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CCC® Parts – Order Management User Guide 

 
Introduction This job aid describes how supplier users can use Order management in 

CCC® Parts to process orders for parts that are sent from their collision 
repairer customers (shop/RF/Repair Facility).  

 
Accessing 
Order 
Management 
 

 
 
 

 
1. Log into CCC® Parts using your login credentials.  

https://parts.cccis.com 
2. Expand the icon on the top left to select Order Management.  

 
  If you cannot access CCC® Parts or to verify your Username, submit a support 

request here: Parts Support Request.   
 

Continued on next page 

 

 

https://parts.cccis.com/parts/orders
https://www.cccis.com/support/parts
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CCC® Parts – Order Management User Guide, Continued 

 
Order 
Management 
 

The Order Management page displays when you log into CCC® Parts.  

 
 

1. Note My Orders drop-down. Use this drop-down to view orders assigned to you, all 
orders sent by shops or orders that other users are reviewing.  

2. You can also search for a specific order by using the search field.  
3. Note there are five order status categories: 

Pending Orders Lists all orders that need to be reviewed and 
confirmed. 

Awaiting Shipment Lists all orders that have not been invoiced. 
Shipped Orders Lists orders that are invoiced. 
Rejected/Cancelled  Lists orders that are rejected or cancelled.  

 
All Statuses List all orders. 

 
 

4. In the Status column, you will see various order statuses:  
Pending Review Indicates orders that need to be reviewed and need 

shop approval and confirmation.  
Pending Shop Approval Indicates the shop needs to approve the order 

updates. Once the shop approves this, the Status will 
update to Pending Confirmation. 

Pending Confirmation Orders that have been reviewed but have not been 
sent to the Dealer Management System (DMS).  

 
 

Continued on next page 
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CCC® Parts – Order Management User Guide, Continued 

 
Confirming 
Orders 

The Pending Orders displays new orders that are in process.  
Orders that have not been opened will display in bold text.  

 
1. Select the order line to open the order.  

You will be prompted to take ownership of the order.  For integrated suppliers, once 
owner is established, the order will send to the DMS and user will be presented with 
the applicable Quote number to begin working the order.   
NOTE: Any changes made to the order in the DMS will need to be updated in CCC 
Parts prior to confirming the order with the shop. 
NOTE: If you are opening the order to review and add details, you will need to take 
ownership for the order to be assigned to you.  
The Order view displays a list of all parts that the order contains.  

2. The vehicle information section includes the damage location, VIN, photos, and 
unordered estimate lines. Verify each part that the shop has ordered (Scrub) to 
make sure parts you are shipping to the shop are correct. It minimizes returns of 
those parts. 

I. Verify the part against the vehicle year/make/model or VIN. 
II. Review the damage indicator in the vehicle surrounding points. Red indicates 

primary damage location and orange indicates secondary damage location.  
You can also select View Photos to view pictures the shop has shared to further 
validate the ordered parts.   

Continued on next page 
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CCC® Parts – Order Management User Guide, Continued 

Confirming 
Orders, 
Continued 

3. Specify details such as List$, Net$, and Shop discount amounts for 
each part. 

 
4. Verify and communicate the ETA for the customer.  

I. Check the availability within your DMS for in stock vs out of stock parts. Specify 
the ETA date for the selected part.  

II. Select Backorder if the part is in backorder.  
If you have selected Backorder, the part will show it as backorder.  
You will be able to update the ETA once it becomes available. 
 

  If there are multiple parts in the order, you can populate ETA for all parts at 
once by selecting the Apply ETA button and selecting the date. 
Additional parts can be added to the order by using Add Part.  

 
   Select the link to learn how to Add Part manually.   

▪ The part line that has been reviewed and specified as ETA displays a green bar on 
the left.  

▪ Parts with promotional pricing are identified with a green dollar next to it.  
▪ It will also show the estimated rebate and dealer profit amounts at the top of the 

part line.  

Continued on next page 
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CCC® Parts – Order Management User Guide, Continued 

 

 
5. Once you have reviewed added/edited additional parts, you are ready to confirm the 

order.  
Select Confirm Order.  
 

 
6. Review Order page opens. Select Confirm to send order updates to the CCC shop. 

Continued on next page 
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CCC® Parts – Order Management User Guide, Continued 

 

Confirming 
Orders, 
Continued 

6. The Review Order page opens. Select Confirm to send order 
updates to the CCC shop. 

 
7. It will request confirmation from the shop.  
   Some changes may require confirmation by the shop. You can select Finish Later if 

needed.  
Once you get the confirmation from the shop, select Next.   
 

 
 

Continued on next page 

 

 



 

                                            ©2024-2025. CCC Intelligent Solutions Inc. All rights reserved.                                                        
CCC® is a trademark of CCC Intelligent Solutions Inc.                                         8 

CCC® Parts – Order Management User Guide, Continued 

 

8. If the supplier is integrated with a Dealer Management System (DMS), selecting 
Finish will move the order from the Pending Orders status to the Awaiting Shipment 
status. 
For suppliers that are not integrated to the DMS, enter the Sales Order # created in 
the DMS. 
 

 
9. The confirmation for the order displays. You have now provided the Sales Order 

number to the shop. Select OK.  
 
The shop will automatically be able to see the order confirmation details. 

Continued on next page 
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CCC® Parts – Order Management User Guide, Continued 

 
Adding Parts 
Manually 

Add Part allows you to manually add parts in the order from the shop 
before confirming the order.  
 

 
 

1. In the Order view, select Add Part.  
2. Add OEM number. 
3. If the part description and price do not automatically populate, enter those as 

applicable. 
4. Specify the Expected Delivery Date. 
5. Select Save.  

 
The manually added part line displays in the order list. Manually added parts will 
display Line # starting from 10000.  

 
 

Continued on next page 

 



 

                                            ©2024-2025. CCC Intelligent Solutions Inc. All rights reserved.                                                        
CCC® is a trademark of CCC Intelligent Solutions Inc.                                         10 

CCC® Parts – Order Management User Guide, Continued 

 
Rejecting 
Part Lines  

You can also reject a part that is in the order if it is unavailable or as 
requested by the customer.  
 

 
 

1. Select the three dots on the part line.   
2. In the Reject Part page, select reason for rejection and select Save.  

 
  Once you reject a part, the action cannot be undone.  

3. You will return to the Order Number page. The part line will display Rejected in red 
and the reason for rejection.  

4. You can also reject an entire order by selecting the Reject Order from this view.  

 
Updating 
Orders 

You can also go back to the confirmed order and change ETA dates.  
You will need to select Submit and Close.  
The shop will be notified about the updates you made.   

 
 

Continued on next page 
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CCC® Parts – Order Management User Guide, Continued 

 
Cancelling 
Confirmed 
Orders 

You can cancel an order that has been confirmed.   

1. In the Awaiting Shipment tab, select the order awaiting shipment.  

 
2. Select the  icon next to the part that displays either Not Invoiced or Backordered.  

 
3. Select the reason for cancellation and select Save.  

 

Continued on next page 
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CCC® Parts – Order Management User Guide, Continued 

 

4. The Submit Delivery Option window displays the canceled part. Select the Submit 
option as needed.  

 
 

   If you have selected the Submit & Create New Invoice button, it will display the 
new invoice summary. Select Submit. ETA or canceled line updates will not be saved 
until updates have been submitted to the shop. 
 
An automated chat message will be sent to the shop with cancellation update. 

 

Continued on next page 
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CCC® Parts – Order Management User Guide, Continued 

 
Sending 
electronic 
Invoice to the 
Shop 

For suppliers that are integrated with their Dealer Management System 
(DMS), the invoice gets automatically generated and sent to the shop.  
 
Suppliers not integrated with their Dealer Management System (DMS) 
will need to manually send the invoice to the shop as follows: 
 

 
 

1. Access the Order Management and select the Awaiting Shipment order status.  
All orders awaiting shipment display.  

2. Select the order.  
The Order view displays.  
The Awaiting Shipment section is also where ETA can be updated to send to the 
collision repairer. 
 

  You can apply ETA to all parts at once or to a specific part.  

 
 

3. Select Submit Updates.  

 
4. Select Submit and Close. 

It will again send the ETA for parts in the order to the shop similar to the original 
ETA.  
 
  

Continued on next page 
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CCC® Parts – Order Management User Guide, Continued 

 

 
Once any or all parts are invoiced in the DMS, you are ready to send an electronic invoice.  

6. Access the Awaiting Shipment order status. 
7. In the Order view, select Create Invoice.  

 
8. The Create Invoice window opens.  

Identify the parts being invoiced by selecting the box to the left.  All parts will be 
selected by default. Uncheck any line not included in the invoice that is being sent. 
 If you have added additional parts manually during the processing of the order as 
per the shop’s request, you need to add that here as well using the Add Manual Part. 
  

 This is to ensure the electronic invoice matches the paper copy the shop 
receives with shipped parts.  

9. In the New Invoice Summary pane, 
I. Enter the invoice number. For Non-integrated suppliers, this field will 

automatically prefill with the Sales Order Number for manual invoices. You can 
edit the field when needed. 

II. Enter the invoice date. 
III. Enter additional charges if applicable.  
IV. Verify Invoice Total matches with printed invoice that will be sent out with 

shipping from the DMS. Select Submit.  

Continued on next page 
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CCC® Parts – Order Management User Guide, Continued 

 

 
 

10. The confirmation message displays. Once all parts included in the order are 
invoiced, the order will display Invoiced. This invoice will now be available for the 
shop to view in CCC ONE.  

 
This order will no longer list under Awaiting Shipment and will display in the 
Shipped Orders order status. 

Continued on next page 
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CCC® Parts – Order Management User Guide, Continued 

 
Sending and 
Receiving 
Messages to 
Shops 

You can send messages to the shop from the Order view while 
processing the order.  

 
1. In the Order Summary pane, scroll down to Messages. 
2. Enter your message for the customer and select the Send icon.   

The message you receive from the shop will also display here.  

 
 

Continued on next page 
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CCC® Parts – Order Management User Guide, Continued 

 
Message 
Center 

You can also use the Message Center to send and receive messages 
to/from shops.  

 

 
1. In the Order Management page, select the Message Center.  

 

 
2. All messages display.  

I. Select the message bucket to view messages as needed.  
II.  You can also filter messages.  

3. Select Message to enter message to send.  
4. Select Manage Order to open the order to view details of the order if needed.  
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