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OFL Report Assessment - Ordering Parts

1 Click here to access the claim
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2 Go to documents

3 Open the report
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4 Click the download

5 Use the information provided in the "Issues found" to determine the outcome of
the claim.
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6 Go to documents

7 Match the incident cause to the incident type
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8 Change the repair to "Furniture repair"

9 Click "Estimates"
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10 Check that the inspection estimate matches the report.

11 Scroll down on the report to "Cost of job"
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12 Click here

13 Double-click the estimate
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14 Go to "Labour"

15 Click on the estimate line
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16 Click "Amend"

17 Change the cost so that it matches the report
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18 Click "Save and close"

19 Copy the claim number
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20 Click "Add"

21 Set the estimate type to "OFL"
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22 Click the magnifying glass

23 Double-click Emmiera
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24 Type "Report 2" in the Description field

25 Paste the claim number into the "Job number" field, then click "Labour"



Made with Scribe - https://scribehow.com 14

26 Click "Add"

27 Choose "First repair"
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28 Type "Repair" into the description box

29 Add the cost of the repair from the report into the "rate" field
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30 Click "add and close"

31 Click "add and close" again
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32 Click "add" to add an estimate for your parts

33 Select "OFL" for the party type
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34 Click the magnifying glass

35 Double-click OFL
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36 Type "OFL" into the description and job number fields, then go to "Parts"

37 Click "Add"
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38 Copy the parts needed from the report

39 Paste the parts needed into the "Description" field and set the supplier to
"Manufacturer"
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40 Set the "rate" to £50 then click "Save and close"

41 Click "Add and close" again
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42 Click "Documents"

43 Click the box next to the report
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44 Click "Email/forward"

45 Double-click the "Product Part Request Form"
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46 Put the email address "furnitureguard@ofl.co.uk" in the "Forward to" field

47 Paste the parts required into the "Parts / Product required" field
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48 Click "send"

49 Click "Notes"
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50 Click "Add"

51 Type your note then click "Add and close"



Made with Scribe - https://scribehow.com 27

52 Click "Tasks"

53 Click the check-box
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54 Change the claim position to "accepted"

55 Change the claim reason to "Parts Requested to Customer"
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56 Change the handler to your name

57 Click "save and close"


