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OFL Desktop Assessment

1 Go to "Documents"
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2 If there are no photos in the documents tab, the claim has been raised manually.

Copy the claim number and search it in the OFL inbox.

3 Find the customer's images and assess which parts are needed.
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4 Go to details

5 Set the "Incident cause" to match the "Incident type"
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6 Copy and paste the "Incident description" and paste it into the "Cause description
field"

7 Set the "Report reviewed" as today's date
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8 Set the repair to "Furniture repair"

9 Go to "Estimates"
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10 Click "Add"

11 Choose OFL as the estimate "Type"
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12 Click the magnifying glass

13 Double-click "MB&G Insurance Services Triage"
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14 Type "DTA" into the estimate "Description" and "Job number" fields, then go to
"Labour"

15 Click "Add"
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16 Select "Triage/Intel"

17 Type "DTA" into the description field, set the "Rate" to £30.00
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18 Click "Add and close"

19 Click "Add" to add an estimate for your parts.
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20 Select "OFL" as the estimate type

21 Click the magnifying glass.
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22 Double-click "OFL"

23 Type "OFL" into the description and job number fields, then go to "Parts"
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24 Click "Add"

25 Select "Manufacturer" from the supplier drop down
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26 Put the parts that you are ordering in the "Description" field

27 Set the unit price as £50 and click "Add and close"
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28 Click "Add and close" again

29 Click "Notes"



Made with Scribe - https://scribehow.com 16

30 Click "Add"

31 Add your note then click "Add and close"
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32 Click "Tasks"

33 Click this check-box
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34 Go to documents

35 Click "Email/forward"
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36 Double-click "Product Part Request Form"

37 Put the email address "furnitureguard@ofl.co.uk" in the "Forward to" box
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38 Paste the parts you need in the "Parts / Product Required" field

39 Click "send"
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40 Go to "Tasks"

41 Change the claim status to "Accepted"
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42 Change the claim reason to "Parts Requested to Customer"

43 Change the handler name to your name
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44 Click "Save and close"


