How to Merge a Workfile with an Insurance Assignment

Overview

Procedure

Quick Search Results

There will be occasions when you will need to merge an existing, manually created workfile
with an Insurance Company Assignment or an EMS Assignment. You can merge them with
aNew Assignment if the manually created workfile is not Locked or a Total Loss.

This job aid describes how to merge an existing Workfile with an Insurance Company
Assignment.

Use the following steps to merge a manually created Workfile with an Assignment
from the Insurance Company:

Step Action
1 To begin, make sure you are on the Workfiles View so that you can see all of
your Workfiles and Assignments.

Click once on the New Assignment to select it.

(3 Opportunity [ Repair Order X Remove All New Estimates 25 Refresh =] Preview = Print ~ B Export
Updates  y Linked Priority ‘E’:;;r::l: RO Number Owner Primary Phone Vehicle Estimate § Insurance Gompany Claim Number Estimator
= New Assignment Satler, Ellie (630) 901-8872 Cell 2018 TOYO Corolla L w/... 1) cce TRANNG 08232022-1
= & En Goodwin, Kenneth (123 455-6788 Cell 2014 KIA Rio EX Automatic 3g50.73 () cnc}\ = New ¢ Priority ~ &= Print.. EJSend.. %
= & Em 1078 Goodwin, Kenneth (630} 567-8394 Cell 2014 HOND Civic Sedan ... 4,378.45 [’ ccC TRANNG il Assign Estimator
= & En Goodwin, Kenneth  (630) 597-3394 Cell 2014 HOND Civic Sedan .. 4378.45 '§ cCC TRAINNG B§ Accept Opportunity
= & s01 1073 Mitsakopoulos, Mi... (224} 213-0470 Cel 2014 HOND Civic Sedan .. 11,906.83 {" coc TRANMN G5 Convertto Repair Order
= & 501 Goodwin, Kennsth (123} 456-7880 Cell 2014 KIA Rio LX Automatic 1415i B Mege
= 501 1077 Goodwin, Kennsth (123} 456-7830 Cel 2014 KIA Rio SX Automatic 2722
= E01 1059 Ro, Test 2018 TOYO Corolla LE w. 4519.98 i Bs
= E01 1071 Wiliams, Jennifer 2018 SUBA BRZ Premiu 0.00 Shannon Binish
= E01 1072 Qusen, Xenomorph (530} 880-0957 Cel 2019 TESL Model S AWD 375243 Shannon Binish

oo

Go to Action on the mini-toolbar, and select Merge. The Merge-Select Workfile
screen will open.

Merge X
G, SelectWorkfile
Lad Please search for and select the workfile to merge with. Search by vehicle owner, claim number, make,
model, andfor VIN
Insurance Company: [CCC TRAINING |
Search Tems I | | Metch all of the words | [IRE=EEE

No search results found

Continued on next page
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How to Merge a Workfile with an Insurance Assignment, Continued

Procedure, Step Action
continued 4 Enter a Search term. Then click Search, or leave blank and Search.
5 Select the Workfile to merge.
6 Click Next. The Confirm Merge screen displays.
= Confirm
K Please compare and confirm data to be merged
Assignment Woddile
Vehicle Owner ° Mark
Insurance Company
Claim Office NORTHERN NEW ENGLAND
Claim Number G
Vehidle 2012 TOYOTA TUNDRA CREWMAX . 2012 TOYO TUNDRA 4X4
4X4 VB CREWMAX
VIN 5T 5T
Estimate Amount $0.00
Step Action
7 Review and confirm the Assignment and Workfile information to be merged.
8 Click Next.
9 If you have already added images or attachments, select the ones to merge
with the Assignment and send to the Insurer.

Send to Insurance
e

Please select attachments to send to the insurance company.

10 Click Finish.

Note: The workfile opens for you to continue working. Remember to Save and Close.
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