in each of the Quotes & Invoicing sections (e.g., Quotes, Work Order & Invoicing). This features
allows you to see at a glance the fields that you need to complete your work more quickly. These
settings only effect the Find results and not the record data itself.

1. Click on the SEERITIETETIME button then select the Lzer Mot button and then the
| | button.

2. In the Find User panel that comes up, enter the Username, First Name and/or Last Name and click
on| Find Uszer | button.

3. Double click on the name in the list to bring up the User Detail screen which will list the Quote, Work
Order and Invoice Search Results sections.

User Detail
Usemame: charbis, murphy

Quote Search Results  (select § columns)

| Date of | Drwme Qe Tota

| ear | nswrancs

| Make City

| Wode Sales Parsan

Wark Order Results  [seleet T calumns)
w0 cose | [F]pode C

| Date o Dwiner Sales Parson
| Vear | nsurance VD Tola

| Wakea W0 Number Technician
Invaice Search Resulls  [select & columns)
| rvoice Code || Mode City o | Agent
| Date | Orvwrer Sales Person
| Wear V| nsurancs

| Make rvoice Numbser

|| oo Wit Saving |
User Search Results

4. You may only select up to 6 columns for Quotes, 7 columns for Work Orders and 8 columns for the

Invoice Find panels. Once you have finished, click on the | Save | button to commit
your changes or click on the [ Guit™ithout Saving | hytton to ignore any changes you may have
made.
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1.10.5 Parts Admin

This section will allow you to add and maintain custom/special parts profiles.

1. From the eDirectGlass Main Screen, click the IEERTIE =TI button.

2. On the Administration Sub Menu, click on the button.
3. The Parts Management window will be displayed in the Work Area.

Paris Management
Dscriplios Pan i *first hwo lethers may be neguired
'..E"!!:h.'ﬁ bems I Non '.'¢"!!'.'.":r kEms I
[ || Reset] Catalogue select one -
Catsgory =
Parts Management Window
4. At this point, you can either choose the | Add Parts | button to create a new part or select a
Catalogue (or Catalogue and Category and addition search criteria) and choose the button
| FindPans  [{o maintain an existing parts.

1.10.5.1 Adding a New Parts Profile

1. Inthe Find Parts Profile window, click on the | Add Parts | button to display the Parts Profile
Detail (New Record) window in the Work Area.

Parts Detail
DEs, I Inweniony Rem '_ Taxable Part [ Taxable Labor [
Catalogue select one - Category sebect one - une EA -
part] R E—
MFG Part | M Type HAGS +
Pastian v Faalsie ¥ et Prics
Codor Lot Mo On Hand
Recrde
‘endor Price
Aooount
Use for Flat Glaes Dniy — 'F"e':‘;i . Cutolf Loss i
| || Gl Wiehout Savimg | | Loclaap/ADD |

Parts Profile Detail (New Record) Window

2. Enter part information. The solid red boxes are required fields and must be completed before the
record can be saved. The Part Id is what will be displayed in the drop down list when adding the
parts to a record, so they must be unique. NOTE: You must select a Catalogue and Category
from the drop downs as well as fill in all of the red boxes before the | Save |
button will be active.

3. Atfter you have entered and verified that all of the information is correct, click on the
| Save | button to add the new record. NOTE: Make sure you check off the

Taxable [¥ button (Part or Labor) if the item is taxable.

© <2013> ... AMJ Logistics, Inc.



Getting Started 37

Parts Detail
084 r Fventory bem r Taxabie Part [ Taxable Labor [
Cataipgue Defaull calalogue - Category Admin Fes - Unk Ed -
#ant id[Dispozal Fee | a1 List Price
MFG Part|Disposal Fea | i Type Other = Discount
Pogtan - Feature - et Preze| 515,00
Calor Lot Mo On Hand
Deser F-‘-C'!|U‘|3[IOE al Burcharge Reorder
Part Notes Venibar Priog
Custom GA [ 2 = 1'.
Acoount
far Flal G " Pricing Cutafl
Use for Fial Glass Only = Mathod - Cubaff Loas -
| Save | | Chat Without Sanang | miodified | Leokup/AD0 |

Completed Parts Profile Detail (New Record) Window

4. If you do not wish to add the record at this time, click on the [__Bult Withaut Saving | pytton.

You may also add a part from the Part Detail screen by clicking on the | Lookup/ADD | this will
open a vehicle search that will take you to a list of NAGS parts to select from for that particular vehicle.

1.10.5.2 Maintaining Parts Profile

1. Inthe Find Parts Profile window, click on the ____Find Pans |10 display the list of all of the
custom/special parts you have added to your eDirectGlass system. If you are looking for a
specific part and know the tem Type , De=cription or
Part id| |, you can enter this information before clicking on the
[ FindPans  |pytton to narrow your search.

em Type Description Part Id Price
IWFILMW 30 Tirding Filrm SWIFILM §3085
TINT-SPECIAL Speacial Tirting TINTSPEC £50)00

Parts Profile List Window

2. Highlight the Item you wish to review/maintain to display the Parts Profile Detail window in the

Work Area.
Parts Detail
osa [ eventory kem Taxakis Part [ Taxabde Labor [~
Catslogue Dwfaull catalogue Categary Tires - unt EA b
Pact i [TIHT a1 List Frice[525.00 |
WFG =an|:| M Type Oihar = Dizcount 20%
Postion Unknown - Feabure - M Price 520,00
Gl Lot Na Qn Hand 0
Reorder 0
Description [ Tinking Vendor Price 50,00
Fart Mctes
Cusiom G [ GIL Azetiai
s for Fiat Glass Qnly — Pricing lethod - Cutoff Loss -
—
[ || it Withous Saving | 2
|_Deleix Pan |

Parts Profile Detail Window
3. You will have three options at this point:

To make changes and/or additions to the information contained in this record and click on the
[ S ave | button to record the changes.
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To review the information without making any changes or additions, then click on the
[ Quitithaut Saving_ | putton.
To completely remove this Parts Profile Detail Record from your eDirectGlass system by clicking
on the [ Delete Partz Prafile | putton.
NOTE: Once you click on the [Delete Parts Prdfile | button, you will see a dialogue box verifying
your desire to delete the record, if you choose [__TK__] the record will be permanently
removed from your eDirectGlass system.
Microsoit Internet Explaret "]
EJ Delete this Parts Profile?
o || cocel |
Delete Parts Profile Dialogue Box
1.10.5.3 Catalogues
Before you can upload a pricing file or add parts to a Catalogue, you must first create a Catalogue in
your eDirectGlass account.
1. Clicking ETTETFETTN , click on the | | button to display
the Find and Add Catalogue features of eDirectGlass.
2. Click on the |_Add Catzlogue | on,
3. In the Catalogue Name box, enter the name for the Catalogue you wish to create.
4. When you have finished entering the Catalogue name, click on the | Save | button.
Catalogue Management
- | Find Catalogus | | Flﬂill
Catalofue (Hew Racord)
Catalogue Hame|Eilnghon
| Save || Cuit Wichour Saving | Fricsdified
Add Catalogue Window
If you need to go back and update a Catalogue name, simply go to FRael =T,
| Parts Admin [ | and click on the |__Finé Catalogue | hytton to display the list
of Catalogues.
1.10.5.4 Pricing Import

Why would you want to upload a pricing file to a Catalogue in eDirectGlass?
a. If you want to create cost plus pricing profiles,

b. If you want to manage inventory without having to enter thousands of parts,
c. If you want to see your costs on your most popular parts you sell.

In order to upload a pricing file, you must first obtain a pricing file from your supplier. Most suppliers
are able to provide you with an Excel file that contains the part numbers and pricing for the parts you
regularly purchase or for all of the parts they sell.
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The file that your supplier may send you will most likely not be formatted properly. For example, here
is a view of a file that was provided by one of the suppliers.

A B c D E G

1 | Contract Number Contract Dascnption AGR NenTypa/Hw Current Price

2 99999) PARENT ACCOUNT 1009-0620XN 324

3 IMEOGO0KIN 1225

4 IMEE18XXN 2.89

5 IMEETIXEN 3.29

6 3ME9E4EN 12.6

7 4T0330MN 7.0

8 D-500FWHXN 611

q D-500SAXMN 467

10 D-S00XXMN ER:

11 D-501HVFWIOMN 744

12 D-501HVFXXHN 524

13 D-501HVHIMPWXXN 9.3

u D-E0THVHNIOMN 5.06

15 D-501HVIOM 534

18 D-503MF 0N 57

M4k M| Sheetl <%0 [ ™

Supplier Pricing File Example

In order to import successfully in to eDirectGlass, you must modify the Excel file first. Please note, you
must have Microsoft Excel in order to accomplish this step. If you do not have Microsoft Excel, please
contact eDirectGlass technical support for further instructions.

To modify the Excel file, please follow these steps:

1. Open the pricing file in Microsoft Excel.
2. If the first row contains a header, which are words in each column to identify what the column is, you
must delete the row.

A B I £ | D | E
1 | Contract Mumber Contract Descnption | AGR NbrType/Hw | Cument Pnce |
a 95999] PARFNT ACCOLINT [100%-0Rx0M | 3 M|

3. To delete the row, simply highlight the row and then right mouse click and select Delete.

Anal 1l * A A F -TH “’!Jl'l‘trﬁl:t Mumber
(o @z A ’

=) G D E

-0 00
00 D

[ Cantract Number | Contract Description AGR NbrTypelthw | Cument Price

. T T005-061000 7T

| oo MG0GO0I0N T

| Easte IMEBTAIN 559

Paste Special... AMBETOMN 399

e IMBIBN 176

| Delete AT0330M 701

Clear Coptents D-500F WM 6.11

A Format Cells... 05005820 167

1 Row Height... D=5 003M 306

1 Hide D-501HVYFWIEN 7 as

L D-E0THVFN 524
Unhide

1om ' D-501HVHMPWICEN 581

4. Now that we have deleted the header row, if applicable, we now need to remove any unnecessary
columns. The only columns that should be in the file will be the part number and price columns. In
our example file, we have two unnecessary columns we must delete.
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5. To remove unnecessary columns, select the columns so they are highlighted and then right mouse
click and then click on the delete button.

Al il - | B I B
A B
] 99999 PARE '# - Cut
2 43 Copy
3 1% Paste
d
5 Insert
& Delete
T
8 % Format Cells...
El Column ¥
10 Hide
11 _
” Unhide
13
14

Paste Special...

Clear Conteants

6. Once you have deleted the columns, your file should now only contain two columns. The first
column should only be part numbers and the second column should be only prices with no special
characters ($ will need to be removed in order for the file to upload properly).

A B
1 [10059-0620N i1
2 | IMBEOGO0XNN 12.25
3 |3MEBIE0N 289
4 3MEETRON 3.29
5 |3MBIBANN 126
5 AT033OMN 7N
7 |D-500FWXN 6.11
g D-500SACMN 4.67
g | D-50000MN J.86
10 | D-S0THVFWIOIN 744
11  D-50THVFXEN 524

S Pa B AR SR P

ST

7. You must now save this Excel file. You may wish to give it a new file name so you can preserve the

original file that was delivered to you from your supplier.

Uploading your pricing file:

1. In eDirectGlass go to MMM, , click on the | |

button.

2. Select the Catalogue from the drop down that you wish to upload the pricing to.
3. Noow, click on the [[Browse... | putton and locate the pricing file you modified in the previous step

and once you select the file, click on the button.

4. Now you must click on the |

UFPLOAD

directly to the Catalogue you selected.

| button and the system will import your pricing file
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5.

fouot: & inoicng Wtessage Center ¥ Cay Reiztonsnipitgm: W iiartetng ¥ sccouning ¥ cimmsrator Yol

Mmmmn
Sysatem Admin
User Mgmt

Paris Adimin Select the EXCEL flename for the update of wendor pricing —
T WO Codes C\ s Gany Desktop TDean Pilangton Q2 20094z
vioice Codes
cacas T c:::;'zl
Cash Profie | Gt Without Saving
QuickBooks Satup
EDI Status
Bulk hvoice Mobes
Contact Export
MaNAGE
- Prichgimport |

If this is your first time uploading a pricing file to the Catalogue you selected, you will get a message
saying the upload was complete. Click on the button to finish.

NOTE: If you are uploading an existing Catalogue with a new pricing profile, you will receive
a pop-up box asking if you wish to overwrite the date already in the Catalogue. If you answer
yes, it will delete all of the data in the Catalogue and replace it with the data in the pricing file
you are attempting to upload.

-f.-

[ Windows Internet Explorer !

9 This upload will replace any existing entries for this catalogue. Proceed?

DK [ Cancel

1.10.5.5 Pricing Profiles

Before you can create a Cost Plus Pricing Profile, you must have created a pricing Catalogue and
uploaded the pricing file from your supplier to that Catalogue or you must be enrolled in the
eDirectGlass Supplier Live Cost Plus Pricing program. You may also create pricing profiles based on
the NAGS pricing, but it is only available to price at a percentage based price.

1.

. On the Pricing Profile Management screen, click on the|
. In the Profile Name box, put in the name for the pricing profile you will refer to in the Quick Quote

To create a Pricing Profile, click on SEERITRE =TI, , click on the

| | button.

Add Profle | button.

through Invoicing process.

. In the Profile Type area, click on the radio box for [ % off NAGS (" CostPlus %y " CostPlus §

depending on the profile rules you wish to set.

. Now select the Catalogue you wish to use for this Pricing Profile.
. Next, input a percentage (for © % off NAGS o " CostPlus %) or g dollar amount for © CostPus S jy

the Domestic and Foreign boxes. This percentage/amount will be used in conjunction with the
uploaded cost (or NAGS price or Supplier Live Cost) to calculate the part price.

. For the remaining boxes (i.e. First Repair, etc.) you may enter dollar amonts.

. If you wish to include Labor and Kite in the price, select the check box next to
[ Labor & Urethane Included in Catalogue Price box.
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9. If you wish this profile to drive your eDirectGlass Web Quoter pricing, select the check box next to

[ Web Quote Module hox. You may only have one active Web Quote Module pricing profile at any

given time.
10.You may enter notes about this pricing profile in the Remarks box.
11.When you are finished, click on the Save | button.
Cuoles & Invobcing CEV Relationship Mgmt ¥ Marketing ¥ Accounting ¥ Administration
Admnatraton l Fined Profia | | Rasat |
Swstem Admin
User Mgnt | Add Profie |
Parts: Adein
Pricing Profile Parameters
Frofie Hame [Retail Cash A |  Profis Type: % off NAGS (% Cost Plus
Domestic Windshisld Filiingtan w select Catalogue

Forgign Windshaskd

omestc Tempered |60

Foreign Tempered |60

First Repair 5 |60

Add#tional Repar % (45
Labar Fiat § |

Labor Howrly 5 (45 |

plus Hase Labor 5 | "y e usad with howrly

— Hﬂ: Labar Flst OEM & |
ﬁ Ctherki Flat 5 [ Laber & Urethane included in Catalogue Price

Other s [35

My Wark Adhesive HighmodHon-Conductive Urethane
1.0 Kit Flat 5 |40
1.5 Kkt Fiat § |62
20 KRFa S [75
2.5 Kit Fiat § |85
i0KEFais[B5 |

Use this far level one cash qoutes only. J

Remariks

| Save ][ Cht Withot Seving | meditied

1.10.5.6 Part Notes

When looking up NAGS* and/or related parts, the system will allow the user to review specific notes
for a part that has been created in their local account.

*NAGS is the registered trademark of Mitchell International.

1.10.5.6.1 Adding Part Notes

In order to add motes for a part in the system, you must add the part to your 'Default Catalogue' in the
Parts Admin section.

1. Click on ENIRTAETETTIE TVl [ ~dPas | poran existing part, simply
NI IR Administration § Parts Admin [ FindPans |

2. Complete the fields that are mandatory (red boxes), select a Catalogue (Default Catalogue only)
and Category from the drop downs and enter any additional information including the part notes you

wish to display in the Fart Notes field.

Please Note:

e You MUST check off the Inventory tem [~ checkbox even if you are not going to carry the part in
inventory in order for the notes to display in the system.

e The part MUST be added to the 'Default Catalogue' ONLY.
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« If you are adding a NAGS part, click on the | Lookup/ADD | button to easily create a part in
your local catalogue. Remember, you must have the fully qualified NAGS part number in both the
and Fartld| | and MFG Part| | fields in order for the system to
properly display the Part Notes.

Parts Management
Descripbon Part id "firs! two letiers may be reguired
kventary kems [ Non inventary kems [
| FindPais || Reset | Catalogue select one -
Category Description Part Id Price
Windshieid FWo0615 5196.85
| |Widshew Jowoeso ] 5248.20]
Parts Detail
0&a [ mventory tem BF Taxabe Part [ Taxabie Labor [
Catalogue Defaul colplogue Categery Domestic Windshield - Ung EA -
Part [DWO1E40GEYN | a1 UstPrice @00 |
WFG Part[DWO1640GEYN | id Type HAGS - Discount
Position - Feature - Net Price S(0.00)
Color GEM Lait Ho On Hand O
Rearder 0
Description|Windshiald | Vendor Price $0.00
Part Hotes Use Creative Extruded Moulding ORLY. Mo high-mod AH|
CustomGL [ G Account sekect GL Account
Use for Fial Glass Qnly — Pricing Method - Cutoff Loss -
| Save || Gut Without Saving | mcaifiea

1.10.5.6.2 Displaying Part Notes

Anytime you are pulling up NAGS and related parts, you will see if a part has notes when the column
labeled 'O' has a highlighted number.

For example, below you see the parts for a 2010 Chevrolet Impala, DW01640. Because we had setup
the part in the previous step and included Part Notes, the lookup now alerts us with this column.

To see the notes, simply hover your mouse over the yellow highlighted area, on the part line it
corresponds with, to see the Part Notes.
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Glass ID 210 Chevrolet Impala 4 Door Sedan LS Dimension  Graphic
| DWD1E4D | Windshisld, WiThird Wisor Fril, Solar Coated 4032613 | B
DQI1062  Quarier, Right, encapsulated, Solar Coated 13x 14 Vigw
Do11063 CQuarier, Left, encapsulabed, Sclar Coated 13x14 WView E
DD11058  Door, Right, Front, Solar Coated 235x 335 View | |
DO11055 Door, Left, Front, Solar Coaled 235x335 View
DO11060 Door, Right. Rear, Solar Coated 23x 283 Wiew
DO11061 Door, Left, Rear, Sclar Coated 23x283 View | 7
MNags - -
0 Partid MFG Part Color Vendor  Description Qual RedQty Unit Price
[T O DWOig40 DWOIB40GEYNGEN MAGS Winds hiedd 1 2.3hkrs - -
[ DWHB4D DWOIB4OGTYNGTH NAGS Windshieid 123hrs EHEHD
[T [ Use Creative Extruded Moulding OMLY. Mo high-med 1 2.3hrs 25420
r |aH. r 2.0 Urethane, Dam,Primer 1each 28.00
[ 38HAHODD44EHAHN00445 HAGS Adhestn 20 Fast-Cure 1each 48.00/=
Urethane/Dam/Primer E
[ HEBO3ESET GGW 1022 gmf““ Biade Wiper, 22° {set of 2) 0 ieach 10.50
[T  HBSB038SE7 OETWEB1122 DETech Blade Wiper, 227 (set of 2) 0 feach 9.7
[T HBBO3BSET PWB-102Z 5 Precigion Blade Wiper, 22" (zet of 2) 0 fsach 987
[T HMLO3S4B1 15816748 General Motors Mouiding — Garnish 2 fleach 3.07
[ HMLO3S481 15515748 General Motors Moulding  Gamnish 2 leach 28.04
[T HMLO3S481 15260024 General Motors Moulding — Gamsh 2 1sach 3929
[T HMLO35481 25354457 General Motors Moulding  Garnish 2 1each 4133
T HMLO3S4EZ 15816745 General Motors Moulding  Garnish 2 1sach ZB.04
[T HMLO3S4EZ 15818747 General Motors Moulkding Garnish 2 fdeach 2804
Discount: [ caiculate Laber [ Comettoucte | Tomisoe

1.10.6 WO Codes

The eDirectGlass system allows you to add and maintain Work Order (WO) Codes to help you keep
track of your outstanding WOs and their status. To access the WO Codes section, click on the

1.10.6.1

Administration

i button on the Menu Bar to display the Administration Sub Menu. Click on the

button in the Sub Menu to display the Find WO Code window in the Work Area.

Find WO Code
WO Code Description

Find WO Codu__| | Reser |
Add WO Code

Find WO Code Window

Add WO Codes

To add a new WO Code to your eDirectGlass system, click on the |

Add WO Code | pytton in the Find

WO Code window to display the WO Codes (New Record) window in the Work Area.

WO Codes (New Record)

woce ] Descrston

[ || Guic Wihous Saving |

WO Codes (New Record) Window

Fill in the appropriate WO Code (up to 12 alpha/numeric characters) and the matching description then
click on the Save | button to add the new WO Code to your system or click on the

Quitfithout Saving | hytton if you do not wish to save this record.

WO Codes (Hew Record)

WO Code Description [Wailing on Custormer

[ Save || it Wahows Saving | modified

Completed WO Codes (New Record) Window
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1.10.6.2 View & Maintain WO Codes

1.10.7

To view and maintain existing WO Codes in your system:

1. Click on the SECTETHET=TIM button on the Menu Bar.

2. Click onthe button on the Sub Menu.
3

Click on the |__Find WO Coge | yutton in the Find WO Code window in the Work Area. A list of
WO Codes and WO Code Descriptions will display in the Work Area

WO Code WO Code Description
&1 wirified By an Sudibar -
CL Cancebsd P
Ha Hedd By Amy
HE Hedd By Kedy -

Find WO Code Window
4. To edit or delete a record, click on the line then either enter your changes and click on the

I Save | button or click on the |_D=k=t2 WO Code | ytton to delete the record entirely.

5. Ifyou click on thel Delete WO Code | button, a dialogue box will appear. To permanently delete the
record, click on the button.

icrosott termet BT

\_'?() Deelete this Fi0 Code?

ok | cocel |

Delete WO Code Dialogue Box

Invoice Codes

The eDirectGlass system allows you to add and maintain Invoice Codes to help you keep track of your
outstanding Invoices and their status. To access the Invoice Codes section, click on the

SETTETETE® button on the Menu Bar to display the Administration Sub Menu. Click on the

Irvioice Codes button in the Sub Menu to display the Find Invoice Code window in the Work
Area.
Find Involte Code
Find Irvoice Code | [Resed

Add Irevoice Code

Find Invoice Code Window

1.10.7.1 Add Invoice Codes

To add a new Invoice Code to your eDirectGlass system, click on the _&dd Invaice Code | button in the
Find Invoice Code window to display the Invoice Codes (New Record) window in the Work Area.

Inwoice Codes (lew Record)

IrvodcE Coda Descriplacd |

| | [ Gt whithout Saving |
Invoice Codes (New Record) Window
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Fill in the appropriate Invoice Code (up to 12 alpha/numeric characters) and the matching description
then click on the | Save | button to add the new Invoice Code to your system or click on

the [__Buit™without Saving | pytton if you do not wish to save this record.

Ivoice Codes (llew Record)

Inenica Code | R Deteription| Rejecied Invoice

[ Save || Quit'without Saving | miodified
Completed Invoice Codes (New Record) Window

1.10.7.2 View & Maintain Invoice Codes

To view and maintain existing Invoice Codes in your system:

1. Click on the SERITEETT® button on the Menu Bar.
2. Click on the Invoice Codes button on the Sub Menu.
3. Click on the [EindInvoice Code | button in the Find Invoice Code window in the Work Area.

Find Involte Code
-'wlﬁ Dascrigdion
Find Irvosce Code | | Riesst

Add Irvoice Code
Find Invoice Code Window.

4. The list of Invoice Codes and Invoice Code Descriptions will display in the Work Area.

Fimnel Invad e Codde
"'gﬂi" Descriptian

Find Irwoice Code | [ Resat]

Al Irvwoice Cods
| lnwoice Code Inwoice Code Description
P Processed for Payment :I
32 Rejecied invDica =
RA Faplacerhart vaice
RS Feesubmited =

Invoice Code List

5. To edit or delete a record, click on the line then either enter your changes and click on the
I Save | button or click on the [Delete Invoice Code | button to delete the record entirely.

6. If you click on the [Delete Inwoice Code | button, a dialogue box will appear. To permanently delete the
record, click on the button.

oot et xplored TS

?Jj Dedste this Invakce Code?

S

ok | coel |

Delete Invoice Code Dialogue Box

1.10.8 Reports

The eDirectGlass has a number of reports that be able to assist your company in it's day to day
operations.
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NOTE: Please make sure you follow all of the set up items under the Installing Crystal Report
Viewer section of this manual and Print a Quote, Repair Order or Invoice before you try pulling
up any of these reports.

1. To access the reports section of eDirectGlass, click on the SACMIIEEIT button on the Menu
Bar to display the Administration Sub Menu.
2. Click on the Reports button in the Sub Menu to display the reports GroupName list.
S Gowpgme
SCnEImg |
Sales =
Productivity =
Adrranmiratee a

3. Select your report type from the GroupName list (i.e., Accounting, Scheduling, Sales, etc.) to
display the ReportName list in the Work Area.

~
Scheduling E|
Sales g

Productivity

1. PERIODIC PAYMENT REPORT
2 TRUE AGHNG
3. PAYMENT REPORT
4, ADJUSTRENT REPORT

[0 () |

=

4. Select the report you wish to view/print from the ReportName list to display the report criteria in

the Work Area.

S Growpleme
~
Scheduling E|
- =
Productivity w
S Feportheme
1. PERIODE. RAYMENT REPORT -~
2. TRUE &GNG i
3, PAYMENT REPORT I
4. ADSUSTMENT REPORT e

Date 04082005 To Date| 04115/2005 or[NA el

[Pt |

5. Once you have entered the search criteria, click on the button to display the report
in the Work Area.
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| & @& F =0 = ||« 4 1 of1 PoMom || EFystal oo
Preniew I
-
1
Tep C Glaas
Report  AR-1085F PERICDIC PAYMENT REPORT
Dam:  08-APrE-I00S From 482004 Te 432005
Tine:  1:39:07PM
Chagke e Dasopis
Innge  TengDace At Asgoynt Hamy Bankgawie Paid loy lovgice B Amount
£ 03312004 4247 STATEWIDE MUTUAL VISA 3338 ELEEEH (350.00
TOTAL PAYMENTS: $538.92 I ﬁWrW)I
|
Reports Window

1.10.8.1 Printing Reports

1. With the report displayed in the Work Area, click on the & icon on the report viewer toolbar
located under your browser window address bar.

|}':-:ﬂﬁﬁ'£.l1l:m *I |"|1 {I 1 of1 [ l|;H |'""Fv'§talﬁ:'
Preview |
Report Viewer Toolbar

2. A print dialogue box will appear. Select the printer you wish to print to and click on the
| Print button.

[ el
w]m[
r Selech Prries

2 2 2 =2 8]

fagohcichat  Fetn Gt At

Caren S50
Cirtller oni .. $50on ... Laserdet ... mﬂﬂlﬂ' -v'
|

Gt Feady ™ Prtiotle  Pieleences |

Location:

oo :IHHH.I
- Pagn Fearge -

L] Humtes of copeen: [1| =

1 Saten, T Cunerf Pige

e I e

[rm ] cwed | o |
Print Dialogue Box
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1.10.8.2 Exporting Reports

You can export any of the reports to another program to be able to further analyze your data.

1.

2.

3.

4.
5.

With the report displayed in the Work Area, click on the % icon on the report viewer toolbar
located under your browser window address bar.

* & o F T= 1008 ] | 1 oft & TCrystalege
Prenviaw |
Report Viewer Toolbar

In the Export Report box, choose the % button. From the Export Report dialogue box, choose
the file format (e.g., Excel, Word) for the file export from the drop down menu.

Export Report [EJTZ]

Fle Format ;
Microsaift Word j
Crystal Reports

Microgaft Excel
Microsaft Exoel

Fibe name:

oK Cancel | Browse...

Export Report Dialogue Box

Next type in the file name and location in the File Name box or click on the [(Browse... | putton to
name the file and choose the location where you would like to save the file. Once you have
selected a file name and location, click on the button.

When you have finished, click on the __OK___] button to export and save the report.

Once the export is complete, the system will ask you if you wish to open the file. Choose either
theL_Tes  Torl Mo | button.

1.10.9 QuickBooks Setup

The eDirectGlass system allows you to communicate with our existing QuickBooks company file.
They system allows you to send invoices with line item detail and payment information to your
company file. The QuickBooks Setup requires an eDirectGlass technician to enable and setup this
feature. Please contact your eDirectGlass sales associate for pricing and to schedule your setup
appointment.

1.10.10 Bulk Invoice Notes

eDirectGlass allows you to add Invoice Notes to a range of invoices at one time.

1.
2.

Click on the SEEIITEENNME button on the Menu Bar to display the Administration Sub Menu.
Click on the button to display the Bulk Invoice Notes window in the Work Area.
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Bulk Invoice Hotes
BurancE Company Date From Date Ta
[ |[Reset ]
Bulk Invoice Notes Window
3. Enter your search criteria then click on the | Find | button to list the Insurance

Company and/or date range selected.

Bulk Invoice Hotes
msuranca Company Slatewrde Mutual Doatm From Date To
[ Find ][ Reset |
Company Address City State
STATEWIDE MUTUAL 1515 ROCKEFELLER PLAZA NEW YORK NY

Bulk Invoice Notes Selection Screen

4. Double click on the Insurance Company to display a list of invoices that will have the notes added
to them and to display the Invoice Notes box at the bottom of the list.

Bulk Invoice Hotes

msuranca Company Statewide Mutual Date From 0170672007 Date To BEMOER200T
[ Find || Reest |

Cremer Insurance Invoice Invoice Date Amount
tony bast STATEWDE MUTLULAL 291775 02212007 5505854
mel smih STATEWIDE MUTUAL 300470 GINT2007 549271
tony merales STATEWDE MUTUAL 300538 QAOTRO0T 548211
D8 BRW STATEWIDE MUTUAL 323337 oan12oo07 540576
Maria korio STATEWIDE MUTUAL 31E911 04022007 £235.00
tony morales STATEWIDE MUTUAL N2Te3 D32E2007 5452.12
Maria lario STATEWDE MUTUAL 405525 DB 32007 5556 54
Evaice

Netes | Statewide Mutual ineluded the kit price in the cost of the windshield frorm 1607 to D207, They will |
be paying the kit separately from HE07T an.

Foply Invoice Nobes

Bulk Invoice Notes List

5.  When you have finished creating your notes, click on the [ Aeply Inveice Notes| ytton to add the
notes to all of the listed invoices.

1.10.11 Contact Export

eDirectGlass allows you to export your contact information for given parameters to an Excel
spreadsheet for marketing/administrative purposes.

To view and maintain an existing Cash Profile in your eDirectGlass system:

1.  Click on the SEEITETETEIE button on the Menu Bar to display the Administration Sub Menu.

2. Click on the button to display the Contact Export parameters window in the Work
Area.

© <2013> ... AMJ Logistics, Inc.



Getting Started 51

Saies Person

Inwpice Code

Cave Sales

ncludea Exclude™ Include@ Exclude

Find Contacts
Mo Markets No Regions
rvoice Stabus Invoice -
Start Date [05/01/2012 End Daete[05312012_]

nvoice Type @ A8 T Repar ) Replacement
[emmre ]

Contact Export Parameters Window

3. After you have selected your export parameters, click on the button.

4. The system will ask you if you wish to 'Open’ or 'Save' the file. Click on the 'Save' button to save
the file to your computer.

File Download - Security Warning

Do you want to open or save Lhis file?
gl

Hame: esdgContactExpart.ds

From: Ive.edirectglass. com

Type: Microsoft Office Excel 97-2003 Workshest, 2.95K8

[_open J{

Save | | Cancel |

Wi fibes from the Intemet can be useful, this file type can
pobantialy ham your computer. Fyou do not tnust the scurce, da not
What e

apen or $ave this software
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2 eDirectGlass Basics

2.1 Overview

This section provides a detailed description of the elements of the eDirectGlass window. Each of the
different areas of the window are clearly labeled and defined to help you later in the manual.

i Log Off Button
Menu Bar Task Menu Shopping CE”'tCLn’rent User Info g/
. . . - : = e Glass
New Assignments Notification e voukem 18 e Hail .
assigEment{s) In Cart 8 i Ivaroipiscsine »*
Daze Yoar  dakn wnasl Crumer insurance LiveHelp Buttom

BERZOIT 2010 Awk a3 jonn est) degie Ha msrance
AN 001 Acum Inlagre W Egarance
B0 W0 Lesss a3 30 hea lesararce e ek
/ DGEART 2010 Toyels Camry TESTH 1o Inarance Supplics Canter
Sub Menu
(12 HELP
Dn-linedﬂl
Parts
Work Area —
I iz

Tachnician Trackar

Supplier Center

2.1.1 Quotes & Invoicing

Most of your time will be spent in the Quotes & Invoicing area of eDirectGlass. The Sub Menu is made
up of 6 buttons, each with a specific task related to the process.

Cluotes & Invoicing
Quotes & Invoicing

Quotes and Invoicing Sub Menu

gniments

Allows you to review new assignments that have been delivered to your account from Networks,
Insurance companies and TPAs.

Quick Quote

Allows you to lookup any vehicle and its glass components for review or instant quoting with
*NAGS(TM) Parts & Pricing.

Cuotes

Allows you to enter new quotes or manage existing quotes.
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212

2.1.3

Work Orders

Allows you to manage and schedule quotes that have been converted to Work Orders.

Scheduling
Allows you to manage your shop and technicians' production schedule.

Invoicing
Allows you to create new invoices or manage repair orders that have been converted to an invoice.
Also contains the functionality to submit work to your business partners electronically or manually.

*NAGS is the registered trademark of Mitchell International.
Message Center

The Message Center allows you to communicate directly the details of a claim with your business
partners*. This feature is similar to 'Instant Messaging'; however, it is secure and can only be initiated
with a claim.

Meszage Center

Message Center Sub Menu

Allows you to check for 'New' messages.

Allows you to create a 'New' message.

Allows you to see all messages that have been sent to your account.

Allows you to see pending messages, such as saved, unsent messages.

Allows you to see all messages that you have sent from your account.

Allows you to manage your Message Center trash folder, similar to the 'Recycle’ bin.

*The business partner must also be an eDirectGlass user.
C & V Relationship Mgmt

The Customer and Vendor Relationship Management feature allows you to manage all of your
customer and business partner information. This feature allows you to store information on your
contacts and manage your relationships with each one.
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Ca&W Relationzhip Mgmt
Owner Contact

Ingurance Contact

Agent Contact

Other Contact
C &V Sub Menu

Cyynet Contact
Manage your Owner contact records.

Inzurance Contact

Manage your Insurance contacts, network delivery information and create/maintain your private O&A
profiles.

Agent Contact

Manage your Agent contacts (e.g., Car Wash employees that send you referrals).

COther Contact
Allows you to create and manage other contacts such as those that provide services to you.

2.1.4 Marketing

The Marketing feature allows your organization to measure all of its marketing efforts as they relate to
the work you do. Simply input the type of campaign(s) that your company is engaged in and be sure to
select the applicable campaign when creating a new quote.

harketing

Mare ngS

Owvner Marketing
Allows you to create and manage marketing efforts as they relate to Owners (walk-in, cash glass, etc.)

Agent Marketing
Allows you to measure your efforts in marketing and working with Agents who refer business to you.

Fleetins Marketing
Allows you to measure your efforts with your Fleet, Insurance and TPA customers.

Marketing Repaorts
Contains all of the reports for each of the Marketing modules.

2.1.5 Accounting

The Accounting feature included with eDirectGlass is a basic accounts receivable application. You
can use this feature to manage your accounts receivable to reduce the burden of a full or part-time
accounting person.
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Invoice XML Export
Accounting Sub Menu

Post Pavment
i t

Post Payment
Allows you to post payments against invoices or work orders in the system.

Adjustments/Credits

Allows you to adjust or write-off any amounts against invoices or work orders in the system.

Clozed Invoices

Allows you to view your closed/paid to $0 invoices.

Invoices for QB
Allows you to select invoice to send to your QuickBooks file.*

Payments for QB

Allows you to select Payments/Adjustments/Credits to send to your QuickBooks file.*

Invoice XML Export
Allows you to select invoices to create an file to export invoice data to be imported into your accounting
system.

*The QuickBooks export feature is an available add-on for your eDirectGlass account and requires a
set up.

© <2013> ... AMJ Logistics, Inc.






58

eDirectGlass Total Shop Management User Manual

3.1

Quotes & Invoicing

This chapter provides instructions for working with new assignments, quotes, repair orders and
invoices. In addition, this chapter also covers production scheduling and advanced usage techniques.

In each of the Sub Menu features in this module, the following Task Menu will appear when working
with a claim:

Ohwner |

Bill To | Agent | Lossimfo || wehicle || Schedule | All |
Quoting & Invoicing Task Menu

Crner
Displays all of the Owner information both commercial and insured owned.

Bill To
Displays the Insurance or Fleet information, if any, for the claim.

Agent
Displays Agent or TPA information if this was an Assignment sent through the eDirectGlass system by
an Agent or TPA. Otherwise, you may use it in conjunction with the Agent Contact records in the C&V
Relationship Management module to track your referrals. You would also apply any Commissions &
Writers that you may have set up under User Mgmt on this panel.

Lozz Info
Displays the Loss information with regards to the claim.

Wehicle
Displays the Vehicle information including the parts and pricing information.

Schedule
Displays the Schedule information for the claim.

All
Displays all of the previous Task Menu items in one screen view that is collapsible.

New Assignments

When you select or are reviewing an assignment, the following Sub Menu will become active in the
Sub Menu area:

Assignment

New Assignment Sub Menu
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Allows you to print all of the Assignment information.

I |
Allows you to accept the assignment and immediately convert it to a Repair Order to make changes to
the record.

Allows you to accept the assignment and convert it to a Work Order for later completion.

Allows you to reject an assignment. A message box will display where you must enter a reason for
rejecting the assignment. This information will not be sent back to the issuing party.

3.1.1 Review Assignments

eDirectGlass will notify you in the top center of the screen when New Assignments come in. Once you
see the notification, follow the steps below to review and handle those records.

* You have 9
a&signment{s}

After selecting the IBEEREEEFNIENERN button, a list of assignments both new and previously read
(however, if the assignment has been accepted, it will no longer be listed here, but under Work
Orders) are displayed in the Work Area.

Date Year  Make Model Dwmier Insurance
01 AOB2004. 2003 Chrysier  Concorde  Wanrry Thamas STATEVADE MIITLAL
01 FZB2004 2004  Lincoin Avwiator (Cori Roaney Fir# Infurance of Garyland

| Rebieve Assignment | 2 Records
New Assignments List Window

You can open any one of the assignments in the list by simply double-clicking on an assignment line or
single-clicking to highlight the line and then click on the [_Fietieve Assignment | pytton.

Reviewing Assignment
After the assignment is opened, you will see the assignment information in the Work Area and the
Task Menu will become active.

[ Cwmer || nswance || Agemt || Lesshie || Venck || Il Al |
(= Graener () Commercial
First Name[TEmM Midcie L
Last hame[Hems | Prefe B Secongary Phonet T
andress 10897 M 1131h Ave Mobe Prone:.
Addrass? Fae
City| SCOTTSDALE % State AZ Zo[85259 |
Ema Moditied
Store Sakes Person sslect one o
Bill 1o (¥ insurance Campaign b

Assignment Review with Active Task Menu

Clicking on each one of the Task Menu items will display the information as it pertains to each menu
item. This feature allows you to review the assignment information before making a decision to either
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3.1.2

3.1.3

3.14

accept or reject the assignment.

Accept Assignment

When you are ready to accept an assignment, you have two choices: Accept or Accept & Save.

When you click on the | | button, the Assignment will immediately be converted to a
Work Order and you will be taken directly into the Work Order work area where you can build a parts
list from OEM or NAGS listed parts.

When you click on the | | button, the Assignment will be saved as a Work Order
where you can work on it at a later time from the Work Order feature.

Reject Assignment

If for some reason you do not want the Assignment, you can click on the | | button.

After you click the button, the Reject Reason alert box will appear. You must enter a reason as to why

you are rejecting the Assignment. After you have entered a reason, click on the _Saveand Reject |
button and the claim will be rejected.

If you DO NOT want to reject the assignment, simply click on the button.

Please enter the reason for rejecting this Assignment

-

/|

| [Undo| [ Cancal |

Reject Reason Alert Box

NOTE: This information will not be sent back to the issuing party, this is information will only
be saved in the eDirectGlass database. You will need to contact the issuing party (TPA,
Insurance Company, etc.) to reject this job with them.

Show O&A Rules

While you are reviewing the Assignment record, if you want to see what Offer and Acceptance rules

apply to the Assignment, you can click on the | | button and the O&A Parameters, if
any, will display in the Work Area. When you are finished reviewing the rules, click on
I Cloge | button.
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O&A Parameters for Statewide Mutual

Domestic Windshield A0

Foreign Windshiald 40%

Domestic Temperad 40%

Faraign Temperad 40%

First Repair $50.00

Additional Repair 13500

Labor Flat $0.00

Labor Hourly $35.00

Other kit Flat $30.00

Adhesive HighmodNon-Conductive Urethane

1.0 Kit Flat $45.00

1.5 Kit Flat $55.00

2.0 Kit Flat $55.00

2.5 Kit Flat $70.00

3.0 Kit Flat $20.00

Remarks
Please contact pragram administrator for further pricing details for misc.
parts
| Clote |

O&A Parameters Screen

3.2  Quick Quote
The Quick Quote feature allows iou to quickly review vehicle parts graphics and parts pricing. When

you click on the button, the Lookup Vehicle window appears in the Work Area.

Make
Arura A
Aot
Affa Romeo
American Motors
Pusth
]
Autocar
Bovanti i

VIN Number: | i Il |

Glass Pant #
Fart #

Fase ][]

Quick Quote Lookup Vehicle Window

If you have a VIN Number, enter it into the VIN Number Box. The system will automatically decode the
VIN and build the vehicle. The vehicle may not build out all the way and you may have to select
additional vehicle information before the button becomes visible. If there is an issue
translating the VIN to the NAGS* breakdown, the eDirectGlass system will display for you the decoded
VIN information and you can simply select the correct corresponding information for the vehicle in
guestion.

If you do not have a VIN Number, you can simply select a Make, Model, Year, Body Style and
Submodel instead.
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Vear ilﬂnmdﬂ

Y 1950
T 1989
_ 1388
=) [a3 =l
[ Shomane ) [Feper]

Complete Vehicle Build for Quick Quote

When you are ready, you can click on the button to work with the NAGS graphics and
parts pricing. Once you click on the button, you will be taken to the glass part list. At the
top of the list will display any Pricing Catalogue and Pricing Profiles you may have set up under
Administration. Selecting from the appropriate drop downs prior to clicking on the glass part, will apply
those pricing rules to the prices displayed on the Quick Quotes screen.

Pricing Catalogue Pricing Profile
Mygrant supplier cost LIVE * Included Mygrant -

Glass 1D 1991 Audi 80 4 Door Sedan Quatiro Dimension Graphic  Info
Fevi0s42 Windshield, Antenma AT ET -
FOO3EES Quarter, Right 158x217
FQO3683 Cuarter, Left 158x 217 =
FOO3584 Doar, Right, Froat 2x38
FDD3585 Door, Left, Frent 2% 38
FO03685 Door, Right, Rear 2xis
FOO3587  Door, Left, Rear 2228 I veew =

Also, if you have set up your supplier usernames and passwords under Administration - System
Admin, once you click on the glass part, the system will search all of the suppliers you have provided
login information for and display your real time pricing and availability with those suppliers in the
Supplier Center. M = Mygrant, P = Pilkington and W = PGW.

':‘} OpeniClote

- B

Advantitgnent
THOOG4ZCGMM M 2 S106.40
THODE4ZGGHY ¥ 3 $106.40
THOOG4ZCGHY § 28 §367.85
FHOOE42CCHMN P 28 $357.85

When the sub-parts list is displayed, any parts that are found in your pricing Catalogue (or matched
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with a Supplier Live Cost Plus Pricing profile) will be shown with the Price highlighted in the color blue
and in the Vendor column, it will display the name of the Pricing Profile used to calculate the price.

Quotes & Invoicin
Qusles & Bvoisng

CAV Relationship Mgmt
New As8ignments Glass ID 2007 Teyeta Camry 4 Door Sedan Dimension Graphic

Cdck: Chcln findshick /ar Fri. Solar Coated 39583 |
Quotes FN02E28 Windshield, Electrochromic Mirmor, WiThind \isor Frit. Sclar Coated 39 xE83
Wiork Drders FV22933 Vent, Right, Rear, Solar Conted 11x 145
P934 WVent, Left, Rear, Solar Coaled 1x145
FO2ZH23 Door, Right, Front, USA Buit, Solar Coated WxIEE
FD2Z830 Door, Left, Front, US4 Buik, Solar Coabed MWxIEE
My Wark FORZ93 Door, Right, Rear, Solar Coated 1T 248
EXT =i Fhane Lo Dase Salar Caniad Ll VR TN 4 .
0 Panld MFG Part Color  Vendor  Description Qual Red Oty Unit  Price
[ 3 FWO02627 PWO2E2TGEYNGEN Retnil A Windshisid 1330rs [HIEEE -
[ FW02s2T S6101-08170 GEY Toyotn Windshiekd 1 33hrs  1,008.54
[T HAHOOGO0SHAHOO0004 Rutoll & Adhesive 2.0 Urethane, Dam Primer 1 each |00
2.0 Fast-Cure
[T 40HAHDOO44BHAHDDOA4E Retai & Adbesive o e DamPr 1each
[~ HBBO38634GGW 1020 gfif“‘ Blade  \Wiper, 20" 0 feach 88§
[T HBBO33ES4 PWB-1020 5 Precision Blade Wiper, 20 0 1each B15
[~ HBBO33689GGW 1024 CodGlSS  puie  Wiper 24" 0 tesch 1325 _

You can also look up glass part by the NAGS part number to see which vehicles use that part. Simply
enter the glass part number in the 'Glass Part #' field and click on button to view the

associated parts.

Cars that use glass DVW01224

1995 Chrysier Town & Country Mini\Van -
1998 Dodge Caravan Mini'Van

1555 Dodge Grand Caravan MiniVan

1896 Plymouth Grand Voyager Mini Van

1955 Fiymeuth Voyager MiniVan

1987 Chrysker Town & Country Mini Van

1957 Chrysier Town & Counbry Mini Van 5X

1857 Dodge Carsvan Mind'an

1987 Dodge Grand Caravan Minivan

1997 Dodge Grand Caravan Minivan SE

1957 Dodge Grand Caravan Mini'Van ES &

T O PR I R T UL S Y

Glass Part # Associated Vehicles Lookup

*NAGS is the registered trademark of Mitchell International.
3.2.1 Working with a NAGS Lookup

After you have clicked on the button, the Vehicle Parts window will appear in the Work
Area. Before you select the Glass Part,

Glass ID 199 Al 30 4 Door Sedan Guattro Dimension  Graghic
FAOOE4Z  Vindshiekd, Ardenrs 37 %57 Veew | =
FOO3EEE  Guearer, Right 1582217 [ Veew |
FROIE53  Guearter, Lef 1585217 [ View |
FDO36E4 [Dowor, Right, Front 2x38 Wiesy
FDO3GES Door, Lett, Fron g ] Wit
FDO35ES Door, Riight, Rear 2x28 m
FDOZ5ET Door, Left, Reor 22X 38 W :I

Initial Vehicle Parts Window

From this display box, you can click on any one of the line items to display the sub menu of
components for that specific part. If available, you can also click on the button to review the

part graphic.
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A% —— 3
22.206 ‘F Quottroe ,!'-—— Val

Part Graphic

To return to the Vehicle Parts display box, click on the button.
3.2.2 Converting a Lookup to a Quote

From the Lookup NAGS parts sub menu, you can select parts to build a rough price estimate. As you
select the parts, by clicking on the empty check box of each required line item, a total will appear at the
bottom of the sub menu.

You can also apply a discount to the checked parts, by entering in a percentage in the

Discount: box. This discount will only apply to the items selected and will not be applied to
labor, which is not a part of the Lookup NAGS Total.

NOTE: This discount should only be applied to a Quote that will not be paid by an Insurance
company, Fleet company or TPA.

In addition to the total, the [__Eonvertto Quote | putton will appear.

If you wish to convert the NAGS lookup to a Quote, simply click the [__Canvertta Quate | putton and
you will be taken to the Quotes feature to complete the process. Any discounts you have entered in
the Discount: box will be carried over to the Quote.

© <2013> ... AMJ Laogistics, Inc.



Quotes & Invoicing 65

CGlassim 1 Dimension  Graphic
—mm
FOO3EE8  Quarber, Right 158% 217 | Viaw |
FRO3689 Quarter, Laft 158217 | ‘View |
FDO3684 Door, Right, Froat 22%33 | View |
FDO3685 Door, Left, Frant 22x38 | View |
FDO3686 Door, Right, Rear 22x23 | View |
FDO368T Door, Left, Rear 22x28
FBO3690 Back Window, Quattro, Heatsd 13IxS1S5 | View |
FBO03814 Back Window, Antenna, Heated EIn51S
. Partkd  MFGPart  Color  Vendor  Description Gual RetGty Unit Price
Z{Fwo0s4z  FWODB4ZGONN _[GGH AGS  Wndshied | | i|35hs | 83459
I FWODE42 FWODB42GGNY GGY HAGS Vindshizid 135hrs 1,04565
Audi :
I FYeDDE42 853 845 099K GGH ".l"uhwnn Vilndshisld 135hrs 518
™ HAHOOG004 HAHO00004 Adhesie 20 Urethane Dam Primar leach 28.00
EMWI_MIIEE
rethaneDamPrmer
™ HCRODO1TZ 883 853 36T E 222 Unhwnpm Cover Chinome, Joankt
I~ HCRO0O1TS 853 853 367 F 01C m;w — Blnck Joint 0 lesch 052
S -
™ HMLODS980 853 845 121 G Vokswagen  MoUKRG  Rubber 0 desch 4833
Audi - :
I HMLODGSE1 853 86T 232 R0 Vakswagen Moulkding Innar, Gamish 0 1each 4215
™ HMLONESS3 853 55T 231 R ::':;WMH Moulding Inner, Gamish 0 1each 4150
I HWLODE098 DKE2E Daorcas & Kalam Moulding 0 1each 5380
™ HMLO0809E DKE2T Dorcas & Kalam Moulding 0 leach 13238
I~ HILOOBOSE WKT 585 B Precision Moulding 0 ieach 4738
I HMLODSOSS WKT 556 C Prexcision Woulding 0 leach 11521
Audi " .
™ HUADOD4E4 443 857 511 01C Vokswagen  MTOr Rear, Wisw 0 1esch 1330
™ HPLOOD204 £40 845 543 w';wm Faae Redainer, Mimor 2 1each 13.3%
™ HSCO00418 443845 2378 f.;wm Spacer  Upper (setof 4) 3 teach 058
Audi
™ HSCO00419 443845 237D Vokswagen  SPICer  Lower(setof3) 4 lesch 120
Audie
I HWEDODOD2443 545631 & Velkswagen Viedge 5 1each 120
Discount: |85% Cornvert ta Cluote Tolal 5132.43
Lookup NAGS Line Item Build
3.3 Quotes
This eDirectGlass feature allows you to create and manage quotes. In every case, you must create a
guote before you can create a Repair Order and Invoice.
When you click the uctes button, the following Sub Menu will appear:
Initial Quotes Sub Menu
New Quote
The Pewy Gucte button will take you to the New Owner Record screen in the Work Area
where you can build your quote.
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3.3.1

3.3.11

Quote Lookup

When you click on the Gluctes button from the Sub Menu, the Find Existing Quote
window is displayed in the Work Area.
Find Existing Quate
Dol O s Inaurance
Wear Fheane Chaim Ma
I ake £F Cranbe M
Logdel W
| Find Exsting Guote | [ Reset ] ou may enber partial data in one or muliple fiekds

Find Existing Quote Window

¢ In this box, you can enter any data, in any combination, to find an existing quote. Once you have
entered your search data, simply click on the L_FindExistingQuate | hytton. If the search finds items
that match your search data, those quotes will be displayed in the Work Area.

« If you want to reset your search data for a new search, click on the button.

e If you want to create a new quote, you can click on the [__Create New Quate | hytton in the Find
Existing Quote window or click on the | | button in the Sub Menu.

e To retrieve a Quote, simply double-click on a quote line in the Work Area or single-click the line and
click on the [__Fetieve Quate | pytton.

030472004 2002 Mitsubishi Galand Disnn Ross First Insurance of Garyiand
| 030472004 | 2001 |Mercedes Benz  |SLKI30 | Gordon Lightfoot STATEWDE MUTLLAL

030272004 2001  Saburn L300 Charles Xavier Firsd Insurance of Ganviard

O26/2004 2004 Saburn o Larry Mulbeny

022452004 2003 Esumu Roden Sport April L évine Firsd Ingurance of Ganyland

022004 2002  Chevrolet Cavalier Tanner Vilims

Ma000s 2008 Toyols RAVY Eciche: Dean STATEWIDE MUTLLAL

Fihtieva Quote 10 Records

Quotes Retrieve Window

Quotes List Color Coding

Note: The Quote Retrieve window is color coded for easy identification of items that require
attention.

¢ Red - indicates all Assignments that have been received by your shop from an Insurance Company
or TPA/Agent through the eDirectGlass system (came in under the New Assignments module) and
are less than 7 days old.

¢ Yellow - indicates items (Assignments and/or regular quotes) that are older than 7 days.
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3.3.2

3.3.21

02040004 2002  Mitsubishi Gindani Ciann Ross First insurance of Garylard
| 030472004 | 2001 [Mercedes Benz  [SLKZ30 | Gordon Lightfoot STATEWIDE MUTLLAL

03022004 2000 Saburn L300 Charles Xavier Fir= Insurance of Ganvland

O22E2004 2004 Saburn lan Larry bbullen

022472004 200G  Bauu Rodea Sport April L gving Firs? Insurance of Garyvland

QA0 2002 Chevrolet Convalier Tanner VAliaems

0004 2003 Toyols RAVY Eclie: Dean STATEWAIDE MUTLLAL

Ratsieva Dot 10 Records

Quotes List

Create a New Quote

To create a New Quote, click on the Quctes button from the Sub Menu and then click on

the | | button in the Sub Menu or click on the |_Create Mew Budts | pytton in the Find
Existing Quote window.

Entering Owner Information

The New Owner Record window will display in the Work Area.

| I : | | I | I |
() Oemeer (7 Commercial How Cwner Record [<<]
=£‘I I..ﬁ_b‘_- |I=dl a :I..“al:l. D'I: _E:--'-'-'-'-'-------.-.-.-_-_-_-:
LostMame| | Prefix Suffix Secondary Fhone! :
Agdrass Mobis Pronel 1
Addresss Fax
City v Siate e[ ]
=]
Siors Zales PaErgon| gafest ops L
Bilta (F Owner  ( insurance Other Casmpaign ke

New Owner Record Window

1. Choose whether this is an Owner Record or a Commercial Record by selecting the appropriate
radio box.

2. Enter all of the contact information. If this is an Owner Record, First and Last names are required,
as indicated by the solid red boxes. Commercial Records require the Company Name.

3. You must enter the owner's zip/postal code and then tab out of this field. The eDirectGlass

system will automatically fill in the City and State based on the zip/postal code information. Note:

The button will not be active if the zip/postal code field is not filled out.

Enter at least one telephone number, as indicated by the dotted-line red boxes.

Select the Sales Person responsible for the job from the Sales Person drop down list, if required.

Select the appropriate 'Bill to' information (Owner, Insurance, Other) by selecting the appropriate

radio box. If you choose "Other" as the 'Bill to', a second screen will appear in which you must

add the appropriate bill to information.

o0k
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[ owmer | wsursnce || fgent [ Lesskfe [ Vehick [ Schedu || AR ]
) Cremer {; Commercial Hew Gwner Record [<=]
Firat Hams Widdia Prifary P“u'e:_ .
Last Hams Prafec Suffix Sacondary Phons.
Addrass Mobie Phone:
AdOresss Fax
Ciy v State [
Erai Modified  [So.e|[Unda]
Shore Sales Person| Tom Salasgury (=
Blba = Owner  Insurance 5 Oiher Campaign w
=} Individual ) Company Bill to
Firs! Name Widdie Primary Phonal
Lasthiame [ | Prefx Suffx SecondaryPhone: 1
Address Uabie ?ror-.-.; H
Agirensd Fax
City Shale o
Emad

New Owner Record Window - Bill To Other

If you have setup any Marketing Campaigns, you can use the drop down box to select the

appropriate campaign. (See Section 6, Marketing, of this manual for assistance with this module)

3.3.2.1.1 Copy Account

When you are satisfied with the information entered, click on the button.
Next you will be taken to the Insurance screen on the Task Menu.

If you are creating a Quote for an existing customer, you can pull up the customer's information and

use that to create your new quote.

In the Last Name field (or the Company Name field if the record is a commercial account), type in the
first three letters of the last name and at the bottom of the screen the 'Copy Account' drop-down field

will appear.

(=) Cwner ) Commercial
First Hames | Gray
Last Hame | Sanders

Address

Addresg?

Ciy

Email

SOTTSDALE b

Store
Billto {~ Owner (¥ insurance

Copy

Auemaunt

Saniana, Caros
Santana. Caros
Sanden. Vemon

W gl
Praf Suffic
Kok #h
State AL Zp|95258
Modified
Salss Parson aslsct one w
" Other Campaign

Copy Account Drop-Down

e

am

Simply choose the correct customer from the drop-down list and the appropriate fields will be filled in
then click on the button to continue.

NOTE: If you have selected a record in error, it is extremely important to leave the Quote
Owner screen without changing or saving any information. It is possible to overwrite the
existing customer information and change historical records for that customer.
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3.3.2.2 Entering Bill To Information

Once the New Owner Record is created, you will be brought to the Bill To window on the Task Menu.

Bill te: [==]
Find Cormparny Cowverage Code |I';'!i.lldl'll_'lt Information
iy
Lompaimy Name =lale =
. Cusbom Colision [ Ceductibie
= = =
Show Confract Companies :"':I‘:'T b Claari Mo
ikt
” | T ptenen mve - Autharizabion
Reterral Mo
Primt cugiomer payment details on invoice Loss Date
Fleet Infarmation Logs Time
nit @ Siate where octunred?
Lard# Yého was driving?
Expiration Dale fsured he regitered ownerT i Yas (%Mo
Driver Hame Description of incidant |
Drprer Licanse
Fliret PO &
oles &

Bill To Task Menu Window

Note: You do not have to enter any Insurance information. You can move to any tab on the
Task Menu at any time. If you selected Bill To of Owner or a Bill To of Other on the Owner tab,
the system automatically assigns "No Insurance" to this claim. If this is incorrect, you will
need to go back to the Owner tab, select a Bill To of Insurance, click on the button, then
return to the Insurance tab and follow the instructions under the "Change Insurance Company"
section of this manual.

[ owner | Bill To | Agent | Lossimfo || wehice ||  Schedule | All

Quotes and Invoicing Task Bar

1. Start by selecting an Insurance Company. To do this, enter the name of the Insurance company
(or at least the first three letters of the Insurance company's name) or the Insurance company's
state in the Find Insurance Company box. NOTE: If you check off the |_| Show Contract Companies
box, it will only display the list of matching Insurance Companies for which you have set up both a
C&V Relationship Mgmt Record and an O&A Profile. This is help to ensure that the Insurance
Company you are selecting on the Bill To tab of the Quote is the same one that has the Network
correctly selected and will prevent billing delays by helping avoid records that are accidentally
submitted to the printer and not sent electronically.

2. Click on the [__FindInsurance Compary | hytton once you have the Company Name or State
information typed in.

3. Inthe Insurance Company Find list, select the correct Insurance Company by either
double-clicking that line or single-clicking the line to highlight it and then clicking on the
[ Select Insurance | putton.

Company Address City State
ETATEWADE W= OO P. O BOX TE9 WALKEGAMN IL
ETATEWDE 5 OO0 300 DELAWARE AVE STE TS0 WL BINGTON DE

Insurance Company Selection List
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4. Now complete the Insurance record by selecting a Coverage Code, Policy Number, Deductible,
Claim No, Authorization, Referral No and Loss Date. Don't worry, if you don't have all or any of
this information, you can always enter it later. If you do enter information, make sure to click on
the button. The system will move you to the next Task Menu tab.

NOTE: The Safelite Referral number from the Safelite fax should be entered in both the
Claim No and Referral No fields. The insurance PID which is located in the insurance
information section of the Safelite Referral fax (this number is 5 digits long and usually
begins with 09) needs to go in the Authorization box. The LYNX, Quest & Harmon
authorization numbers only need to go in the Authorization field.

5. If you did not enter any information, select the next tab you wish to work on from the Task Menu.

[ Owner || Wswance | Agewt | Lessire || wewse | oo A ]
Insurance [<=|
Pokicy
STATEWIDE MUTUAL ey 178558
65 South Rd echuctiole 50,00
Suite W Claim Mo SBAOGS4TH
Daltirody b 21000 Athorization 54268
G Referrsi No 588652
Logs Date 0ZM 712004

Insurance Task Menu Detail

3.3.2.2.1 Change Insurance Company

If for some reason you need to change the insurance company that was originally selected, click on
the | | button in the Quotes Sub Menu to display the Find Insurance Company look
up again. Make your new selection and click on the button.

[ Gwner | wnsurance [ agest || Lessinio [ Wenice || I AT |
Inlunm@
a0 Code Poboy 178559
v I S| Desucene 5000
e Bl Custom Colisian Clam s SEODGE4TE
S DA BUFARES COmnanksE Cuslom Cospr Authacizating | E46
|_|. sw DEA Fsurance Companiss Colition uthasization 54568
| = EETETSTE | Referaino 598865
Loss Date D2A7/2004
(=1
(BT ? {E1es DiNo
Lasc on of &
madifies

Insurance Task Menu Window - Change Insurance

NOTE: You can change the Insurance Company information at any point in the process
(Quoting, WO and Invoicing) as long as the invoice has not been submitted. If the assignment
has come directly from an insurance company through the eDirectGlass system, you will not
have the option to make changes to the Insurance Company associated with the claim. You
are, however, able to update/change the policy information at anytime before submission of the
invoice.

3.3.2.3 Agent Information

When an assignment is received from an Agency using the eDirectGlass system, you will find the
Agent's information listed under the ﬂ tab.
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If this is not an assignment from an Agency or TPA, you may use this tab (in conjunction with the
Agent Contact records in the C & V Relationship Mgmt module) to track referrals sent to you from
outside sources (e.g., car wash and/or oil & lube personnel).

3.3.2.3.1 From Agency or TPA

When an Assignment is received from an Agency using the eDirectGlass system, you will find the
Agent's information listed under the ﬁ tab. If an Assignment comes from an Agency, you
will not be able to use this tab to assign any other Agent or referral information. You can only view the
information for the Agency. You will not be able to make any changes to this information.

[ coemer || incwance || Agemt || Lossinfo |[ Wehcle | Schedus || an |
Agent [<]

Big Claims

4545 Adpuster Way

Morth Pole AT 85258
(2E0) 346-1112 Fhone

Agent Information Window

You can view the O&A Rules associated with this Agency, by clicking on the |
button in the Sub Menu. The O&A Rules will be displayed in the Work Area.

O&A Parameters foi Big Claiins
Domestic Windshield 50%
Fareign Windshield S0%
Domestic Tempered 50%
Fareign Tempered 0%
Firgl Repair 16500
Additional Repair $10.00
Labor Flat $0.00
Labor Hourly $20.00
Dhar kit Flat $21.50

Adhesive HighmodNoen-Conductive Urethane
1.0 kit Flat $30.00
1.5 Kit Flat $40.00
20Kt Flat $50.00
2.5 it Flat $60.00
3.0 kit Flat $70.00
Remarks
I Close |

Show O&A Rules Window

3.3.2.3.2 Referral Agents

If the record you are working with did not come from an Agency or TPA through the eDirectGlass
system, you may use the Agent Tab (in conjunction with the C&V Relationship Mgmt module) to track
referrals from outside agents.

Note: When you click on the button on the Insurance tab, the system will automatically
advance to the Loss Info tab. You may go back to the Agent tab now and then proceed to the
Loss Info tab when you have finished or you can come back to the Agent tab later.

Owner Insurance A | _Lossifo || vehicke | | Al |
Agant [<<]
S Selact agert | EETTECS I ~
Select Contact | Bametts Byrd w
=

1] Appty Commission
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Agent Tab

1. Select an Agent (main location) from the Select Agent drop down list to see all of the Contacts

associated with that Agent.

[ owner || meurasee | Agemt [ Lessifs || Venice [ senedwe Al ]
Agent
N Agent ettt | Dt B Gone Car Wash - N 100t |53

PRIy List B Gane Car VWash - N 100th 5t |
Dt B Gone Car Wash - Shea
Gy Madt Lube & 04
Torms Lubs & Od - FLW

Agent Selection

2. Next, select the Contact from the Select Contact drop down list.

[ owner || becrasee || Agemt [ Lessife || Veniek [ Schedus [ All ]
Agent [==]
No Agent Seimct Sgent | Dit B Gone Car Wash - N 100th &
Select Contact mﬂumf Seam

Contact Selection

3. When you have finished with your selections, click on the button.

3.3.2.3.3 Apply Commission

3.3.24

In eDirectGlass, you may enter up to three salespersons or writers to pay commissions to on any given
record. On the i tab, check off the 'Apply Commission' box to view the Sales

Commissions screen.

[ owner ][ nsurance [ Agent [ Lossmes | Wehahe I Al |
Agent El
Ni Agent Sedect agent | My Lube 1 w
Select Contacy | Bemetts Byred e
[ apoty Commisasn
Sales Commissions
Sajes @) | sslact shles pason LY Amount | S0.00
Sales 82 | pelect soles person W amount |50.00
‘rier | sebect sales witer v Amount |50.00

Sales Commissions Screen

Select the correct people from the drop-down list(s) and enter an amount beside that person's name.
This information will be saved with this record and will be available for you to run a report to properly
pay commissions on an invoice by invoice basis.

Entering Loss Info

From the Loss Info tab on the Task Menu, you can document the location and type of loss.

1. Identify the location of the damage using the windshield graphic. Take this 'grid' number and
select it in the 'Location’ drop down box.

2. Next, using the "Example Damage Type' pictures, use the 'Type' drop-down to select the damage
that matches the closest.

3. To add additional damage locations and types, click on 'Add New Damage'.

4. Harmon requires that you select either Repair or Replacement from the drop-down field on this
screen.
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5. Once you are finished, you may add/edit other data, but make sure to click on the button
to save your changes.

[ Owner I Bl To I Agent | Lessinta || wemicke | I Al ]

Loss hl@

Cause of Damage Fock -

Loss Description Hit While Parked -

Ranai of reniazay TV ndshield Replacement -

Damage Comments

Lecation: 3 ™ Type: Bullseye -

Akl New Damags
Example Damage Types:

© - Save ) Lndo | Modified
-

Bullseye  Haif-Moon Surface  Angel-Wings

Chip
TN &Y
-3 %J) | & 0 2%
: LY S
Slar Straight Star-Bursy Surface
Crack Chip

Loss Info Screen From Task Menu

3.3.2.5 Entering Vehicle Information

This feature will allow you to enter all of the information for the vehicle and will display the parts line
items as you build the quote. From the Task Menu, select the Vehicle tab. Note: You may already be
on the Vehicle tab if you saved information from the previous tab.

vanicie [<<]
Pt WO# | 37403332151
cket Dabe
notcoded T

Licanss Rabe bvvoece: Lode J Histony

™
Laakup WValkis > Masape Color

Vehicle Tab Screen

1. Ifyou have a VIN, enter it into the VIN box and click on the button. If you do not have a VIN
at this point, just go to the next step (see note below).

2. Click on the [_Lagkuplehicle | pytion to display the Vehicle Build window. If you entered and
saved a VIN in the step above, the vehicle will automatically begin to decode as soon as you
clicked on the [_Loskup¥ehicle | hytton. The vehicle may not build out all the way and you may
have to select additional vehicle information before the button becomes active.

3. If you do not have a VIN, you can simply select a Make, Model, Year, Body Style and Submodel
instead.

4. If this is a repair, click on the button. This will take you directly to the Add Line Item menu
to select repair line items.

NOTE: If you have selected the button, but need to make this a replacement
instead, simply click on the | | button. This will take you back to the
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Vehicle tab, click on the [_Lookup¥ehicle | pytton to take you to the NAGS Parts list.

5. Otherwise, click on the button to display a list of the NAGS and OEM parts.

Make Maodel Vear Bouly Style Submioile]

CHEVROLET LCAVALIER VI Dumibers | [ ShowPat: |[Repan

| o0 10161

Vehicle Build Window

NOTE: We recommend that you enter the VIN as in step 1 above. This will validate the VIN
before you go any further in the Quoting process. If you enter in the VIN number after the
vehicle has been 'built' and the parts selected, the eDirectGlass system will not be able to

validate the VIN.

3.3.2.5.1 Custom Vehicle Information

If you happen to have a vehicle that is not a part of the NAGS Car and Truck database, you can add a
Custom Vehicle and select parts from your Private Parts Profile. To add a Custom Vehicle to this

Quote:

1. From the drop down list next to the [__Lackup¥ehicle | pution on the Vehicle Tab, select Add
Custom Vehicle.

Vehicla [<<]
Ticketd WO 37403332167
Ticket Dobe
noteoded v
License Siabe irvoice Code | History
[ tockupVericde | AddCustomVetic & ypne Calor

Mo Vi ==l
Vehicle Tab (Add Custom Vehicle)
2. If you have a VIN Number for the Custom Vehicle you are adding (e.g., motor home), enter it in

the VIN Number box on the Add Custom Vehicle screen which will display in the Work Area once
you have chosen "Add Custom Vehicle" from the drop down.

[ owner [ wsurance || Agent || Losswfe ||  Vehicle || | Al |
Make Model Year Body Style Submodel

| || | JiL Bl |

VIN Humber: |5B4MPE7GE133367517 Save | [Undo

Add Custom Vehicle Screen
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If the system is able to decode the VIN, you will get a dialogue box asking if you would like
eDirectGlass to fill in the decoded information in the appropriate boxes. If you wish the system to
handle this, click on the button in the dialogue box. If you would like to fill in the
information on your own, click the button and enter the information manually.

Micresoft Internet Explorer

¢y The NAGS database was unabie to locate the folloving:
\"{') Workhorse Custom Chassis Forward Contral Model 2003 Mator Home Mja
Do you wank o use this data to oreate a oustom wehide?

Lo J[ conce |

Custom Vehicle VIN Decoded Dialogue Box

If you do not have a VIN Number, simply fill in the appropriate fields manually. Once the fields are
filled in, either through VIN decoding or manually and you have verified the information is correct,
click on the button to add the Custom Vehicle to the Quote.

[ Lossints | vehicle | A ]
Year Body Style Submodel
[t | B[ MR HLE | || ]
VIN Humber: |SEAMPEIG133267517 Save | [Unde

Completed Add Custom Vehicle Screen

Once you click on the button, you will be returned to the Vehicle Tab in order to add parts to
the Quote from your Private Parts list.

Wehiche [=<]
Ticket# WOE 37403332181
Tickat Dabe
2003 WiN BEBAMPETG 133387517 nat eaded -
WORKHORSE CUSTO FORWARD Valid Vi
CONTROL MiA,
MOTOR HOME License Siabe Invoice Code / History
Misage Calor
[ Cwner bnw I bsFlestine |
Glass D Description Dimension  Invaice [=<]
Ho Invoices
o Part ki Description Oty Unit List O8A Disc  Met Tax
Catalogue - Profila -
EL w
Category ~ Description ] Urd Taxakie [+
Part ld| '| Postion - ListPrice |
M Type NAGE + Féature - (TN
WFG Part Color et Price
Lot No e[ ] oA ™
Em =

3.3.2.5.2 No Vehicle Information

If you need to make a Quote for an item that does not require vehicle information or NAGS parts, you

can eliminate the need to enter this information in the eDirectGlass system.

1. From the drop down list next to the [__Ladkup’ekicle | by tion on the Vehicle Tab, select Add
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Custom Vehicle.

Wehicle [<<]
Ticketd WOF (37403332161
chet Dobe
notooded T
License Stabe krvoice Code [ History

[T 5. Bl Yiakelel
Laskup WValkicia O VRO o Misape Caolor

Mo Wehicla
Add Custom Wehicle
Vehicle Tab (No Vehicle)

2. Once you have selected the "No Vehicle", you will be on the Vehicle Tab in order to add parts to
the Quote from your Private Parts list.

| Cwereat Inw [ nsFamine |
Glass I Description Dimension  Invoics
Mo Inwpices
o Part id Description Gty Unit List O8A Disc Net  Tax
Catpngue - Profie - g
é B4 v :
| Category v Descrotion | Uit Taxabie [v
rort i EXTTC N - |  Fostin - LstPrice ]
K Type HAGE - Feature - Cescount
i WFG Pant Cotor Het Brice
Lotiio ) — osa I
[ ][cwes]

3.3.2.5.3 Selecting Parts

Once you have selected your vehicle and clicked on the button, you will be taken to the
Vehicle Parts window.

Glass 1D 2002 Chewrolet Cavalier 2 Door Coupe Dimension  Graghic
W1 Windshiskl, encapsulaled 36w 57 View | =
AN 269 Windshisld, encapeuiated, Solar Coated 357 Wiesy
DEESCY Guearter, Right, Paint To Match, encapsulaled 1572328 Wiesw
DEESGS Guearier, Left, Pand To Maich, encapsulated 1572328 Wiy
D0 Grenrfer, Right, WiCk Painbed Applioue: 157 328 Wi
DQEEFH Ganrier, Left, W0 Painded Apphoue 157 s 328 View
[EeEs] Dwoor, Right, Fronk, 2 Holes 2x 425 Wit j

Vehicle Parts Window

1. Choose the Part Type by clicking on the part line. In addition, you can always click on the
button to see the graphics for that specific line item.

2. Once you have selected the Part Type line item, the Part Type sub menu of line items will appear.

Note: If you hover your mouse over the MFG Part box for the NAGS windshield, the
system will give you additional information about the part. The same is true for the Color
column.

3. Select the items you wish to add to the quote. If you do not know which Glass Part you will
actually need for the installation and wish to list more then one on the Quote/Repair Order (e.g,
two different colors or windshields with and without rain sensors), you can add the additional
windshield simply by placing a check mark next to that glass part as well. You can also apply a
discount to the checked parts, by entering in a percentage in the Discount:[ " [pox. This
discount will only apply to the items selected and will not be applied to labor. NAGS Interchange
parts are listed in hot pink on the screen.

NOTE: This discount should only be applied to a Quote that will not be paid by an
Insurance company, Fleet company or TPA.
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4.  Once you have selected all of the parts for this Quote, click on the |

Add [tems to Quote | putton.

Once you do this, you will be automatically taken back to the Vehicle screen from the Task Menu
and your line items will now appear. Any discounts you have entered in the Discount:
box will be carried over to the Quote.

Port kd

D01 181
W11
HAHMDOD0E

HLUMOG0001

i e

Dacoun: |

3.3.2.5.3.1 Adding Additional Parts

MFG Part  Color Vendor Description Gual
DWIT19IGTYN GTH HAGS WWinds hisid
2PESEN130 GTY Ganaral Molors Windshisd
HAH D000 HAGS Adhesice 2.0 Urethans Dam Primer
HLUO G001 HAGS Lubricant  Encapsulation Lubricand

RefOty Unit Price

1 2.3 hrs TO0.80
123hrs 21455
1each 28.00

1each 20.00

Add ems 1o Cusle

Part Type Line Items

|  Tomsssszs

Once you have made the initial selection of parts, you have two ways you can add parts to a Quote.
The first deals with adding additional Glass Parts (i.e., adding door glass to a Quote for a windshield).
The second deals with adding non-NAGS parts to a Quote.

1. Once you have made the initial parts selection on a Quote and have hit the |
button, you may then add additional Glass Parts by first clicking on the |

located under your parts list.
2. This will take you back to the NAGS part list. You will notice that the part that you originally
selected from the NAGS parts list in no longer available for selection.

Add [tems to Quote

Mew Glass Part

| button

[ owner || wawance [ Ageat | tesswmfe || vehicle | I Al |
Glage ID 2002 Chevrolet Cavalier 2 Doar Coupe Dimension Graphic
DWW 255 ‘Windshield, encapsulated, Sclar Coabed 36 x 5T e
DQoga3s Quarter, Right. Paint To latch, encapsulated 15T n 328 e
DQ08a3s Quarter, Left, Paint To Makch, encapsulated 157 x 328 i
Q050 Quarter, Right. WO Painbed Applique 157w 328 iew
D08 Quarter, Left, W/O Painted Applque 157 n 328 Vi
DO0SE48 Door, Right, Front, 2 Holes 20x428 e
DD02E43 Door, Left, Front, 2 Holes 20428 Vi
DE0aEs Back Window, Heated ITEn 409 Vi
DB02EEs Back Window, Paint Band ITEn 499 i

3. From here you would choose another glass part and add it and it's associated parts to the Quote
just as you did with the originally selected Glass Part. Once you have selected the parts to add,

Add [tems to Quote

just click on the |

| button and you will be returned to the Vehicle tab with the

newly selected parts showing in list and calculated in the costs. You may do this for as many
Glass Parts as you need.
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[ owner || rsuranea [ Agent [ Lessmie [ wenicle | = - Al |
Wehisle [=<]
Tickets WOF | 33872506
2007 VI GG 12452 T 203504 o notended W
ggv;o:imc;uw Licenge ASADTEY Sinbe | AL invoice Code / History
Wisaga 22380 [Savs ] [Uno |
Glase ID Description Dimension  Invoice [<<]
oW1 Windahisld, ancazsulated 36 % ST
Part Id Description QityUnit List O&A Disc Het Tax
DA 191 Windshisd  GBN feach $TTT.0 [ ST
DWW 151 Windshisld  Labor 23ws  §50.00 [ $115.00 [
HAHO00448 Aghesive S0 TESt-Cure teach $48.00 [~ $48.00 7
UrethaneDamiPriner
Danssse Back Window GTH 1each §181.80 [ §181.80
DE08654 Back Window Labor Zons 55000 [T 5145.00 ¥
HAHOG0004 Adhegiee 2.0 Urethanes, Dam, Primes ieach S2800 [ 52800
HULODS 130 Houking feach 5000 500,00} M
Sub Total 51,294 50
[ ConvetQuoteto RO | [ MewGlassPat | Tax | Sa17
[~ apaly Cash Discount Tatal Charges 51 344,07
Deductibie Disc. 5 Dieductiie 50.00
Total $1.344.07

1. To add additional NAGS Parts (e.g., adhesives, mouldings, etc.) to an existing Glass Part,
highlight the glass item you wish to add parts to and new buttons will appear under the parts list.

2. Click on the [__Add NAGS kem

| button which will display the NAGS part list for the Glass Part you

have highlighted. You will not be able to add another Glass Part using this functionality, just the

related parts.

[ owner || pauranee | Agem [ rossire | wemictle | o - Al ]
Wehicle [<<]
Ticsts WOE | 307 aans
2002 VB 161 0124007203504 Lrolcoded
;:E\r:‘mc:;uw Licanse &SA0TES Siate AL imyoics Code ¢ History
Lookup Vehicle Misage Z2350 [Er=] %]
Glass 1D Description Dimension | Invoice [<<]
DWO11 Windshisid, eﬂ:apsuhneﬂ 38 %57
Gty Unit  List O8A Disc  Met Tax
E:EEE__I}:EII'I-IEEEI'I
DWIHIa1 Windshiald  Labar 23hs  $50.00 $115.00 [
HAHOD0448 Adhesie o0 Fos-Cure teach $48.00 r‘ 548.00 F
Urethane/DamPrimer ' '
DB08554 Back Winsow GTH tesch 518180 [ $181.80 [
DEDSES4 Back Window Labor 29hrs 5000 [ $145.00 &
HAMOO0004 Adhesive 2.0 Urethane, Dam Primer feach S28.00 [ 52800
HML G651 50 Mioulding Teach 5000 $0.00) [
Convedt Quateto R0 || A4 Line || EdtLne |[ Defete Line || A3 HAGSRem | Sub Total $1.254.90
New Glass Pard Tax 54917
[ Apply Cash Discount Total Charges §1,344.07
Deductibie Disc Deductibie 50.00
Total 51.344.07
Partid MFG Part Color  Vendor Description Dual RetOty Unit Price
r
r
™ HAHOOG004 HAHOO0004 NAGS Adhesive 2.0 Urethans Dam Primer leach 2800
™ HAHDODS4E HAHDDDS4E NAGS Adhesive 2.0 Fasd-Cure UrethaneDamiPrimar {esch 43,00
™ HLUOO0O0 HLUOG0O01 NAGS Lubricant  Encapsalstion Lubsicand Teach 20.00
™ HMTO0002S 20825174 General Liotors Mount Mirror 2 leach 11.41
[ |lCiess]  Total $0.00

3. Once you have checked off all of the parts you wish to add to the Quote, click on the
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[ Addltems to Quote | pytton.

1. From the Vehicle tab, highlight any of the Glass Parts listed on the screen. This will make new
buttons appear under the parts list. Click on the button which will open your Private
Parts Profile list.

[ owaer || T [ Lessife || venicle | I Al ]
Wehicle [<<]
Tachsts ROE | 33472506
2002 VI 1G1JC124X27203594 not coded
Chevrolet Cavabier - T T = . .
2 Danr Coupe License AZALT33 State | AZ nvoice Code / History
wisage 22330 [Eore] o]
Glass 1D Description Dimension  Invoice [<<]
DWW 191 Windshisld, encapsulated 36 x 57
Part Id Description Gty Unit List O&A Disc Het Tax
o EEERD Wiz hieig GEN |E = E .-.-_c.-.-||E|_E|| 1 --.-.-_e.-.-::|ﬁ|
DWW 151 Windshisld  Labor Z3iws  SS000 [T $115.00 [
2.0 Fasi-Cure
HAHIOD445 Ldhsges UrethaseDarP 1sach S4800 [ SAR 00 [
pa0ssse Back Window GTH fsach S181.80 [~ §181.80
DB0S554 Back Window Labor 28mws  ss000 [ 5145.00 [
HAHOGI004 fdhesie 2.0 Urethane, Dam Primer leach 352800 [ 528.00 [
HULDOG120 Moulding feach  $0.00 $0.00) 7
tem Type| v|Deserpton[ ] unt|EA %| Taxsbe
Part i | Pestion - UstPrce |
id Type| HAGS W Fanture v Discount
MF( Part Color Net Prace
Lot S — VN o v [~

Vehicle Tab with Private Parts Selection Box

2. Simply choose which of your private parts you wish to add from the Item Type drop down list,
adjust the List Price and Qty if necessary and click on the button.

3.3.2.5.3.2 Editing & Deleting Parts

If you need to change a price (you may only change a price on a dealer part or on a part that is listed
as $0 in the NAGS database) in the eDirectGlass system for a line item, following the steps below.

1. Highlight the part you wish to update and a new set of buttons will appear under the parts list.
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[ owner || wsurases || Agest || Lessiefo || Wemisle [ S cii: [ Al ]
Wehicle [<<]
Tackets WOR | 33975506
2002 Vi 1G1JC124K27203594 [.-notcodsd 13
ER*::;::!H Lipanse ASADTED Sinte | AL imvolca Code J History
isspe 22380 [ oo
Glass ID Description Dimension | Invoice [<<]
DAV 151 Windshield, encapsulated B xET
Part Id Description Qoy Unit  List O8A Dise Mot  Tax
WO 191 Windshisld  GEN {sach STFTA0 | §ITIM [
DAV 181 WWinds heid Labor 2 3hirg sso00 [ S115.00 [w
HAMOG0448 Adhesive 20 Fost-Cure feach 54800 [ 54800 7
Urethane/DamPrimer ' '
HETOO00ZS Mausl Mirror feach  F11.41 11,81 [
DESESS Back Window GTH feach $181.80 [ $181.80 &
DBnasse Bock Window Labor 29hrs  550.00 r" §148.00
HAHD00004 Adhesee 2.0 Urethane, Dam Priser feach S525.00 52600 ¥
[T T I:EEE--IIEHI'I
[C_Convet Quoteto RO || Add Line |[[Edt Lne ||[ Delste Uine |[_A3d NAGS kem | Sul Total $1,305.31
e ios Pon ] T st
I Apply Cash Discount Tabsl Charges $1.355.9%
Deductibée Disc. 0.0 Deductibie 50.00
Totsl $1,355.90

2. Click on the button and adjust the price of the line item in the list price box.

[ owner || wsusnes | Apest || Lessife || wWemiele [ i | Al ]
Vehicle [<<]
Tickets WOR | 33872505
2002 VI 1G1JCT 2427203504 .-notcodad [
grg::?mc::am Licemse ASALITES Simhe | AL mvoice Code / History
Misage 22380 [Sare|[Undo |
Glass ID Description Dimension Invaice [<<]
DAV 11 Windahisld, sacapsubated 36 % 57
Partid Description Oty Unit  List O&A Disc Het Tax
DAV 191 Windshield  GBN {each $TTT.90 [ $TTT0
DWOHIE1 Wwingshald  Laber Z3hes 55000 [ $115.00 [
) 2.0 Fasi-Cure
HARKIDD428 Adhasive Urethane/DamF teach 54800 [ S4B.00
HMTO00025 Mot Wirrer fasch $11.41 114
DE0SESS Back Windaw GTH fesch S181.80 [ S181.80 [#
DBDEESS Back Window Labor 29hrs 55000 f_ 14500 &
HAHOIO0004 Adhesie 2.0 Urethane, Dam, Primer 1each 52800 S28.00 [
m-_l:ﬂl-'ﬂ:-- BEETET ]
&0 =1 NEE. = v
| Hew Glass Part Tax 54588
I~ Apoly Cash Dacount Total Charges 51,355.96
Deductibie Disc Deductibie 0,00
Tatsl $1,355,90

3. When you have finished. click on the button.

If you would like to delete a line item. simply highlight the line and click on the button and
click on the button in the dialogue box.

3.3.2.5.4 Changing Vehicle

NOTE:

If you should need to change the Vehicle you selected originally, all of the parts you

added to the Quote will be removed and you will need to select them all again.

1. On the Vehicle tab, click on the |

Lookup Yehicle

| button located under the original vehicle's
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description. You will be prompted by a dialogue box asking if you are sure you wish to change the
vehicle and delete all of the line items. Click on the ﬂ button to continue.

Microsoft Internet Explorer

2 Change vefide? Thi vl deetes o ine tems. Contre?

-

Lo« J[ coce |

2. You will be taken back to the vehicle build screen where you will need to select a new vehicle (or
decode a new VIN) and continue on with the parts selection.

3.3.2.5.5 Finishing Vehicle Information

After you have selected the parts from the Vehicle Parts process, you will be automatically returned to
the Vehicle screen from the Task Menu. From here, you can enter additional information, if known,
such as the VIN (if you have not already entered and saved the VIN number in the decoding process),
License Plate, Ticket # (this is a searchable reference number that your company may use to identify
invoices based on a manual ticket number) and Mileage. Remember, you must click on the
button if you make changes to any one of those fields.

When complete, your Vehicle Information window will look like this:

[ owner || BaTo || Agent || Losshto | Vehicle | S| Y]
Vehicle
Thcke® WOR  A7403331641
Tickat Daie
2002 VN 1G1JC124X27203594 not coded -
Chevrolet Cavalier
2 Door Coupe License AS40TED State A7 Inwoice Code | History
Mdesge 22380 Color | Green
| Crwrar Inw ]l Inz=hear Inv |
Glass D Description Dimension  Invoice [=<|
Dvi 191 Windshield, encapsulated M¥ubT  Honvoice®
4] Part Id Dezcription Oty Unit List O8A Disc Net  Tax
DWo1181 Windshiald GBH, leach §25425 [ 5% 36356 [
LABOR Windshisld Labar 23hrs  SESO0 [& flat 813500 [
2.0 Fast-Cure
34 HAHNO044E Adhesive UrathanaiiamiErne leach 34800 [© flat $50.00
Add Line New Glazs Fast II Check InventonyOrdes SubTotsl 524856
Tax £1.70
PaymentiAdusivent | Totsl Charges  S250.26
Dreductibie Disc 0,00 Deductible 50.00
[~ Apply Cash Decount ™ Overrade O&A Totsl  3250.26
Rebata: 2 Omaha Steaks
[ Swmiwwmst || Comven Quoteiowo |

Complete Vehicle Information Window

NOTE: We recommend that you enter the VIN as in step 1 of the Entering Vehicle Information
section. This will validate the VIN before you go any further in the Quoting process. If you
enter in the VIN number after the vehicle has been 'built' and the parts selected, the
eDirectGlass system will not be able to validate the VIN.

3.3.2.5.5.1 WO Number
On the Vehicle Tab screen, you will find an WO # field. This field contains the Store Number (the first

4 digits) and the system generated unique identifier for this particular Quote (WO or Invoice). You are
not able to change the information in this box.
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[ owner Bl To | agent [ Lesswmie || wvehicle | feig | | Al
Vehicle
Tickets WOoR 37403331641
Tickat Daie
2002 VI AGIJC124K2T7203594 not coded -
Chevrolet Cavalier
2 Door Coupe License ASA0TED State A7 Invoice Code | History
W Misage 2380 Colar Green
| Crwrar Inw ]l Inz=hear Inv |
Glass D Description Dimension  Invoice [=<|
Dvi 191 Windshield, encapsulated M¥ubT  Honvoice®
4] Part Id Dezcription Oty Unit List O8A Disc Net  Tax
DWo1181 Windshiald GBH, leach §25425 [ 5% 36356 [
LABOR Windshisld Labar 23hrs  SESO0 [& flat 813500 [
2.0 Fast-Cure
34 HAHEHM=ES Adhesie Ursthana/DamiPrimar 1each 54800 [ flat $80.00 [+
| Add Line Mew Glasz Fant II Check InventondOrder SubTots] 524856
Tax £1.70
PaymentiAdusiment | Totsl Charges  5250.26
Dreductibie Disc =0.00 Dreductibie 50.00
[~ Apply Cash Decount ™ Overrade O&A Totsl  3250.26
Rebata: 2 Omaha Steaks

[ Swmiwwmst || Comven Quoteiowo |
Completed Vehicle Information Window

3.3.2.5.5.2 Ticket Number

On the Vehicle Tab screen, you will find a Ticket # field. This is for you to enter in any 'manual invoice'
numbers you may use in your day to day business. This field is for business tracking purposes only
and is not required.

[ owner BdTa [ agent [ Losswmes || vehizle | e ] | Al
Vehicle [<<]
Tickets WOF 37403331641
Ticket Dade

IE U 1G1JC124X27203594 noteoded T
Chevrodet Covaler

2 Doer Coupe License ASADTED State AT Inwnice Code / History

Locdup Vehicle Misage 22380 Color | Green

[Sova][Gnee]

| Orwirver Inw ]l Ins=hea: Inw |
Glass ID Description Dimension | Invoice [<=]
DV 191 Windshiel, encopsulated WxST  Honwokes
o Part Id Dezcription Qty Unit List O8A Disc MNet  Tax
Do1181 Windshisid GBMH, leach 525425 [ TSR 863.56 [»
LABOR Windshisld Labor 23hrs  SESO0D [ flat $135.00 [
2.0 Fast-Cure
34 HAHMNES Adnesioe Ursthane/DamPrimer leach 54800 [ fat 550.00 [+
[ 2ddline | [ Mew Glasz Pan II Check InventoryiOrder | BubTolsl  SME36
Tax 21,70
[__PaymentAdustmens | Total Charges  5250.26
Dreductibie Disc =0.00 Dreductible £0.00
[~ Apaly Cash Dscount [~ Ovesride D&& Totsl  5250.26
Rebata: 2 Omaha Stasks

[ submtwmsC || Conven Cuowiowo |
Completed Vehicle Tab Screen

3.3.3 Applying Discounts

The eDirectGlass system allows you to manage and apply different types of discounts to a Quote.
These discounts include O&A Rules, Cash Profile discounts, promotional Deductible Discounts, as
well as, an overall percentage discount to a cash quote. The following section will explain how each of
the different discounts can be applied to a Quote.
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3.3.3.1 Applying O&A Rules to a Quote

eDirectGlass has two methods for applying Offer and Acceptance rules to jobs. By default, any
assignment sent to you through the eDirectGlass system from an Insurance, Fleet or TPA using
eDirectGlass is automatically calculated with O&A rules.

When a quote is created from walk-in business or for an Insurance company, Fleet company or TPA
who does not use the eDirectGlass system to initiate claims and you will be billing to an Insurance
company, Fleet company or TPA, you can quickly and easily manually apply the O&A rules you have
set up in your system (see C&V Relationship Mgmt - Insurance Contact, of this manual) for that
company.

On the tab, simply click on the O&A check box in the Parts List and the line items will
automatically convert and apply the O&A discounts and pricing rules that you have previously set up in
the Insurance Contact Record in the C&V Relationship module of the eDirectGlass system. If you
have selected an insurance company that already set up O&A rule for under C & V Relationship
Management, these rules will already be applied.

Vehicle [<=]
Tickets WOR | 33970531
2000 VIH KMHWF25VTTAZZT 034 not coded &
Hyundai Sonala - Siats I—
4 Door Sedan mEanas = RS s R
[oop Veis | S]]
Glass 1D Description Dimension  Involce
FWiiz114 Vifnicts hield 343 x 605
Part Id Description Gty Unit List O&A Disc Met Tax
Fviz114 Windshiald GBN 1each 370285 [ 40% A TT
Famziis Windshield Lator 32hrs 53500 B $112.00
' 2.0 Fast-Cure
AHO00S4 Ty h 54
HAHID0448 Adneshe UrethanaamvPrimas leach 54800 W fial 53000
HULO20B5E lgulding Reveal feach 55134 e L
Sulb Total  $817.11
[ ¢ =,
| Conved RO to bvoice | [ Mow Glass Fat | Tax S35
I Apaly Cash Descound Tobsl Charges 5540.96
Deductibis Oisc. $0.00 Deductibie  550.00

Total  $590.98

O&A Rules Applied in Quotes
3.3.3.2 Applying Deductible - Promotional Discount

If you need to reduce the customer's portion of an Invoice (either by applying a discount to the
deductible or by applying a promotional amount), you will enter either of those amounts in the following
manner:

1. Open the Quote (Work Order or Invoice) you will be applying the discount to, click on the
_ tab to display the Vehicle and Line Item information in the Work Area.
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[ owner | msurence [ aAgens [ iosskfe || Vehicle || Schedue || A1
Wehicle [<<]
ickats WOF | 33472539
2003 VIH ITHEF30GT 30113965 |..notcoded &
:?‘;:E;::: Licansa State invoics Coce / History
Hisage
Glass ID Description Dimension  Invoice
FWO2ZTE Vindshield, Solar Costed IWAXET
Part Id Description Gty Unit List 08A Disc et Tax
FW02276 Vindahisd GEN feach S817.40 ¥ -10% 580914
FWOZZTE Windshisld Labar Td4hrs 54500 ¢ +bese 525300
2.0 Fast-Cure
HAHOG0445 Adheshe | AP feach 54800 flat  530.00 F
HMLOZE530 Woulding feach $32.36 S1288 F
Sub Total $1.215.00
|| Convert FOio veice | | New Glass Fad. || Tax | §4nED
I~ Apgly Cash Discount Tatal Charges $1.260.82
Deductibie Disc. $0.00 Deductible  $250.00
Total $1.010.82
Vehicle Tab

2. In the Deductible Dizc.
customer's invoice.

box, enter in the amount by which you wish to reduce the

[ owner || wswsnce [ Agent || Lessife || Vehicle || Schedu | Al
Vehicle [<<]
Thckats WOE | 33372524
2003 VH ITHBFI0GT 30113965 .. nigt codad v
:?‘;T'E;g:: Licanse State nvedos Code fHistory
[ oo Vo] vinsse (] T
Glass D Description Dimension Invoice [<]
FWO22TE Wiindshisld, Solar Coaled ITAxELT
Part Id Description QtyUnit List O0&A Disc Met Tax
FNbE2TE Windshiskd GBN leach $817.40 ¥  -10% 588014
FWERZTE Windshisld Labar Tihes 54500 [F smase 525300 F
2.0 Fast-Cure
HAMOO0443 Addheghve AT feach 54800 [F flst  530.00
HULO2E830 1 aubding feach 53288 Si2EE WV
Sub Total $1,215.00
|l Convet RO 10 bvoice | [ Mew Glass Fad_ || Tax | S5

I Apply Cash Digcount
Deductible Disc. 5100.00

Total Charges $1260.82
Deducticle  $250.00
Total 51,010,582

Deductible - Promotion Discount Applied

3. If you exceed the maximum discount allowed by your company (this is set up in the Administration

section of eDirectGlass), you will get the following error:

Microsoft Internet Explorer

4. If you do get this error, simply change the amount you entered in the Deductible Disc.
field to be less than your company's maximum allowable discount.
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3.3.4 Printing a Quote

To print a Quote in eDirectGlass (please make sure you have followed all of the steps under Section
1, Getting Started before you attempt to print any Quotes):

1. Select and open a Quote.
2. Click on thel | button.
3. The Quote Print Preview screen will open in a new browser window.
4. Click on the & button on the report viewer toolbar located under your browser window address
bar.
x & & ¢ T=[o0n <] T 11 B TCRstalele
Previaws |

Report Viewer Toolbar

5. A print dialogue box will appear. Select the printer you wish to print to and click on the
|—Pint 1 button.

LN R
Genesal | Opsors |
Sebect Pirdes
¢ . . 8 =
s =B =R == []]
Fago Aonchat  dadn Caren Fago HP e SN

Distlier ony ... 550000 ... Lessrlet 4L, on GRITNZ m'l
L]

L |

Cishn  Peads I Paricils Preleences
Locatsr

Cormrart Fire Frinkin
Fagn Farge:

= Mumbes of copes: [1 =2
Ll [ ol

Pxme |1 F o :
E e esbhust 5 pingles pusge ramier o 5 Enghs _Ilz-l_]_J—lJ

pags rangs For esampls, 512

P | Cwed | |

Print Dialogue Box

When you have finished printing, just close the report viewer browser window.
3.3.5 Deleting a Quote

To delete a Quote in eDirectGlass:

1. Open a Quote.

2. Click on the | | button.
3. Adialogue box will appear asking you if you want to delete the Quote.

icrosot Incernet xBTS

\__?‘_) Dedete this Quote?

ok | concel |

Delete Quote Dialogue Box

4. Click on the button and the Quote will be permanently deleted.
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3.3.6 Converting a Quote to a Work Order

Converting a Quote to a Work Order will allow you to schedule the job and move it toward Invoice

status.
1. Open a Quote.
2. Openthe window.
3. Click on the |_Cenvert Quote to WO |y 11101,
4. The Quote will be converted to a Work Order and the screen will change to the Schedule view in
Work Order.
[ owner || BaTe ||  Agent || Losshee | Vehicle | Fi | ]
Vehicle [<<|
Ticiksts Wo#  IT403331641
Ticket Daie
2002 VI 1G1JC124K27203594 notcoded v
Chievrolet Cavaler
2 Daor Coups License | ASADTEQ State AL Inwoice Coda | History
Mileage| 22380 Lok Green
| Owiner Inw ]l Ins=henr Inv |
Glass D Description Dimension  Invoice [=<|
DVl 191 Windshield, encopsulated WusT  Hoinwoices
4] Part Id Dezcription Oty Unit List O8A Disc Net  Tax
CWo1191 Windshield GBH, leach 525425 [F  75% 36356 [
LABOR Windshield Labor 23hes  SBS.00 [7 flat  $135.00 [
2.0 Fast-Cure
34 HAHKH44S Adnesiie Ursthana/DamiPrimar leach 54800 [ fat $50.00 [+
Add Line Mew Glasz Fant II Check InventondOrder SubTots] 524856
Tax £1.70
PaymenuAdusmens | Totsl Charges  5250.26
Deductibs Disc S0.00 Dreductibl: $0.00
[~ Apply Cash Decount ™ Overrade O&A Totsl  3250.26

Rebate: 2 Omaha Staaks

[ Swmiwwmst || Comven Quoteiowo |
Quote Vehicle Window - Convert Quote to Work Order

34 Work Orders

The Work Orders module in eDirectGlass allows you to manage and schedule your jobs. To start,

click on the button in the Sub Menu. The Find Work Order window will open in
the Work Area.

Find Work Qrder
Dt wier NSUrance
Year Phane Claim Ne
Aake P WiOiTicket Nusmber
Wodel VN WO Codes -

I_ Fand Wiowk Order “ Resei | Wou may enber partad data in one or mulipes Hekds Sort by @0 WO Date Schedule Date

Find Work Order Window

3.4.1 Open Work Order

To open and work with a Work Order, click on the button in the Sub Menu to
open the Find Work Order window.

1. Inthe Find Work Order window, enter the search information to locate the specific Work Order
you wish to work with and click on the |__Find Werk Order | itton. To see all Work Orders, just
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click on the |__Find Werk Order | }ytt0n and the list of Work Orders will display in the Work Area.

Find Work Order
Dt 0l fSurancs
Wiear Phane Cladm Mo
Hake P WO TRl Mumibser
Lindel ] WO Codes =
[ Find Work Onder " Resel | “fou may enber partial data in one or multiple Tielkds  Sart by & WO Date ) Schedule Date
Date Make Model Crwmer City Insurance Total
08MS203E Aud BB TED SHMTH SCOTTSOALE STATEWDE WUTLUAL 000 =
DBMS2013 Aud A5 Gary Hart SCOTTSDALE 50,00
RN Aud A5 TODD FRAMER 50.00
052872013 Buick Elacira TED SMTH EGD'I'IEIMLE He nsurance SJ:IIII E
0S2B2013 Acura 2.3CL TED FOSTER
mmﬂ-mﬂ_——m—
BENTRMND Aud TED REYHOLDS SCOTTSDALE STATEWIDE WUTUAL 510,00
051472013 Ford Humm; Bl Smith SCOTTSDALE STATE FARM 543545
[DarshEnTs| Honds  |[Chic — |lbobbybrown  |[ |[STATEFARM [ §7a0.00]
0MG2013 Toyola Camry Larry Bottoms SCOTTSDALE STATEWIDE WUTUAL §364.71
DEMERNM I Honda Civic Maria loria Scobfsdale  STATE FARM - BILL DIRECT  $1.077.50
04152013 Toyola Camry Pekn Teko SCOTTSOALE No lnsurance 50.00
0EM52013 Acura 22CL beal test SCOTTSDALE Ho lmsurancs 50.00
[DAHEETE [Aowe | lbesttest  |[SCOTTSOALE Noksurance [ S0.00° |
[D4nS203 Toycta  |[Camry  |LamyBames  |[SCOTTSDALE STATEWDEWUTUAL | $25688)
04152013 Toyola Camry Lonnie Meade SCOTTSOALE STATEWIDE WUTUAL 5768736
0112013 Ram Pickup Maria Elana lorio SCOTTSDALE H&RTFORD OMMNIAUTO PLAN  $351.00
2042013 Ford F Saries RARLS KORID SCOTTSOALE STATE FARM slonon ~
o 11t ¥
|l FReveveWoscOrder || 54 Records

Work Orders List

2. Double-click on the Work Order you wish to open or single-click on a Work Order and click on the
| Retmeve Work Order | pytton and the Work Order will open.

3.4.1.1 Work Orders List Color Coding

Note: The Work Orders list is color coded for easy identification of items that require
attention.

e Red - indicates Work Orders that do not have a schedule date and time in the eDirectGlass
system.

e Yellow - indicates Work Orders that have not been marked as completed, but are one or more
days past the scheduled date.

e Green - indicates Work Orders that have been marked as completed, but have not yet been
converted into an invoice.
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3.4.2

3421

Fined Work Order
Dt 0w s Insurancs
Wear Phane Cladm Mo
ks o W OUTRCES Mumbser
Windel Wi W0 Coudes g
| FindWiork Order || Beser| “You may enter partial data in one or muliple fiekds  Sart by @ WO Date 7 Scheduls Date
Date Make Model Crwmer City Insurance Total
EMNSR2MT Aud AR TED SMTH SCOTTSDALE STATEVWIDE WUTLAL $10.00 -
0BMERMM2E Aud A Gary Hart SCOTTSOALE 50,00
DEMORN I Aud A5 TODD FRAMER 50.00
0572872013 Buick Elacira TED SMTH SCD'HMALE He Ingurance SJ:I.IHI =
CSZE2013 Acura 2.3CL TED FOSTER

E:'::-m_——mam_—

Work Orders List

Schedule Work Order

eDirectGlass allows you to manage your production schedule very effectively. In the Work Order
module, open a Work Order and click on the tab on the Task Menu. The Schedule
window will appear in the Work Area. The way you have set your shop up in the System Admin will

" Sehedule ]

determine which schedule view you will see when you click on the [__Schedule | tab in a Work Order.

Hourly Job Schedule

CENTRMME Aud 'I'EDEEVIIOCI.DG SCOTTSDALE STATEWIDE MUTUAL $10.00
051412013 Foed Humnu SCOTTSOALE STATE FARM 543545
—___
0492013 Toyolta Camry Larry Bethoms SCOTTSOALE STATEWIDE MUTUAL 28471
02ME2013 Honda Civic Maria loria Scofisdale STATE FARW - BILL DIRECT  51.077.50
04152013 Toyota Camry Peko Teko SCOTTSOALE No insurance ﬂl HI
MMS2013 Acura 2.2CL besd test SCOTTSDALE No insurance
___—___
[Toyotn |[Camry  |lLarryBames |
04152013 Toyola Camry Lonmnie Meade SCOTTSOALE STATEWIDE WUTUAL STET.36
04112013 Ram Pickup Maria Elana lerio SCOTTSDALE HARTFORD OMNIAUTO PLAN  5351.00
BEM042013 Ford F S&ries AR IDRIO SCOTTSDALE STATE FARM 50000 T
El 1t ¥
Hamave Work Order | 54 Records

[ owser | inawrasea [ Agest [ Lessmis || wenile || Schedule | Al |
Schedule [<=]
Wotds 7] Technician [Mana Meadow Compietnd [T] Notes
v TEAEBARE Hank, Fizhards ——

Date Q28200 5 Rebads Sarvice Adfress

Stant Albert Sands RO Cods | History

Era OPEM w warranty [] Original bvoice

modified I Wiew Schaduls ” " Udis |
Hourly Schedule Window

1. Determine whether the job will be Mobile or In-House.

If Mobile, click on the check box next to

tokile [~. You will notice that the names in the Technician Box may change depending on whether
or not a Technician was setup as Mobile, In-House or both.
2. Select a Technician by clicking on the Technician's name.
3. Click on the Date field to select an appointment date.
4. The Day Calendar View will display in the Work Area and the Start Time field will be highlighted in
the Schedule window.
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Wednesday, January 28, 2004

Timme Hank Richards Sunry Bolserts Allvart Sande
8200 am
15 am
G300 am
Ed45 am
9200 am
&15 am
230 am
a5 am
10:08 am
1045 am
1030 am
10:45 am
11:08 am
11:15 am
11:30 am
11:45 am
12:08 pm
1215 pm
12:30 pm
1245 pm
100 pm
1:15 pm
1:30 pm

| ¥

Day Calendar View - Hourly
5. Click on a Start Time in the Day Calendar View.

NOTE: You must click on the Start Time in the Day Calendar View under the Technician for
which you wish to schedule this appointment. If you just click on the Start Time in the Day
Calendar View in the first column, you will be assigning that job to the Technician whose
name appears in the first column and not necessarily to the Technician you wished to
assign the job.

o

Click on an End Time in the Day Calendar View (also in the correct Technician's column).

7. Click on the button to add the appointment.

8. The appointment will be added to the production schedule and will appear in the Day Calendar
View with the appointment details.
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[ owsmer | nswanee [ Agent [ Lossmes || wenice || Schedule | Al |
Schedule [<=|

Complated | | MNotes Plesse oall the suslomen priorte & |
arival

WO Code [ Histery =l
OPEN w|  waresnty [ Originalbveiss
modified [ Veew Schedue |[Seve |[Undo |

Wednesday, January 28, 2084
Hank Albert
Time Richards Sunny Rolserts Sands
#z0i am 00 AM o150 AW =
&5 am 1523 %% Wtan St
B30 am EEal boale
845 am
S0 anmn
iS5 am
930 am
945 am
A0 am
115 am
1030 am
1045 am
A1z s
1115 ami
11:30 am
11:45 am
12 pmn
1215 pmi
1230 pm
1245 pm
108 pi

oy [ Techracsan |Hank Hichads

Dwde 010282004
St B:00 AM
End 11:30 A

Appointment in the Day Calendar View - Hourly

You can also add Notes that will appear with the appointment, both on the screen and on the print out.
These notes will only be available to your account and will not print on the final Invoice. Just type the
appointment notes in the Notes box and click on the button.

You can also use the Warranty check box to track if this Work Order was a warranty

Repair/Replacement. Simply check off the Warranty [T check box, enter in information in the Original
Invoice box (you must enter in something in this box if you check off the warranty box) and click on the

button.
3.4.2.2 AM/PM Schedule
| Ownar || nswanes || Agem I Lessinfe || Wenicls | Schedute || All |
Schedule [<<]
Mobis [#] Technzan | Mana Meadow Complstad [[] Mobes =]
i BI04 Hank Fichamds Sarvies A
Deate ESA2004 3{.?'.!1,‘ Flobsarts Saryicos Address
i (%) Abert Sands WO Code / Histery j
P ) OPEN Z|  warranty [ Originalbveice
[ View Sehedue. |[Sae][Unda |

AM/PM Schedule Window

1. Determine whether the job will be Mobile or In-House. If Mobile, click on the check box next to
Mobile [v]. You will notice that the names in the Technician Box may change depending on
whether or not a Technician was setup as Mobile, In-House or both.

2. Click on the Date field to select an appointment date or click on the [__View Schedule | button if the
appointment is for the date already shown in the Date field.

3. The Day Calendar View will display in the Work Area.
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[ ownar || howanes [ Agem [ Lessife || Venicls [ schedute | All ]
Schedule [<<]
Mobis [@] Technizan | Mana Meadow Completed [] Mobes -]
Dats &304 '*&_rﬂ"m'?ﬁ: Sarvies Asiraas
24 (%) Alert Sands WO Code [ History H
OFEN @  wareanty [ Originallveics
| Veew Schedue || Seve || Undo |

Thursday, June 03, 2004

Time Maria Meadow Hank Richards Sumity Robers Albert Sands
Eranks Winton Tory Llama ~
" 11004 E Shea Rd E74% M Fima Rd
200 AM geomedale A7 25259 Scobsoae A7 BEZES
12:00 P

Day Calendar View - AM/PM

4. Click in the first available field under the correct Technician's name in either an open AM or PM
slot. Note: You need to have the correct radio box (&M ® or PM 'O) selected for this particular
appointment and you must also click under the Technician's name in a PM slot for a PM job.

5. Click on the button to add the appointment.

6. The appointment will be added to the production schedule and will appear in the Day Calendar
View with the appointment details.
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[ owner | wsurance T Apent || Lesskfe [ venek | Schedule || Al |
Schedule [<<]
Mobie Technician | Mara Meadow | Comgsted []  Motes N
Dt BLA2004 HSLruT:r,Féﬁfbl::: Sapise Address
Al (&) Albarl Sands WD Code [ Histery ;l
TR OPEN A | Wianranty (| Original rvaios
) [ Veew Schedue |[5ove |[Unge |

Thursday, June 03, 2004

Tirme Fara Mesdows Hank Richards Sunimy Roberts Albert Sands
Eranke Winten Howard Hughes Fory Llama -
19004 E Skea Rd dE3E W Hayden Rd G745 N Pima Rd
2DOAM geomudale A7 ST2EY Seottgnake AZ 55201 Scotscnie A7 3E2EE
12:00 PR

Appointment in the Day Calendar View - AM/PM

You can also add Notes that will appear with the appointment, both on the screen and on the print out.
These notes will only be available to your account and will not print on the final Invoice. Just type the
appointment notes in the Notes box and click on the button.

You can also use the Warranty check box to track if this Work Order was a warranty

Repair/Replacement. Simply check off the Warranty [ ] check box, enter in information in the Original
Invoice box (you must enter in something in this box if you check off the warranty box) and click on the

button.

3.4.3 Service Address
The eDirectGlass system allows you to store a Service Address in addition to the Owner's home
address which is recorded on the Owner tab. This Service Address will appear on the Work Order
print out.

1. Open the Work Order to which you wish to add the Service Address.

2. When you open the Work Order, the | | button will appear in the Sub Menu.
Click on the | | button to display the Service Location Record window in the
Work Area.
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3.44

3441

Service Location Record

Service Location Record Window

Fill out all of the pertinent information including any notes (you can use the notes section for cross
street information).

When you have finished, click on the button.

Click on the yellow Work Order button (the Sub Menu header) to return to the Work
Order you were working with.

The Schedule tab of the Work Order with a Service Address will have a check mark in the

service Address | pox letting you know that one has been saved for this record.

[ owner || pawanee | Asem [ resskis || venick [ senedule Al 1
Schedule [<<]
Wobide [w] Techniciar || Mana Meadow Completad [] Motes
Date 08/03/2004 E::”u;izﬁ: Service Address
AN Albait Sands RO Code ! Histary
O OPEM w | modified | View Schedule || Save || Undo |

Schedule Tab with Service Address

Should you need to make changes to the Service Address, simply click on the

I | button in the Sub Menu after you have opened the Work Order, make the
necessary changes then click on the button when you have finished.

If you need to remove the Service Address entirely, place a check mark in the Delete? W box in the
Service Location Record and then click on the button. NOTE: Checking the delete box
and saving the record will permanently remove the Service Address from this record. If
you accidentally delete the Service Address from the record, you will need to re-enter all of
the information.

Using WO Codes

This section will discuss using and tracking the Work Order (WQO) Codes you added during the
eDirectGlass Administration set up. These codes will help you keep track of your outstanding WO's
and their status.

Applying WO Code

The Schedule tab is also the screen where you will update the WO Code for this particular Work
Order. Just select the appropriate WO Code from the drop down list and click on the button.
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3.44.2

3.4.5

3451

[ owrer | iwwrance |  Agert [ Lossinfo ||  Wehicle | Schedwle | AN |
Schedule [2<]

Coimngdeten Ff' Mofes | Shiz custemerwants to have ;l

hioibe [
; Hank Richards sinting inelallad
Db | 00302004 Sunew Fobens

Stwt[£0°45 AM Albeit Sands VO Code / History =]
Jefl Tahuz

Encl[£:45 PM EER - | modified [ View Schedus | [Sava] [Unda |

WO Code Drop Down List
WO Code History View

You can also view the history of the WO Code changes by placing your mouse over the
WO Code /History header to show the user name and date & time stamp of the WO Code change(s).

[ Cwner || inowance || Agent || Lossinfo || Wehicle || Schedule || A0 |
Sehedule [<<]

Completed [ Motz | this customer wanis to have ;[

Mobde [ Technician
Hark Rich |
Dafte | 002004 3m Hmub:ﬁ[f finting instalied

Shart 10:45 AM dlbert Sands WO Code THistory j
Jedf Tabues -

End|1:45 PM [50 |

BiGH
by Diarvid Malore on 3{10{2004 11:46 A

Ha
by Gary Hart on 3112[2004 7:16 AW

AU
by Sunny One on 31312004 1:32 PM

50
by David Malorse on 3142004 4:40 P

WO Code History View

Attachments

eDirectGlass allows users to attach image documents directly to the claims record. Documents such
as customer signed work orders, parts purchase orders and network paper authorization can become
a permanent part of the electronic claim. You can import the images directly from your scanner (or
other TWAIN device) or attach image files that have been saved on your computer already. The basic
Attachment feature only allows you to attach image files to your records. eDirectGlass also offers two
add-on features, Attachment Plus and Attachment Pro which has greater capabilities. Please contact
your eDirectGlass associate for further information regarding these add-on features.

NOTE: Please make sure you follow all of the set up items under the Getting Started section of
this manual before you use this function for the first time.

Add Attachment
1. Click onthe button on the Menu Bar.

2. Select the appropriate Sub Menu button (| Luctes , or

) to find the record you need.
3. Search and find the appropriate record and double-click on the line.

4. Once the record is open, the | | and the | | buttons will be
displayed in the Sub Menu.
5. Click on thel | button and the Image Attachment screen will open in another

browser window.
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Image Attachment[ Load |[ Cesr || TWAN ][ Astetch inage || I J[ Cose |
Titke: | [Title]
Des-:np:ltn |Description)
Imadge Right-click for more tools and info. Use <Ctd> and <Shift> to zoom

Image Attachment Window
3.4.5.1.1 Attach Saved Image

1. To attach a file that has been previously saved on your computer, click on the button.
This will bring up the image find/open window in the Work Area. Locate the folder where the

image was saved, highlight the image and then click on the button to load the image
in the Image Attachment Screen.

FERX

My Documents R e -
- aree pes
1 Sl -
My Compnter
logo M SETEEn New streelsoene

Files of type: [F\I supported formats E‘

My Netwar i name: [ = Open |
_ el |

Image Find/Open Window

2. Enterin a Title and Description for the image to help you identify the item later, then click on the
[ Attatch Image | pytton to add the image to the record.

IMPORTANT NOTE: Due to the nature of the database eDirectGlass uses, the use of an
apostrophe (') often causes problems when you are trying to save records. In order to avoid
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lost data, we suggest you do not use an apostrophe (') anywhere in the system at any time.

Image Attachment[ _Load || Gexr |[ TWAN |[ Atstchimage || Il J[[Gose |

Titie: | Logo

Descriplion: eDirectGlass Lego

Image Right-click for more tools and info. Use <Ctrl> and <Shift> to zoom.

._
eDirectGlass

Completed Image Attachment Window.

3.4.5.1.2 Attach Image Directly from TWAIN Device

1. To attach an image directly from your TWAIN device, click on the L TWAIN | button in the Image
Attachment browser window to bring up the Acquire dialogue box.

[ ——
- 5

|P-'|lcn:h:& Scanwizard 5 - I
¥ Showe LI ACTuEe I Cancal I

Acquire Dialogue Box

2. Choose the correct TWAIN device from the droi down list ithis could be your scanner, your digital
camera, your card reader, etc.). Click on the button to import or scan the image.
If you have the I+ Show Ul check box checked off, your normal User Interface for that device will
come up and you can proceed normally from there.

3. Once the image has been obtained, click on the button in the Acquire dialogue box.
NOTE If you do not click on the button, the image will not be available to you for
attachment.

4. Enter in a Title and Description for the image to help you identify the item later.

5. If you are satisfied with this image, click on the [ Attatch Image | putton to add this image to the

record.
6. When you have finished attaching images, click on the button in the Image Attachment
window.
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3.45.2 View Attachments

1. Click onthe button on the Menu Bar.
2. Select the appropriate Sub Menu button (| Gluctes , or

Invoicing ) to find the record you need.
3. Search and find the appropriate record and double-click on the line.
4. Once the record is open, the | and the | | buttons will be
displayed in the Sub Menu.
5. Click on thel | button and the Attachments window will open in another

browser window.

Attachments for Invoice #2544
Brochure elirectGlass Brochure
Logo eDirectGlass Logo

Attachments Window

pi. L4
Mg

6. Click on the ¥igw link next to the item you wish to view.

7. When you have finished reviewing this image, click on the [ BacktoMenu |puttonin your
browser window to return to the Attachments window to view any remaining images.
8. When you have finished with your review, just close the Attachments window browser window.

3.4.6 Print Work Order

eDirectGlass allows you to print Work Orders for In-house and Mobile use (please make sure you
have followed all of the steps under Sectionl, Getting Started before you attempt to print any Work

Orders).
1. Select a Work Order from the Work Order List.
2. Click on the | | button.
3. The Work Order Print Preview screen will open in a new browser window.
4. Click on the &2 button on the report viewer toolbar located under your browser window address

bar.

* & & F =00 - 1 oft # “erystalege
Prenviaw |

Report Viewer Toolbar

5. A print dialogue box will appear. Select the printer you wish to print to and click on the

|—Fint 1 button.
R RIS
Genessl | Dpsiors |
Select Pries

=
=® FE =B B 8 [|
fago hAochat ety Caten Fago P e S50
Cigtller ony . FRDGN Lo Dk BY mﬁ“{!-‘iﬂ =
4 L

S Pesdy I Particlle  Preleence
Locaton

Cormrar Fired Printes.
Fage Farge

L Humbes of copes: [1 =
(ol i

“Pagex |1 F o .
E e esthest 3 pingles paage rumier o0 3 Brgls _Ilz—l_]_JdJ

page rarge Foresargls, 512

Pk | Caod | |
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Print Dialogue Box

When you have finished printing, just close the report viewer browser window.

3.4.7 Delete Work Order

To delete a Work Order in eDirectGlass:

1. Open the Work Order.

2. Click on the | | button.
3. Adialogue box will appear asking you if you want to delete the Work Order.

Message from webpage e

9 Deelete this Weork Order?

QK | Cancel

Delete Work Order Dialogue Box

4. Click on the button and the Work Order will be permanently deleted.
3.4.8 Converting Work Order to Invoice

When a Work Order has been completed, it must be converted to an Invoice so it can be billed
appropriately. You can make any modifications to the Work Order that you wish or make changes in
the Invoice process prior to submission. Once an invoice has been submitted, no changes can be

made.

1. Open the Work Order and click on the tab button.

2. Click on the Completed W check box and then click the button.

3. Click on the tab button.

4. Click on the | Convert WO to Invoice | button and the Work Order will be converted to an Invoice and

will take you to the Invoice Vehicle window.
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Owner [ BT | Agent || Lossikfo || Wehicle || Scheduk | A1

Vehicle [<<]
Tickst® WOR | 37403331641
Ticket Date
2002 VN 1G1JC124427203594 motcoded v
Chevrolet Cavabar WValul VN
Z Doar Couge License ASADTEI State AZ Imvoice Code / History
Favobap Mihacls Mizage 22380 Caar Green
| Crarver Iy [ 12 Flet Inv |
Glass ID Description Dimension  bmvoice [<<]
DWo191 Windshisld, encapsulsied BxET Mo lnvoices
o Fart Id Description Gty Unit  List O&A Disc Net  Tax
D181 Windsheeid GEN, leach 525425 [0 T5% 6356 [
- LABDR Windshisid Labor 23hrs 88500 [+ fisl 313S00
) 2.0 Fast-Cure = —_
3 HAHQ0448 Adhesig UrethansDamPrimer Teach §48.00 fiad 550,00 [
[Add Line | [ MewGassFan || CheckInventoniOrder || Copy Work Order | 5"'”::: 52;??:
[ Paymentificpusimens | Total Charges  5250.26
Db ctinle Disc. 50.00 Darductinis 50.00
I Apply Cosh Discount I Crearmide O&A Tolal 525028

[ Simaw e Il Convet WO 1 Iovacs

Invoice Vehicle Window
3.49 Apply A Payment or Make an Adjustment

Once the record has been converted to a Work Order, you can also apply a payment or make an
adjustment to the record directly from the tab. You can also may a payment or apply
an adjustment from the record once it has been converted to an Invoice. Payments and Adjustments
can also be handled from the EEEEEEENFEN menu.

1. Onthe tab of Work Order (or Invoice) record you wish to make a payment or

adjustment to, click on the [ Fayment/Adjustment | 1y tton,
2. Choose either 'Apply a Payment' or 'Make an Adjustment'.

[ Cwner || swance || Agest || Losskls || Wehicle ||

Ticket®
1968 VN
Ford Fairlane
7 Doer Convartbis Licanse State Inwoica Coda / History
Laokup Viehicle Hisage Color
Please Choose . "
@& Apply a Payment 'Ig :g
) Make an Adjustment - r
:
| | |
| |
r F
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Payment/Adjustment Selection

3. If you selected 'Apply a Payment', enter the payment amount, select the payment type, enter the
referral number and choose whether the 'Paid By' is Insurance or Owner and then click on the
[_Apply Payment | putton.

[ owner || wnawance [ Ageat I Lessife || Wehicle |[ Sehedue Al |
Post Payment
Date | 090G/2007 | Amount|50.00 || WISA - Paid By ¢ insurance (¥ Owner
Crarnar limvosce  Amount Balance Post Payment
Dick Bacelar 167805 5836 27 SE35 2T £0.00
[ rechy Payment || Cancal |

Apply a Payment from Work Order

4. You will then be taken back to the tab of the Work Order record you were working
with and will now see the Remittance box showing the payment you just applied.

Remittance
Date Paid Type Check Ho Paid By Description Amount
EZ007 WISA 855555 Qrner Paymeanl (&30.00
Balanes Dus STEE 37

Remittance Box

5. If you selected 'Make an Adjustment’, enter the Amount Adjusted (if you are adding an amount you
will need to enter a negative number), and the Reason for the adjustment then click on the

[ Adustlmwoice | putton.
Dt [ wsuranee || Agest [ Losskia | Vehicle  |[ Sehsaue | &1 |
Dnamer Inguramnce Invoice Amaunt Balance
Dick Bacelar STATEWIDE MUTUAL 167809 S835.27 STEE.2T

o

Amount Sdarsted | 10100

-'—5:

1 Adust Invoice ]| Cancal |

Make an Adjustment from Work Order

6. You will then be taken back to the tab of the Work Order record you were working
with and will now see the Remittance box showing the adjustment you just applied.

Remittance
Dale Paid Type Cheack Ho Paid By Dezcription Amount
EZ007 WISk 856585 Qner Payment {&50.00)
QE007 Adurslment Adpistmant MA& Seralehed decal {510.00)
Balanca Dus STTE.2T]

Remittance Box
3.4.10 eMinder

eMinder is an email reminder system for all versions of eDirectGlass TSM. Once you have setup and
enabled eMinder, all work orders that have a valid email address on the Owner Panel will be
processed and an email will be dispatched with your appointment reminder.

Before you can take advantage of the eMinder system, you must first complete the one time SMTP
information setup as described in the System Administration section of this manual.

W[/ Qo ¥ uotes & Invoicing 8 and then on the | | button to
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access the eMinder Settings panel.

eMinder Settings

Enable Remnder? yag @ no Reminder Nobics days prior bo schedule date

From Addrass

Save “ it Wiishaut Saving |

Record Tags
FULLMAME= - Customer Full

=SV * - Service re:
<TECH = = Technician Nama
<TECHBAAGE> - Technician image

eMinder Settings Panel

2. To enable the eMinder system, click on the 'yes' radio button. If at any time in the future you wish to
disable the eMinder service, simply return to this panel and click on the 'no’ radio button.

3. In the Reminder Notice section, select the number (in days) that you would like the email reminder
to be delivered prior to the scheduled date. You may enter O so that the reminder is send out
without regard to the schedule date.

4. In the From Address field, enter a valid address that will be sent along with every email reminder.
Please Note: This email address is critical as it will be the address that your customers will
see and potentially reply to. In addition, this email address will serve as the "bounce back"
address should delivery of an appointment reminder fail.

5. In the text box area, type your eMinder appointment message. You may use the included 'Record'
Tags' to construct your message. For instance, to address the customer by name, you would type
"Dear <FULLNAME>". You must type the Record Tag exactly as it appears on the screen.

Record Tags

caaf) FlAMS

eCnaCEyn mage

ecord Tags

«TE

eMinder R

6. Once you have made any changes to this panel, click on the | Save | button.
7. The eMinder system will automatically begin to process any applicable reminders based on your
setup. You do not have to do anything else to begin to use eMinder.
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eMinder Settings
Enable Reminder? yeg @ no Remindiar Notics | 0 days prior by schadule date.

From Address mana.isrio@edirectglass.com

Dear <FULLNAME>,

Thank you for trusting us with your autemative glass needs. This s a reminder that you have a service appaintment
seheduled for <SCHDATE 1o repair of replace glass on your <WEH=.

Piease be advised thal cur technisian, <TECHHAME=, wil be artiving at the follawing location to perform the work:
<SWCADDY>, A fypicalinstalation takes up to one hour. Piease be advised that our technician will need bo collect
AMTZCOL= af he conchssion of the jab.

<TECHRLAGE >

<TECHNAME>

| Save “ Chuit Without Saving |

eMinder Settings Panel - Completed

eMinder Notes
When an eMinder is sent for a work order in the system, you will see an indication on the

tab of a work order showing the date and time that the eMinder was sent. Please
Note: This time stamp is NOT an indication that the email was received by the recipient, only that it
was sent by the system. You MUST check the email address you indicated in the From Address field
of the eMinder setup for any email errors or replies.

Message Center ¥ C&V Relationship Mgmi ¥ Marketing ¥ Accountin Administration
Quobes & invoicing Diwvner Bl To Agent Loss info Mehicle Schedule
Hew Assgnments m
Quick Quobe !.':Ibi!l: Technician| Laues Colaman |« Completed [I7] Mabes -
Quoles \  Han
Date 11# fr 1 Service Address
Wk Orders 11/08/2010 H“;:MRE k| ';-.
= AM es =1 WO Code / Histary i
Schedulng Vimyne Wi o
il @ | Mary Yalkns x| | e *  ‘amanty || Original invoice
eltinder Sent: 1992010 4:37:00 P [ View Schedue || ave |[Unec

Schedule Tab with eMinder Date & Time Stamp

If there is no Service Address provided in the work order, the system will use the address information

found on the tab.

Here is a sample email of an actual eMinder sent to a Gmail account:

Reminder of Glass Service From Shades Auto Glass  iake= |
gary@edirectglass.com to me Mov 9 (5 days ago) | 4 Reply | v
Dear Tim Smithers,

Thank you for trusting us with your autemotive glass needs. This is a reminder that you have a senice
appeintment scheduled for 11/09/2010 to repair or replace glass on your 2008 Toyota Camry

Please be adised that our technician will be arriving at the following lecation to pardorm the work:
1234 E Anywhere 5t, HIGLEY, AZ, 35236

A typical installation takes up to one howr and you do not need to be present dunng this time. Please be
advised that our technician will need to collect 3628.61 at the conclusion of the job

“ Beply —* Forward
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3.5

3.5.1

3.5.2

Scheduling

The Scheduling module allows you to review your production schedule for a specific date or range of
dates and allows you to see your entire In-House and Mobile schedule.

Create Schedule

The Create Schedule feature allows you to assign and/or reassign technician for a specific date all on
one screen. It may also be useful to you to create a technician that is named 'Job Bucket' or
‘Unrouted’, and have all jobs initially assigned to that ‘technician’. This will allow a routing expert within
your company to later use the Create Schedule feature fully.

To access create schedule, click on MENECERAMIEIIER and then on | | to access
the Create Schedule date selection panel.

Cate | OTI0S2013 Shop Mk

Once you click on the date you wish to route, click on the button to display the list of all
jobs that are scheduled for the day you selected.

Date OFNIS2013 Shop I ioiba Load Schadube)
wWo# Last Hame Technician Part £ ZIF  ETA Appaintment Cross Streets
S1T1825  Hhgp Job Bucka = B5255 P | Store® 1234
xr gk bl lorio Job Buckat - CAYOTRE3 B530& AM Slore ® 1234 671h & BH
2TOTED SKMH Job Buckat - FW 02627 65255 AN Shors ® 1234
3332161 Crawtord loks Backae = ZIZ06 P Store® 1234

From this screen, you only need to select the new technician from the drop down list and it will
automatically update the record with the new technician name selected.

Viewing Schedule

1. Click on the =cheduling button in the Quotes & Invoicing Sub Menu.

2. Select a Date Range by clicking on the Date field, choosing the start date, clicking in the To Date
field and choosing the end date of the schedule you wish to display. You can also choose to
display the schedule for one particular technician (the schedule defaults to All Technicians) by
choosing that Technician's name from the drop down list and clicking on the button.

3. The Schedule for the selected dates will display.
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3.6

3.6.1

[

Schedule
Onbe 1272972002 To Oebe 0172602004 Shop Ihobile: [.ﬁ.l Technicisn: ;I Wiew Schedule

Monday, December 29, 2003

Testing Albert

Time lot Azsigned  Fierst Laborguy Glen LeftButton  Sunny One Perittees Technician

00 AN Pl Guess

B15 .40 E4ET E Coronacin
Scottzdale AT

B30 .48M BEE51

plenss col

B 45 AM customer betors
nerival

S00 AM TysonRay

915.4M 5643 N 68th St

530 AM Phoeni: AT 82008

S 45 AN

100 AR Richard lorko

1015 AM 15115 N33k 5t

10030 AM Scothscle AT

B350
1045 AW
11:00 AM
1115 &AM
11:30 &M
11:45 AM
12:00 P
1215 PM
1230 PM
1245 PM
1:00 PM

Schedule View

Invoicing

Probably the most important module in eDirectGlass, Invoicing allows you to directly bill your business

partners or clients. To work with the Invoicing module, click on the Invoicing button in the
Quotes & Invoicing Sub Menu. The Find Invoice window will appear in the Work Area.

Find Invaice
Dt Owner kMaster imnoice Number
Fsurance Claim Mo Custom Imvoice Numbar
mar Fhone Thckst Humber
Make Fa Invoice Codes -

Model Wi

L — invoice Status: (7] Il | ]

Hotesv'ou may enter partial data in one or multiple fisids
[ Fod Gossarems s ]

Find Invoice Window

Open an Invoice

To open and work with an Invoice:

1. Click on the Invaicing button in the Sub Menu to open the Find Invoice window.

© <2013> ... AMJ Logistics, Inc.



Quotes & Invoicing 105

3.6.1.1

Find Invoice
Dute Owner Master mygice Humber
hisurance Clam No Custom Irvoice Humbar
ear Fhone Ticket Humber
Make i s Codes -
Hodel v
L 2] ivvoice Status: [ Il [T a] |
Hole:v'ou may enter partial data in one or multiple fleids
T

Find Invoice Window

2. Inthe Find Invoice window, enter the search information to locate the specific Invoice you wish to
work with. To see all Invoices, just click on the Find [rvaice | button and the list of Invoices
will display in the Work Area.

Code Date ear Make Madel Owiner Agt LLLLE L

12 Racords

Invoice List

3. Double-click on the Invoice you wish to open or single-click on an Invoice and click on the
[_FRetieve Invaice | button and the Invoice will open.

NOTE: On the Invoice List, you will notice a column marked Agt. This column will contain an
asterisk (*) if the Invoice began as an Assignment sent to your shop through the eDirectGlass
system. If you place your mouse over the asterisk, you will be able to see which Agency sent
this particular invoice to you.

Any invoice that has a balance of $0 and/or has been exported to QuickBooks usinﬁ the eDirectGlass
QuickBooks export feature, will only be able to be displayed under by entering

search criteria in the Find Invoice Window and clicking on the [___Find Clesed/istoric Invoic | bytton,

Invoice List Color Coding

The Invoice list is color coded for easy identification of items that require attention.
e Red - indicates Invoices that have not been submitted.

e Yellow - indicates Invoices that have a rejected status. If you hover your mouse over the
Insurance column of a rejected invoice, you will be able to view the reject reason.

e Green - indicates Invoices that have been submitted and do not have a rejected status.
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[T A 00 | [060] Toryoba T Mvalan ] Peler Tudor
[ D 02A92004 2003 Jaguer  SType  HemryTuder | &
[BC| 02052004 2002 Fod

Fietiave [nvoice 13 Racords
Invoice List

In the Find Invoice window, you may click on any combination of the color coding check boxes then
clicking on the | Find Invaice | button to display only the invoices that meet those requirements
(e.g., display only Invoices that have not been submitted).

Find Invodice
Dale O s Master invoice Number
Fsurance Claam No Cuaboms ieoics Miumber
Wear Phone Ticked Numbsar
Fake Fa o Fvaice Coded -
Wodel VIl
Lo Lo inwoice Ssatus: (7] Il [T Fl
Motesv'ou may ender partial data in one or mubiple fields
[ o Comedms e ]
Invaice Sales Date Year Make Moded Cwmer Total
[Eassd|[ [ OeeeEiid |[S008]Toyols  ([Camy  |[FoniBradon | [ S630064 |
- . Honda  [Chic  |halhendricks [ 575428 |
[aggigsd || || OBO4COIS |[2012Mssan  [Akima  |[FrankMear || 347550
[azrrar [0S (2073 Lesss 0 GS360 | Chrstrelsne ([ S000 |
[Tazases|[ [ oenoee1s |[3013[Ford  [Wustanp | 55188 |
[Serurse | [ OSA7E01S |[Z006|Mssan  ([Tean |TmSievens | [ 3353EF |

[3traz0n|
[Fomvoivees ] 13Records

Displaying Red Color Coded Invoices Only

3.6.2 Using Invoice Codes

This section will discuss using and tracking the Invoice Codes you added during the eDirectGlass
Administration set up. These codes will help you keep track of your outstanding Invoices and their

status.
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3.6.2.1 Applying Invoice Codes

The Vehicle tab is the screen where you will update the Invoice Code for this particular Invoice. Just
select the appropriate Invoice Code from the drop down list and click on the button.

[ owner || inewanee || Agend || Lessimia || Veluicle | Sehedue

2003
Hafida Civie
4 Door Sadan )
Glage I0 Deseription Dimensiof N5 F
FWOE3  Windshield 38 x 57 4|PF
Part id Descriplion Oty Unit  List  OZA
P2 B3 ‘Windshield GGN 1each 379785 |
P 83 Weindchisld  Labor 23hrs 00
HAHOOO44E  Adiesive 2.0 Fast.Cure LirethaneDamPrimar 1each §4800 B
HCLOZH1S  Chp(S) (zet of Z) 1each $0.32
HMLOZ241S  Moudding 1each Ba012

Sub Totsl  $529.53
Tax §51.02

Tolal Charges FEB0 .55
Deechctible: $0.00
Total JEB0.55

[ Addline | [ Add HAGS ltem |

[ Eeelrmeetive. || Submd! |rovoice
Invoice Codes Drop Down List

3.6.2.2 Invoice Code History View

You can also view the history of the Invoice Code changes by placing your mouse over the
Ireoice Code S Hiztory header to show the user name and date & time stamp of the Invoice Code
change(s).

| owrer || iwrance | Agerd || Losskdo | Wehicle || Schedue | a0 |

Vehicle [==]
1956 W PP -
g";;;“ﬂ Beretta 226 Licanss Stale Irvvtice Code [History
hmags ';m-f.-'ll'n:.'-'
&P
Glass 1D Deseription Dimension | Involee |[5|2 David Malone on 3{10/2004 11:31AM
DWOT185  Vwindshield, Black Band 3346608 B
Part ld Dasciiplion Oty Wit List DEA  Dise et T by Gary Hart on 3j12/2004 7:16 AM
DWOT1ES  Windshisld  GEM leach 358485 [ 1584 85 [
CAAH 185 ‘Windshickd Labor 23hes $3500 [ SE0.50 Wi
HAHOD0448  Adnesive 20 Fast-Cure Urethane/DamPrimer leach 4800 [T $48.00 by Sunny One on 31372004 1:32 PH
HMLOD3253  Moulkding  Sade, Garnish lesch  $1786 B
HSCODDMBE  Spacer  Glass, 10mm (setof 7) feach  $153 #1563 H Hart on 3/14 /2004 4:40 P
HSTOOD3SS  Strip Ginss, Sening fesch  $727 ] Y Hecton :
- SubTotel  $74041 [pp
[AddLne | [ AddNAGS em | Tax $000 by Dervid Malora on 3/17/2004 8:58 AM
Total Charges 74011

Decluctiie $50.00
Total 63011

2l
=

o

ave [nvoioe Hotes. | Subsril Invoica
Invoice Code History View
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3.6.3

3.6.4

Finalize an Invoice

Before you submit an Invoice for billing purposes, make sure that you make any necessary
modifications, additions or deletions to the invoice.

Verify all of the information in the Owner, Insurance, Loss Info and Vehicle areas. Pay very close
attention to line item details and O&A rules compliance.

NOTE: If you are not submitting this invoice to an insurance company, make sure you have
clicked on the button on the Insurance tab.

You can add notes to the Invoice in the Notes Box located at the bottom of the Vehicle window. Place
any comments that you want others to read in this box. Unlike the Notes in the Schedule Notes box,
these notes can be viewed by anyone who receives this Invoice.

Crwner reguesied tinting sinp to be replaced. Chwmer was told fo contact Insurance company; however, ;I
Crwmer noticed that new windshield had solar protection already

| Save lnvoies Motes | Sidbind |rovaice
Invoice Notes Box

When you have finished adding Notes, click on the [__Save Invoice Hates | putton to save the newly
added notation.

NOTE: Once you submit an Invoice for billing, you cannot make changes to the Invoice.

Submit an Invoice

eDirectGlass has several methods for submitting an Invoice for Billing:

1. Electronic - If the assignment was electronically sent to your account, it will automatically be set to
return electronically to the originator of the assignment. An Invoice can also be sent electronically
if the Insurance or Agency profile contains information for direct electronic billing. If Electronic
Billing is not supported, it will not be a selectable item when submitting an Invoice and the other
listed methods for submission will be displayed.

2. Printing - This method will print the Invoice with remittance advice and then lock the Invoice as
submitted. NOTE: If you are not ready to submit this invoice (you may wish to still make
changes to it), but you would like to have a printed copy, DO NOT select the Print to local
Printer under Submit Invoice. Simply click on the | | button in the Sub
Menu which will not affect the submission status of the invoice.

3. E-mail - This method will submit the Invoice via E-mail. This selection will only be available if the
party who is receiving the Invoice has marked this as an acceptable way to receive Invoices or if it
is in the Vendor profile that you maintain (Insurance Contact in the C&V Relationship Module).

4. Fax - This method will submit the Invoice via Fax. This selection will only be available if the party
who is receiving the Invoice has marked this as an acceptable way to receive Invoices or if it is in
the Vendor profile that you maintain (Insurance Contact in the C&V Relationship Module).

5. EDI (Lynx, Harmon, Quest, Teleglass, etc.) - This method will allow you to submit your invoices to
carriers that require submission electronically. This option will only be active if the Insurance
company you have selected on the Bill To tab has a C&V Relationship Mgmt record set up and
has the correct, appropriate Network selected and saved.
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3.6.5

Submit Inwoice to FARMERS HOME GROUP
7 Priet to local Pristar

Submit lnvoice to Insurance

Imeaice will be submitted electronically

(=) Subnit Lynx

[ St bovoice | [Oecem

| Submitlrvoice || Close |

Invoice Submission Methods

Once you have finalized the Invoice, click on the [__Submit Invoice | button at the bottom of the Vehicle
display. Select the method to submit the invoice and once again, click on the [__Submit Irwsice | button
located in the method box. If it is submitted successfully, you will receive a message in the Parts
window that contains the submission information. This stamp is in red.

NOTE: Once you submit an Invoice for billing, you cannot make changes to the Invoice.

Vehicle [<=<]
Ticher¥ RC2 23073366
2004 VI not coded ¥
Chevraled Cavakas Laaes Sinte rvics Code J Histo
4 Door Sedan = e bty g
Glass ID Description Bimension  Invoice
Do 192 Vimdshield, encopsulated MExETE
Part Id Description aty  Unit List 0&A Disc Met  Tax
DV 192 Vimdahield GBN 1=ach 575960 | -10% SB35.56 [»
DAVl 192 Windshisld Labar 2.3hrs 54500 +base 220350
’ 20 =
HAHI00004 Adhesie Ureshane, Dam P 1sach 528.00 fiat  530.00 [+
Sub Total 358828
Tax SZ266
I~ Apgply Cash Dacount Total Charges  3588.92
Deductibie Disc Wytgal on SE12004 955 Al D wectills S50.00
Tatal S53B.92

Submitted Invoice Message

Print an Invoice

eDirectGlass allows you to print an Invoice prior to and after submission (please make sure you have
followed all of the steps under Section 1, Getting Started before you attempt to print any Invoices).

Select an Invoice from the Invoice List.
Click on the L | button.
The Invoice Print Preview screen will open in a new browser window.

Click on the & button on the report viewer toolbar located under your browser window address
bar.

pwnpE

= & & F =00 -

Previaws |

1 ot

Report Viewer Toolbar

B | el

5. A print dialogue box will appear. Select the printer you wish to print to and click on the
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|—Fint 1 button.
& prim i= =
Genesal | Opsors |
St Paries

: : ; - "
A I WA SR o
i L]

Cishan  Peads ™ Prrtiz il P'Mmmi
Locatsr -
Carmert: Find Princes. ;
Fagn Farge: i

£ u Humbes of copes: [1 =
i~ A Cunert Pase

T Pagee 1 F e et o
Enoes cithor 3 sngle pigs uber of & ingle _ul‘.l—]_ul_”

pags rangs For esampls, 512

o] _cows | |

Print Dialogue Box

When you have finished printing, just close the report viewer browser window.
3.6.6 Delete an Invoice

To delete an Invoice in eDirectGlass:

1. Open an Invoice.
2. Click on the | button.
3. Adialogue box will appear asking you if you want to delete the Invoice.

crosot ntrne SIS
\?r‘) Delate this Invoke?

ok | concel |

Delete Invoice Dialogue Box

4. Click on the button and the Invoice will be permanently deleted.

NOTE: Once you submit an Invoice, you cannot delete it. You must adjust the invoice to a zero
balance in the Accounting Module.
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4 Message Center
This chapter provides instructions for working with the eDirectGlass Message Center. The Message
Center provides two-way communication with business partners (only with business partners who are
using the eDirectGlass system) focused around the claim. Everything from inquires to exception
requests can be made using this module.
Clicking on the BLUEEEEFERSENER button on the Menu Bar displays the following Sub Menu:
Message Center
Message Center Sub Menu
4.1  Check Messages
eDirectGlass automatically checks for new Messages every 10 minutes and will notify you if new mail
arrives. A New Messages text will appear under your login name in the upper right hand corner of the
screen when you have New Messages. At any time, you can click on the | | button
to check for and review new messages.
Check Messages
From Subject Claim Sent
Statewnide Mutual RE:Renquast Info F211456 John Wayne FA0Z003 1:12:00 PM
Check Messages Window
To review a new message, click on the message line and the message will open in the Work Area.
From:  Stelewide Mulusl Sent: 3A 02003 11200 PW
Subject RERequest info
Claime T 1458 John Winyne
The infarmation is carmect and the deductible is $100
[ Reob | [Deiete]
Review New Message Window
You can either Reply to this message now or simply continue to work elsewhere in eDirectGlass.
Once a new message has been reviewed, it is automatically moved to the Inbox.
4.2 Create Message

You may only create a message for an assignment that came down to your shop through eDirectGlass
from an Insurance Company, Fleet Company or TPA using eDirectGlass. To create a new message,
you have two options:

The first option requires you to open a New Assignment, Quote, Repair Order or Invoice. Once one of
these is open, you can click on the button on the Menu Bar and then click on the
| | button.
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4.3

The second option also requires you to first open a New Assignment, Quote, Repair Order or Invoice.

Once one of these items is open, you can click on the | | button in the Sub Menu in
the respective module Sub Menu.

Once you have clicked on the | | button or the | | button, the

Create New Message window displays in the Work Area.

Creste Hew Message

Cladme 3211458, J003 Cadllac Escalncde

T STATEWADE MUTLIAL MEW YVORK, Ny Bl Adjster
Ca: Min

From: Gary Harl

Subjeet:. Ragquest Infa e

[ SendMessage Now || SerdMesmsagelals || CancalMessage |
Create New Message Box

The Claim, To, Cc and From fields cannot be changed. These fields are populated with the
information from the specific item (Quote, Repair Order or Invoice) you have selected. In the Subject
field, select the type of message you want to send. There are 6 Subjects to choose from: Request
Info, Price Issue, Accepted Invoice, Rejected Invoice, Exception Request and Other.

In the message window, type the message you wish the recipient to read. When you are satisfied with
your message, and you want to send it, click on the [_SendMessageNaw | hytton and the message
will be instantly sent. If you are interrupted or if you want to finish the message later, click on the

[ SendMessagelater | pytton and the message will be moved to the Outbox where you can work
with it at a later time.

Cancel Mezzage

If you do not want to send the message at all, click on the | | button.

Inbox

The Inbox contains all of your received messages. To review a message, simply click on the message
line item. The message will display in the Work Area below the Inbox Message List.

Inbox
From Subject Clalm Sent

Etabewide Mulual Price ks B9561316 Pafricia Hatteras 10 202002 5 24:00 AM
Elabewide Mutual Request Infio BT IE145T villiam Brithon A0 002 T:44:00 AM
Slabewice Mutual RE:Exception Request BETITIT-AL-TE Paul Tunmer 0T 2002 10 2500 AM
Stabewice Mulual RE:Exception Redquest B5636T Tam Rogars 1I0V23,2002 104600 Ak
SAabewide Mulual Régquést Infa BE4EST hvan Avwiultch 1182002 TA7:00 P
Slnbpwics Mutunl RE:Exception Request SE2TIEHT Morin Marcus 1182002 %2300 AW
Slabewwicle Mulual RE:Facuest info 3211455 John Wy 3H02003 11200 FM
Slabewide Mulual RE:Fegues! Irfa 03-046644 Marityn Bullock 10 QU002 2:44:00 PM

From:  Stalewide Wulual

Subject Reguest Info

Clame 3048877 Donald Brerettn
Cuslomer iz on vacation. Please schedule 3 rantal car if nacessary. Reply with
the rental car vendor's info. and |will et up a direct bill,

[ Feph

| [Delete |

Serd: 10822002 53300 AW

Inbox Message List and Message Review
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You can either Reply to this message now or simply continue to work elsewhere in eDirectGlass.
When a claim is archived in eDirectGlass, the message(s) pertaining to that claim will disappear from
the Inbox.
Messages can be sorted in any order by clicking on any one of the following tabs to sort by ascending
or descending alphabetical or date range:
From Subject Claim Sent
Inbox Message List Tab Sort Order
4.4  Outbox
The Outbox contains messages that were previously created but not sent. These messages are listed
in the Outbox Message list. To complete or review one of these messages, simply click on the
message and it will be displayed in the Work Area.
Outhox
To Subjoet Claim Sent

T Slatecwide utual Sent:

Sublect Excepbion Request

Clarnt 3211456 John Wayre

Can we add front windshield tinting for a flat $25.007

[ Send | [Cetete |

Outbox Message List with Message Review
When you are satisfied with your message and you want to send it, click on the | Send |
button and the message will be instantly sent. You may also delete the message permanently by
clicking on the button. Otherwise, you may continue to work elsewhere in eDirectGlass.
45  Sentltems

The Sent Items folder contains all of the messages that have been sent. Messages that belong to
claims that have been archived will not be displayed. To review a sent message, click on the message
line and it will display in the Work Area.

Sent kems
Ta Subject Claim Sent

Staleaioa Ml Arcapted nvoice F30E007 Mike Plarter B2U2003 8- 27:00 AM
Stabewice Mfual Request info Morm Faternbon BUUI000 B 34:00 AM
Stabevwricke Mutual Recuest info pricSET 4 Alicia Moore BHVI003 11:25:00 AM
Statewilde Murtual Pagase st bnfo &2 03 Tadiran Electiie 212003 S:00:0 AM
Stabewice Wfual Requeast nfo 3 Johniny Knoaville B0 200E 3 25:00 P
Tox Slatewide Mulual Senl: S21/2003 1200 2

Subgect Request inio
Chame 3303007 Mike Planter

We would |ike to verify thal this insured has a $50 policy deductible. Please advise as soon as possible. =
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Sent Iltems Review

4.6 Trash

The Trash folder contains messages that you have received and deleted. To review the items in the
Trash, click on a message line and the message will open in the Work Area.

Trash
From Subject Claim

T Pro Subo Glass Serd: 102202002 104800 AW

Subject RE Exception Recquest
Clarft  BSESET Torm Rogers

Yas for flat fee of 20.00
Trash Folder Message Review

You can restore any of the messages in the Trash folder. Open the message and click on the
[ Hestore | button and the message will be moved to the Inbox.
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5.1

5.1.1

C & V Relationship Mgmt

This chapter provides instructions for working with the eDirectGlass Customer & Vendor Relationship
Management module. C&V Management allows you to work with Customer and Vendor contact
information. Contact management allows you to keep detailed information on your business partners.
eDirectGlass has enhanced contact management for the automotive glass industry. The C&V
Relationship Management module is also where you enter and maintain the O&A Rules associated
with the Insurance companies with whom you do business.

Clicking on the EREENEEEERERNELNGIE button on the Menu Bar displays the following Sub Menu:

C&N Relationzhip Mgmt
Owner Contact
Insurance Contact

Agent Contact
Contact

Customer Types
C&V Relationship Mgmt Sub Menu

Owner Contact

The Owner section in C&V Relationship Management allows you to manage and store information
about your customers that is above and beyond the information contained in Quotes and Invoices. An
Owner Contact Record is automatically created in the eDirectGlass system when a claim is initiated by
either creating a Quote or Accepting an Assignment.

Working with Owner Contacts

To work with an existing Owner contact, click on the Crvnier Cortact button and the Find Existing
Owner Contact window displays in the Work Area.

Enter the search information for the contact you are looking for and/or click the [_Find Existing Contact |
button to list all of the contacts in your database. When you locate the contact record you want to work
with, you can either double-click it or single-click the line to highlight the record and select the
[_FRetrieve Contact | button to open the contact record.
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Find Existing Owmner Contact
Coemiany
Last hlame
Fired Pams
Fhone
Find Existing Contact "o mavy enber partind clabs in one or muttiple fields
Comgsny Fii st Hame Last lame Phsie
Eitan ohn (4500 613=-2545 d
Rty Jakann (304) 698-T75E5
Ted Janes (BOZ) 5551277
Doy Harye (4500 555-5553
Ankhony Hendiz (4500 333-3333
Alan Heslar (602} 555-5559
Rty Higlty (4B0) 555-5555
Cinet Hent (574) 5545524
SENTUE Heys (556) 8877745
il Lavigne {4500 445-1245
Ay Lee (B58) 8654444
day Lano (6200 555-5557
Alejardro Lerner (S4E) 5472055
Altorizo Lewenthal (B0Z) 555-ET00
Jokn Littie (452) 145-2145
Howeard Lo (4500 774-54947
Sarah mmn (B58) 659-6173
bdl (123 458-TE00
_Em_[:_
(480) 555_EEES
p.m mrrh'n (454) 547.6545
Stan Marzh (B0Z) 5445574
Iy et (555) 222-4545
Darve Matthewes (480) 5555545
John Hayer (4500 998-9057 =]
Retrieve Conlsct 737 Records
Retrieve Owner Record
You can also sort the entire list of contacts by clicking on any of the column headers after clicking on
the [_Find Existing Contact | putton.
Company Firat Hame Last Hame Phone
Owner Contact Column Headers - Sort Tabs
5.1.2 Maintaining the Owner Record

After you have selected the contact record and have retrieved it, the Owner Contact Record window

will open in the Work Area.

Hew Dwner Contact Recorcd
First Mame [Tamara Mitielia Primairy Bhone (480 T35-4687 ¢
Lazt Hame |Jones Prefic Sl Secondary Phone
Aderesz 1455 E 90th St Fax
Aodressd Tax i
City Scoftsdale State AZ Iip 85256 Mo Tax [
Erread Mocdified
Mo [ -
Owner Contact Record Window
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You can edit any of the information in the contact record. In addition, you can also add Notes to the
contact record. The Notes will not show up in any location other than in the C&V Relationship
Management area. When you are finished making changes to the contact record, click on the
button to save the modifications.

5.1.3 Creating a New Owner Contact

To create a New Owner Contact, click on either the [_Create Mew Contact | putton in the Find Existing
Owner Contact window or click on the | | button in the Owner Contact Sub Menu.

After you click either button, a blank New Owner Contact Record window will display in the Work Area.

Hew Owner Contact Record

First Maime L] Prifssry Phore.
Last Mame Prefic Tarfiic Cecondary Phone
Achdress Fa
Acklressd Tax kd
ity State Iip Mo T [
Moles =]

New Owner Contact Record

1. Enter all of the contact information. First and Last names are required, as indicated by the solid
red boxes.

Enter at least one telephone number, as indicated by the dotted-line red boxes.

If you have any Notes, enter them in the Notes box.

Click on the button to save the modifications and new record.

pwn

5.1.4 Customer Types

eDirectGlass allows you to designate a "type" for any given customer. This feature gives you the ability
to build a list of Customer Types that will meet the needs of your shop. To maintain the list of
Customer Types:

1. Click on the EREEEREEIENTRIFE tab to access the C&V Relationship Mgmt sub menu. From
here, click on the button to display the Find Customer Type panel.

Find Customer Type
Typs
[ Find Type | Add Type || Rese:]

Find Customer Type Panel

2. From here, you can either add new customer types or maintain your existing list. To add a new

type, click on the | Add Type | button to bring up the New Customer Type panel.

Hew Customer Type

Typa Dascripton Desaied

[Save ][]
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New Customer Type Panel

3. Simply enter the new type (i.e., Fleet Company, Commercial, Municipality, etc.) in the Type
Description field and click on the button to add it to your list of Customer Types.

Hew Customer Type
Typa Descnpbon Municipality Disabled
[5ave][Unco Modified
New Customer Type Panel Completed
4. To display/maintain your existing list of Customer Types, click on the | Find Type | button to

show the entire list or enter information in the Type field and click on the | ik Es | button

to show only records that will match your search criteria.

Type

Cammearcial
Fleet Company
Gevermeni
Cash

Credd
Municipalty

:l & Reconds

Find Customer Type List

5. To disable a Customer Type, either highlight the line and click on the button or simply
double-click on the line you wish to maintain to bring up the Edit Customer Type panel.

Edit Customer Type
Type Description
[Save][unse]

Edit Customer Type Panel

6. For the purpose of historical data, you can only disable a Customer Type, you can't change the
Type Description or delete a Customer Type, you can only disable it. To disable the Customer Type

check the Disabled [¥] box and click on the [_2ave | putton to remove it from the drop down list.

7. To assign a type to a customer, simply open the contact record by click on
SRR E T R ReE BT search for the record and bring up the Owner
Contact Record. Select the Customer Type from the drop down menu and click on the
button to apply the Customer Type to the Owner Contact Record.

+ Owmer  Commercial Owner Contact Record
First Name | Ryan Middse Primary Phone | {852) T41-8562
Last Mame |Forl Prefu Sufioc Secondary Phone
Address | 12 Henry Way Mobds Phone|
Addressd Fax
Ciy BALTIMORE State MD Tp 21222 e __
Ema (fyre CETHENEN ~
Nales =1 —
{ lLirAa
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52 Insurance Contact

The Insurance section in C&V Relationship Management allows you to manage and store information
about your business partners that is above and beyond the information contained in Quotes &
Invoicing. This is also where you will add and maintain the O&A Rules associated with each of the
insurance companies with whom you do business.

Note: You can only have one Insurance Contact Record in the eDirectGlass system per
insurance company.

5.2.1 Working with Insurance Contacts

To work with an existing Insurance contact, click on the EE=l =08 button and the Find
Existing Insurance Contact window displays in the Work Area.

Enter the search information for the contact you are looking for and click the [_Find Esisting Contact |

button to list a narrowed search or just click the [_Find Esisting Contact | jytton to list all of the contacts in
your database.

Find Existing Insurance Confact
NSUTANcE
Last Pdames
Firet Mames
Pione

Rezel ou may enter partial data in ore or multiple fiskds

Company First Hame  Last Hame Phone

Record
Find Existing Insurance Contact Window

When you locate the contact record you want to work with, you can either double-click it or single-click
the line to highlight it and select the [__Fetriews Cortact | button to open the contact record.
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STATEWVIDE MUTUAL

1818 AGCKEFELLER PLATA,
HEW YORENY1234

{212} SE5-5555

Firsd r:-:lme Middi

Lasi ﬂlﬂ'-t Pref Suiffix
Address 121 E Here 5t

Addressd

City Scoltsdale State BZ Ip BS

[
LE
L)

Email fickiswmins.com

Lagen id

Agt
Humiar

Al Daatrict

MHoles

Insurance Contact Record
Pramary Ptone_ld-ﬂﬂf- 246-1112
Ssoandary
Mebwork? b
Shk Phains-
Harmen Mabde Phone |
Ly Fax {4807 222-2104
Safelte &
. S
Cest odified  [=——r
Hana

Safele PO y2345

Insurance Contact Record

5.2.2 Maintaining the Insurance Record

After you have selected the contact record and have retrieved it, the Insurance Contact Record window

will open in the Work Area.

STATEWVIDE MUTUAL

1818 AGCKEFELLER PLATA,
HEW YORENY1234

{212} SE5-5555

Firsd r:-:lme Middi

Lasi ﬂlﬂ'-t Pref Suiffix
Address 121 E Here 5t

Addressd

City Scoltsdale State BZ Ip B5ZE8

Email fickiswmins.com

Lagen id

Agt
Humiar

Al Daatrict

MHoles

Insurance Contact Record
Pramary Ptone_ld-ﬂﬂf- 246-1112
Ssoandary
Mebwork? b
Shk Phains-
Harmen Mabde Phone |
Ly Fax {4807 222-2104
Safelte &
. S
Cest odified  [=——r
Hana

Safele PD 4 2345

Insurance Contact Record

You can edit any of the information in the contact record. In addition, you can also add Notes to the
contact record. The Notes will only display in the C&V Record and on the Bill To tab when the
insurance company has been selected. This allows you to enter information that would be important to
the billing process, but will not print on Quote, Work Orders or Invoices. When you are finished
making changes to the contact record, click on the button to save the modifications.
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5.2.3 Creating a New Insurance Contact

To create a New Insurance Contact, click on either the [_Create New Contact | button in the Find Existing
Insurance Contact window or click on the | button in the Insurance Contact Sub
Menu.

Note: You can only have one Insurance Contact Record in the eDirectGlass system per
insurance company.

After you click either button, the Find Insurance Company window appears in the Work Area. Enter

the Insurance company you wish to add a contact record for and click on the L_FindInsurance Company |
button. You must enter at least the first three letters of the Insurance company's name or the state in

order to make the _FindInsurance Company | pytton active.

Once you have located the Insurance Company in the list, double-click the line or single-click the line
and click the [__SelectInsurance | button to open the Add Insurance Contact Record screen.

Find Inswrance Company

Compary LSAS Stete
I |[ Feset |

Company Address City State

USul CAS N5 0O S600 FREDERICKSBURG ROl SAN ANTONO T
LISAA COLN i, = L | JE00 FREDERICHSEURG ROAD | SAN ANTONID [T |
LISAA GEMERAL IND OO 3800 FREDERICKSBURG ROBD SAN ANTOMIO TH
LISAaA TEXAS LLOYDS CO 800 FREDEFICKSBURG RD SAN ANTONO T™®

Find Insurance Company Window

A blank New Insurance Contact Record window will display in the Work Area.

Insurance Contact Record
USAA COUNTY MUT IS CO
3200 FREDERICKSBARG ROAD
IOTXTE2EE

FirstMame| === = | Meodie Preveary Bhane |

——
Last Name Prefi Sulf

£t Nusmiber Safele PO .

New Insurance Contact Record

1. Enter all of the contact information. First and Last names are required, as indicated by the solid
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5.2.4

4,
5.

red boxes.

Enter at least one telephone number, as indicated by the dotted-line red boxes.

If you plan to electronically deliver invoices to this Insurance Company via a third-party
administrator, you must select the proper Network from the radio buttons between the address
and phone number fields. If this is a Safelite Insurance Company, you may enter the Insurance
PID associated with the Safelite Insurance Company in the C&V Relationship Mgmt record and it
will pre-populate the correct field on the Bill To tab of the Quote/WO/Invoice. Either select the
matching PID from the drop down list or click on the add new PID and enter the correct
information listed in the insurance section of your Safelite referral fax.

If you have any Notes, enter them in the Notes box.

Click on the button to save the modifications and new record.

Maintaining O&A Rules

The Insurance Contact Record is where you will set up and maintain your O&A Rules with each of the
Insurance companies you do business with.

1.

Once you have created the Insurance Contact Record and have it opened, click on either the

| | button or the | | button that appears in the Sub Menu to
display the Private O&A CRM Profile Detail window in the Work Area.

Insurance Contact Record
STATEWIDE MUTUAL
1515 ROCKEFELLER PLAZA,
ORKNYD1234

HEY

Neww Private O8A CRM Profile

Dromestic Windshisid lTlﬁ. Cumert MAGS Catalog  |% | HAGS
Foreign Windshieid [-10 %

Domastic Temperec [-10_F
Foreign Tempered | 10 | %

First Repai §

LALOr Roury >

plus Bass Labor

Qtherke Fiat 5

Ofherka 5 [15.00

Adhesive Highmodton-Conductive Urethane
0 KE Fiat §

1.5 K2 Fiat § [35.00]
2OKRFELS
2.5 Ki Fiat § [55.00]
3.0 Kt Feat §
call for 3l pther parts
Remarks
L Seve | Guit Wihowt Saving | miodified

Private O&A CRM Profile Detail Window

When you have finished updating the record, click on the button to commit to your
changes or click on the [__Buit™ithaut Saving | ytton to keep the rules as they were or if you were
creating a new set of rules, to not save them at all.

You may also delete an existing set of private O&A Rules by clicking the [__Delete D&A CRM Profile |

button. You will be prompted by a dialogue box to confirm that you wish to delete the profile.
Click on the * button to delete.

© <2013> ... AMJ Laogistics, Inc.



C & V Relationship Mgmt 125

Microsolt Internet Explorer E

E) Delste this O&A CRM Profile?

ok || ceea |

Delete Profile Dialogue Box

NOTE: You can choose to use the Current NAGS Catalog or select another one from the drop
down list depending on the insurance company's O & A Rules. If the insurance company is
using a percentage above NAGS, you will need to show that as a negative (-) percentage (i.e,
10% above NAGS will need to be entered as -10). Kit pricing is either a flat fee or by quantity. If
the insurance company is using flat enter it in the OtherKit Flat field, otherwise enter the
amount in the OtherKit field.

5.3 Agent Contact

The Agent section in C&V Relationship Management allows you to manage and store information
about your referral agents. You will enter in one contact record for the referral location (e.g., Car
Wash location) and associated records for each of the agents at that location.

5.3.1 Working with Agent Record

To work with an existing Agent contact, click on the button and the Find Existing
Agent Contact window displays in the Work Area.

Enter the search information for the contact you are looking for and click the [_Find Eisting Cantact |

button to list a narrowed search or just click the [_Find Existing Contact | 1ytton to list all of the contacts in
your database.

Find Existing Agent Contact

Company
Last Name
Firat Name
Find Existing Contact ou may enler partial daia in one or multipie fislds
Create Neaw Contact
Com pany First Name  LastHame Phone
Dirt B Gone Car Wash = N 100th 5t Romnie SEam (450) Sd44-1121
Dirt B Gone Cor Wash - Shea Lark UcGrath (480) B44-8541
Dirt 8 Gone Car Wash - Shea Gwen Slefand (480) 5448541
Dirt B Gone Car Wash - Shea Raob Thamas (420} S44-B541
Quiky Mart Luba & O Fred Durst (480) 554-1212
Tonys Lube & 0 - FLW Robert Planie: (480) S84-1221
Tonys Lube & O - FLW Tony Tiger (£80) 554-1221

Find Existing Agent Contact Window

When you locate the agent record you want to work with, you can either double-click it or single-click
and select the |_Fetrieve Contact | button to open the contact record.
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Agent Record
Company Dif B Gone Car\Wash - Shea | Primary Phone:(450) B44-8541 1
Contact Justin Wax Sa:-:\an-daryﬂh-:-nsil_._ oo
agdress 9875 E Shea Bhvd Fax
Addressd Tax id
City Scollsdale Sate AZ  Zip A5258 Mo Tax["
e CEE=)
Hegdes
First Mame Last Hame Phone
Mark WGt Jdemadees |
GWwen Sletani (450) 945-1445
Rab Thomas (430) 8141414
[ Creste MewContsct | [ RetrevaCortasl |  3mecorss

Agent Record

You can also make changes/updates to the individual Agent Contacts from this screen by either

double-clicking on the line or single-clicking the contact and clicking on the |

to open the Agent Contact Record in the Work Area.

Retieve Contact | button

Agent Contact
Firat Nama |Kark Mgk Rame Primary Phona:{4B0) 31 3-044% -
Last Rame|kCGrath ] Prisfec Suffix Secandery Phone:
Adgress 12987 W 100th Pl Fax
Addressd 55N # 999-99-8993
Ciy Scoltsdale State AZ Zip B5260 ractive
Ermai |:| I:l
heles

Agent Contact Record

5.3.2 Maintaining the Agent Record

After you have selected the contact record and have retrieved it, the Agent Record window will open in

the Work Area.
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Agent Record
Cempany [Dif B Gone CarWash - Shaa | Primary Phone:(450) B44-8541 1
Contact Justin Wax Secondary Phone. H
address GB7S E Shea Bhad Fax
Addressd T
City Scobisdale Suabe A7 | Zip| 85253 Mo Tax [
=]
Hodes|
First Hame Last Name Phone
Gren Sletani (450) 945-1445
Raob Thomas (480) B14-1414
[ Creste MewContact | [ RetiewsCortasl | 3 Records

Agent Record

You can edit any of the information in the contact record. In addition, you can also add Notes to the
contact record. The Notes will not show up in any location other than in the C&V Relationship
Management area. When you are finished making changes to the contact record, click on the
button to save the modifications.

5.3.3 Creating a New Agent Record

To create a New Agent Contact, click on either the |_Cieate Mew Contact | putton in the Find Existing

Agent Contact window or click on the | | button in the Agent Contact Sub Menu. A
blank New Agent Record window will display in the Work Area.

Mewr Agent Record
Company ]
Contact
dodrass
Addresss T i
City Srabe g Mo Tax [
Ema Modified |:|
Hotes|

New Agent Record Window

1. Enter all of the information for the agent location (you will add each of the referral agents at a later
time). Company Name is required, as indicated by the solid red box. You may add a main
contact under this record, but if this person is a referral agent, you will also need to enter that
person as a contact for this record.

Enter at least one telephone number, as indicated by the dotted-line red boxes.

If you have ani Notes, enter them in the Notes box.

Click on the button to save the modifications and new record.

rwn
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Bew Agent Record
Company | Quiky Mart Lube & Qil | Primary Phone:(480) 554-1212 1
Contact Bob Fender Secondary Phone: .-:
address §956 N Pima Rd Fax (480) 554-1213
Lddressl Tax i BE-121311
City Scoll=dale Sabe AZ  Zip B5258 Mo Tax [
Emal fender bob@guikymartiube&oil net Modified

Hotes| |

Completed New Agent Record Window
5.3.4 Adding Agent Contacts

Once you have added the main Agent Record, you must now enter in all of your referral agents for
tracking purposes (i.e., if you are required to send the referral agents 1099's at year's end).

1. Click onthe button to display the Find Existing Agent Contact window in the
Work Area.

2. Click on the [_Find Existing Cantact | hytton to display a list of all of your existing Agent Records.
Note: If you have already entered referral agents for a main contact, they will be listed as
separate lines, but they are all part of the main contact record.

Find Existing Agent Contact
Company
Last Hame
First Hame
Phone
Fird E'Iiﬂ‘.-l'lq Cortadt oy may enter partial data in one or muBiplk: fickds
Lreate New Contact
Ciom pany First Name  LastHame Phone
Dirt B Gone Car Wish - N 100th St | Rornbe | Seam [{460) S44-1121 |
Dirt 8 Gone Car VWash - Shea Lark McGrath (480) 544-8591
Dirt B Gone Car Wash - Shea Gwen Slefand (480) B44-B541
Dirt B Gone Car YWash - Shea Rob Thamas (£80) B44-B541
Quiky Mart Lube & O Fred Durst (480) 554-1212
Tomys Lube & O - FLW Robaert Planie (480) 554121
Tomys Lube & Od - FLW Tony Tiger (£80) S54-1211

Find Existing Agent Contact Window

3. You may select the record you wish to add an agent to by either double-clicking the line or
single-clicking the line and then clicking on the |__Retrieve Contact | button to display the existing
main Agent Record window in the Work Area.
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5.

S AgemtRecord
Company[Dift B Gone Car Wash - M 1001 :

Contact Hamry Shiner
address 10225 M 100th 5t

Address2 Taxid B6-2414444
Ciy Scobisdale Swabe A7 | Zia|BE2SG HoTax["
et
Netes

| FirstMame | LastMame  Phome
Ronmie [Sesm | {4B0}451.7614

[ CostetiewContact | [ RetieveCotedt |  1Recors
Agent Record Window

T E— T
e — St
Addrasg
Addressd
Cey State Z
Email
Holes
New Agent Contact Window

First Name Wil Mame
Lastame[Taglor | Fref Sulfx
Address 3847 E Thomas Rd
Agdress2 ® 214 55N # 995-99-5391
City Phoenix Staie AZ Zip 85018 kacive [
Emai Modified
Hides ~

Completed New Agent Contact Window

129

To add an additional Agent Contact to this record, click on the [_Create New Contact | button to
open the New Agent Contact window in the Work Area.

When you have finished entering the necessary information, click on the button to add this
Agent Contact to the Agent Record.
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54 Other Contact

The Other section in C&V Relationship Management allows you to manage and store information
about businesses that offer services such as telephone, supplies, rental car, etc., to your company.

5.4.1 Working with Other Contacts

To work with an existing Other Contact, click on the Other Cortact button and the Find Existing
Other Contact window will display in the Work Area.

Enter the search information for the contact you are looking for and/or click the [_Find Esisting Contact |
button to list all of the contacts in your database. When you locate the contact record you want to work
with, you can either double-click it or single-click and select the [__Fetrieve Cantact | putton to open the
contact record.

Find Existing Other Contact

Company
Lt hlames

Firzt MName

Phone
Find Existing Contact Reset oy mavy enber partind claba inoone or mustiple fiskds

Company First Bame  Last llame Phone

1 Record
Retrieve Other Contact Record
5.4.2 Maintaining the Other Contact Record

After you have selected the contact record and have retrieved it, the Other Contact Record window will
open in the Work Area.

1 Owener o) Commercial Other Contact Record
Compary A& Car Rental Phaons [([480) 212-5236 |
Corfect Mike Jones Cecondary Phone
Addrezz 18778 N 82nd 5t Fax (4B0) B56-TETE
Addressd Tox id SET4TAAT
ity Scoltsdale Siale AT Ip 85257
0z

Moles| Rerdal Code 1238

Other Contact Record Window

You can edit any of the information in the contact record. In addition, you can also add Notes to the
contact record. The Notes will not show up in any location other than in the C&V Relationship
Management area. When you are finished making changes to the contact record, click on the
button to save the modifications.
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5.4.3 Creating a New Other Contact

To create a New Other Contact, click on either the [_Create Mew Contact | putton in the Find Existing
Other Contact window or click on the | | button in the Other Contact Sub Menu.

After you click either button, a blank New Other Contact Record window will display in the Work Area.
Hew CHher Recorcd

Phione

oy [
Comfact Cecondary Phone
Achdress Face
Acklressd Tax kd
City State Ip Mo Tz [
Ernnd :l I:l
Moles J
=

New Other Contact Record

Enter all of the contact information. Commercial Records require the Company Name.
Enter at least one telephone number, as indicated by the dotted-line red boxes.

If you have any Notes, enter them in the Notes box.
Click on the button to save the modifications and new record.

PobE
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6 Marketing

This chapter provides instructions for working with the eDirectGlass Marketing module. The Market
module allows you to create and manage marketing campaigns. Once marketing campaigns are
established, you can use them when creating new quotes so that you can track the return for each
marketing campaign your company is participating in such as Yellow Pages, Radio, TV, etc.

Clicking on the EERAEIEEINY button on the Menu Bar displays the following Sub Menu:

harketing

Wl g Repaotts
Marketing Sub Menu

The Marketing module is very easy to implement and use. After you have created the necessary
Marketing Campaigns, you can begin tracking your Marketing efforts. In a Quote, Repair Order or
Invoice, all you have to do is click on the button in the Task Menu as you are working in
a claim. In the Owner box, click on the drop down box next to Campaign and choose the appropriate
Campaign as it relates to the claim. Remember to click on the button after you choose a

Campaign.
[ owne [ nswance || Agend [ Lossimia || ekl | T | Al
& Owner O Comamercial dwner
First Mame | Tannar Ilicidie Primary --'hn'l'-"'[‘“3':':"5'3Fq!a'l'5
Lazt Mame  |'Williams Prafix Syfin Secondary Phone o - _1
Acdress 1413 E 110Eh 5t L] :\hil'l'“-'i B |
Addréassd Fax
l:.-1'_-'| Scoltsdale - State AL Ip|859258
Ermad Modified
Store | Pro Aute Glass =] Sales Person| Teen Salasauy =]

Billo (¥ Cramier (Clinswrance O Other Carpaiy ([ e -I
E

.-"--
Campasgn Drop-Down

6.1  Owner Marketing

Owner Marketing allows you to create and manage marketing campaigns related to walk-in or referral
business.

6.1.1 Working with Owner Marketing

To work with an existing Marketing Campaign, click on the EEREENEAIERENNTT button and the Find
Campaign (Owner Marketing) window displays in the Work Area.

Enter the search information for the Campaign you are looking for and/or click the LFind Existing Campaign |
button to list all of the Marketing Campaigns in your database. When you locate the Campaign you

want to work with, you can either double-click it or single-click and select the [ Retreve Campaign |
button to open the Campaign record.
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Find Campaign (Owner Marketing)

Type | Any ri Campaign Code Campeign Bams

Setuz Open [T Closed [T

[ Fired Ezdisting Campaign | | Resst | “Wioul ey ender parial dals in one or mubipls fhekds
Craahe Mew Campaign
Code Hame Tupe Status
Y2004 viellow Pages 2004 YelowPages Open
R 5 | Pl Resdlio 1015 The Tone | Feauchic |Cpen |

|  FRetieve Campaign. | 2 Records
Retrieve Owner Marketing Campaign

After you retrieve the campaign record, the Edit Campaign (Owner Marketing) window will display in
the Work Area. Make any modifications to the Campaign and when you are finished, click on the

button.
Hew Campaign (Owner Marketing)

Campaign Cods [R101.5

~mempadon Mame | Pl Radio 101.5 The Zone

Crmpaion Type

Campaign Start (01/01/2004 Campaign End 0103172004 Campaign Closed [
Stardard Offar: 12 Frée Dirners or dienond braceled promoticn LI

Prommis hobes

Moditied
Edit Campaign (Owner Marketing) Window

6.1.2 Creating a New Campaign

To create a New Owner Campaign, click on either the [ Er&ate New Campaian | hytton in the Find
Campaign (Owner Marketing) window or click on the | | button in the Owner
Marketing Sub Menu.

After you click either button, a blank New Campaign (Owner Marketing) window will display in the
Work Area.

Hew Campaign (Owner Marketing)

Campaign Crte [

“nemgnigry Mame

Compasgn Type

|"velow Pages
| Oltfee

Carmpaign Start |:| Camgaign End Campaign Closed [

Promis bobes

Enal

New Campaign (Owner Marketing) Window
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1. Enter a Campaign Code. This code will be used for identifying campaigns for reporting purposes.

2. Enter a Campaign Name that will be associated to the Campaign Code. This name should be
short yet descriptive.

3. Select a Campaign Type. If you select 'Other' please fill in a description in the box that will
appear.

4. Select a Campaign Start and End date.

5. Enter Promo Notes. Use this area to note, in as much detail as you wish, the description of the
Marketing Campaign.

6. Click onthe button to save the New Campaign.

6.1.3 Close an Owner Campaign

When your Campaign time period is over or at anytime during a Campaign, you can close the
Campaign so it is no longer displayed in the Quotes & Invoicing module.

To close a Campaign, find the Campaign you wish to close by clicking on the [Find Existing Campaign |
button in the Find Campaign (Owner Marketing) window. In the Edit Campaign (Owner Marketing)
window, click on the Campsign Closed W check box and click on the button to close the Campaign.

Finad Camngeabgn {Owner Marketing)

Type | Ay 'ri Campaign Cods Campaign Mame

Statuz Open [T Closed [T

[FndE:ds&ugEamdml |Flaui| Wiou may enber partial data inone or multiple felds
Cresbe Mew Campaign

Edlit Campaign {Owner Marketing)
Campaign Code | RadiosD
Carmpaignh Mame 4549 3El:|1

Diitecct bl
Fhoee
Campdigh Type i
“ebow Page:
Oty
Camgalgn Start | 2112004 Campaign End 2729520014 Campaign Closed B
[12 free dnrers =]
Promo Mobes

Edit Campaign (Owner Marketing) Window - Closed Campaign

You may also close a campaign by highlighting the campaign line in the Find Campaign (Owner
Marketing) listing and clicking on the | | button in the Sub Menu.

NOTE: Once a Campaign is closed, it cannot be reopened.

6.2  Agent Marketing

Agent Marketing allows you to create and manage marketing campaigns related to working with
Agency's or Third-Party Administrators.

6.2.1 Working with Agent Marketing

To work with an existing Agent Marketing Campaign, click on the IR EREIEIT button and the
Find Campaign (Agent Marketing) window will display in the Work Area.
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Enter the search information for the Campaign you are looking for and/or click the [Find Existing Campaign |
button to list all of the Agent Campaigns in your database. When you locate the Campaign you want to

work with, you can either double-click it or single-click and select the [__Fietrieve Campaian | pytion to
open the Campaign record.

Find Camygraign {Agent Marketing)

Type | Any 'rl Campaign Code Crrmgeion MNames
Stetus Open [T Clozed [T
| Find E sisting Campaign | | Resey ‘wou ey erder parial dala in one or mulipls flekds
Create Mew Campaign
Caode Harne Type  Status
[ RedieveCampsign | 1 Record

Retrieve Agent Marketing Campaign

After you retrieve the campaign record, the Edit Campaign (Agent Marketing) window will display in the
Work Area. Make any modifications to the Campaign and when you are finished, click on the

button.

Hew Campaign (Agent Marketing}
Campaign Code [TMSF
Carmpadon Mame [Tom Marcha Stale Famn Ageanty

Campaign Type E:;‘E
Oltfee
Camgaign Start (0170172004 Campaign End DIII02004 Campalgn Closed [

Foor & reterrats thal e recehoe from (hes agency, we will deeount the job in the form of a rebate 1o j
the Agency inthe amount of $25 per referral
Promo Mobes

|
Madified
Edit Campaign (Agent Marketing) Window

6.2.2 Creating an Agent Campaign

To create a New Agent Campaign, click on either the [ Create Mew Campaian | hytton in the Find
Campaign Lookup Screen or click on the | | button in the Agent Marketing Sub
Menu.

After you click either button, a blank New Campaign (Agent Marketing) window will display in the Work
Area.
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Hew Campaign (Agent Marketing)

L Armpesgry Lode |

Campason MName

| Duect Mad
Fh'DﬂE'

Appe
Oltier

Campaign Start [ Campakgn Erd Campaign Closed [

Campaaghn Type

Profmoe Mobes

[Save] [Unss]

New Campaign (Agent Marketing) Window

1. Enter a Campaign Code. This code will be used for identifying campaigns for reporting purposes.

2. Enter a Campaign Name that will be associated to the Campaign Code. This hame should be
short yet descriptive.

3. Select a Campaign Type. If you select 'Other' please fill in a description in the box that will
appear.

4. Select a Campaign Start and End date.

5. Enter Promo Notes. Use this area to note, in as much detail as you wish, the description of the

Marketing Campaign
6. Click on the i button to save the New Campaign.

6.2.3 Close an Agent Campaign

When your Campaign time period is over or at anytime during a Campaign, you can close the
Campaign so it is no longer displayed in the Quotes & Invoicing module.

To close a Campaign, find the Campaign you wish to close by clicking on the LFind Existing Campaign |
button in the Find Campaign (Agent Marketing) window. In the Edit Campaign (Agent Marketing)
window, click on the Campsign Closed W check box and click on the button to close the Campaign.

Find Camgeaign {Agent Maketing)
1'mtm Campaign Code Campaien Mame
Statuz Open [T Closed [O
[ Fired Exdisting Campaign | [ Fiezst | You mary enter partial data in one or multiple Teelds
Edit Camgralpn {Agert Marketing}

Cmmipaign Cocle | Mailer
Campaign Mame [Rieferral Mailer

Ph-:ﬂc
IIIIher

Campaign Type

Campaign Start (20872004 | Campaign End 2ATI2004 Campaign Closed B
525 off asch refarral froem the agant LI
Promno Mobes

Madified

Edit Campaign (Agent Marketing) Window - Closed Campaign

You may also close a campaign by highlighting the campaign line in the Find Campaign (Agent
Marketing) listing and clicking on the | | button in the Sub Menu.
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NOTE: Once a Campaign is closed, it cannot be reopened.

6.3  Fleet/Ins Marketing

Fleet/Ins Marketing allows you to create and manage marketing campaigns related to working with
Fleet or Insurance companies.

6.3.1 Working with Fleet/Ins Marketing

To work with an existing Marketing Campaign, click on the EELEE2SREFREWESIET button and the Find
Campaign (Fleet/Ins Marketing) window displays in the Work Area.

Enter the search information for the Campaign you are looking for and/or click the [Find Esisting Campaian |
button to list all of the Fleet/Insurance Campaigns in your database. When you locate the Campaign
you want to work with, you can either double-click it or single-click and select the

[ Retrieve Campaian | hutton to open the Campaign record.

Find Camgsabgn (Flaet Ing Mark eting)

Type | Any - Campaign Code Campemicn Mame

Stetus Open [T Closed [T
| Fired Ezsisting Campaign | | Fiese | iota ey erder partial diata in one or mubiple felds

Craabe Mew Campsaign

Code Hame Type  Status

| ! En % C i.'.'--'....! .i‘:! !
[ RetieveCampsign | 1 Recaord

Retrieve Fleet/Ins Marketing Campaign

After you retrieve the campaign record, the Edit Campaign (Fleet/Ins Marketing) window will display in
the Work Area. Make any modifications to the Campaign and when you are finished, click on the

button.

Edit Compaign (Fleetins Marketing)
Campaign Code [ERAC
Camgaion Mame [Entamprise Rent-#-Car

o sy Ty Fhone
Camggn Type || o

| Otives

Camgaion Start [171/2002 Campaign End 12531/20032 Campaign Closed []
[This campaign is setup 1o track referrats trom local ERAC locations

Profmis Mobes:

[Save] [Unds]

Edit Campaign (Fleet/Ins Marketing) Window
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6.3.2

6.3.3

Creating a Fleet/Ins Campaign

To create a New Fleet/Ins Campaign, click on either the LEteate Mew Eampaian | hytton in the Find
Campaign (Fleet/Ins Marketing) window or click on the | | button in the Fleet/Ins
Marketing Sub Menu.

After you click either button, a blank New Campaign (Fleet/Ins Marketing) window will display in the
Work Area.

Hew Campaign (Fleetins Marketing)
Campaign Cote [
AT Mame
| Fedesed
P (-
Campain Type ks
Oty
Camgmdin Start Campagn End Campagn Choeed I:‘
Promo Motes

New Campaign (Fleet/Ins Marketing) Window

1. Enter a Campaign Code. This code will be used for identifying campaigns for reporting purposes.

2. Enter a Campaign Name that will be associated to the Campaign Code. This name should be
short yet descriptive.

3. Select a Campaign Type. If you select 'Other' please fill in a description in the box that will
appear.

4. Select a Campaign Start and End date.

5. Enter Promo Notes. Use this area to note, in as much detail as you wish, the description of the
Marketing Campaign.

6. Click on the button to save the New Campaign.

Close a Fleet/Ins Marketing Campaign

When your Campaign time period is over or at anytime during a Campaign, you can close the
Campaign so it is no longer displayed in the Quotes & Invoicing module.

To close a Campaign, find the Campaign you wish to close by clicking on the [Find Existing Campaign |
button in the Find Campaign (Fleet/Ins Marketing) window. In the Edit Campaign (Fleet/Ins Marketing)
window, click on the Campsign Closed W check box and click on the button to close the Campaign.

© <2013> ... AMJ Logistics, Inc.



140

eDirectGlass Total Shop Management User Manual

6.4

Find Campaign {Fleet Ins Marketing)

Type lﬂ Campaign Code Campaign Name
Sotuz Cpen [T Closed [
[ Find E:isting Campaign | [ et | o may enter partial data in ore or multiple feids
Edit Camypalgn (Flest Ins Marketing)

Campaign Code [Eﬁﬁ-'&
Campaign Name [Enberprise Rent-&-Car

Campasgn Type E::t
Ottt
Campaign Start (11172003 Campaign End 1203172003 Campaign Clozed B
[Tris campaign is $ebup 10 frack referrals from kcal ERAC locations ZI

Promie Mibe:

. Maoified
Edit Campaign (Fleet/Ins Marketing) Window - Closed Campaign

You may also close a campaign by highlighting the campaign line in the Find Campaign (Fleet/Ins
Marketing) listing and clicking on the | | button in the Sub Menu.

NOTE: Once a Campaign is closed, it cannot be reopened.

Marketing Reports

If you want to see how a campaign is performing, click on the EERAELEIETREEETT button and the
Reports Sub Menu will be displayed.

Marketing Reports Sub Menu

Choose a report type from the Sub Menu.

Campaign Reports

When you click on the | | button, the Owner Report window will appear in the Work
Area.

Owener Report

Crwvnar By Type & Drate froim Campaigh |sssss{lwner Marketngesass

: y . Rl 5 - Pho: Fradio 1015 The Zooe
Campaign By § Db to Y2004 - Yebow Pages 2004
Status Open [ Closed [ mamandgent M atketingssses
=) oot
| e Fiow Heparth |

agrwdE

Owner Report Window

Select a Report; Owner By Type (&) or Campaign By 8 (O,

Select a date range.

Select a Status. You can choose both open and closed if necessary.

Choose a Campaign. You can only choose one Campaign at a time.

Review the information selected to make sure it is what you want for your report. Click on the

[ ShowRepot | putton to build the report.
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6. You can also print the report by clicking on the button which will open the report in
another browser window. Click on the button in this browser window. The print
dialogue box will appear. Click on the ___Print_1 putton to send the report to the printer you
have selected. When you have finished, click on the [__Clozeindow | button.

e =l 1%
Genessl | Dpsiors |
Geimct Portes
=2 = k-

Fafn Acrchat At Caren Fufo P

Costller on . S520GN .. Laserdet 41

4

S Pesdy I Pariolls  Preleence
Locabaon

C Foref Frinker
Fage Farge

A Mumbes of copses: 1 =
ol 'l

" Faget 1 F 3 N
E e esthest 3 pingles paage rumier o0 3 Brgls _LliIJ_JilJ

page rarge Foresargls, 512

Pk | Caod | |

Print Dialogue Box

Agent Reports

When you click on the | | button, the Agent Report window will appear in the Work
Area. This report is based on information entered in C & V Relationship Management - Agent Contact
and as applied on the Agent Tab of each record.

Agent Report

Agant Company (&) Agerit by Clakrs (8 Oste from

. & ok ) Pk
Apend Lontacy ) Leabe b2

Show Repu:
Agent Report Window

Select a Report; 2%t Company @ or Agent Contact O

Select the report type: ~snt by Claims &) o Agentty § O
Select a Date Range.
Review the information selected to make sure it is what you want for your report. Click on the

[ ShowRepot | putton to build the report.
5. You can also print the report by clicking on the button which will open the report in

another browser window. Click on the button in this browser window. The print
dialogue box will appear. Click on the ___Print 1 putton to send the report to the printer you
have selected. When you have finished, click on the [__Clozeindow | button.

Pwbd PR
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T ERIE
Genecal | Dpsion |
St Papie
= = = = []
o RO WA CEEP m*_lJ
Ll L]

S Pesdy I Particlle  Preleence
Lot =
Commarit: Fired Printes. ]
Page Farge

= M of copee: [T =
(ol A 0

CPagee [ F

E e esthest 3 pingles paage rumier o0 3 Brgls
page rarge Foresargls, 512

e

T ] oo | |

Print Dialogue Box

Fleet/Insurance Reports
When you click on the |

| button, the Insurance Report window will appear in the

Work Area.
Insurance Report
Ingurance by Clams & Date from
Insursnce by § O Dade to
Showe Flepoit

Insurance Report Window

1. Select a Report; Insurance by Claims (@) or Insurance by $ (O,

2. Select a Date Range.

3. Review the information selected to make sure it is what you want for your report. Click on the
[ ShowRepot | putton to build the report.

4. You can also print the report by clicking on the button which will open the report in
another browser window. Click on the button in this browser window. The print

dialogue box will appear. Click on the [ —__Fiint 1 button to send the report to the printer you
have selected. When you have finished, click on the [__Clozeindow | button.

& e R T
Genessl | Dpsiors |
Select Piries
=® FE =B B [|
fago hAochat ety Caten Fago P e S50 m
Coblier on . FRQEN Lo Jak 61, i“l'.ﬁ[!fjﬂ =
Ll ]
S Pesdy I Particlle  Preleence
Lot
Commarit: Fired Printes. ]
Page Farge
L Humbes of copes: [1 =
(ol A 0
oL — 2
E e esthest 3 pingles paage rumier o0 3 Brgls _Ilz—l_]Ji!J
page rarge Foresargls, 512
Pk | Caod | |

Print Dialogue Box
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7 Accounting
eDirectGlass has a complete Accounts Receivable module that allows you to manage the billing
process. When you click on the IEE=EENLE button on the Menu Bar, the Accounting Sub Menu is
displayed.
Accounting
Closed Invoices
Accounting Sub Menu
7.1  Accounting Overview
When you submit Invoices in eDirectGlass, you can manage the receivables process using the
Accounting module. In this module, you can post payments, adjust invoices and manage collections
using accounting reports.
eDirectGlass does not contain any other accounting module such as Accounts Payable, Payroll, etc.
We recommend many different accounting packages for complete accounting such as QuickBooks,
Peachtree or MYOB.
7.2 Post Payment

You can post a payment to any Invoice that has been submitted. To post a payment to an Invoice,

click on the Past Paymert button and the Post Payment window is displayed in the Work Area.
[+ Single Invoice [ Multiple invoicas Post Payment
Data] | Ameunt] | |selextype W[ ] padey ¥ nsurance " Cwner
Find Invoice
Submittes Owmer Rsurance
b Phone Chaim Ng
ake Ip Invoice Ne
Unos| VN
[ |(Res=t |

Post Payment Window

1. Select whether you are going to post a payment for a Single Invoice or for Multiple Invoices.
There are times when a TPA/Network or Insurance company may send you a combined payment
for multiple invoices; therefore, you would select Multiple Invoices.

2. Enter the Amount to post against the Invoice(s).

3. Select the Payment Type from the drop-down list and then enter the referral number of the
payment (check number or credit card approval code).

4. Select whether the payment is from Insurance or the Owner.

5. Inthe Find Invoice window, enter the Invoice Number or one of the other fields and click on the
I Fird | button. You can also just click on the | Find | button with no
search criteria to list all of your outstanding Invoices.

6. The Invoice Lookup screen will display in the Work Area.

7. Select the Invoice and the Payment Amount will be added to the Post Payment Field.

8. Click on the [_#pply Payment | pytton to post the payment.
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(+ Single Invoice © Multiple Imvoices Post Payment
Date| 08072007 | amcura[50.00 | |wisa w |BL54BE Paid By © lsurance (% Cwner
Find Invodce
Submitted Qwner Fisurance

W ear Phone Claim Mo

ake Ip Invepice Ng 32986

Model VI
[ Firsd |[ Rest |

Owner Invoice  Amount Balance  Post Payment

N | 25.00 | 5128 :__f[.gg
1 Record

Apply Payment Window

9. After the payment has been posted, the Apply Payment window will update and reflect the new

balance.
Cwner Ineoice  Amount Balance  Post Payment
Maria Grey 2006 $125.00 57500

Updated Apply Payment Window

If you choose the Multiple Invoice button at the top of the screen, you will need to choose the Paid By
from either Network, Insurance or Owner. The Payor list will be based on this selection (e.g, Paid By
Network will give you a listing of Safelite or LYNX).

I Single Invoice ~+ Multiple Invoices Post Payment
Paid By & Metwork ( nsurance  Qwner
Date [0410/2005 | amount| ] check na|
Find invoices
[~ Holnsurance Payar W
[ [ Faset | avaiabibe &maunt 0.00

Multiple Invoice Screen

7.3  Adjustments/Credits

Situations will arise from time to time that will require you to adjust an Invoice. For example, you may
need to waive a deductible or agree to discount an Invoice to meet program requirements after an
Invoice has been submitted. It is important to track these adjustments for accounting and

management reasons.

To adjust an Invoice, click on the button and the Adjust/Credit Invoice window
will display in the Work Area.

AdjustiCredit Invoice
Date Cwner NEUrARCE
W Phong Claim Mo
Make " voice Ho

Madel Paid By ( Insurance = Owner

[ Find ][ Reset| Oty display: || Adgestments 7| Credt Memos

Adjust/Credit Invoice Window
1. Enter an Owner, Insurance Company or Invoice Number and click on the | Find
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button.
2. Inthe Find list, click on the Invoice you want to Adjust.
3. The Adjustment window will display in the Work Area.
4. Enter the Amount to Adjust and a Reason for the adjustment and click on the [___Adiuist Invoice
button.
Adjust Invoice
Dinbe Qwner NEUrANcE
b Phgne Clain No
Mais Zip Ivoice N
Mods W
Firsd [ Rzt ]
Damier Insan ance Inwrarice Amount Balance
Date [0Z/20/2005 amount Adusted| | Crada mama [
Sal invonss slatus 1o EUE'-'_E:E
R&asan
[ ivece ]
Adjustment Window
5. The Adjust Invoice window will refresh and display the Invoice with the adjustment applied.
LT [[RELTIETRTSSS Ireaice Amsunt Balanca
Charton Heston STATEVADE MUTLLAL 2508 $952.22 585222
7.3.1 Credit Memo

The eDirectGlass allows you to create a Credit Memo in the system. This Credit Memo functionality,
leaves the original invoice intact (for date ranged accounting issues), moves any payments and/or
previous adjustments made on the original invoice to the newly created invoice and creates a new
invoice with the current date with all of the original invoice information so that you can adjust pricing
and resubmit the new invoice instead.

To create a Credit Memo, click on the button and the Adjust Invoice window will
display in the Work Area.

AdjustiCredit invoice
Date Owrer nsurance
€ Phane Claim Mo
Hake Zip voice Ne
Mode Paid By (™ Insurance & Owner
Find [ Reset] Onty display: || Adjustments [ Credit Memos
Adjust Invoice Window
1. Enter an Owner, Insurance Company or Invoice Number and click on the | Find

button.

2. Inthe Find list, click on the Invoice you want to Credit.

3. The Adjustment window will display in the Work Area. Select the Credit Memo radio button (this
active for Invoices only) and the parts list from that particular invoice will display on the screen.

4. Check all parts for a full credit or just individual parts for a partial credit, enter notes in the Reason

box and click on the [__!ssue Credit Memo | b tt0n to apply the credit memo to that invoice.
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7.3.2

test fest No insurance
SCOTTSDALE AZ 85258
5551234567
— Auftamobds Infodmabon — I urance I formalion
ear: 1557 Sub Totat $451.40  Policy # Sub Totat $0.00
Make: Acura Taxes: 516.55 Chim# Tames: 50.00
Modek 2. 2CL Grosa Tolal S467.55  Agend: Grioes Total S0.00
Style: 2 Door Coupe Deductible: 50,00 Loss Dale: Deductible: 50,00
VB 121455750 Cause:
Involce: 2686244 Owener Met Total: $467.95 Ins/Fleet Net Total: $0,00
Partid Description Qty Unit Amount
FRO2008 Windshisid 1 Ea $207.50
"] LABOR Labor 23 HRS $195.50
| [rosomcis  oresie 20 cusorepsnores ] ol seod

Dote [07ME2013 ] Amount Adusted [ 0]

Resat wrviica submt status | Credt Adusimant Negative Paymant [ " Adustment & Credit Memo
Reason [Cred? for urethana o
lssue Credit Memo [ Re-Print Credit Memo

Credit Memo Window

5. Once you have clicked on the |__ssue Credit Memo |y 110, you will get a dialogue box verifying
that you wish to issue this credit memo. Once you click on the button, you will be
taken to the new invoice to make your pricing adjustments and resubmit the invoice.

e e S =

| :9' Are you sure you want to issue a Credit Invoice for 48,72 7

oK [ Cancel

Credit Memo Dialogue Box

Reset Invoice Status

There may be times after you have submitted an invoice to an Insurance Company where you may
need to make changes that do not effect the pricing that was submitted to the Insurance Company
(i.e., you need to update a VIN Number or change an address). In order to make any changes to an
already submitted invoice, you must first change the submission status and then you can make
changes to the invoice. NOTE: If you have already submitted the record electronically to the
Network, you must first receive a manual rejection of the invoice from them before you can
‘unlock’ and resubmit the invoice electronically. Failure to do so may result in a duplicate
invoice rejection from the Network and charges from eDirectGlass and/or the Network may be

incurred.

To reset the submission status on an invoice, click on the EEaEEEENEINENEI button and the Adjust
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Invoice window will display in the Work Area.

AdjustiCredit Invoice
Date Crwner NELrANCE
Vedr Phone Claim No
Wake Zip vvoice No
Ladel Wi Paid By ( Insurance (& Owner
| Find ][ Feset] Onty dispiny: (7] Adustments (7] credd Memos

Adjust Invoice Window

1. Enter an Owner, Insurance Company or Invoice Number and click on the | Find

button.
In the Find list, click on the Invoice you want to Adjust.
The Adjustment window will display in the Work Area.

Enter a 0 (zero) in the Amount to Adjust box, click on the =&t invoice siatus fo 5'-'5"1”_"5':', enter a

wn

Reason for the status change in the Reason box and click on the [___AdustInvaice | pytton,
Adjust Invoice
Cate Cwmer NEUANCE
AT Phgne Claim Mo
Mais Zp Invoice No
Mo VE
[ Fird [ Rzt ]
LT Ingam ance Invoice Amount Ealance
| Charkon Heston JSTATEWADE MUTULAL | 2508 §352.22 | 95222 |

Sal invoics slakus 1o EUEI.'—rE-:4 I
Reagan

[ o ioee ]

Adjustment Window
5. You will now be able to make and save changes to the invoice.
7.4  Closed Invoices

Clicking on the button will bring up the Closed Invoices Find Panel. This will
display invoices that have been paid to $0 in the eDirectGlass system for historical information.

Closed Inveices
Date Cwner FISUFAnCE
Year Fhone Claim Mo
Make P Inwoice Na
] WiN
| Find || Flu-el.]

Closed/Historic Invoice may also be found by entering search criteria on the Find Invoice Panel under
Quotes & Invoicing § Invaicing . Once the search criteria has been entered, simply click
on the |___Find Closed/Historic Invaice | jyytton to display the record(s).
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7.5 Invoices & Payments for QB

The eDirectGlass system allows you to communicate with our existing QuickBooks company file.
They system allows you to send invoices with line item detail and payment information to your
company file. The QuickBooks Setup requires an eDirectGlass technician to enable and setup this
feature. Please contact your eDirectGlass sales associate for pricing and to schedule your setup
appointment.

7.6 Invoice XML Export

The Invoice XML Export allows you to export data in a XML format in order to be able to import it into
another program using that program's import feature.

Invoice XML Export
Date Cranies FesUFAREE
Year Phone Clain Mg
Make Zp Ivoica No
Muowded WEi
Fnd " Fesat |
Invoice XML Export Window
1. Enter the criteria you want for the export and click on the | Find | button.

2. The Invoice XML Export Selection list will display in the panel. Select the invoices you wish to
export or click on the button and then click on to create the file.

Oramer Insurance Invoice Armount Balance
Teed Parker STATEVWIDE MUTUAL 2EBELEL 38700 SIBT00 -
Ty Poinberfiafi STATEWIDE MUTUAL 2785710 66312 $683.12
Tomeka Brown Ne insurance 2ETH06 352968 268
Tarry Busberbatbam SETATE FARM 2ETHOTS 547290 47289
Gary Hart STATEWIDE MUTLAL 2OR0E0E £330.36 000 | =
bt hest No Insurancs 3201110 L2260 57 280 5T
Baob Suruncle STATE FARM FLORIDA NS CO AZ25956 S1.108.8 $1.109.81
best test No haurance 3257r12 FI65.TS S0.00
Eaih Roberts ALLSTATE M5 COMPANY 32BI3IET 384420 354429
krysial vea STATEWIDE WUTUAL 3283110 £323.40 2333 .49
akcia slewar ALLSTATE HS COMPANY AZB43EE $50.00 55000
REnry gray STATE AUTO B MARKET AZBTE0E 506595 S866 55 -
£ 11} 13
[Soeam | 7 s

Select the involce(s) for XML export then press the Submit butten,
Invoice XML Export Selection List
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8 Help & Reporting Issues

On-Line Help Manual

On any screen you can find the I%E!.il button located below the Sub Menu on the left hand side
of the screen. Clicking on this button will take you to our on-line help manual to the section relating to
the module you are in when you requested help.

Live Help
. . . (ﬁ ® livehalpisonkng »*
If you require further assistance, you can click on the *== -+ button also located below
the Sub Menu to discuss your issue with a technical support representative during normal business
hours.
. . . IIF..;; livehelpisoffine X |
You may also send an e-mail to technical support via the “= * button after normal

business hours.

Reporting Bugs

You can also report any issues with the program by clicking on the button located underneath
your user name in the upper right hand corner of the screen. Clicking on this button will bring up the
Report Issue window which will require you to enter information concerning your problem and the
computer you were using when you experienced the issue.
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