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Estimate Review for Staff Written Estimates Scenario 1: Create
and Lock Supplement (Library Master)

Overview Unlike RF Reviews, a reviewer does not request changes to the
Workfile. Instead, you can create a Supplement for the Workfile and/or
write the Estimate Review Report.

This job aid details how to create a Supplement (and not an Estimate
Review Report) in CCC ONE® Insurance Estimating on a Staff-written
Estimate. For more information on how to create an Estimate Review
on an RF-written estimate, please consult the appropriate job aid.

Lock First, you must request a Library Master of the Workfile. Retrieving a
Supplement  Master permits you to create a review and/or a Supplement with your
(Library changes that can be uploaded.
Master)

Step Action

1 Click Import from library in CCC ONE's left side panel.

Workfiles

lew Workfile ew Task ¢ ~  \a Refres|
| Mew Workfile ES New Task ¢ RPS - {33 Refresh

Import from library

Appointment Source Status Versi

Unscheduled No Assignment Inspected (3} 50z

Unscheduled MNew Assignment  Assigned

__: h . .
Import from disk Unscheduled MNew Assignment  Assigned

Configure mailboxes

Unscheduled MNew Assignment  Assigned

The Import Workfile popup opens.

Continued on next page
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Estimate Review for Staff Written Estimates Scenario 1: Create
and Lock Supplement (Library Master), Continued

Step

Action

2

Enter the Claim Number, select the Insurance Company

radio button in the Retrieve From field, and select the
Write supplement radio button in the Purpose field.

Note: Selecting Write supplement requests a Library
Master of the Workfile.

Import Workfile

Request Workfile

Please provide required information for the workfile request.

Workfile Details

Claim Number

Retrieve From

Purpose

00—

?.

INSURANCE COMPANY@
Repair Facility

© Write supplement

) Review estimate
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Estimate Review for Staff Written Estimates Scenario 1: Create
and Lock Supplement (Library Master), Continued

Lock Step | Action

Supplement 3 Click the Next button. A confirmation message appears in the
(Library Import Workfile popup: “Request for workfile has been
Ic\g?\:it::)e’d submitted. A notification will be generated when the workfile

is received in the Inbox.”

4 | Click the Finish button in the Import Workfile popup to
dismiss it.

5 | Once the Library Master copy of the Workfile is retrieved,
double-click the claim in the Workfiles worklist.

= ? R

My Work Workfiles

£ New Workile ¢ RPS - O Refresh [i] Delete (3 Print - [B Print Preview - [ Export to CSV.

. Locat .
Appointment Status | Version | Location | ono" | Claim Number

Name
Unscheduled = No Assignment  Inspected (502 Drive-in

Owner Vehide | Assigned

Source

T
Valuation

2009 9/5/20.

port from library = n Yesterd,
i . Unscheduled = New Assignment  Assigned Non driv.
Anpars from disk Unscheduled = New Assignment  Assigned Non driv. Yesterd,

Configure mailboxes
Configure mailboxes 2016 Today
2016 Today

Today

2004 Today

Unscheduled Library Copy Inspected Non driv..

View -  Action -  Appointment Print Email

Note: This icon ( ) in the Source column indicates that
Workfile changes can be communicated.

The Workfile opens.
6 | Navigate to the Estimate tab.
7 | Click the Create Supplement button.

il Save g Save and Close &= Print... @Email... Ly Mew... - $% Update Rates and Rules Send Attd
“ Contads [ Insurance T Inspection [ Statemenisl Vehick” Estimate Rats[ Al‘tachment:l’ Settlements

" Lines I Other Charges [ Totals I
1 View Mode = _/ Line Operations = || ] Create Supplement |7 g Estimate Properties

AN *| O | BEst Line Oper Description
A 1 FRONT BUMPER & GRILLE

Continued on next page
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Estimate Review for Staff Written Estimates Scenario 1: Create
and Lock Supplement (Library Master), Continued

Lock Step Action

Supplement 8 | Click Yes in the popup ccc oNe

(Library window.

Master), Are you sure you want to create this Supplement 7
continued

Make your changes.

File View Actions Help

|l Save [l Saveand Close  wm Print... EJEmail.. [E} Mew.. - $% Updste Rates and Rules Send Attachments B1 Message @
Contads | Insurance | Inspection | Vehicl>” Estimate |_Rates [ | Total Loss | Notes | Events
|~ Cinee | Other Crarges \ o | Estimate: Prelim Suppl. 1 -

[ View Mode ~ /” Line Operations - (2 Lack ~ g Estimate Praperties X Delete Estimate Total: $1,344.86 Threshold n/a

A|N|*| 0 |Est|Line| Oper Description Qty Price Ext. Price Labor Paint
=) 1 FRONT BUMPER & GRILLE 0 0.00 0.00 0.0 0.0
=) 2 OJH front bumper 0 0.00 0.00 2.8 0.0
o 3 Repl Bumper cover w/o park sensar wfo Imp washr 1 643,17 643.17 Ind. 3.0
|} 4 Add for Clear Coat 0 0.00 0.00 0.0 12
|} 5 Repl Bumper cover bolt 1 1.00 1.00 0.0 0.0
) & Repl Bumper cover screw upper outer 1 0.69 0.69 0.0 0.0
]

10

Click Lock > Lock Supplement.

) Cnntadsl Insurance]- Inspectinnl Statemenisl Vehide " Estimate Rat&l M‘tachmenbl Set‘tlementsl To!

Lines |_Other Charges r Totals |

_1 View Mode ~ Line Operations = | (| Lock ~ |7 Estimate Properties X Delete Estimate
A|N *| 0 | Est Line Oper || 5 Lock Supplement cription

1 |#] Create Review LLE

2 l OM front emoer J

This will lock the supplement data and communicate the
Workfile.

An Estimate Review Report is not generated, but digital
images will be communicated if they are attached as part of
the supplement.

Continued on next page
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Estimate Review for Staff Written Estimates Scenario 1: Create
and Lock Supplement (Library Master), Continued

Workfile The “"Lock Supplement” action does not create an Estimate Review
Communicated Report, but it does create the Supplement and communicates the
Workfile.

Note: The original Staff appraiser will not receive notification of
your changes to the Workfile unless you send a message via CCC
Portal.

Claim Folder:
Summary § Documents (6) Images (0) Notes History

[] | pate v Document Amount | Est/Supp | Submitted By Status

[0 0927/2017 2:18 PM CST Estimate Review Report $1022.88 EMM Submitted
[0 0927/2017 2:09 PM CST Total vs. Repair Comparison Report Submitted
[] 0%27/2017 2:08 PM CST Estimate 01 5101815 EO1 ® Accepted
[0 0%27/2017 2:09 PM CST Claim Summary Report Submitted
[0 0927/2017 2:09 PM CST Audit Report 339 Ed1 Submitted
[ 09/27/2017 12:45 PM CST Appraisal Assignment ® Sent
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