Move a Checklist Item to Another Phase

Introduction This job aid describes how to move Checklist items to another phase of
the repair plan.
Access Follow the stepsin the table to edit a checklist.
Checklist
Configurations
Step Action
1 Select Configure from the menu bar.
2 Select Checklists from the Configure drop list. The cccone.com website
opens and displays the Configure Checklists settings menu.
Configure ~ Tools ~ Sea)
" My Account A
Profiles
5 Machine Settings
I Employees
Teams
Security Roles
- Work Hours
: Gruwl\:;uNr:lwci(re
3 Select Checklist Template under Settings.
Settings
T =23
4 Select the appropriate Checklist Version and click Edit. Note: The status
must say Draft to edit the Checklist.
~+ Add
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Move a Checklist Item to Another Phase, Continued

Open Checklist Follow these steps to open the Edit Checklist Item section.
Item
Step Action
1 Select the Phase Name from the panel on the left.

&/ Edit

PHASE NAME

Pre-Repair

Disassembly

Structural/Frame

Body

Refinish/Paint

Quality Check

Detail

Test Phase

Post-Repair

-+ Add

TYPE  CHECKLIST ITEM
Document prior damage on vehicle
Photograph VIN

{i] Delete
Sign Authorization to Repair / and or POA

Check for illuminated warning lights

MAND

INSURANCE COMPANIES

All

All

All

All

A\ Move Up

Double click or select Edit for the Checklist item you wish to edit. The Edit
Checklist Item details page opens.
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Move a Checklist Item to Another Phase, Continued

Changing the Follow the steps in the table to change a Checklist Phase.
Checklist

Phase

Step

Action

1

Select the General tab.

Settings hieckli mplate Edit Checkdist = Edit Ch
4 Edit Checklist Item - Photograph VIN

GENERAL ADVANCEL < 204 >

Fholograph VIN

@ Alkoles

D re-Aepair
O 2 Disassenby v
Q B
fFrome

Refinish/Paint 03

m ==

Click the Phase drop-down list, and select a new phase for the Checklist item.

Click Save. The Checklist Item is now in the newly selected Checklist Phase.
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