Schedule Manager - Appraiser

Overview

Accessing
Schedule
Manager

Schedule Manager is a feature in CCC® Scheduling that graphically displays an
appraiser’s daily work schedule. Schedule Manager includes map routes and any
scheduled activities.

This job aid will show how to use Schedule Manager to track and manage your
appointments and activities.

To access the Schedule Manager, use the following steps:

Step Action
1 Open Internet Explorer and go to mycccportal.com.
2 Enter your User ID and Password.
3 Select LogIn. The CCC Portal Home page opens.
4 In the Scheduling section on the portal home page, select the
Schedule Manager link.

[ ConnecttoCCCPortal X W |

< (¢ I [ mycccportal.com I

Quick Search for Valuation Req

Claim Reference ID:

starts with v
Clear
Valuation Request Number:
starts with v INFORMATION SERVICES INC.
Clear

Quick Search for Claim Folders

Claim Reference ID:
starts with v

Search for older claim ~ Clear

Claim Management

Create/Modify Assignment Worklists Count | Actions
Customize Assignment Entry

Active Reinspections 0 Open Workist
Search for Appraiser
Cycle Time Report Potential Total Losses 0 Open Workist
Search for Repairs to Manage Reinspection Assignments 0 Open Worklist

Assign Appraisal
Open Shop Facilty Search

Messages

Smart Claims Reporis

4 There are no messages
IScheduhng I

Create an Appointment

Schedule Manager
Schedule Manager 2.0
Scheduling Setiings
My Appointments

Continued on next page
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Schedule Manager - Appraiser, Continued

Appointment The appointment map in Schedule Manager shows the appraiser’'s scheduled
Map appointments for the selected time-period. Use the following to navigate
Schedule Manager.

Part Description

1 Select Today to jump to today’s date. Use the calendar to select a
date to view appraiser’s appointments. The time zone displays the
browsers default time, use the drop down to view the appointments
in another time zone.
2 Select arange of 1day, 2 day, 3 day or 1week. Use the directional
arrows to revert/advance by the selected range.
3 Select the pin next to the appraiser to view the appraisal
appointments on the map.

The Schedule Manager map shows your appointment location(s).
Appointments are indicated alphabetically for the order of each appointment

(Ex: C=3appointment of the day).

Schedule Manager

Map Satellite
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Schedule Manager - Appraiser, Continued

Appointment
Map,
Continued

Schedule Manager

LaBagh
Woods

’ Type: Drive in 2

FOREST GLEN
a8 v

W Carmen Av , Claim: BH17081805

Contact: Bill Hamilton
Time: Oct 27, 7.54 AM
Window: Oct 27, 7:00 AM - 9:00 AM

W Carmen Ave

W Argyle St

4 NORTH MAYE
%,

W Ainslie St

Shared Address
4417 N Avers Ave
Chicago, IL 60625

say RANED N

=
g >
4 2
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Jump To: Today 10272017

Fri, Oct 27
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~— Chicago team
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3 day

Anicon with the number of appointments will appear at a location if there is
more than one appointment at the same address.

HORNER PARK 3
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1 week

Raman, Sandhya

w LEARNING ©2021-2024. CCC Intelligent Solutions Inc. All rights reserved.
" SERVICES CCC'is a trademark of CCC Intelligent Solutions Inc.

Continued on next page



Schedule Manager - Appraiser, Continued

Appointment  To view appointment details directly from Schedule Manager:
Details
Step Action
1 Select an Fri,
2 Select View in the 1
drop list. 2
T EHITOR1805 [ ]
Bill Hamilton
Chicago 60625
View
Edit
Fix Appointment
Move To Excepticns
Appointment Booking
Adjust Appointments
. |
3| The sppointment

oo

details page opens.
When finished
viewing select Close.

Note: Notes can be
added by selecting
Add Notes and
entering a note in the
field, then select
Save.

Claim

BH17031805

Time

09:00 - 09:40 (40 mins)
Window

Oct 20, 09:00 AM - 11200 AM

Vehicle

Contact

Bill Hamilton
3121211123 (C)

Notes

Add Notes

Date

Fri, Oct 20

Travel

29 mins , EOD: 30 mins
Type

Drivable

Address

4417 N Avers Ave
Chicago, IL, 60625

Additionally, appointment details can also be viewed by hovering the curser over
an appointment.
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Schedule Manager - Appraiser, Continued

To edit the appointment duration directly from Schedule Manager:

Action

Select an
appointment.

Select Edit in the
drop list.

t_0000
0 60654 W

Cary 60013

View 2
Edit
Fix Appointment

Move To Exceptions

Appointment Booking

In the pop-up
window, enter a
new duration into
the Time field.

If nessesary, add
notes.

Appointment
Map
Step
1
2
3
4

oo

Select Save.

Claim: BH11111111
Status: Booked

Claim

BH11111111

Time

3

|1029-1059( mlns)l

Window

Thu, Aug 31
Vehicle

Contact

CL
333-333-3333 (C)

Notes

Date
Thu, Aug 31
Travel

44 mins

Type
Casualty-Injury/Liability
Address

0001 S Dr
Cary, IL, 60013
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Schedule Manager - Appraiser, Continued

Appointment  To Edit the breaks or activates directly from the Schedule Manager:
Map
See steps 1and 2 in the Edit Appointment Duration section.
Step Action
3 (ntepopn |
window, edit as Details
Field Appraiser: [John, Doe |
needed. T | <]
Activity Start Time:  [2017-10-20 2] [ouoo | [m ]
Activity End Time:  [2017-10-20 2] [owzo | [m ]
Earliest Start Time Latest
Duration: Minutes
[ All Day Activity
4 Select Update. Siroot Address: | |
City/State/Zip: | | v [nuil- |
Time Zone:
Notes
4
[oror ] oo |

To Add a New Activity from the Schedule Manager, select and drag in the
appraiser’'s schedule to create the activity. The New Activity window opens, add
information as needed, such as activity type, then select Save.

Schedule Manager

Wlawa St owa iy Saint Jot = 3
. e - aint John =
Map  Satelite o a m ®Cun1|us Church: 2 Moody
: . i £ E @ Insti
W Sunarior 3 5 B 2 E@  RiVER WEST
SMITH PARK 3 £ WEST TOWN & o
o W.Ohio St W,Ohio 5t RIVER N
W Grand Ave
W Grand Ave (4] W Grand Av -
W Hubbard Sf
(] e WKinzie St g
w Carrcll Ave
lan 5t W Fulton St Va
- Lake St @

Google Lake St IBURE Rand

JumpTo:  Today  |102412017 & [central Time v|

= Chicago team

John, Doe
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Schedule Manager - Appraiser, Continued

Delete or To Delete or Cancel the appointment directly from the Schedule Manager:
Cancel
Appointment Step Action
1 Select an
Appointment or '
Activity. PM | 1Pm | 2Pm | aPm |
2 Select Delete/ -
Cancel in the drop - 2 ‘
list. 1 Delete/Cancel -]
Adjust Appointments

3 Select OK to confirm.

www.mycccportal.com says

Are you sure you want to cancel/delete this appointment?

Continued on next page
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Schedule Manager - Appraiser, Continued

Fix To Fix an Appointment directly from Schedule Manager:
Appointment
Step Action
1 Select an appointment.
| t0am | 11am | 12pm
2 Select Fix Appointment | |
inthe drop list. 2 1

Edit

Fix Appointment

lMove To Exceptions

Appointment Booking

Adjust Appointments

3 In the pop-up

window, select

Proceed‘ Are you sure you want to make this appointment fix?
4 Alockicon appearson

the appointment. 9AM | 10AM | 11AM | 12

Note: Adjust v/
Appointment will not /%

have any effect on Fix ‘.,m'm n
Appointments. Chicsgs Sohcs @ 4

If you attempt to move a fixed appointment, a warning message will appear.
Select Yes to accept your modifications or No to cancel.

'j This is a fix appointment. Are you sure you want to modify it?
L3

Yes

Continued on next page
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Schedule Manager - Appraiser, Continued

To move an Appointment to Exceptions directly from Schedule Manager:

Action

Select an
appointment.

Select Move To
Exceptionsin the
drop list.

EHIT0E 1805
Bill Ramilton
Chicago 60625

Wiew

Edit

Fix Appointment

Iowve To Exceptions

Appointment Booking

Adjust Appointments

Move to
Exceptions
Step
1
2
3

oo

Select OK to confirm. The appointment will be moved to the

Exceptions tab.

Message from webpage

=

| Are you sure you want to move this appointment to Exceptions Bucket?

oK

||| cancel
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Schedule Manager - Appraiser, Continued

Appointment To open Appointment Booking from Schedule Manager:
Booking

Step Action
1 Select an
appointment. 8BAM 9AM 10AM 11AM 12PM
2 Select Appointment 1
Booking in the drop
H B'M;::II:S Wiew
list. Chicage 80525
Edit
Fix Appointment
Idove To Exceptions 2
Appaintment Booking I
Adjust Appointments
3 The Appointment Booking page opens, make any necessary
changes.

Continued on next page
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Schedule Manager - Appraiser, Continued

Adjust To Adjust Appointments from Schedule Manager:
Appointments
Step Action
1 Select an Fri, Oct 20
appointment. | 10am | 11am 12
- BTG50
2 Select Adjust Chicagp B0z
Appointments in the Edit
drOp IISt' Fix Appointment
Move To Excepticns
Appointment Booking 2
Adjust Appointments 1| ‘
3 Adjust Appointment can be used to adjust appointments for an

appraiser’s all-day appointments.
The Adjust Appointments:

e Removes the gap/waste times for the appraiser on the day
without violating appointment window for each appointment.

e Resolves conflicts by pushing appointments to a later start
time if appraiser runs late or if there is any overlap on the
appointments.

Note: Appointment is highlighted in red when it is pushed beyond the
committed appointment window. Dispatcher can take necessary
steps toreschedule the highlighted appointment to a different
appraiser or move the appointment to exception bucket.

%>
Z
anososm n
TT
Queen Creek 85142

Continued on next page
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Schedule Manager - Appraiser, Continued

Create Desk
Activity

You can create a Desk Activity by selecting the “Desk Activity’ check box.

Note: Travel time will not be calculated for a Desk Activity. Use this when
there isno travel time involved in the reinspection, or when the time needs to
be blocked without including travel time.

New Activity

Details
Field Appraiser:

Activity Type:
Activity Start Time:
Activity End Time:

Claim Number:

Address
Street Address:

City/State/Zip:
Time Zone:
Notes

[D. JOHN

]

| Reinspection

vl

|2018-09-17

[12:35 | [pm

|2018-09-17

&)

[_] All Day Activity

[BH00000000

]

[01:20 | |pM v

(V] Desk Activity

[1 wayst

[ Chicago

|

1L ]| [s0000 |

[Central Time

v|
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Schedule Manager - Appraiser, Continued

Tie Activity to
an Existing
Claim

An Activity can be tied to an existing claim by entering the claim number and

selecting Save.

New Activity

Details

Field Appraiser: [D. JOHN |

Activity Type: [Reinspection v|

Activity Start Time:  [2018-09-17 =l [12:35 | [PM v

Activity End Time:  [2018-09-17 | [o1:20 | oM v
["] All Day Activity (V] Desk Activity

Claim Number: [BH00000000 x |

Address

Street Address: [1 wayst |

City/State/Zip: [ Chicago | [ |

Time Zone: [Central Time 'J

Notes

The Claim Number will be displayed on the Activity. Hover-over and the View
Activity details screen opens.

Mon, Sep 17
12PM
Date
Resarpecton H
Coricaps 00847 Mon, Sep 17
Belmpachen Travel
) 0 mins
Time: 12:35 - 0120 (45 muns)
Travel: 0 mins
Address: 1 Way St Desk Activity
Chicago, IL, 600(0
Yes
Desk Activity: Yes
l Clain Number: BH 00000000 l Edit
Notes:

Time
12:35 - 01:20 (45 mins)
Address

1Way St
Chicago, IL, 60000

Claim Number

BHU00000OO
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Schedule Manager - Appraiser, Continued

Mobile Device  When you update an activity status using the Mobile device, Schedule
Status Manager will also automatically update the activity in real time and will display
Updates the appropriate icon (e.g. W ).

Note: When you hover over an appointment, the roll over window now
indicates if this is a Desk Activity by displaying Yes or No.

; Meeting
Meeting
Cerritos 90703

Date: Thu, Jun 7
Time: 02:50 - 03:35 (45 mins)
Travel: 0 mins , EOD: 26 mins

SN

Address: Any St
Cerritos, CA, 90703

Desk Activity: Yes

Claim Number: BH0O0000000

Notes:

Continued on next page
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Schedule Manager - Appraiser, Continued

Desk Activity You can select the Activity to display the Details screen. Selecting View will
Displays: Yes or indicate if it is a Desk Activity by displaying either Yes or No:
No
Date Time
Edit Thu, Jun 7 02:50 - 03:35 (45 mins)
Travel Desk Activity
0 mins , EOD: 26 mins Yes
Fix Appointment Address Claim Number
Move To Exceptions S Ao BH00000000
Appointment Booking
Edit
Adjust Appointment
just Appointments —
Desk Appointment The sequence on the schedule considers all appointments and
and Desk Activity activities, but the route map does not display Desk Appointment or
Map Display Desk Activity locations:
n W e - © s e © . 3
W - >
B ' . :
W <
* W . X . Qi YV
W e - ‘e
W —— PO
‘o ] S e
o < »
— "’"“t s - s ? r"",,\
g e—

: o ~<2 \
) < ‘/\.—d/\v——/—“._
5 - / ke L
! & v«
- . <
— 2 -

Q

Continued on next page
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Schedule Manager - Appraiser, Continued

Schedule
Manager Drive-
In

Scheduling

Select the link under Scheduling titled Schedule Manager Drive-In.

Scheduling

Create an Appointment
Schedule Manager 2 0

Schedule Manager 2 1

Schedule Manager Drive-In

Scheduling Settings

My Appointments

Inspection Scheduling Operational Report

Scheduling will open

DRIVE-INS

é Let’s get started by selecting your Drive-In on the left.

Choose from the drop down list the Drive-In facility preferred.

s Scheduling

(O inois : Midwest 20

() minois : lllinois Drive-in1

() california : California No change

DRIVE-INS { 073 Drive-ins Selected )
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Schedule Manager - Appraiser, Continued

Scheduling,
Continued

Appointments
and Activities

This will show how many active Bays are currently available. The user can
select and deselect Bays here if needed.

oog d
Ilinois : lllinois Drive-In1 &) i8ays Total Bays Selected: 3 NOTICE: x
Drive-In i ne will be
DRIVE-INS (273Drive s Selcted e £t Drteni
@ Bay1 @ say2 location. If multiple Drive-Ins are
be
x -
[ Wlinois : Midwest 20 1Bays ] x
[ Hlinois : insis Drive-in1 2Bays ] x
Click here to finalize your Drive-Ins. % m

Next, select Let’s Go! at the bottom of the screen.

CCC msn S 9
et o Bt : - . NOTICE: x
i lllinois : llinois Drive-In1 (41 Bays Total Bays Selected: 3 DTSy e i o
DRIVE-INS (2/3 Drive-Ins Selected | - . defaulted to the Drive-In's
Bay1 Bay2 o

[ Wiineis : Midwest 20 1Bays ] X

Hiinois : Wincis Drive-in1 2Bays ] x

Click here to finalize your Drive-Ins. % | m |

The Gantt view for Drive-Ins will open. The calendar will default to the current
day.

Scheduling

&> Drive-Ins @)

< DAY w Y August21,2023 B Q

DRIVE-INS

BAM 9AM 10AM 1AM

LLINOIS : ILLINOIS DRIVE-INT (2)

Activity 2

Continued on next page
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Schedule Manager - Appraiser, Continued

Appointments The view can be changed to a full week.
and Activities, .
. & Drive-Ins (23
Continued ) ) e a
Activity 2

The user can view the Next Day or upcoming weeks appointment by using the
>arrow key.

CCC mytay Scheduling

&> Drive-Ins (
7 i

August 21,2023 B

Q
TUE 08722 WED 08/23 THU 08/24 FRIO
ILLINOIS : ILLINOIS DRIVE-IN1 (2)

ILLINOIS : MIDWEST 20 (1)

-

The user can also view the Previous Day or previous weeks appointments by
using the <arrow key.

CCG iz Scheduling

August 282023 8

Q
TUE 08/29 WED 08/30 THU 08/31 F
ILLINOIS : ILLINOIS DRIVE-INY (2)

ILLINOIS : MIDWEST 20 (1

Continued on next page
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Schedule Manager - Appraiser, Continued

Appointments
and Activities,
Continued

oo

The user will select the appointment that they want to see.

heduling

&> Drive-Ins @3
< DAY CA August 21,2023 @ Q
MON 08/21
8AM 9AM 10AM 1AM 12PM 1PM 4PM
ILLINOIS : ILLINOIS DRIVEN (2)
ILLINOIS : MIDWEST 20 (1)
N

pointment details will open.

Scheduling

The ap

<o

Appointment Details «

Edit Appointment

&> Drive-Ins om

< o e > apmnn B

The user can Edit or Cancel the activities.
COC tushzge Scheduling

Activity Details

Edit Activity

&> Drive-Ins

3 o v > Apm s B

Continued on next page

19

LEARNING ®2021-2024. CCC Intelligent Solutions Inc. All rights reserved.
SERVICES ccC’is atrademark of CCC Intelligent Solutions Inc.



Schedule Manager - Appraiser, Continued

Appointments The user can add new activities by selecting on the calendar.
and Activities,
Continued

Activity Details

Resource®

Date & Time

Stant Teme*
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