Employee Records in CCC® ONE

Overview The job aids within this packet review topics associated with employee
records within CCC® ONE.
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Employee Records in CCC® ONE, continued

Employee

Search Screen

Accessing the

This document reviews the steps necessary to access the Employee

Search screen within CCC® ONE, as well as an overview of the New

Employee window.

The following table outlines the steps necessary to access the

Employee Employee Search screen:
Search Screen
Step Action
1 From the Configure Menu(which isin the upper right hand
of the screen), select Employees.
Configure =| Tools~ 5ea
" My Account A
Profiles
c Machine Settings
l Employees
Teams
2 The Employee Search Screen opens.
& cccone
New - View ~ Action Recent ~ B Reports ~
Fender Bender
e & NewEmployee £ Refresh = Print () Print Preview &) Export to CSV|
A \l—‘ P Binish Hannah Hannah Bin C i nmn;serm Admin Z‘;‘:
’mm'—‘ I Binisn Shannon Shannon Bil soinish A Edt 2
FE Goodwin Kenneth Kenneth kennethg Admin User
= . a2 v Wanno Hario Mario Manno mmanno Admin User
I a RF 13 T 1 ai RF 13 trainingri3 Admin User
R R — T
| R w2 Traning Tanng w1z @ s ierscat TRANNGRFT2 Aarn User
| F Romsatnong _patamint Fatamit Romsst. promsathong o Admn User
A. Employee Search panel.
B. The Search Results pane.
C. The Employee Screen toolbar - New Employee, Refresh,
Print, Print Preview buttons.

oo

Continued on next page
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Employee Records in CCC® ONE, continued

CreateaNew  This document reviews the steps necessary to fill out the Employee tab

Employee: of the New Employee form within CCC® ONE. Information can be
Introduction  gntered in the following sections:

« Employee Info

« Location

« Emergency Contact
« Additional Information

Note: There are system required fields, as well as required fields
determined by the administrator of this product and are customizable.
To review required fields, go to Configure> Global Settings > Employee,
Create / Edit. For additional information on customizing Employee
fields, please refer to the job aid on Global Settings.

To create a New Employee, information can be enteredon2 -3
separate tabs based on the modules your company has purchased. This
table reviews the information needed to complete the Employee tab.

Create aNew Step Action
Employee T From the Configure Menu select Employees.
Configure =| Tools~ Sea
" My Account A E
Profiles

i Machine Settings

Employees

Teams

Continued on next page
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Employee Records in CCC® ONE, continued

Create aNew
Employee,
continued

Step

Action

2

The Employee Search Screen opens. Click the New
Employee button on the toolbar.

€CC ONE

New ~ View + Action ~  Recent~

Reports ~
Fender Bender
P AL New Employee [\ Refresh = Print |3, Print Preview | &) Bcport to C5V
I:l loyee ID Last Name. First Name Primary Phone User ID Role
I s Binish Hannah hinish ‘Admin User
C ] G Binisn Shannon soinish A SEdt 2
I Goodwin Kenneth kennetng Agmn User
— S 1anno Hario mmanno Agmn User
e A RF 13 Training trainingr 13 Admin User
p— L v RF 14 trainingrf14. Admin User
i - R 15 traimingr1s ‘Admin User
G RF12 (630) 5871875 Cel TRANNGRF12  Admin User
I Romsathong promsaithong. o Admin User

The New Employee window opens. The window defaults to
the New Employee tab. Enter all Employee information.

Untitled - Employee x
File Actions Help
b Save and Close i Save and New
" Employee | User | wages |
Pt ames [ [ Jouastmes [ ehoretimbas
Display Name: [ | Phone Type Phone Number e X
Address 1: [ | M 'y
Address 2: [ | »
Gity/State/Zi: [ ] ——]
Active: This employee is currently employed
Estmator: [ This employes is an Estmator
Home Location: [ Fender Bender v neme: [ melatense
Available Locations: Assigned Locations: Phone Mumbers: Phone Type Phone Number *
Fender Bender F
Y x
-
pmaryEmt: || Doteofarh: encer:
T T
TerinatenDate: [ Cstom Pt I
ustom Dot Custom ik 2 .

When finished entering information click the User tab. This
tab will be explained in the next section.

Continued on next page
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Employee Records in CCC® ONE, continued

TheUserTab: To create a New Employee, information can be enteredon2 -3
Introduction separate tabs based on the modules your company has purchased. This
section reviews the information needed to complete the User tab. To fill
out this tab, information must be entered in the following sections:
«Login
« User Roles

Note: There are system required fields, as well as required fields
determined by the administrator of this product and are customizable.
To review required fields, go to Configure> Global Settings > Employee,
Create / Edit. For additional information on customizing Employee
fields, please refer to the job aid on Global Settings.

The User Tab Select the User tab within the New Employee User Screen.

Untitled - Employee >
File  Actions Help
E Save and Close E Save and Mew

Employey’ User | Wagss |

Active: |:| This employes is an active user of the system.

Type: CCC OME user - Accesses CCC OME platform based on assigned security role(s).

Technidan user - May only access CCC OME mobile apps in a limited way as defined below.

Continued on next page
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Employee Records in CCC® ONE, continued

The User Tab,
continued

Follow the steps below to create a User Login and to set User Roles.

Step Action
1 Use the check box to indicate the user as an Active user of
the system.
Untitled - Employee *
File  Actions Help
H Save and Close E Save and MNew
Employes” User T Wages l
Login
01
(®) CCC ONE user - Accesses CCC ONE platform based on assigned security role(s).
(O Technidian user - May only access CCC ONE mobile apps in a limited way as defined below. 0 2
User ID: Check Availability L
User Roles
Available user roles: Assigned user roles:
Adn'.lin User
E:;IJCriss:gnments C
-
Select the User Type.
3 Enter a User ID in the text box. Then click Check Availability
to confirm the User ID.
4 If the User ID is available, a system confirmation message is
displayed.
CCC OME
User name iz available. Continue with user setup.
Click OK.

Continued on next page
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Employee Records in CCC® ONE, continued

The User Tab,
continued

Step

Action

5

Select and assign Available user roles by clicking on the
role and using the arrow keys to assign a particular role.

Active: This employee is an active user of the system.

Type: (®) CCC ONE user - Accesses CCC ONE platform based on assigned security role(s).
() Technician user - May only access CCC OME mobile apps in a limited way as defined below.

User ID: testuseri234 Chedk Availability

User Roles

Available user roles: Assigned user roles:
Admin User

Labor Assignments.

Once you have completed the User tab, you can continue to
the Wages tab.

Note: Thisis only necessary if your company has purchased
the Labor Module. If they have not, continue to step 7 to
complete creating an employee. If your company has the
Labor Module, skip step 7and continue with the Wages Tab
Job Aid.

Note: An Employee does not need to be a user of CCC® ONE
to have Wages information entered.

Once you have entered all the information required, click
the Save and Close button at the top of the screen.

|E Save and Close E Save and Mew |

Note: If you are creating multiple employees, you can click
Save and New to open a New Employee window.

Note: After an employee is created and saved in the
system, the Reset Password button becomes available. This
occurs only if the employee is setup with a User 1D/
password. If you set up an employee and did not enter
information on the User tab, this functionality would not be
available. For additional information on Resetting
Passwords, please refer to the separate job aid within this
packet.

Continued on next page
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Employee Records in CCC® ONE, continued

The Wages
Tab:
Introduction

The Wages Tab

This document reviews the steps necessary to fill out the Wages tab of
the New Employee form within CCC® ONE.

Note: This tab is only available if you have the Labor Module within CCC®
ONE. If you do not, please skip to Step 12 of the table below.

To create a New Employee, information can be enteredon 2 -3
separate tabs based on the modules your company has purchased. This
section reviews the information that can be entered on the Wages tab.
To complete this tab, information can be entered in the following
sections:

« Payroll Location

« Job Title

» Work Class

- Pay Type

« Wage

« Labor Type

Note: There are system required fields, as well as required fields
determined by the administrator of this product and are customizable.
Toreview required fields, go to Configure> Global Settings > Employee,
Create / Edit. For additional information on customizing Employee
fields, please refer to the job aid on Global Settings.

Untitled - Employee *

File  Actions Help
H Save and Close H Save and New

~~_Employee Us; Wages

Payroll Location: |

| Timecard PIN:

—

Job Title: | |

Work Class:
(®) Direct Labor
() Indirect Labor

== Add Line

Pay Type:
(® salary
) Hourly
() Flat Rate [ Commission

Delete Line

Wage:

Salary per Pay Period:
Hourly Pay Rate:
Guaranteed per Pay Period:

L]

Labar Type

Flat Rate §

Commission %

Assign %

[] Employee may dock into
jobs without being assigned
Employee may dock into

[ multiple repair orders at
once

Note: Since Salary is selected as the Pay Type in this example, Payroll
Location, Job Title, and Salary per Pay Period are system required
fields. If Pay Type = Hourly, then Hourly Pay Rate is a system required

field. If Pay Type = Flat Rate Commission, then only Guaranteed per Pay
Period is enabled, and it is an Optional field.

oo

Continued on next page
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Employee Records in CCC® ONE, continued

The Wages Tab
Step Action
1 Select Payroll Location from the drop-down list.
Untitled - Employee X
File  Actions Help
E Save and Close E Save and MNew
Employes | Use” Wages |
Payroll Location: Timecard PIN:
01 ob Title: 03
ork Class: Pay Type: Wage: 0 2
(® Direct Labor ® salary Salary per l:l
04 (O Indirect Labor () Hourly Hourly Pay Rate:
(O Flat Rate / Commission Guaranteed per Pay Period:
== Add Line 3¢ Delete Line
Labor Type Flat A 05 Commission % Assign % [] Employee may dock into
jobs without being assigned
1 e et ordars ot
2 Entera Job Title.
3 To generate a Timecard PIN, click the Generate button.
Note: You can also manually enter a Timecard PIN.
4 Select the radio button for Direct or Indirect Labor.
5 Select the radio button for Pay Type.
6 Use the text box to enter in the appropriate Wage.
Untitled - Employee X
File  Actions Help
E Save and Close E Save and MNew
p Emglo)jeel ::; Wages]
Payroll Location: | | Timecard PIN: l:l
Job Title: | |
Work Class: Pay Type: Wage:
(® Direct Labor ® salary Salary per Pay Period: l:l
(O Indirect Labor O Hourly Hourly Pay Rate: 06
(O Flat Rate / Commission Guaranteed per Pay Period:

oo

Q7

=f= Add Line B¢ Delete Line

Labor Type Flat Rate §

Commission %

Assign %

[] Employee may dock into
jobs without being assigned
Employee may dock into

[] multiple repair orders at
once

Labor.

7 Click the Add Line button to add a Labor Type to the User.
Note: Steps 7-10 are available when Work Class = Direct

Continued on next page
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Employee Records in CCC® ONE, continued

The Wages Step Action
Tab, continued 8 Use the drop-down menu to select the Labor Type.
== Add Line € Delete Line
I Labor Type FIf Rate Commission % Assign %
» Body - 100
Body
Diagnostic
Electrical
Refinish / Paint
Structural
Frame
Mechanical
Glass
User Defined
User Defined Type 1
User Defined Type 2
User Defined Type 3
User Defined Type 4
In House Labor
Parts Clean Up
9 If you selected Flat Rate/Commission as the Pay Type,

enter a Flat Rate S and a Commission % into the text boxes.

Flat Rate & Commission %

10 Assign a percentage for Assign %.

Assign %

1 Use the check boxes to indicate Employee permissions.

[] Employes may dock into
jobs without being assigned
Employee may dock into

[] multiple repair orders at
ance

12 Once you have entered all of the information required on all
three tabs, click the button at the top of the screen.

E Save and Cloze E Save and MNew

Note: If you are creating multiple employees, you can click
Save and New to open a New Employee window.

Continued on next page
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Employee Records in CCC® ONE, continued

Searchingfor  Thisjob aid reviews the steps necessary to search for an employee

anEmployee:  record within CCC® ONE.
Introduction

Searchingfor  The following table outlines the steps necessary to Search for an
anEmployee  Employee record.

Step Action
1 Go to the Employee Search Screen through the Configure
Menu > Employees.
2 On the left-hand side is the Employees Search criteria.

Last Name:
| |
First Name:

Active:
Active ~

3 Enter the Last and/or First Name and an Active status.
Then click the Search button.

4 The Search Results display.
e ]

AL New Employee £ Refresh = Print | 2 Print Preview ;) Exportto C5V.

Active Employee ID Last Name First Name Display Name Address 1 Hire Date User ID Role

L v RF 13 Training Training RF 13 trainingr13 Admin User
4 RF 14 Training Training RF 14 trainingrf14 \A\ SEit 2
i v RF 1 Training Training RF 15 trainingrf1S Admin User
a4 -~ RF12 Training Training RF12 TRANNGRF12  Admin User

Continued on next page
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Employee Records in CCC® ONE, continued

Editing an This job aid reviews the steps necessary to edit an employee record
Employee within CCC® ONE.
Record:
Introduction
Editing an The following table outlines the steps necessary to Edit an employee
Employee record.
Record
Step Action
1 Go to the Employee Search Screen using either the
Configure Menu > Employees or the New Employee button
in the Labor Workflow.
2 Double-click on an employee record or click on the Edit
button on the mini toolbar.
Search Results
AL New Employee & Refresh  s=Print |3 Print Preview | &) Exportto CSV
1 Ac:ve Employee ID RFGBsIName Trm’::"r:tName Tr:::;la:;::me Address 1 Hire Date 'raini"l;rs':ralD Role
a4 v RF 14 Training Training RF 14 trainingrf14 o Edit =
L v RF 15 Training Training RF 15 trainingrfs
1 v RF12 Trainini g Trainin g RF12 TRAININGRF12 Admin User |
3 Navigate through the tabs associated with this employee
record and make any necessary changes.
s i B -’"“;?I?,’;._ Lo % X
- B x
e —
Estmator: [ This employee is an Estimator
[Locsiens
Primary E-mail: mmanna@cccis.com Cate of Srth: | I Gender: | v
E—- | e oae [~ e r———
Terminaton Date:  |_J_J/___ | M Custom Feid 1:
Custom Date: || cusompedz:
4 Once you have entered all of the information required, click
the Save and Close button at the top of the screen.
Note: You can click Save and New to open a New Employee
window.
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Resetting an This job aid reviews how to reset a User’s password.
Employee’s

Password:

Introduction

Resetting an The following table outlines the steps necessary to reset a password.
Employee’s
Password

Step Action
1 Go to the Employee Search Screen through the Configure
Menu > Employees.

2 Double-click on an employee record or click on the Edit
button on the mini toolbar.

Search Results

AL New Employee £ Refresh = Print |2 Print Preview | %) Export to CSV

Active  EmployeelD Last Name First Name Display Name Address 1 Hire Date User ID Role

L - RF 13 Training Training RF 13 trainingrf3

i v RF 14 Training Training RF 14 trainingrf14 o Bt 2
L RF 15 Training Training RF 15 trainingrH5

l v RF12 Training Training RF12 TRAININGRF12 Admin User |

3 Select the User tab. Click Reset Password button.

Active: This employee is an active user of the system.

Type: (®) CCC ONE user - Accesses CCC ONE platform based on assigned security role(s).
(") Technician user - May only access CCC ONE mobile apps in a limited way as defined below.

User ID: trainingrf13 I Reset Password I

4 A Temporary Password is assigned.

Reset Password

Atemporary password has been generated for the user. User will be
required to change the password immediately after the next login attempt.

6IEYHUC23aC]

Note: You will need to pass the temporary password on to
the user. He/she will be required to use this temporary
password upon next login.

5 Select OK and then click Save and Close.

E Save and Close E Save and MNew

Continued on next page
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Employee Records in CCC® ONE, continued

Deactivating This job aid reviews the steps necessary to deactivate an employee

anEmployee:  record, as well as a User ID within CCC® ONE.
Introduction

Deactivating The following table outlines the steps necessary to deactivate an
an Employee employee.

Step Action
1 Go to the Employee Screen through the Configure Menu >
Employees.
2 Double-click on an employee record or click on the Edit

button on the mini toolbar.

Search Results

AL New Employes &7 Refresh = Print | 2, Print Preview %) Export to CSV
Active Employee ID Last Name First Name Display Name Address 1 Hire Date User ID Role

v RF 13 Training Training RF 13 trainingrf3
v RF 14 Training Training RF 14 trainingrf14 o Bt 2
v RF 15 Training Training RF 15 trainingr5

v RF12 Training Training RF12 TRANINGRF12 Admin User |

NERE

The Employee Record displays.

3 Under the Employee Info section, deselect the check box
next to Active.

First Name: [Training |MI | | LastName: |RF 13 |
Display Mame: |'I'raining RF 13 |
Address 1: | |
Address 2: | |
City/State/Zip: | v| ___;_J
Active: Thiz employee is currently employed

Estimator: This employee iz an Estimator

4 Click Save and Close.

Continued on next page
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Employee Records in CCC® ONE, continued

Deactivating a

User

oo

The following table outlines the steps necessary to deactivate a User.

Step

Action

1

Go to the Employee Search Screen through the Configure
Menu > Employees.

Double-click on an employee record or click on the Edit
button on the mini toolbar.

Search Results

AL New Employes £ Refresh = Print |3 Print Preview | &%) Bxportto CSV
Active Employee ID Last Name
v RF 13

First Name: Display Nams Address 1
Training Training RF 13
v RF 14 Training Training RF 14
v RF 15 Training Training RF 15
v

RF12 Training

Hire Date User ID Role

trainingrf13

o7 Edit &

trainingrf14

trainingrf15
TRAININGRF12

BRRE

Training RF12

Admin User |

The Employee Record displays. Select the User tab.

Deselect the check box next to Active.

Employsy/ User T Wages [ Teams l

IAct'n.re: This employee is an active user of the system. I

(®) CCC ONE user - Accesses CCC ONE platform based on assigned security role(s).
(") Technician user - May only access CCC ONE mobile apps in a limited way as defined below.

trainingrfi3 Reset Password

Type:

User I

Click Save and Close.
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