Schedule Manager - Dispatcher/ Manager

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 appraisers’ schedules.

To access the Schedule Manager, use the following steps:

Step Action
1 Log on to mycccportal.com.
2 Enter your User ID and Password.
3 Click LogIn. The CCC Portal Home page opens.
4 In the Scheduling section on the portal home page, select the
Schedule Manager link.
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Schedule Manager - Dispatcher/ Manager, Continued

Teams Tab The Teams tab shows the teams associated with your company and the
appraisers in those teams. Use the following to navigate Schedule Manager.

Part Description

1 Select the plus sign to expand a team, select an appraiser or multiple appraisers using
the adjacent checkboxes. The selected appraisers will appear in the Teams section.

2 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.

3 Select arange of 1day, 2 day, 3 day or 1week. Use the directional arrows to
revert/advance by the selected range.

4 Select the pin next to the appraiser in the Team section to view the appraisal
appointments on the map. Each appraiser’s appointment location and route are color
coded.
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Note: A maximum of 15 appraisers can be viewed a one time.

Continued on next page
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Schedule Manager - Dispatcher/ Manager, Continued

Exceptions The Exceptions tab shows appointments that are cancelled due to the following
Tab reasons:

e Appraiser was turned to Inactive.

e Appraiser's territory coverage was updated and appraiser no longer covers the

appointment location in his/her territory.

e Appraiser’s shift hours were changed.

e Appointment was moved to exception bucket from schedule manager.

e Customer/Appointment contact no show to the appointment.

Schedule Manager

I WICKER PARK AL
Teams atellite z ! i OLD TOWN
e e = >
'I Filter Refresh 2 ivision St ® e I
T z o g & NEAR G
j_sep0310_03 aivd ¥ > % NORTH SIDE e
s A NETa Bl z H @ 360[Chicago
Chicago 80854 It . Eckhart Park © o o
(&) W Chicago Chicaga Ave @ o @ Northwestern
ms_octs 001 WEST TOWN Memorial Hospital
Test Test RIVI ORTH i
Chics 7 rem B PN & Navy Pier @
Chicago 80857 Garfield Park s W Grand A 3 N\ ? y
ms_oct5_002 i St Conservatory B Wiz
Iis:;;e:ls e ake st : NEW EAST SIDE:
- ! Lakest =
WEST ST GA ] Millennium
e GARFIELD PARK EASiRAGE D . NEAR Park
Litle Chute 54140 WESTiEIDE, mvnyan ¥o s 5 .
—— 1 e BV Malcolm X College © Chica go
Test Test S e =]
Chicsgo 60857 v Ef? E {50
= Grant Park
JumpTo:  Today  [1o0n62m7 =) [central Time v < 1day 2 day 3 day 1 week

Mon, Oct 16

10AM | 11AM

Part Description
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[] Past 15-30 days Sent to Exceptions Bucket
Sort By:
[ Past 30-60 days Moved by user

e Assignment Created Date

e Appointment Last Modified
Date

o Reverse Sort Order

Shift Modified
Sort By:

(®) Assignment Created Date

() Appointment Last Modified Date
[[] Reverse Sort Crder

2 Select the Refresh link to update the Exceptions tab.

Continued on next page
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Schedule Manager - Dispatcher/ Manager, Continued

Schedule The Schedule Manager map shows the selected appraisers’appointment
Manager Map location(s). Appointments are indicated alphabetically for the order of each
appointment (Ex: C= 3" appointment of the day).

Schedule Manager
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Schedule Manager - Dispatcher/ Manager, Continued

View To View appointment details directly from Schedule Manager:
Appointment
Step Action
1 Right-click on an Fri,
appointment. | 10am | 11am | 12pm | 1M
2 Click on View in the y 1
drop list. , 2
BHI7081805 L
Bill Hamilton 1
Chicago 60625 I
Edit
Fix Appointment
Mowve To Exceptions
Appointment Booking
Adjust Appointments
(S ———
3 The appointment
when finished Claim Date
viewing C|iCk Close. BH17031805 Fri, Oct 20
Time Travel
. 09:00 - 09:40 (40 mins) 29 mins , EQD: 30 mins
Note: Note:s cgn be indow e
added by ClICklng Add Oct 20, 09:00 AM - 11:00 AM Drivable
Notes and entering a Venicle Address
note in the field, then 4417 N Avers Ave
K Chicago, IL, 60625
click Save. Contact
Bill Hamilton
(c)
Notes

Additionally, appointment details can also be viewed by hovering the curser over
an appointment.

Continued on next page
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Schedule Manager - Dispatcher/ Manager, Continued

Edit To Edit the appointment duration directly from Schedule Manager:
Appointment
Duration Step Action
1 Right-click on an
appointment.
2 Click on Edit in the - 2
drop list. t_0000 View
sago 60654 n Edit
Fix Appointment
!I!c“! 60013 I Move To Exceptions
Appointment Booking
3 In the pop-up
. . Status: Booked
new duration into = Date
. . m
the Time field.
BH11111111 3 Thu, Aug 31
Time Travel
If nessesary, add =
10:29-10:59 (| 30 mins) 44 mins
notes. .
Window Type
Thu, Aug 31 Casualty-Injury/Liability
Vehicle Address
- 0001 S Dr
4 Click Save. LB
Contact
CL
3331 (©)
Notes
4
Cancel Save

Continued on next page
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Schedule Manager - Dispatcher/ Manager, Continued

Edit Breaks/
Activity

See steps 1and 2 in the Edit Appointment Duration section.

To Edit the breaks or activates directly from the Schedule Manager:

Step Action
5| Inthe pop-up window,
edit the fields as
Details
needed . Field Appraiser: [John, Doe |
Activity Type: \ |
Activity Start Time:  [3017-10-20 =] [onoo | v +]
Activity End Time: [2017-10-20 #]  [or30 | [m |
Earliest Start Time: Latest:
Duration” Minutes
[] All Day Activity
. Address
4 Click Update. steot Agcress | \
City/State/Zip: \ | #] [nul- |
Time Zone:
Notes
4

To Add a New Activity from the Schedule Manager, click and drag(#1) in the
appraiser’'s schedule to create the activity. The New Activity window opens, add
information as needed, such as activity type, then click Save (#2).

Details

Activity Type-

Address
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C Time Zone:

Notes

Field Appraiser:

Activity Start Time:
Activity End Time:

Claim Number:

Street Address:
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| 7|
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Schedule Manager - Dispatcher/ Manager, Continued

Delete/ Cancel

CC

To Delete or Cancel the appointment directly from the Schedule Manager:

Step Action
1 Right-click on an
Appointment or
Activity.
2 Click on Delete/ : :
. Wie 2 ‘
Cancel in the drop .
| iSt . I Delete/Cancel
Adjust Appointments
3 Click OK to confirm.

Message from webpage

==

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

[ ok JI[ cance |

Continued on next page
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Schedule Manager - Dispatcher/ Manager, Continued

Fix
Appointment

To Fixan Appointment directly from Schedule Manager:

Step Action
1 Right-click on an Fri
appointment. | 10am | 11am | 12pm | 1Pm
2 Click on Fix 7 1
Appointment in the | [/
drop list.
Edit
Fix Appointment
2 Move ?o Excepticns
Appointment Booking
Adjust Appointments
I
3 In the pop-up
window, select
Proceed. Are you sure you want to make this appointment fix?
4 Alockicon appears
on the
appointment.
SAM | 10AM | 11AM ‘ 12PM
Note: Adjust
Appointment will 7,
not have any effect //
on Fix /
Appointments. Hﬁﬂﬁ |
Chicago 60625

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

!

‘j This is a fix appointment. Are you sure you want to modify it?
*

Continued on next page

U’ LEARNING  ©2017-2023. CCC Intelligent Solutions Inc. Al rights reserved.

SERVICES

CCC’is a trademark of CCC Intelligent Solutions Inc.

9




oo

LEARNING  ©2017-2023. ccc Intelligent Solutions Inc. Al rights reserved.
SERVICES cccC’is atrademark of CCC Intelligent Solutions Inc.

10



Schedule Manager - Dispatcher/ Manager, Continued

Move to To move an Appointment to Exceptions directly from Schedule Manager:
Exceptions
Step Action
1 Right-click on an
appointment.
2 Click on Move To
Exceptionsin the DEHITOS 1205 TN View
drop list Chicage 31525 '
pust. Edit
Frx Appointment
2 || Move To Exceptions
Appaintment Booking
Adjust Appointments
3
Click OK to confirm. The appointment will be moved to the
Exceptions tab.
Message from webpage ﬁ

:I Are you sure you want to move this appointment to Exceptions Bucket?

Ok

||| concel
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Schedule Manager - Dispatcher/ Manager, Continued

Appointment

Booking

CC

To open Appointment Booking from Schedule Manager:

Step Action
1 Right-click on an
appointment. BAM 1 ‘ 10AM | 11AM ‘ 12PM
2 Click Appointment
Booking in the drop . .
. CEHTESIS A
list. B View
Edit
Fix Appointment
Move To Exceetions
2 Appointment Booking
Adjust Appointments
3 The Appointment Booking page opens, make any necessary

changes.

Continued on next page
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Schedule Manager - Dispatcher/ Manager, Continued

Adjust To Adjust Appointments from Schedule Manager:
Appointments

Step Action
1 Right-click on an
appointment.

2 Click Adjust
Appointments in
the drop list.

Fix Appointment

Move To Exceptions

Appointment Booking
2 Adjust Appointments

3 Adjust Appointment can be used to adjust appointments for an
appraiser's all-day appointments.

The Adjust Appointments:

e Removes the gap/waste time 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: Appointments are highlighted in red when it is pushed beyond the
committed appointment window. The dispatcher can take the necessary
steps to reschedule the highlighted appointment to a different appraiser or
move the appointment to exception bucket.

Continued on next page
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Schedule Manager - Dispatcher/ Manager, Continued

Create Desk

Activity

CC

You can create a Desk Activity by selecting the “Desk Activity” check box (#1).

Note: Travel time will not be calculated for a Desk Activity. Use this when
there is no travel time involved in the reinspection, or when the time needs to
be blocked without including travel time.

New Activity

Details

Address

Time Zone:
Notes

Field Appraiser:
Activity Type:
Activity Start Time:
Activity End Time:

Claim Number:

Street Address:
City/State/Zip:

ID. JOHN

|

IReinspection

v|

[2018-09-17 &l

| [PM__v]

[2018-09-17 =
(] Al Day Activity
[8H00000000 x |

[[PM vl

/) Desk Activity

[1 wayst

[ Chicago |

|Centra| Time v|

ENEE
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Schedule Manager - Dispatcher/ Manager, Continued

Tie Activity to
an Existing
Claim

An Activity can be tied to an existing claim by entering the Claim Number (#1)
and clicking on Save (#2).

The Claim Number will be displayed on the Activity hover-over (#3)and the
View Activity details screen (#4).

New Activity

Details
Field Appraiser: D, JOHN |
Activity Type: [Reinspection |
Activity Start Time:  [2018-09-17 &l | [pM v
Activity End Time:  (2018-09-17 = | [PM__v]
[ All Day Activity /| Desk Activity

Claim Number: | BH00000000 X I

“Address
Street Address: [1 wayst |
City/State/Zip: [cmcago ] ]
Time Zone: ICentral Time ']
Notes

ENETE

Date Time

Mon, Sep 17

Travel
Date: Mon, Sep 17 o mlns
Time: 1235 - 0120 (4% muns)
Travel: 0 mins
Address: 1 Way St
Chicago, IL, 60000
Yes
Desk Activity: Yes
Clain Number: BH0O000000 I &
4 Edit
Notes:

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

1Way St
Chicago, IL, 60000

Desk Activity

Claim Number
BHO000000O
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Schedule Manager - Dispatcher/ Manager, 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 (#1).

’ Meeting
Meeting
Cerritos 90703

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

NSNS\

Address: Any St
Cerritos, CA, 90703

Desk Activity: Yes

Claim Number: BH00000000

Notes:

Continued on next page
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Schedule Manager - Dispatcher/ Manager, Continued

Desk Activity
Displays:
Yes or No

o

Move To Exceptions

Fix Appointment

Appointment Booking
Adjust Appointments

Date

Thu, Jun 7

Travel

0 mins , EOD: 26 mins
Address

Any St
Cerritos, CA, 90703

Edit

You can right-click on the Activity (#1) to display the Details screen. Clicking
on View (#2) will indicate if it is a Desk Activity by displaying either Yes or No
(#3):

Time
02:50 - 03:35 (45
Desk Activity
N
Yes

Claim Number
BH00000000

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 B o - o ° < 'y
o bt
W o
W - am P43
W - - -
W ——
(o] < ;“ -
Tge \ewtry - <
— oo vo!
g | \
ana: o
o _ LT, TR —— <y
‘/ b
’/ <o
- .
— e 9
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Schedule Manager - Dispatcher/ Manager, Continued

Schedule Click on the link under Scheduling titled Schedule Manager Drive-In.
Manager Drive-
In Scheduling

Create an Appointment
Schedule Manager 2 0

Schedule Manager 2 1

I Schedule Manager Drive-In I

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.
Scheduling The user will choose from the drop down list the Drive-In facility they prefer.

s Scheduling

DRIVE.'NS { 073 Drive-ins Selected )

O ihinois ; Midwest 20

() minois ; lllinois Drive-in1

(j California : California No change

Continued on next page
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Schedule Manager - Dispatcher/ Manager, Continued

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

Jaor Seheduling

NOTICE:

lllinois : lllinois Drive-In1 () alesys Towl Bays selected. 3 Drive-In time zone will ba

DRIVE-INS (203 Driveins Selected)

@ Bay1 [ Bay2
X be
= defaulted ta the first Drive-In
selected.
‘ inois : Midwest 20 l!ajs] x
[ Hinais : Minois Drive-in1 Zlast x

Click here to finalize your Drive-Ins. 9

Next, the user will click Let’'s Go! at the bottom of the screen.

lllinois : lllinois Drive-In1 [ A18ays Totw Gays Selected: 3 an
DRIVE-INS (273 Drbe- i Selacred) 7
@ Bay1 (& Bay2 [

viewed,
X defaulted to
selected.
‘ llinis : Midwest 20 lBars] x
[ inois : Wiinois Drive-In1 zn.st x

Click here to finalize your Drive-Ins. 9

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

& Drive-Ins @3

< DAY - > August212023 Q

DRIVENS

ILLINOIS : ILLINOIS DRIVE-IN1 (2)

Activity 2

ILLINOIS : MIDWEST 20 (1)

Continued on next page
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Schedule Manager - Dispatcher/ Manager, Continued

Appointments The user can change the view to a full week.

and Activities,
H CCG uige" Scheduling
Continued ©
&> Drive-Ins (23
< > Avgust 21,2023 8 Q
wunoisfil WVEINY (2)
Activity 2
| Fnomol.
L }mnm 1a

For consistency of tone of instructions, perhaps rephrase this to: The user can
view the Next Day or upcoming weeks appointment by using the > arrow key.

st Scheduling

ol
< WEEK August 21,2023 M Q
MON 08/21 TUE 08/22 WED 08/23 THU 08/24 FRI 08725 SAT 08/26 SUN 08727
ILLINOIS : ILLINOIS DRIVE-INY (2)
ILLINOIS : MIDWEST 20 (1)
Fr
m

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

z Scheduling

T August 282023 @ Q
MON 08/28 TUE 08729 WED 08/30 THU 08/31 FRI 09/01 SAT 09/02 SUN 09/03

ILLINOIS : ILLINOIS DRIVE-INY (2)

INOIS : MIDWEST 20 (1

Continued on next page
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Schedule Manager - Dispatcher/ Manager, Continued

Appointments
and Activities,
Continued

The user will click on the appointment that they want to see.

&> Drive-Ins )

< DAY - > August 21,2023 8 Q
RIVEINS

8AM 9AM 10AM 1AM 126M 1M

ILLINOIS : ILLINOIS DRIVEIN1 (2)

ILLINOIS : MIDWEST 20 (1)

The appointment details will open.

CCC uuhag Scheduling

Appointment Details »

it Appointment

&» Drive-Ins
< oax wo 2y, apmnxn B

The user can Edit or Cancel the activities.

(oo o]

Activity Detalls

&> Drive-Ins

< ow e > A 2008

Activty

Continued on next page
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Schedule Manager - Dispatcher/ Manager, Continued

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

Activity Detalls

Resource®

Actnvey Typa

Date & Time

Stant Teme*
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