Change Checklist Display Order

Introduction This Job Aid describes how to change the Checklist item display order.
Access Follow these steps to edit a Checklist:
Checklist
Configuration Step Action
1 Select Configure from the menu bar.
ol Tools - Sear
~ My Account A E
Profiles
2 Select Checklists from the Configure = Machine Seftings =
droplist. The cccone.com website opens I Employees
and displays the Checklist Template Teams
menu. I Security Roles 1
— Work Hours |

Note: Internet connection required. 02 [ Accounting Connections 1

| Checklists A
— CCC Secure Share™ M
— Grow My Network

|
|

Continued on next page
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Change Checklist Display Order, Continued

oo

3 Select the appropriate Checklist Version (Basic or Advanced)
and click NEXT.
o Select template:

4 The Checklist Template will move to Step 2 - Build Checklists

and will take a few seconds to build your checklist.

° Select template ° Build checklists

We're building your checklist

It will automatically move to Step 3 - Finish. Click Done.

£ Checklist Template

You're all set!

Click DONE 10 gu review and edil your drall diecklist template,

& Edit Choeklist vl (DRAFT)

NGE COMPANIES  REGION

Continued on next page...
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Change Checklist Display Order, Continued

Change Follow these steps to change the display order of a Checklist item:
g:‘:::‘"s" Step Action
1 Select Edit from the Checklist section.

The Edit Checklist section opens.

£ ta + Ad
PHASE NAME TVPE  CHECKLIST ITEM MAND  INSURANCE COMPANIES
Pre-Repair ‘ Document prior damage on vehicle Al
Disassembly Check for illuminated waming lights Al
StructuralFrame Photograph VIN Al
Body Sign Authorization to Repair / and or POA Al
RefinishyPaint
Quality Check
Detai
Post-Repair
2 Reorder the Checklist Items by clicking on the Move Up/Move
Down selections or by clicking and dragging the items.
+ Add
TYPE CHECKLIST ITEM MAND INSURANCE COMPANIES
Document prior damage on vehicle All
Check for illuminated warning lights All
Ti] pelete I/\ Move Up \/ Move Down I ¢ Edit
Photograph VIN All
Sign Authorization to Repair / and or POA All

3 When finished, click PUBLISH.

¢ty Finished making changes? Click publish to start using this checklist on new workfiles.
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