One.
% True.
INFORMATION SERVICES INC. Partner.
Job Aid: Working with Electronic Invoices

Purpose When you create electronic Purchase Orders, electronic Invoices return
automatically. This saves re-keying and allows you to quickly match
Received Parts to Invoices. This job aid describes the process and steps for
working with electronic Invoices in CCC ONE™ Repair Workflow.

Parts The Parts Dashboard includes a Draft Invoices list that contains ALL your
Dashboard Invoices both manual and electronic.
Parts Dashboard
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Not Ordered Hot Received Draft Invoices Recent Failed
Orders @ New Purchase Order
@ New Invoice
| N 0 T | N 3 2 @ New Parts Retum
T 4@ * % ) @ @ Mew Partial Credit
On Backorder Pending Credit Fali:!.aciﬂlll‘e;es @ Acknowladge Credits

Draft Invoices

All electronic Draft Invoices —
Search by Repair Order Number o
have a green bar by their name.
= Refresh = Print |Q Print Preview @ Export to C5V
RO Linked Vehicle Estimator | Vehicleln | Vehicle | Invoice | Received | Inve'S 9 -
Number Out Number ltems Total §
1074 RAHMAN, NABEEL 2007 NISSALTMA  JAN HARDISTY inv-7852 2 275.38 SI26/201 s
1074 RAHMAN, NABEEL 2007 NISSALTMA  JAN HARDISTY inv-7601 1 () Complete .~ Edit [ Void =
1074 RAHMAN, NABEEL 2007 NISSALTMA  JAN HARDISTY SFE26983 21538 97013 [ Keystone
1074 RAHMAN, NABEEL 2007 NISSALTMA  JAN HARDISTY crezEes 4 163.80 9272013 || Keystone
1074 RAHMAN, NABEEL 2007 NISSALTMA  JA | f )1.53 0272013 | Keystone
1075 Ed, Test 2009 HOND CVIC LX Ed Use Comp ete to save Draft h;.zu arzri2012 | Keystone
1076 Parts Pres, 9272013 amewonoevieLx ea| INVOICE @s Completed Invoice. }un 92712013 | Keystons
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Job Aid: Working with Electronic Invoices, Continued

Scenario #1: With Electronic Invoicing, you can process Invoices using the Complete
Complete button on the mini-toolbar of the selected Workfile:
Invoice
Step Action
1 Go to the Parts Dashboard; highlight the Invoice to select it.

Draft Invoices o
Search by Repair Order Number
£ Refresh = Print |3 Print Preview  BL) Export to CSV

Linked Wehicle Estimator WehicleIn | Vehicle Invoice Received Invoice Invoice Source o
Out Number Items Total § Date
1074 RAHMAN, NABEEL 2007 NISS ALTIMA JAN HARDISTY inv-75652 275.38 92612013 IKeystDne
1074 RAHMAN, NABEEL 2007 NISSALTMA  JAN HARDISTY = 1 (&) Complete " Edit [ Void #
1074 R&HMAN, MABEEL 2007 NISS ALTIMA JAN HARDISTY éf! s Keystone
1074 RAHMAN, NABEEL 2007 N . 2 Keystone
1074 RAHMAN, NABEEL 20w INVoOice Totals and Part Count 2 Keystone
1078 EQ, Test e update and can be viewed on 4 Keystone
1078 Parts Pres, 5272013 2009 H the Parts Dashboard 5 Keystone T
1078 Parts Pres, 9272013 2009 H ’ 3 Keystone ‘:

| 2 [Click Complete. |

The system will attempt to save the Draft Invoice as a completed Invoice
without actually opening the Invoice document. If there are any variances, the
Draft Invoice will open for you to edit as needed.

Scenario #2: With electronic Purchasing and Invoicing, if there is a Draft Invoice, the
Create New System will let you know automatically when you create a New Invoice.
Invoice ;
Step Action
1 Go to the Parts

Dashboard and

click New Invoice. | Electronic Invoices

Please select a draft invoice from the list below to complete.

I
If there are any |
| |

. | keystone 091282013 inv-TEO 1 163.50
D raft E I eCtro n I C Keystone 092602013 inv-7652 27538
|nVOiC€S, a prompt | keystone 092772013 SFB26883 27538
d |Sp| ays for yOU to | keystone 09/27/2013  SFB26984 163.80
Se|eCt the dl’aft, IKeystnne 08272013 SFB26985 8158
- KN =3
Click OK.
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Job Aid: Working with Electronic Invoices, Continued

Scenario #2: Step Action
Create New 2 The Invoice opens for you to update as needed. Make your

zg\c/)cr)\it(i:r?ued) changes as needed.

Save and Close ESave and New ESave and New Credit Meme - Fgl Print ~ ﬁi Print Preview ~

RO Number: Owner: RAHMAN, MABEEL Vehide: 2007 NISS ALTIMA License:

Estimator: Insurance: 1-800 WE BUY CARS ELMONTE VIN: 1NJAL21E47NA3T181 Color:

Electronic Invoice inv-7652 (Draft)
Wendor Name: Keystone - Complete - San| ﬂ E= Discount %: 0.0 Payment Type:  On Account - Check Number:
Invoice #: inv-7652 Invoice Date: 09262013 ﬁ'ﬁ] Invoice Total 4: 275.38
(M Select - ) Deselect All == Add Line - 3 Delete Line
Receive |Line | Part Number Description Already Remaining | RO List§ Receive | InvoiceList$ | Unit Cost$ |Discount % | Extended Cost$
Received Qty Qty
Qty
& 2 63101ZN55A LT Fender Aftermarket 1 0 276.97 0
2 5 63100ZNS5A RT Fender Aftermarket 1 0 276.97 0
|:| 10 62022)4040 Bumper cover Aftermarket © 0 1 320.87 0
O 12 01128N8021 Bumper cover bolt OEMW A 0 1 0T 0
14 NI2503187 RT Headlamp assy Aftermarket © o o 265.78 1 232.00 139.19 40.0 139.19
O 16 26010JA00B RT Headlamp assy OEMW A 0 1 265.78 0
17 NI2502187 LT Headlamp assy Aftermarket © o o 265.78 1 227.00 136.19 40.0 136.19
O - Shop Materials Shop Materials 0 1 165.00 0
= - Paint Materials. Paint Materials 0 1 23250 0
‘ Attach - From Folder ‘ Attach - From Camera/Scanner 0 Delete Received Items: 2 Subtotal §: 275.38
Tax & oo
Freight $: 0.00
Variance $: 0.00  Grand Total & 275.38

| 3 | Click Save and Close. The Invoice is saved. |

Parts Tab Either way, once you have completed the Invoice, you will see it displayed as
shown here in the RO Parts Tab.

e Save [ Saveand Close i Print... [EjMew... - $%Update Rates and Rules @] Cancel Repair Order &J Close Repair Order

2009 HOND CIVI X License:
2HGFG12639H5. 152

RO Number: 1065 QOwner: Demo, 9252013 PST Vehide:

Ed Cardenal Insurance: STATE FARM INSURANCE COMPANIES VIN: Color:

Estimator:

Repair Order 1065
Contads | Insurance | Inspecton | Rental | Vehicle | Estimate | Rates | Attachments | Performance | Labor Parts | Receipts | RepairPld

By Document

No photo

Tasks | Total Loss Nutml Events | Forms

|2l summary

[E] Critical Document Number Created Vendorh ' & Required | Expected | Total Parts Total §
. By vendor L] Invoice SFBI6968 9/26/2013  Draft [l keystone - Complete ~... [ - 2 170.40
1= By ROLines ] Purchase Order  1065-P0-001 9/25/2013  Completed Keystone - Complete -... [25] 8/25/2013 () Complete " Edit o= Print ]l Void 2
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