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OFL Report Assessment - Repair Authorised

1 Go to "Documents"
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2 Open the report

3 Click the download
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4 Use the information provided in the "Issues found" section of the report to
determine the outcome of your claim.

5 Go to "Details"
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6 Match the "incident cause" to the "Incident category"

7 Set your repair as "Furniture repair"
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8 Go to "Estimates"

9 Check the inspection estimate amount against the price given on the report
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10 If the amount is different, you will need to amend it on the estimate.

11 Copy your claim number
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12 Click "Add"

13 Select "OFL" as the estimate type
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14 Click the magnifying glass

15 Double-click Emmiera
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16 Type "Report 2" in the "Description" box

17 Paste the claim number into the "job number" field then click "Labour"
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18 Click "Add"

19 Select "First repair"



Made with Scribe - https://scribehow.com 11

20 Type "Repair" into the description field

21 Scroll down on the report to get the cost of the repair
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22 Paste it into the "Rate" field

23 Click "Add and close"
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24 Go to "API"

25 Click "Jobs"
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26 Double-click here

27 Click "Job history"
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28 Click "Add"

29 Authorise the repair
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30 Click "Save and close"

31 Click "Close"
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32 Click "Notes"

33 Click "Add"
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34 Type your note, then click "Add and close"

35 Click "Tasks"



Made with Scribe - https://scribehow.com 19

36 Tick the check-box

37 Change the claim status to "Accepted"
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38 Change the claim reason to "Repair authorised"

39 Change the handler to your name,



Made with Scribe - https://scribehow.com 21

40 Click "Save and close"


