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Introduction: Forms/Letters

There are over 50 forms and letters available to be created and edited in Version 6.0. To access,
view, edit and create the form of your choice you can follow this guide.

Log in to the Administration Module, click on the “"Other” (1) tab and choose the Forms/Letters

(2) tab.

The following are pre-built forms
that can be edited to meet your
needs:

Estimate Follow-up,
Estimate Follow-up #2
Thank You Letter
Vehicle Warranty

Repair Authorization
Estimate Disclaimer
Repair Order Disclaimer
Supplement Disclaimer
Invoice Disclaimer
Quality Control Checklist

To look at any of these you can
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=Full Name=
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feel free to call

Best Regards,

<Estimator=>

Rows = 462
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Thank you for bringing your <Year=<Make> <Model> to our shop for an inspection. We appreciate the opportunity
to serve you and hope that you will consider allowing us to repair your vehicle to pre-accident condition. Qur shop
is dedicated to the highest quality service. If we can be of any further assistance or if you have questions, please

\
O,

<Customer City=, <Customer State= <Customer Postal>

Location: server

simply click on the “next” link (3) until you see the form name.

Editing Existing Forms

There are two ways to edit forms.
Rich Text editing and using the
“insert” key on your keyboard.

Rich Text Editing:

Click your cursor into the
document you wish to edit. Hit the
F2 key at the top of your keyboard
and the rich text editor screen will
pop open. This allows you to
change font sizes and styles (4)
and make the document look the
way you'd like.
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We appreciate the opportunity to serve you and hope that you will consider allowing
us to repair your vehicle to pre-accident condition. Our shop is dedicated to the
highest quality service. If wie can be of any further assistance or if you have
questions, please feel free to call

Best Regards,
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Thank you for bringing your <Year=<Make> <Model= to our shop for aninspection. |
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You can also copy and paste verbiage in from a Notepad Document or Microsoft Word Document.
Note: Microsoft Word will copy the verbiage “as is” into the rich text editor including font sizes,

styles and spacing.

When you have completed the changes

Saveand Exit  Chri+5 K
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Rich Text editor by click on File and the e RN EERNRERE EEENRERK ERERNERE EEEEREEF
Save and Exit. (1) Todays
<Full Name=

You will then need to save any changes by
clicking on the “save” (2) link on the

screen.
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Thank you for bringing your =Year==Make= <Model> to our shop for an inspection.
We appreciate the opportunity to serve you and hope that you will consider allowing
us to repair your vehicle to pre-accident condition. Our shop is dedicated to the
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Insert Fields

To insert fields into your forms, simply place you cursor (3) where you'd like the insert, tap the
“Insert” key on your computer keyboard and a drop down of choices will appear.

Simply choose the field you'd
like to insert (4) and the
system will drop that insert into
the chosen area and indicate by
showing you a “less than” (<)
and “greater than” (>) sign on
either side. (5)

Make sure you save all changes
prior to closing the document
or moving to another. (6)
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Rental Car Company

Dates
| Cuskamer Fitsk + Lask Marme '
Job First Marne Orly
e Last Marne Only
Code Address
Hat #/Unit # City
Mileage In State/Province
Mileage Out Postal Code
Insurance Home Phone
Adjuster/Appraiser ‘Work Phane
Deductible Cell Phone
Date of Loss Fay/Pager
Claim # Email
Policy #
h Idle

Il Rights Reserved.
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Creating Custom Forms

@)

You can create your own form by

\E Administratich Module
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clicking “Next” until you see a blank
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form. (1) It will start out being
called Custom Form and then a
number. Insert the text into the form
as you like it to look. You can type in
or copy and paste verbiage in to the
form as it is (2) or use the Rich Text
Editor. (3)

Note: The Rich Text Editor will allow
for more font and style options.

You can also insert fields into these
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Creating Custom Forms

You can create your own form by clicking “Next” until vou see a blank form. (131t
will start out being called Custom Form and then a number. Insert the text into the
form as you ke it to look. You can type i or copy and paste verbiage in to the
form as it is (2) or use the Rich Text Editor. MNote: The Rich Text Editor will allow
for mare fort and style options

forms and create a myriad of forms for yourself or
others including Insurance Companies, Rental

Companies or any other entity.

Once you have completed the form you can name it what you
desire by clicking on the current name of the document (4) and
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filling in what you'd like in the window that will pop up. (5)
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