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Many Claims - One Solution

It's Everything You Need!

The Freedom to...

*  Manage your operations; anytime-anywhere!
*  Eliminate EDI confusion and transaction payments.
*  Direct Bill with confidence.
*  Take Back Control!

More than a POS system, eDirectGlass is a Total Shop
Management system that allows you to get more from
your business.  eDirectGlass reduces double-entry,
automates cost authorization, and streamlines work
production.

With eDirectGlass, you can focus on the things that
matter the most to your business; like reducing
day-to-day business costs, increasing productivity and
greater billing flexibility, just to name a few.

Because the Right Tools Make All the Difference.

1Foreword
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1 Getting Started

1.1 Introduction

eDirectGlass™ is an evolutionary way of doing business for the entire automotive glass repair and
replacement (AGRR) industry. eDirectGlass was designed to give the industry fair access to billing and
claims data using proven patented Internet technologies.

eDirectGlass Benefits

· eDirectGlass eliminates the costs and hassle of working through multiple vendors such as
POS and Claims networks.  With eDirectGlass there is now a direct route between shops,
vendors and insurance companies.  You no longer have to pay for or share your information

with multiple parties.  You are in control of your own network! 
· Integrated POS, Management and FNOL system.  Stop paying for and using multiple services.

With eDirectGlass™, you have all of the tools to manage your business in one place. 
· Through the use of MultiLogic technology, eDirectGlass automatically analyzes all claims and

invoices to ensure they are formatted correctly.  This process allows the work and payment

process to be greatly accelerated. 
· eDirectGlass can work with non-electronic vendors!  When you submit invoices to

eDirectGlass, you can mark non-electronic vendors and we'll make sure it gets to the right
place.  You will receive electronic notification that the vendor has received the invoice from

eDirectGlass. 
· AND MORE! eDirectGlass is the only independent billing and management system.

eDirectGlass is built on proven technology and is easy to use.  We guarantee that
eDirectGlass dramatically reduces the costs and time for glass replacement claims.  Built on
open standards, eDirectGlass is the first billing and management system that conforms to 
CIECA, EDI and other industry and computing standards.

Everything you will need to know about configuring and using eDirectGlass is in this guide.  This
manual will help you better understand the features and benefits of eDirectGlass.  It will explain how to
correctly setup eDirectGlass, create and work with jobs and assignments and communicate with your
business partners.

This manual should answer any questions you may have and explain, in detail, all of the capabilities,
features and benefits of the software.

1.2 System Requirements

This section discusses the hardware and software components your computer needs in order to run
eDirectGlass.  The components described are the minimum items necessary.  eDirectGlass may run
more efficiently with a faster processor, more memory and a broadband Internet connection, but in
order to use our system your computer and network must meet the minimum system requirements:

· Intel or AMD PC Computer.
· 1GB of RAM or greater.
· Windows XP, Windows Vista or Windows 7.
· Microsoft Internet Explorer 8 or greater (32 bit version only). (Netscape, Mozilla/Firefox

and Beta Versions of IE Are Not Supported).  We only support Internet Explorer.
· 128k DSL Internet Connection (High-speed broadband connection recommended)

http://www.cieca.com/
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· Inkjet or Laser Printer.
· Valid email address for order inquiry and confirmation.

1.3 Screen Settings

To ensure the best possible screen display of eDirectGlass TSM you will need to check and adjust
your computer screen settings.  
 
Screen Resolution: From your Desktop, right mouse click on any blank area of the screen and select
Properties from the menu.  Go to the Settings tab and change or adjust the screen resolution.
Increasing the resolution will improve the screen view.  Each system is different; your system's
maximum resolution by differ from the example shown below.   The minimum resolution setting is
800 by 600, but we recommend 1024 by 768 for the best experience.

Display Properties Screen

1.4 Text Size

You should also double check the viewing text size for your Internet browser.  With Internet Explorer
opened, go to the menu bar and select Page.  From the Page sub menu, select Text Size, and then
select Medium. 
*NOTE - THIS MAY DIFFER IN INTERNET EXPLORER 8 AND BELOW.   
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Text Size Selection Screen

1.5 Security Settings

In order to use certain features in our website, you must add security settings. 

1. Open a new Internet Explorer browser window.  Go to Tools - Internet Options.

2. In the 'General Tab' click on the 'Settings' button under the 'Browsing history' section.

3. In the "Temporary Internet Files and History Settings' window, make sure that 'Automatically' is
selected and click on the OK button.
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4. In the Internet Options Panel, Select the 'Security' tab.

5. Click on Trusted sites then Sites.  In the "Add this website to the zone:" box, type in
*.edirectglass.com and make sure the "Require server verification (https:) for all sites in this zone" is
not checked and click Add.  Then type in https://live.edirectglass.com and click Add.  Click Close.
NOTE:  You may be given a separate URL to use to access your version of eDirectGlass.  Make
sure you also add that URL to your Trusted sites list in addition to the ones listed above.

                   

Security Settings

https://live.edirectglass.com
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4. Still on the Security tab and on Trusted Sites, click on Custom Level...set all of the items as
described below.  Once all of the items have been set, close All IE windows.  Open a brand new one
and log back into eDirectGlass.
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1.6 Installing Crystal Report Viewer

In order to be able to print from eDirectGlass, you must first install the Crystal Report Viewer from
either a Quote or an Invoice (never a Work Order or Report).  IMPORTANT NOTE:  You must first set
your Internet Explorer setting correctly before trying to install the Crystal Report Viewer.  (See Security
Settings).  When you first click on either the Print Quote or Print Invoice buttons in eDirectGlass, it will
prompt you to install the ‘Crystal Smart Viewer for ActiveX’.  

Crystal Report ActiveX Viewer

1. Click on the yellow highlighted area and a drop-down menu will appear.
2. Click on the "Install ActiveX Control" in the drop-down.
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Install ActiveX Control

3. A pop-up box may appear asking you to display the webpage again.  Click on Retry to refresh the
page.

Retry Box

4. Another pop-up box will appear asking you if you want to install the viewer.  Click on the Install
button to begin the installation process.

Install ActiveX Box

1.7 Installing DBPIX Attachment Plug-In

NOTE: Before you can use the Attachment feature in eDirectGlass, you must first configure
your computer and Internet Explorer.

1.      When you first click on the  button, a new browser window will appear
asking you to install the 'dbpix20.ocx' plug-in.

2.      Click on the yellow highlighted area and a drop-down box will appear.  Select 'Install ActiveX
Control...'
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Image Attachment ActiveX

3.      A pop-up box will come up asking you if you want to install the software.  Click on the Install
button to being the installation process.

Install ActiveX Box

4.     When the installation is complete, you will see the Image Attachment interface screen.

1.8 Configure the Registry of Attachments

1.      Download the following file and when prompted, choose 'Run':

http://www.edirectglass.com/downloads/eDGIEKey.reg

Registry Download Warning

2.      Your system may prompt you to allow the update to the registry to occur.  Click 'Allow', 'Yes', or
'OK' to any of these prompts until you get a message telling you that the update took place.

http://www.edirectglass.com/downloads/eDGIEKey.reg
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Security Warnings

3.      Open up Internet Explorer and you can begin using the Attachments feature.

1.9 Connecting to eDirectGlass

Before you can connect to eDirectGlass, you must first complete the following steps:

1. Connect to the Internet (Not required for broadband or LAN Internet services).
2. Launch Internet Explorer. NOTE: eDirectGlass only supports Internet Explorer.
3. Have your Account Login Information as delivered to you by eDirectGlass via Email, Fax

or Mail.

Once you have completed these three steps, you may proceed to the eDirectGlass website to login.

1.9.1 Login

In order to connect to your eDirectGlass account, you must first login. 

1. In the address bar of Internet Explorer, type the following URL: https://live.edirectglass.com or the
web address given to you by eDirectGlass or your eDirectGlass Administrator.

2. Once the address has been entered, the login screen should be visible.

https://live.edirectglass.com
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Portion of Login Screen

3. In the 'User Name' box, enter the username that has been provided to you by eDirectGlass or
your eDirectGlass Administrator.

4. In the 'Password' box, enter the password that has been provided to you by eDirectGlass or your
eDirectGlass Administrator.

5. Click on the  button to login to your eDirectGlass account.
6.    When you first login to eDirectGlass, you will notice a box in the middle of the screen with rotating

messages.  Please take a few moments to read these messages and check back often for
important information.  You will notice that the top section on this information board lists your NPS
- Customer Satisfaction Score.  This is the total overall score for your company based on all
answers to your NPS question.  See eDirectGlass Administration - Customer Satisfaction for more
information on this feature.

1.9.2 Log Off

To Log Off of the eDirectGlass system or to login under a different username, click on the  button
next to the username in the upper right-hand corner of the screen.  It is important to log out when you
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are done in eDirectGlass.

Log Off

1.10 eDirectGlass Administration

DO NOT SKIP THIS STEP
If this is the first time you have logged in to your eDirectGlass account, you must verify your shop
information.  If you fail to complete the Administration review and setup, you may jeopardize your
ability to create, manage and submit invoices.

1.10.1 System Administration

1. From the eDirectGlass Main Screen, click on the  button.

2. On the Administration Sub Menu, click on the  button.
3. In the Shop Detail window, make sure that your company contact information and labor rate is

correct.  The email address you list will handle several different functions.  This will be the email
address that will be used as the "From" email address in sent emails when using the eMinder
feature and in conjunction with the SMTP setup will be used for invoices emailed from within the
eDirectGlass system.  This is also the email address where bounced emails will be returned.  If
you wish to fax invoices directly from within eDirectGlass, this email address must also be the one
you have associated with your existing eFax account and must be set up to allow you to send
outbound faxes.

4. If you plan on allowing a deductible/promotional discount to be applied to the owner's portion of
the invoice, you must fill out the maximum amount of a discount that you will allow your

employees to give to a customer in the  field and the text you

wish to appear on the customer's deductible invoice in the 
.  We recommend "PROMOTIONAL" as the Discount Text.

NOTE:  Even if you will not limit the amount of a discount your employees can give to a
customer, you must enter an amount in this field.  Just make it a large enough amount
(e.g., $900) so there will be no restrictions. 

5. The SMTP Mail Server, User Name & Password fields are your local email settings that will be used
in conjunction with the eMinder Appointment Reminder feature of eDirectGlass and the invoice
email feature.  Please Note: Certain email services such as Gmail, AOL, Hotmail, Yahoo or any
SMTP server requiring a secure SMTP connection, ARE NOT COMPATIBLE.  If you require a
secure SMTP connection and cannot locate a non-secure method to dispatch email, you can
upgrade your eMinder add-on for an additional monthly fee.

6. In order to use the Fax Invoice feature, you must already have an existing outbound eFax account. 
The email address you have entered above must be an approved outbound eFax email address.

7. The Safelite Parent Id is a six (6) digit number that begins with a 09 and can be gotten from
your Safelite representative.  It is required in order to be able to submit invoices electronically to
Safelite.  Once you have that number, highlight the Safelite Parent Id field, hit the backspace button
and type in your six digit number and Save.

8. The Lynx Parent Id and Lynx Origination Id are fields that eDirectGlass will fill in if needed for Lynx
PowerSync Assignments.  You do not need to enter any information in these fields to send
outbound electronic invoice to Lynx.

9. The PGW Shipto Id's drop down list will only be populated once your PGW information is set up in
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the eDirectGlass system.  To have your PGW pricing and availability show in eDirectGlass, please
contact your eDirectGlass representative with your list of PGW Ship To numbers and indicate which
is your default location.

10.The Pilkington Cust Id and Password can be used to allow the eDirectGlass system to use your
Pilkington information to access and display for you the current price and on hand quantity from your
Pilkington warehouse directly in your eDirectGlass account.  NOTE:  Your Pilkington account
must be set up with your Pilkington rep for ePOS.  The ePOS Cust Id and Password are the
ones that you will need.

11.Mygrant Cust Id, Password and Mygrant User Id can be used to allow the eDirectGlass system to
use your Mygrant information to access and display for you the current price and on hand quantity
from your Mygrant warehouse directly in your eDirectGlass account.  NOTE: Mygrant Cust Id must
be formatted as Cxxxxxx-xxx.  Mygrant User Id and Password will be the same as you use to
access your Mygrant account via the Mygrant website.

12. If you wish to maintain an internal invoice number, enter your Starting Invoice # in the appropriate
box.  The system will assign the next unused customer invoice number to each record as they are
converted to a Work Order status or as they are created as a New Invoice.  You will not be able to
renumber these records and this number will not be submitted with the electronic invoice, it is an
internal invoice number only.

13. Select Track Inventory if you wish to identify and track Parts Admin parts, inventory and current
vendor prices within the eDirectGlass system.  You must also have the Track Inventory set to yes if
you wish to enter Part Notes that will be available during the parts selection process.

14. If the My Work Prompt is set to yes, the system will ask you each time you leave a record if you
wish to save it to the My Work Panel.  If My Work Prompt is set to No, it will automatically be saved
to the My Work Panel without prompting you.

15. If you set Enable Fast Track to yes and then select the Adhesive Type from the drop down, when
you select a glass part on a record, the system will automatically check the Adhesive Type you
selected and if available, the Precision moulding.  These items can be unchecked and alternates
can be selected if needed on a per record basis.

16. Setting Print CSI Link on WO to yes, will print a message at the bottom of each Work Order asking
your customer to visit the Your Feed Back Counts site, enter their Survey Code and respond to the
Customer Satisfaction questions you have set up.

17. The selections you make for the Default Catalog and Default Profile will be what is automatically
set when you are pricing a cash/bill to Owner record.  A different catalog and/or pricing profile may
be selected during that time if needed.

Shop Detail

18. In the next section, make sure you enter your tax ID and rate information.  Please do not use a
hyphen in the Federal Id number.  Tax Rates do not require a % as it is understood (e.g., 7%
should be  entered as 7.00; not 7% and not .007).  All amounts in the Parts columns will be added
together to get your total tax rate.  The same for the Labor column.  If you pay 6.5% to one agency



Getting Started 17

© <2013> ... AMJ Logistics, Inc.

and 2.9% to another, you can either enter them as 6.5 in Federal and 2.9 in State or you can just
enter 9.4 in the Federal field.  If you do not charge tax on Labor/Services simply leave these as 0.
 Note:  If you deal with multiple tax rates, see the Multiple Tax IDs & Rates section of this
manual.

Shop Detail - Tax ID and Rates

19. The next Shop Detail configuration is your hours and days of operation.  This section will drive the
Schedule tab of your Work Orders.  If you are taking advantage of our Web Quoter and you wish
to have the customer select a date and time frame for their service, simply leave the checkbox
next to Do not allow Assignment prescheduling unchecked.  If you do not want to participate in

this feature, please check the  checkbox.  

Note: The total Daily Job Capacity for all of your technicians (see User Mgmt) will be used
by the system to calculate the Total Shop Capacity (you do not/should not enter anything
into this field).

a.  Hourly Based Schedule - allows you to schedule your jobs based on the actual time it would
take to complete the job (including driving time).  The schedule screens for Hourly Based
Scheduling are divided into 15 minute increments.

b.  AM/PM Based Schedule - takes the total of the Daily Job Capacity you have entered for all of
your technicians, divides that number by two and gives you that number of AM slots and that
number of PM slots (e.g., you have 4 Technicians each capable of doing 5 jobs a day giving
you a total Daily Job Capacity of 20; the system will list 10 AM and 10 PM jobs for each day). 
When you have scheduled all of the available slots, the system will alert you that have
reached your daily shop capacity.  You may continue scheduling jobs on that day even if you
have reached your stated capacity, this is merely an alert.

NOTE:  Once you determine which Schedule Type you will be using, you should not
switch back to the other type to avoid scheduling conflicts and lost jobs.  Also, if you
wish to use our Web Quoter feature, your Schedule Type must be set to AM/PM.

Shop Detail - Hours and Days of Operation

20.  See the Profit Analyzer section of this manual for the explanation and set up instructions for the
Profit Analyzer section of the System Administration - Shop Detail panel.

Shop Detail - Profit Analyzer

21.  See the MyGlassClaim section of this manual for the explanation and set up instructions for the
MyGlassClaim section of the System Administration - Shop Detail panel.
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Shop Detail - MyGlassClaim

22. The final Shop Detail configuration is information you wish to have printed at the bottom of your
Work Orders and Invoices.  Enter the text you wish to appear on all of your print outs in the
appropriate section.  This is where you should enter your Assignment of Proceeds as this will be
printed on the records that your customer should sign.  When you are satisfied that all of the
information is accurate, click the  button.

WO & Invoice Statements

1.10.1.1 Profit Analyzer

In order for the Profit Analyzer/Rebate program to work, you must first configure your rebate award
levels and establish the cost basis for your company.

1.  Go to  , click on  and go to the Profit Analyzer section of the
screen.

Shop Detail - Profit Analyzer

2.  Enter your cost assumptions.  These assumptions (Kit, Tech, Operations, Other) will be added to
the glass part selected based on the lowest price displayed by the vendors you have set up (PGW,
Mygrant and/or Pilkington) to arrive at your "cost".

3.  Enter your Rebate levels.  Rebate level 1 will be displayed if your sales margin falls between 0% -
25%, level 2 between 26% - 50%, level 3 between 51% - 75% and level 4 between 76% - 100%.

4.  Once the appropriate changes have been made to the cost assumptions and award levels, click on
the  button.

When you select build a vehicle in the Quick Quote module and select Insurance O&A contract and
the associated Insurance company, the Profit Analyzer will display the correct level based on the sales
margin.

In the example below, the lowest cost glass price displayed is $56.70.  That is added to the cost
assumption total of $95.00 to give "cost" of $151.70.  That cost is subtracted from the invoice
"price" (located at the bottom of the screen based on the O&A pricing on the parts selected which
includes labor, but not tax) of $301.11.  The "margin" of $149.41 which is then divided by the "price" to
give you the sales margin of 49.62% which falls into Rebate level 2 - Omaha Steaks which shows at
the bottom of the Supplier Center panel in red.  Once the Quick Quote is converted to a Quote, the
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Rebate level will be saved and displayed on the Vehicle tab in the Ins/Fleet invoice section.

Lowest cost glass part + cost assumptions (from System Admin) = cost
Invoice price - cost = margin
(Margin / invoice price)*100 = sales margin

Profit Analyzer will also calculate when creating a Quote or Invoice which is set as Bill To Insurance,
based on the steps above.
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1.10.1.2 MyGlassClaim

When automotive glass repair and replacement companies acquire a customer via telephone, they
have no way to obtain the customer's acknowledgement for the assignment of proceeds (AOP) and
create an executed contract.  This process is the key to prevent steering either during the FNOL and/
or a possible inspection process by making available this "contract" electronically to all parties.

In addition, by including the customer in the process of reviewing their scheduled job and agreeing to
the shop's terms and conditions, the shop will retain more control over their customer and the
processes ahead of them.

Getting Started:

Before you can use MyGlassClaim, you must first setup the parameters required to make this service
work in your eDirectGlass account.

1. Go to  then click on the  button.
2. In the Shop Detail panel, scroll down to the section labeled MyGlassClaim.

MyGlassClaim Enable Panel

3. By default, the service is not enables so to turn it on, simply click on the 'Yes' radio button.  NOTE: 
In order to use the MyGlassClaim service, you must provide your own SMTP mail server and email
account credentials in your 'Shop Details'

4. When you click on the 'Yes' radio button, the section will expand to show a set of features for the
service.

5. Selecting the 'Yes' radio button next to Display Pricing on Sales Order will show pricing on the Sales
Order that will be sent to the customer, insurance company and/or the third-party administrator (aka
Safelite, LYNX, etc.).

6. Selecting the 'Yes' radio button next to Show Sales Order on ClaimHarbor will make the signed
Sales Order available for view by the customer, insurance company, and/or the third-party
administrator on Claim Harbor (www.claimharbor.com).

7. If you have uploaded your own Custom Logo, you can have it displayed on your MyGlassClaim page
where the customer will see their Sales Order.  If you want this feature, select the 'Yes' radio button
to the right of Use Logo on Sales Order.

8. If you want to have the executed Sales Order emailed to the Network (aka Safelite, LYNX, etc.) after
the customer has signed and submitted the Sales Order, select the 'Yes' radio button  to the right of
Transmit Sales Order to Network.

9. If you want to have the executed Sales Order emailed to the contact found in the C&V record for the
insurance company selected, after the customer has signed and submitted the Sales Order, select
the 'Yes' radio button.

10.You must enter a statement that is the 'Terms & Conditions' you want the customer to agree to in
the 'MyGlassClaim - Mobile Sales Center Statement'.  NOTE: We recommend you use the following
statement that will provide the best protection for you and your customer.  Please note this

http://www.claimharbor.com).
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statement does not guarantee any protection and as with all legal matters, please consult an
attorney.

CONTRACT FOR SERVICE, ASSIGNMENT OF PROCEEDS AND AUTHORIZATION TO PAY: I
have selected (YOUR COMPANY NAME) for the replacement or repair of the glass in my automobile. I
assign any and all insurance claims and all policy proceeds owed by my insurance company in
connection with my damaged glass to (YOUR COMPANY NAME). I authorize and direct my insurance
company to release policy, coverage and all other information related to my damaged automobile
glass to (YOUR COMPANY NAME). If my glass has been replaced rather than repaired, I have
insisted that, where possible, (YOUR COMPANY NAME) use original equipment parts and materials in
the replacement of my automobile glass. I agree to pay my deductible, if any, myself. If I do not have
insurance coverage, I agree to pay for the work myself. 

11.When you are finished selecting your options and completing the statement, click on the 
 button at the bottom of the screen.

Using MyGlassClaim

The MyGlassClaim service will only be available during the Quote or Work Order phase.  Depending
on how your shop wants to handle the process, most shops will use the service in the Work Order
phase, after the job has been scheduled.  While this is the recommended method, you can use the
service as your operation sees fit.

When in a Quote or Work Order on the Vehicle tab, you will see a button called  at

the bottom of the Owner Inv or Ins/Fleet Inv screen next to the  if you are in a

Quote or the  if you are in a Work Order.  You can only click on the

 button once, so make sure you are doing it at the right time in your process with
the customer.

Once you click on the  button, the system will send an email to the customer via
the email address provided on the Owner panel.  The system will display the date and time the MGC
customer notification was sent.

The email the customer receives will contain instructions on how to access their service request by
providing a link directly to the Sales Order.

When the customer clicks on the link provided in the email, it will take them to their service request on
the MyGlassClaim Internet portal.
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The customer can review the information found in the service request and if needed, can instruct your
shop to make any corrections before they agree to the Terms & Conditions and sign it.  NOTE: If you
must make corrections, the customer only has to reload/refresh the page or click the link in the original
email they received.

Once the customer is satisfied with the information found on the service request, they must review and

agree to your Terms & Conditions.  When they click on the  button, a signature pad will
appear that will allow them to sign the Sales Order with either their mouse or a touch device.
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Once they have signed the Sales Order, they must click on the  button.  After they have clicked
on the Submit button, MyGlassClaim will then send the customer a copy of their signed Sales Order.

The system will also place a copy of the signed Sales Order in the Attachments folder of their claim
record in eDirectGlass.

In the eDirectGlass Quote or Work Order, the system will also report the time and date the customer
submitted the Sales Order.

If you selected either the Transmit Sales Order to Network or Insurance Contact in your MyGlassClaim
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setup, MyGlassClaim will send a copy of the signed Customer Sales Order - First Notice of Loss to the
respective parties via email.

The email will contain the customer executed 'Sales Order - First Notice of Loss' in PDF format and
remind the Network and/or Insurance company they can view the record on the ClaimHarbor System.

Depending on your situation (network agreement, etc.), you may still be requires to report the loss and
obtain authorization from the Network and/or Insurance company.  MyGlassClaim is not a substitution
for these or other processes required by the Network and/or Insurance company.

MyGlassClaim was developed to supplement the claim reporting process by establishing definitive
proof that the customer has hired your shop to perform replacement or repair services and that they
have established, on their own, that a loss condition exists.

Should you encounter steering or other tactics employed by third-party administrators, simply inform
them that your company has already made available the executed Sales Order with the customer to
their company prior to the call and that any further attempt to steer the customer is considered illegal
interference.  In most cases, the CSR at the Network may not be aware of such reporting; however,
you can verbally instruct them to simply visit www.ClaimHarbor.com to review the Sales Order or other
related claim materials.

ClaimHarbor Portal

1.10.1.3 Multiple Tax IDs & Rates

If your company is responsible for paying taxes using differing rates (i.e., reporting to multiple city,
county or state agencies), you can administer those rates in the Administration module of
eDirectGlass.  This function allows you to ensure that the proper tax rates are applied to your

http://www.ClaimHarbor.com
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company's invoices based on the zip code entered on the Owner tab of the claim record.  Please keep
in mind that any rates entered under Multiple Tax IDs will be added to the tax rates which you may
already have set up under System Admin.

1. From the eDirectGlass Main Screen, click on the  button.

2. On the Administration Sub Menu, click on the  button.
3. The  button and the  button will be displayed in the

Administration Sub Menu.

NOTE:  If your shop pays only one tax rate, you should only ever set up the tax information in
the Shop Detail (see the section on Shop Administration of this manual).

1.10.1.3.1  Add Tax IDs & Rates

1. Click on the  button to begin adding your multiple tax ids and rates.

2. From the drop down list, choose the state then click on the  button.

State Selection Screen

3. From the next drop down list, choose the county then click on the  button.

County Selection Screen

4. Next you may either choose a city, if applicable, from the drop down list or leave the

 and click on the  button.

City Selection Screen
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5. The New Tax Area window will now be displayed in the Work Area.

New Tax Area Window

6. Complete the tax information for this locality.  Solid red boxes denote required fields and must be
completed before continuing.  Note:  If your county does not have a tax rate for labor simply
enter a zero in the field.  QuickBooks Users only: The QuickBooks Tax Code must match
exactly what you have set up in your QuickBooks company file for tax for this area to export
correctly.

Completed New Tax Area Window

7. When you have completed all of the information for this tax id, click on the  to

save this information or you may click on the  button if you do not wish to
add the record at this time.

1.10.1.3.2  View & Maintain Tax IDs & Rates

1. Click on the  button to display the Find Tax-ID window in the Work Area.

Find Tax-ID Window

2. At this point, you have three options:
a) enter in the In-House Name of the record you are trying to locate in the In-House Name box
then click on the  button,
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b) select the county from the drop down list then click on the  button, or

c) just click on the  button to display all of the tax locations that have been
entered.  Note:  You will need to scroll in the list to see all of the locations.

Find Tax-ID List Window

3. To edit a location, double-click on the line containing the record you wish to maintain to display the
Edit Tax Area window in the Work Area.

Edit Tax Area Window

4. Your three options here are:

a) to view the information without making any changes simply click on the 
button when you have finished reviewing the record,

b) to update/change the record as necessary then click on the  button when
you have completed this task, or

c) to permanently delete this tax profile from the system by clicking on the 
button.  Once you select the  button, a dialogue box will appear requiring
you to confirm that you wish to delete the record.  Click on the  button to delete or

on the  button if you do not wish to delete this record.

Delete Tax Profile Dialogue Box
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1.10.1.4 Custom Logo

eDirectGlass allows you to upload and use your own logo to print out on the Quote, Work Order and
Invoices.  

1. To upload your logo, go to ,  and click on the

 button.
2. This will bring you to the Custom Logo Selection Panel.  At the end of the  box, click on

the  and locate the logo file on your computer.   Once you have located the file and

selected it, click on the .

3. To use the selected image on your Quotes, Work Orders and Invoices, you must now click on the 

 button.  Your logo has now been saved to your eDirectGlass account.

1.10.1.5 Customer Satisfaction Index

The Customer Satisfaction Index ("CSI") module allows your shop to measure its performance with
regards to customer feedback.

What is CSI?  Customer satisfaction, a term frequently used in marketing, is a measure of how
products and services supplied by a company meet or surpass customer expectation.  Customer
satisfaction is defined as "the number of customers or percentage of total customer, whose reported
experience with a firm, its products, or its services (ratings) exceeds specified satisfaction goals.

In the competitive automotive glass repair and replacement marketplace where shops compete for
customers, customer satisfaction is seen as a key differentiator and increasingly has become a key
element of business strategy especially with networks and their insurance company partners.  

Within shops, customer satisfaction ratings can have powerful effects.  They focus employees and
technicians on the importance of fulfilling customers' expectations.  Furthermore, when these ratings
dip, they warn of problems that can affect sales and profitability.  
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These metrics quantify an important dynamic.  When a shop has loyal customers, it gains positive
word-of-mouth marketing, which is both free and highly effective.  Therefore, it is essential for shops to
effectively manage customer satisfaction.  To be able to do this, shops need reliable and 
representative measures of satisfaction and that is what the CSI module in eDirectGlass delivers.

1.10.1.5.1  Adding CSI Questions

1.  To setup your CSI questions, got to ,  and select the

 button at the bottom of the left sub-menu.

2.  To add a new question, click on the  to get the Customer Satisfaction Question
(New Question) Panel.

Customer Satisfaction Question (New Question) Panel

3. Make sure the  checkbox is checked, enter your question and click on the  button
to add the question to your customer satisfaction survey.  If this questions is to be used as your Net
Promoter Score, make sure you check the  before you save
panel.  NOTE: You may only have one question set as your Net Promoter Score question.  If you
already have an NPS question set, the checkbox will not be active an a hover message will display
indicating that one already exists.  If you wish to change your NPS question, open the existing NPS
question and uncheck the  and save that question again.  This
will allow you to add or assign a new NPS question for your company.

4.

1.10.2 User Administration

To add or maintain users for your eDirectGlass account, click on the  button. 

NOTE:  You must enter in a User for all technicians and sales
people to whom you wish to assign jobs.  You must create a
username for them even if you do not intend to give them access to
the eDirectGlass system.

1.10.2.1 Adding a New User

1. In the Find User box, click on the  button.
2. In the Add User window, enter a Username and Password.  NOTE:  The username must be a

unique username to the eDirectGlass system, not just your account.  Try using
firstname.lastname in order to avoid your user not being able to be saved.
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3. Select the User's level:
Training
Manager
CSR
Admin
Sales Person (must be selected in order for the user to appear on the Sales Person drop

down on the Owner Tab)
Technician (must be selected in order for the user to appear on the Schedule Tab to have

jobs assigned to them)
NOTE:  Until you modify the user rights (see User Rights section of this manual), they
will not have access to any areas of eDirectGlass.

4. If the user is a technician select whether they are ,  or both and also enter in
their Daily Job Capacity if you are a shop that is AM/PM based.  The total Daily Job Capacity for
all of your technicians will  be used to determine the total daily job capacity for your shop.

5.    Also, if the user is a technician, the SMS box will display.  This function allows the system to alert
the user of jobs that have been added to their schedule on the same business day.  If you enter
the correctly formatted SMS email address (i.e., 4805551111@cellphoneemail.com), a notice will
be sent directly to the technician's cellphone via text message telling them a job has been added
and that they need to check their schedule for today.

6. Enter the First and Last name, position, phone and email information and click on the
 button.

Add User Window

1.10.2.2 Maintaining Users

1. In the Find User box, enter a username, first name or last name then click on the
 button.  To see all users for your account, just click on the 

button without entering any names.
2. From the User List window, click on the name you wish to maintain.

User List Window

3. In the User Detail window, make the changes required, then click on the 
button.  NOTE:  If you need to disable a user for any reason, all you have to do is check off
the  box and then click on the  button.  This will deny
them access to the entire system.  If you do not want to make any changes, click the 

 button.

mailto:4805551111@cellphoneemail.com)
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User Detail Window

1.10.2.2.1  Manage Schedule

The Manage Schedule feature allows you to block off time on your schedule for a particular technician
when they will be available for jobs to be scheduled to them.  The Manage Schedule feature allows you
to mark the technicians as unavailable for a specified time frame or for all day.

1. Click on , , then enter the technician's Username, First Name
and/or Last Name and click on the  button to bring up the User Detail panel.

User Mgmt - User Detail - Technician

2. Click on the  button to access the Manage Schedule panel.

Manage Schedule Panel

3. Click on the  button to display the Add Time-Off Panel.  Select the appropriate

date and time or the appropriate date and check the All Day box and then click on the 
button to block that time frame off for the technician.

4. You may view a list of upcoming time off schedule for the technician by clicking on the 

 button.
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1.10.2.2.2  Technician Image

You may upload an image of your technician which can be added to you eMinder email appointment
reminders so your customer will know who to be expecting for the appointment.  Images may only be
uploaded for a user marked as a Technician.

1. Click on , , then enter the technician's Username, First Name
and/or Last Name and click on the  button to bring up the User Detail panel.

User Mgmt - User Detail - Technician

2. Near the bottom right of the User Detail screen, click on the  button and search your
computer for the image you wish to upload for the technician.  Select the image and click on the 

 button to attach that image to the technician selected.  Once you upload the
image, a thumbnail copy will display in the lower left corner of the User Detail screen.

1.10.2.3 User Rights

This function allows the system administrator to assign the level of access for each user.

1. In the Find User box, enter a username, first name or last name then click on the
 button.  To see all users for your account, just click the  button

without entering any names.
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User List Window

2. From the User List window, click on the name you wish to maintain to bring up the User Detail
window in the Work Area.

User Detail Window

3. Click on the  link next to the Level drop down list to display the User Rights window in
the Work Area.

User Rights Window

4. The user will be able to access and change information in all areas which have a check mark in
the Permission column.  To deny user access to a specific area (e.g., Invoicing) remove the check
mark from the Permission column.

5. When you have finished making the necessary changes to the user's rights, click on the
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 button.  If you do not wish to make any changes at this time, click on the

 button.

1.10.3 Commission & Writers

The eDirectGlass system allows you to enter users to be used to track up to three different
commission amounts on an individual invoice basis.  You will first need to set up the list of people who

are eligible for commission payments.  To add or maintain these records click on 

button and then click on the  button.  This will display the 
button under the Administration Sub Menu.

1.10.3.1 Adding a New Commission & Writers Entry

1. Once you have clicked on the  button in the Administration Sub Menu, the Find
Commission Salesperson or Writer window will display in the Work Area.  To begin adding a new
entry, click on the  button.

Find Commission Salesperson or Writer Window

2. The Add Commission Salesperson or Writer window will now appear in the Work Area for you to
complete.

Add Commission Salesperson or Writer Window

3. Once you have filled out all of the information, click on the  button.

1.10.3.2 Maintaining Commission & Writers Entries

1. In the Find Commission Salesperson or Writer box, enter a username, first name or last name
then click on the  button.  To see all users for your account, just click on the

 button without entering any names.
2. From the Commission Salesperson or Writer List window, click on the name you wish to maintain.

Commission Salesperson or Writer List Window

3. In the Commission Salesperson or Writer Detail window, make the changes required, then click
on the  button.  NOTE:  If you need to disable a user for any reason, all
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you have to do is check off the  box and then click on the
 button.  This will remove them from the drop-down list used to assign

commission to an invoice.  If you do not want to make any changes, click the 

 button.

Commission Salesperson or Writer Detail Window

1.10.4 Search Result Settings

eDirectGlass allows the individual user to select and maintain which columns show when they search
in each of the Quotes & Invoicing sections (e.g., Quotes, Work Order & Invoicing).  This features
allows you to see at a glance the fields that you need to complete your work more quickly.  These
settings only effect the Find results and not the record data itself.

1. Click on the  button then select the  button and then the

 button.
2. In the Find User panel that comes up, enter the Username, First Name and/or Last Name and click

on  button.
3. Double click on the name in the list to bring up the User Detail screen which will list the Quote, Work

Order and Invoice Search Results sections.

User Search Results

4. You may only select up to 6 columns for Quotes, 7 columns for Work Orders and 8 columns for the
Invoice Find panels.  Once you have finished, click on the  button to commit

your changes or click on the  button to ignore any changes you may have
made.
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1.10.5 Parts Admin

This section will allow you to add and maintain custom/special parts profiles.  

1. From the eDirectGlass Main Screen, click the  button.

2. On the Administration Sub Menu, click on the  button.
3. The Parts Management window will be displayed in the Work Area.

Parts Management Window

4. At this point, you can either choose the  button to create a new part or select a
Catalogue (or Catalogue and Category and addition search criteria) and choose the  button 

 to maintain an existing parts.

1.10.5.1 Adding a New Parts Profile

1. In the Find Parts Profile window, click on the  button to display the Parts Profile
Detail (New Record) window in the Work Area.

Parts Profile Detail (New Record) Window

2. Enter part information.  The solid red boxes are required fields and must be completed before the
record can be saved.  The Part Id is what will be displayed in the drop down list when adding the
parts to a record, so they must be unique.  NOTE:  You must select a Catalogue and Category
from the drop downs as well as fill in all of the red boxes before the 
button will be active.

3. After you have entered and verified that all of the information is correct, click on the
 button to add the new record.  NOTE:  Make sure you check off the

 button (Part or Labor) if the item is taxable.
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Completed Parts Profile Detail (New Record) Window

4. If you do not wish to add the record at this time, click on the  button.

You may also add a part from the Part Detail screen by clicking on the  this will
open a vehicle search that will take you to a list of NAGS parts to select from for that particular vehicle.

1.10.5.2 Maintaining Parts Profile

1. In the Find Parts Profile window, click on the  to display the list of all of the
custom/special parts you have added to your eDirectGlass system.  If you are looking for a
specific part and know the ,  or

, you can enter this information before clicking on the

 button to narrow your search.

Parts Profile List Window

2. Highlight the Item you wish to review/maintain to display the Parts Profile Detail window in the
Work Area.

Parts Profile Detail Window

3. You will have three options at this point:

To make changes and/or additions to the information contained in this record and click on the
 button to record the changes.
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To review the information without making any changes or additions, then click on the

 button.

To completely remove this Parts Profile Detail Record from your eDirectGlass system by clicking
on the  button.

NOTE:  Once you click on the  button, you will see a dialogue box verifying
your desire to delete the record, if you choose , the record will be permanently
removed from your eDirectGlass system.

Delete Parts Profile Dialogue Box

1.10.5.3 Catalogues

Before you can upload a pricing file or add parts to a Catalogue, you must first create a Catalogue in
your eDirectGlass account.

1. Clicking , , click on the  button to display
the Find and Add Catalogue features of eDirectGlass.

2. Click on the  button.
3. In the Catalogue Name box, enter the name for the Catalogue you wish to create.
4. When you have finished entering the Catalogue name, click on the  button.

Add Catalogue Window

If you need to go back and update a Catalogue name, simply go to  ,

,  and click on the  button to display the list
of Catalogues.

1.10.5.4 Pricing Import

Why would you want to upload a pricing file to a Catalogue in eDirectGlass?
a. If you want to create cost plus pricing profiles,
b. If you want to manage inventory without having to enter thousands of parts,
c. If you want to see your costs on your most popular parts you sell.

In order to upload a pricing file, you must first obtain a pricing file from your supplier.  Most suppliers
are able to provide you with an Excel file that contains the part numbers and pricing for the parts you
regularly purchase or for all of the parts they sell.
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The file that your supplier may send you will most likely not be formatted properly.  For example, here
is a view of a file that was provided by one of the suppliers.

Supplier Pricing File Example

In order to import successfully in to eDirectGlass, you must modify the Excel file first.  Please note, you
must have Microsoft Excel in order to accomplish this step.  If you do not have Microsoft Excel, please
contact eDirectGlass technical support for further instructions.

To modify the Excel file, please follow these steps:

1. Open the pricing file in Microsoft Excel.
2. If the first row contains a header, which are words in each column to identify what the column is, you

must delete the row.

3. To delete the row, simply highlight the row and then right mouse click and select Delete.

4. Now that we have deleted the header row, if applicable, we now need to remove any unnecessary
columns.  The only columns that should be in the file will be the part number and price columns.  In
our example file, we have two unnecessary columns we must delete.
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5. To remove unnecessary columns, select the columns so they are highlighted and then right mouse
click and then click on the delete button.

6. Once you have deleted the columns, your file should now only contain two columns.  The first
column should only be part numbers and the second column should be only prices with no special
characters ($ will need to be removed in order for the file to upload properly).

7. You must now save this Excel file.  You may wish to give it a new file name so you can preserve the
original file that was delivered to you from your supplier.

Uploading your pricing file:

1. In eDirectGlass go to , , click on the 
button.

2. Select the Catalogue from the drop down that you wish to upload the pricing to.

3. Noow, click on the  button and locate the pricing file you modified in the previous step

and once you select the file, click on the  button.

4. Now you must click on the  button and the system will import your pricing file
directly to the Catalogue you selected.
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5. If this is your first time uploading a pricing file to the Catalogue you selected, you will get a message
saying the upload was complete.  Click on the  button to finish.

· NOTE:  If you are uploading an existing Catalogue with a new pricing profile, you will receive
a pop-up box asking if you wish to overwrite the date already in the Catalogue.  If you answer
yes, it will delete all of the data in the Catalogue and replace it with the data in the pricing file
you are attempting to upload.

1.10.5.5 Pricing Profiles

Before you can create a Cost Plus Pricing Profile, you must have created a pricing Catalogue and
uploaded the pricing file from your supplier to that Catalogue or you must be enrolled in the
eDirectGlass Supplier Live Cost Plus Pricing program.  You may also create pricing profiles based on
the NAGS pricing, but it is only available to price at a percentage based price.

1. To create a Pricing Profile, click on , , click on the

 button.

2. On the Pricing Profile Management screen, click on the  button.
3. In the Profile Name box, put in the name for the pricing profile you will refer to in the Quick Quote

through Invoicing process.

4. In the Profile Type area, click on the radio box for , or 
depending on the profile rules you wish to set.

5. Now select the Catalogue you wish to use for this Pricing Profile.

6. Next, input a percentage (for  or ) or a dollar amount for  in
the Domestic and Foreign boxes.  This percentage/amount will be used in conjunction with the
uploaded cost (or NAGS price or Supplier Live Cost) to calculate the part price.

7. For the remaining boxes (i.e. First Repair, etc.) you may enter dollar amonts.
8. If you wish to include Labor and Kite in the price, select the check box next to 

 box.
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9. If you wish this profile to drive your eDirectGlass Web Quoter pricing, select the check box next to 

box.  You may only have one active Web Quote Module pricing profile at any
given time.

10.You may enter notes about this pricing profile in the Remarks box.
11.When you are finished, click on the  button.

1.10.5.6 Part Notes

When looking up NAGS* and/or related parts, the system will allow the user to review specific notes
for a part that has been created in their local account.

*NAGS is the registered trademark of Mitchell International. 

1.10.5.6.1  Adding Part Notes

In order to add motes for a part in the system, you must add the part to your 'Default Catalogue' in the
Parts Admin section.

1.  Click on , , .   For an existing part, simply

click on  , , .
2.  Complete the fields that are mandatory (red boxes), select a Catalogue (Default Catalogue only)

and Category from the drop downs and enter any additional information including the part notes you

wish to display in the   field.

Please Note:

· You MUST check off the checkbox even if you are not going to carry the part in
inventory in order for the notes to display in the system.

· The part MUST be added to the 'Default Catalogue' ONLY.
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· If you are adding a NAGS part, click on the  button to easily create a part in
your local catalogue.  Remember, you must have the fully qualified NAGS part number in both the 

and  and  fields in order for the system to
properly display the Part Notes.

1.10.5.6.2  Displaying Part Notes

Anytime you are pulling up NAGS and related parts, you will see if a part has notes when the column
labeled 'O' has a highlighted number.

For example, below you see the parts for a 2010 Chevrolet Impala, DW01640.  Because we had setup
the part in the previous step and included Part Notes, the lookup now alerts us with this column.

To see the notes, simply hover your mouse over the yellow highlighted area, on the part line it
corresponds with, to see the Part Notes.
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1.10.6 WO Codes

The eDirectGlass system allows you to add and maintain Work Order (WO) Codes to help you keep
track of your outstanding WOs and their status.  To access the WO Codes section, click on the 

 button on the Menu Bar to display the Administration Sub Menu.  Click on the

 button in the Sub Menu to display the Find WO Code window in the Work Area.

Find WO Code Window

1.10.6.1 Add WO Codes

To add a new WO Code to your eDirectGlass system, click on the  button in the Find
WO Code window to display the WO Codes (New Record) window in the Work Area.

WO Codes (New Record) Window

Fill in the appropriate WO Code (up to 12 alpha/numeric characters) and the matching description then
click on the  button to add the new WO Code to your system or click on the

 button if you do not wish to save this record.

Completed WO Codes (New Record) Window
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1.10.6.2 View & Maintain WO Codes

To view and maintain existing WO Codes in your system:

1. Click on the  button on the Menu Bar.

2. Click on the  button on the Sub Menu.

3. Click on the  button in the Find WO Code window in the Work Area.  A list of
WO Codes and WO Code Descriptions will display in the Work Area

Find WO Code Window
4. To edit or delete a record, click on the line then either enter your changes and click on the

 button or click on the  button to delete the record entirely.

5. If you click on the  button, a dialogue box will appear.  To permanently delete the
record, click on the  button.

Delete WO Code Dialogue Box

1.10.7 Invoice Codes

The eDirectGlass system allows you to add and maintain Invoice Codes to help you keep track of your
outstanding Invoices and their status.  To access the Invoice Codes section, click on the 

 button on the Menu Bar to display the Administration Sub Menu.  Click on the
 button in the Sub Menu to display the Find Invoice Code window in the Work

Area.

Find Invoice Code Window

1.10.7.1 Add Invoice Codes

To add a new Invoice Code to your eDirectGlass system, click on the  button in the
Find Invoice Code window to display the Invoice Codes (New Record) window in the Work Area.

Invoice Codes (New Record) Window
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Fill in the appropriate Invoice Code (up to 12 alpha/numeric characters) and the matching description
then click on the  button to add the new Invoice Code to your system or click on

the  button if you do not wish to save this record.

Completed Invoice Codes (New Record) Window

1.10.7.2 View & Maintain Invoice Codes

To view and maintain existing Invoice Codes in your system:

1. Click on the  button on the Menu Bar.
2. Click on the  button on the Sub Menu.
3. Click on the  button in the Find Invoice Code window in the Work Area.

Find Invoice Code Window.

4. The list of Invoice Codes and Invoice Code Descriptions will display in the Work Area.

Invoice Code List

5. To edit or delete a record, click on the line then either enter your changes and click on the
 button or click on the  button to delete the record entirely.

6. If you click on the  button, a dialogue box will appear.  To permanently delete the
record, click on the  button.

Delete Invoice Code Dialogue Box

1.10.8 Reports

The eDirectGlass has a number of reports that be able to assist your company in it's day to day
operations.
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NOTE: Please make sure you follow all of the set up items under the Installing Crystal Report
Viewer section of this manual and Print a Quote, Repair Order or Invoice before you try pulling
up any of these reports.

1. To access the reports section of eDirectGlass, click on the  button on the Menu
Bar to display the Administration Sub Menu.

2. Click on the  button in the Sub Menu to display the reports GroupName list.

3. Select your report type from the GroupName list (i.e., Accounting, Scheduling, Sales, etc.) to
display the ReportName list in the Work Area.

4. Select the report you wish to view/print from the ReportName list to display the report criteria in
the Work Area.

5. Once you have entered the search criteria, click on the  button to display the report
in the Work Area.
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Reports Window

1.10.8.1 Printing Reports

1. With the report displayed in the Work Area, click on the  icon on the report viewer toolbar
located under your browser window address bar.

Report Viewer Toolbar

2. A print dialogue box will appear.  Select the printer you wish to print to and click on the
 button.

Print Dialogue Box
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1.10.8.2 Exporting Reports

You can export any of the reports to another program to be able to further analyze your data.

1. With the report displayed in the Work Area, click on the  icon on the report viewer toolbar
located under your browser window address bar.

Report Viewer Toolbar

2. In the Export Report box, choose the  button.  From the Export Report dialogue box, choose
the file format (e.g., Excel, Word) for the file export from the drop down menu.

Export Report Dialogue Box

3. Next type in the file name and location in the File Name box or click on the  button to
name the file and choose the location where you would like to save the file.  Once you have

selected a file name and location, click on the  button.
4. When you have finished, click on the  button to export and save the report.
5. Once the export is complete, the system will ask you if you wish to open the file.  Choose either

the  or  button.

1.10.9 QuickBooks Setup

The eDirectGlass system allows you to communicate with our existing QuickBooks company file. 
They system allows you to send invoices with line item detail and payment information to your
company file.  The QuickBooks Setup requires an eDirectGlass technician to enable and setup this
feature.  Please contact your eDirectGlass sales associate for pricing and to schedule your setup
appointment.

1.10.10 Bulk Invoice Notes

eDirectGlass allows you to add Invoice Notes to a range of invoices at one time.

1. Click on the  button on the Menu Bar to display the Administration Sub Menu.
2. Click on the  button to display the Bulk Invoice Notes window in the Work Area.



eDirectGlass Total Shop Management User Manual50

© <2013> ... AMJ Logistics, Inc.

Bulk Invoice Notes Window

3. Enter your search criteria then click on the  button to list the Insurance
Company and/or date range selected.

Bulk Invoice Notes Selection Screen

4. Double click on the Insurance Company to display a list of invoices that will have the notes added
to them and to display the Invoice Notes box at the bottom of the list.

Bulk Invoice Notes List

5. When you have finished creating your notes, click on the  button to add the
notes to all of the listed invoices.

1.10.11 Contact Export

eDirectGlass allows you to export your contact information for given parameters to an Excel
spreadsheet for marketing/administrative purposes.

To view and maintain an existing Cash Profile in your eDirectGlass system:

1. Click on the  button on the Menu Bar to display the Administration Sub Menu.

2. Click on the  button to display the Contact Export parameters window in the Work
Area.
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Contact Export Parameters Window

3. After you have selected your export parameters, click on the  button.
4. The system will ask you if you wish to 'Open' or 'Save' the file.  Click on the 'Save' button to save

the file to your computer.
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2 eDirectGlass Basics

2.1 Overview

This section provides a detailed description of the elements of the eDirectGlass window.  Each of the
different areas of the window are clearly labeled and defined to help you later in the manual.

2.1.1 Quotes & Invoicing

Most of your time will be spent in the Quotes & Invoicing area of eDirectGlass.  The Sub Menu is made
up of 6 buttons, each with a specific task related to the process.

Quotes and Invoicing Sub Menu

Allows you to review new assignments that have been delivered to your account from Networks,
Insurance companies and TPAs.

Allows you to lookup any vehicle and its glass components for review or instant quoting with
*NAGS(TM) Parts & Pricing.

Allows you to enter new quotes or manage existing quotes.
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Allows you to manage and schedule quotes that have been converted to Work Orders.

Allows you to manage your shop and technicians' production schedule.

Allows you to create new invoices or manage repair orders that have been converted to an invoice. 
Also contains the functionality to submit work to your business partners electronically or manually.

*NAGS is the registered trademark of Mitchell International. 

2.1.2 Message Center

The Message Center allows you to communicate directly the details of a claim with your business
partners*.  This feature is similar to 'Instant Messaging'; however, it is secure and can only be initiated
with a claim.

Message Center Sub Menu

Allows you to check for 'New' messages.

Allows you to create a 'New' message.

Allows you to see all messages that have been sent to your account.

Allows you to see pending messages, such as saved, unsent messages.

Allows you to see all messages that you have sent from your account.

Allows you to manage your Message Center trash folder, similar to the 'Recycle' bin.

*The business partner must also be an eDirectGlass user.

2.1.3 C & V Relationship Mgmt

The Customer and Vendor Relationship Management feature allows you to manage all of your
customer and business partner information.  This feature allows you to store information on your
contacts and manage your relationships with each one.
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C & V Sub Menu

Manage your Owner contact records.

Manage your Insurance contacts, network delivery information and create/maintain your private O&A
profiles.

Manage your Agent contacts (e.g., Car Wash employees that send you referrals).

Allows you to create and manage other contacts such as those that provide services to you.

2.1.4 Marketing

The Marketing feature allows your organization to measure all of its marketing efforts as they relate to
the work you do.  Simply input the type of campaign(s) that your company is engaged in and be sure to
select the applicable campaign when creating a new quote.

Marketing Sub Menu

Allows you to create and manage marketing efforts as they relate to Owners (walk-in, cash glass, etc.)

Allows you to measure your efforts in marketing and working with Agents who refer business to you.

Allows you to measure your efforts with your Fleet, Insurance and TPA customers.

Contains all of the reports for each of the Marketing modules.

2.1.5 Accounting

The Accounting feature included with eDirectGlass is a basic accounts receivable application.  You
can use this feature to manage your accounts receivable to reduce the burden of a full or part-time
accounting person.
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Accounting Sub Menu

Allows you to post payments against invoices or work orders in the system.

Allows you to adjust or write-off any amounts against invoices or work orders in the system.

Allows you to view your closed/paid to $0 invoices.

Allows you to select invoice to send to your QuickBooks file.*

Allows you to select Payments/Adjustments/Credits to send to your QuickBooks file.*

Allows you to select invoices to create an file to export invoice data to be imported into your accounting
system.

*The QuickBooks export feature is an available add-on for your eDirectGlass account and requires a
set up.
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3 Quotes & Invoicing

This chapter provides instructions for working with new assignments, quotes, repair orders and
invoices.  In addition, this chapter also covers production scheduling and advanced usage techniques.

In each of the Sub Menu features in this module, the following Task Menu will appear when working
with a claim:

Quoting & Invoicing Task Menu

Displays all of the Owner information both commercial and insured owned.

Displays the Insurance or Fleet information, if any, for the claim.

Displays Agent or TPA information if this was an Assignment sent through the eDirectGlass system by
an Agent or TPA.  Otherwise, you may use it in conjunction with the Agent Contact records in the C&V
Relationship Management module to track your referrals.  You would also apply any Commissions &
Writers that you may have set up under User Mgmt on this panel.

Displays the Loss information with regards to the claim.

Displays the Vehicle information including the parts and pricing information.

Displays the Schedule information for the claim.

Displays all of the previous Task Menu items in one screen view that is collapsible.

3.1 New Assignments

The New Assignments feature is where you will find any assignments that have been sent to your
company by Insurance, Fleet or TPA companies.  Here you can choose to review, accept or reject any
of these assignments.  If you are an eDirectGlass Web Quoter customer, your website quotes will also
display under New Assignments.

New Assignment Sub Menu

When you select or are reviewing an assignment, the following Sub Menu will become active in the
Sub Menu area:

New Assignment Sub Menu
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Allows you to print all of the Assignment information.

Allows you to accept the assignment and immediately convert it to a Repair Order to make changes to
the record.

Allows you to accept the assignment and convert it to a Work Order for later completion.

Allows you to reject an assignment.  A message box will display where you must enter a reason for
rejecting the assignment.  This information will not be sent back to the issuing party.

3.1.1 Review Assignments

eDirectGlass will notify you in the top center of the screen when New Assignments come in.  Once you
see the notification, follow the steps below to review and handle those records.

After selecting the  button, a list of assignments both new and previously read
(however, if the assignment has been accepted, it will no longer be listed here, but under Work
Orders) are displayed in the Work Area.

New Assignments List Window

You can open any one of the assignments in the list by simply double-clicking on an assignment line or

single-clicking to highlight the line and then click on the  button.

Reviewing Assignment
After the assignment is opened, you will see the assignment information in the Work Area and the
Task Menu will become active.

Assignment Review with Active Task Menu

Clicking on each one of the Task Menu items will display the information as it pertains to each menu
item.  This feature allows you to review the assignment information before making a decision to either
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accept or reject the assignment.

3.1.2 Accept Assignment

When you are ready to accept an assignment, you have two choices: Accept or Accept & Save.

 

When you click on the  button, the Assignment will immediately be converted to a
Work Order and you will be taken directly into the Work Order work area where you can build a parts
list from OEM or NAGS listed parts.

When you click on the  button, the Assignment will be saved as a Work Order
where you can work on it at a later time from the Work Order feature.

3.1.3 Reject Assignment

If for some reason you do not want the Assignment, you can click on the  button.

After you click the button, the Reject Reason alert box will appear.  You must enter a reason as to why

you are rejecting the Assignment. After you have entered a reason, click on the 
button and the claim will be rejected.

If you DO NOT want to reject the assignment, simply click on the  button.

Reject Reason Alert Box

NOTE:  This information will not be sent back to the issuing party, this is information will only
be saved in the eDirectGlass database.  You will need to contact the issuing party (TPA,
Insurance Company, etc.) to reject this job with them.

3.1.4 Show O&A Rules

While you are reviewing the Assignment record, if you want to see what Offer and Acceptance rules
apply to the Assignment, you can click on the  button and the O&A Parameters, if
any, will display in the Work Area.  When you are finished reviewing the rules, click on 

 button.
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O&A Parameters Screen

3.2 Quick Quote

The Quick Quote feature allows you to quickly review vehicle parts graphics and parts pricing.  When

you click on the  button, the Lookup Vehicle window appears in the Work Area.

Quick Quote Lookup Vehicle Window

If you have a VIN Number, enter it into the VIN Number Box.  The system will automatically decode the
VIN and build the vehicle.  The vehicle may not build out all the way and you may have to select

additional vehicle information before the  button becomes visible.  If there is an issue
translating the VIN to the NAGS* breakdown, the eDirectGlass system will display for you the decoded
VIN information and you can simply select the correct corresponding information for the vehicle in
question.

If you do not have a VIN Number, you can simply select a Make, Model, Year, Body Style and
Submodel instead.
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Complete Vehicle Build for Quick Quote

When you are ready, you can click on the  button to work with the NAGS graphics and

parts pricing.  Once you click on the  button, you will be taken to the glass part list.  At the
top of the list will display any Pricing Catalogue and Pricing Profiles you may have set up under
Administration.  Selecting from the appropriate drop downs prior to clicking on the glass part, will apply
those pricing rules to the prices displayed on the Quick Quotes screen.

Also, if you have set up your supplier usernames and passwords under Administration - System
Admin, once you click on the glass part, the system will search all of the suppliers you have provided
login information for and display your real time pricing and availability with those suppliers in the
Supplier Center.  M = Mygrant, P = Pilkington and W = PGW.

When the sub-parts list is displayed, any parts that are found in your pricing Catalogue (or matched
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with a Supplier Live Cost Plus Pricing profile) will be shown with the Price highlighted in the color blue
and in the Vendor column, it will display the name of the Pricing Profile used to calculate the price.

You can also look up glass part by the NAGS part number to see which vehicles use that part.  Simply
enter the glass part number in the 'Glass Part #' field and click on  button to view the
associated parts.

Glass Part # Associated Vehicles Lookup

*NAGS is the registered trademark of Mitchell International. 

3.2.1 Working with a NAGS Lookup

After you have clicked on the  button, the Vehicle Parts window will appear in the Work
Area.  Before you select the Glass Part, 

Initial Vehicle Parts Window

From this display box, you can click on any one of the line items to display the sub menu of
components for that specific part.  If available, you can also click on the  button to review the
part graphic.
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Part Graphic

To return to the Vehicle Parts display box, click on the  button.

3.2.2 Converting a Lookup to a Quote

From the Lookup NAGS parts sub menu, you can select parts to build a rough price estimate.  As you
select the parts, by clicking on the empty check box of each required line item, a total will appear at the
bottom of the sub menu.

You can also apply a discount to the checked parts, by entering in a percentage in the 
 box.  This discount will only apply to the items selected and will not be applied to

labor, which is not a part of the Lookup NAGS Total.

NOTE:  This discount should only be applied to a Quote that will not be paid by an Insurance
company, Fleet company or TPA.

In addition to the total, the  button will appear.

If you wish to convert the NAGS lookup to a Quote, simply click the  button and
you will be taken to the Quotes feature to complete the process.  Any discounts you have entered in
the  box will be carried over to the Quote.
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Lookup NAGS Line Item Build

3.3 Quotes

This eDirectGlass feature allows you to create and manage quotes.  In every case, you must create a
quote before you can create a Repair Order and Invoice.

When you click the  button, the following Sub Menu will appear:

Initial Quotes Sub Menu

New Quote
The  button will take you to the New Owner Record screen in the Work Area
where you can build your quote.
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3.3.1 Quote Lookup

When you click on the  button from the Sub Menu, the Find Existing Quote
window is displayed in the Work Area.

Find Existing Quote Window

· In this box, you can enter any data, in any combination, to find an existing quote.  Once you have

entered your search data, simply click on the  button.  If the search finds items
that match your search data, those quotes will be displayed in the Work Area.

· If you want to reset your search data for a new search, click on the  button.

· If you want to create a new quote, you can click on the  button in the Find
Existing Quote window or click on the  button in the Sub Menu.

· To retrieve a Quote, simply double-click on a quote line in the Work Area or single-click the line and

click on the  button.

Quotes Retrieve Window

3.3.1.1 Quotes List Color Coding

Note: The Quote Retrieve window is color coded for easy identification of items that require
attention.  

· Red - indicates all Assignments that have been received by your shop from an Insurance Company
or TPA/Agent through the eDirectGlass system (came in under the New Assignments module) and
are less than 7 days old.

· Yellow - indicates items (Assignments and/or regular quotes) that are older than 7 days.
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Quotes List

3.3.2 Create a New Quote

To create a New Quote, click on the  button from the Sub Menu and then click on

the  button in the Sub Menu or click on the  button in the Find
Existing Quote window.

3.3.2.1 Entering Owner Information

The New Owner Record window will display in the Work Area.

New Owner Record Window

1. Choose whether this is an Owner Record or a Commercial Record by selecting the appropriate
radio box.

2. Enter all of the contact information. If this is an Owner Record, First and Last names are required,
as indicated by the solid red boxes.  Commercial Records require the Company Name.

3. You must enter the owner's zip/postal code and then tab out of this field.  The eDirectGlass
system will automatically fill in the City and State based on the zip/postal code information.  Note:
The  button will not be active if the zip/postal code field is not filled out.

4. Enter at least one telephone number, as indicated by the dotted-line red boxes.
5. Select the Sales Person responsible for the job from the Sales Person drop down list, if required.
6. Select the appropriate 'Bill to' information (Owner, Insurance, Other) by selecting the appropriate

radio box.  If you choose "Other" as the 'Bill to', a second screen will appear in which you must
add the appropriate bill to information.
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New Owner Record Window - Bill To Other

7. If you have setup any Marketing Campaigns, you can use the drop down box to select the
appropriate campaign.  (See Section 6, Marketing, of this manual for assistance with this module)

8. When you are satisfied with the information entered, click on the  button.
9. Next you will be taken to the Insurance screen on the Task Menu.

3.3.2.1.1  Copy Account

If you are creating a Quote for an existing customer, you can pull up the customer's information and
use that to create your new quote.

In the Last Name field (or the Company Name field if the record is a commercial account), type in the
first three letters of the last name and at the bottom of the screen the 'Copy Account' drop-down field
will appear.

Copy Account Drop-Down

Simply choose the correct customer from the drop-down list and the appropriate fields will be filled in
then click on the  button to continue.

NOTE:  If you have selected a record in error, it is extremely important to leave the Quote
Owner screen without changing or saving any information.  It is possible to overwrite the
existing customer information and change historical records for that customer.
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3.3.2.2 Entering Bill To Information

Once the New Owner Record is created, you will be brought to the Bill To window on the Task Menu.

Bill To Task Menu Window

Note: You do not have to enter any Insurance information.  You can move to any tab on the
Task Menu at any time.  If you selected Bill To of Owner or a Bill To of Other on the Owner tab,
the system automatically assigns "No Insurance" to this claim.  If this is incorrect, you will
need to go back to the Owner tab, select a Bill To of Insurance, click on the  button, then
return to the Insurance tab and follow the instructions under the "Change Insurance Company"
section of this manual.

Quotes and Invoicing Task Bar

1. Start by selecting an Insurance Company. To do this, enter the name of the Insurance company
(or at least the first three letters of the Insurance company's name) or the Insurance company's
state in the Find Insurance Company box.  NOTE: If you check off the 
box, it will only display the list of matching Insurance Companies for which you have set up both a
C&V Relationship Mgmt Record and an O&A Profile.  This is help to ensure that the Insurance
Company you are selecting on the Bill To tab of the Quote is the same one that has the Network
correctly selected and will prevent billing delays by helping avoid records that are accidentally
submitted to the printer and not sent electronically.

2. Click on the  button once you have the Company Name or State
information typed in.

3. In the Insurance Company Find list, select the correct Insurance Company by either
double-clicking that line or single-clicking the line to highlight it and then  clicking on the 

 button.

Insurance Company Selection List
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4. Now complete the Insurance record by selecting a Coverage Code, Policy Number, Deductible,
Claim No, Authorization, Referral No and Loss Date.  Don't worry, if you don't have all or any of
this information, you can always enter it later. If you do enter information, make sure to click on
the  button.  The system will move you to the next Task Menu tab. 

NOTE:  The Safelite Referral number from the Safelite fax should be entered in both the
Claim No and Referral No fields.  The insurance PID which is located in the insurance
information section of the Safelite Referral fax (this number is 5 digits long and usually
begins with 09) needs to go in the Authorization box.  The LYNX, Quest & Harmon
authorization numbers only need to go in the Authorization field.

5. If you did not enter any information, select the next tab you wish to work on from the Task Menu.

Insurance Task Menu Detail

3.3.2.2.1  Change Insurance Company

If for some reason you need to change the insurance company that was originally selected, click on

the  button in the Quotes Sub Menu to display the Find Insurance Company look
up again.  Make your new selection and click on the  button.

Insurance Task Menu Window - Change Insurance

NOTE:  You can change the Insurance Company information at any point in the process
(Quoting, WO and Invoicing) as long as the invoice has not been submitted.  If the assignment
has come directly from an insurance company through the eDirectGlass system, you will not
have the option to make changes to the Insurance Company associated with the claim.  You
are, however, able to update/change the policy information at anytime before submission of the
invoice.

3.3.2.3 Agent Information

When an assignment is received from an Agency using the eDirectGlass system, you will find the

Agent's information listed under the  tab.
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If this is not an assignment from an Agency or TPA, you may use this tab (in conjunction with the
Agent Contact records in the C & V Relationship Mgmt module) to track referrals sent to you from
outside sources (e.g., car wash and/or oil & lube personnel).

3.3.2.3.1  From Agency or TPA

When an Assignment is received from an Agency using the eDirectGlass system, you will find the

Agent's information listed under the  tab.  If an Assignment comes from an Agency, you
will not be able to use this tab to assign any other Agent or referral information.  You can only view the
information for the Agency.  You will not be able to make any changes to this information.

Agent Information Window

You can view the O&A Rules associated with this Agency, by clicking on the 
button in the Sub Menu.  The O&A Rules will be displayed in the Work Area.

Show O&A Rules Window

3.3.2.3.2  Referral Agents

If the record you are working with did not come from an Agency or TPA through the eDirectGlass
system, you may use the Agent Tab (in conjunction with the C&V Relationship Mgmt module) to track
referrals from outside agents.

Note:  When you click on the  button on the Insurance tab, the system will automatically
advance to the Loss Info tab.  You may go back to the Agent tab now and then proceed to the
Loss Info tab when you have finished or you can come back to the Agent tab later.
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Agent Tab

1. Select an Agent (main location) from the Select Agent drop down list to see all of the Contacts
associated with that Agent.

Agent Selection

2. Next, select the Contact from the Select Contact drop down list.

Contact Selection

3. When you have finished with your selections, click on the  button.

3.3.2.3.3  Apply Commission

In eDirectGlass, you may enter up to three salespersons or writers to pay commissions to on any given

record.  On the  tab, check off the 'Apply Commission' box to view the Sales
Commissions screen.

Sales Commissions Screen

Select the correct people from the drop-down list(s) and enter an amount beside that person's name. 
This information will be saved with this record and will be available for you to run a report to properly
pay commissions on an invoice by invoice basis.

3.3.2.4 Entering Loss Info

From the Loss Info tab on the Task Menu, you can document the location and type of loss.

1. Identify the location of the damage using the windshield graphic.  Take this 'grid' number and
select it in the 'Location' drop down box.

2. Next, using the "Example Damage Type' pictures, use the 'Type' drop-down to select the damage
that matches the closest.

3. To add additional damage locations and types, click on 'Add New Damage'.
4.    Harmon requires that you select either Repair or Replacement from the drop-down field on this

screen.
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5. Once you are finished, you may add/edit other data, but make sure to click on the  button
to save your changes.

Loss Info Screen From Task Menu

3.3.2.5 Entering Vehicle Information

This feature will allow you to enter all of the information for the vehicle and will display the parts line
items as you build the quote.  From the Task Menu, select the Vehicle tab.  Note: You may already be
on the Vehicle tab if you saved information from the previous tab.

Vehicle Tab Screen

1. If you have a VIN, enter it into the VIN box and click on the  button.  If you do not have a VIN
at this point, just go to the next step (see note below).

2. Click on the  button to display the Vehicle Build window.  If you entered and
saved a VIN in the step above, the vehicle will automatically begin to decode as soon as you

clicked on the  button.  The vehicle may not build out all the way and you may

have to select additional vehicle information before the  button becomes active.
3. If you do not have a VIN, you can simply select a Make, Model, Year, Body Style and Submodel

instead.

4. If this is a repair, click on the  button. This will take you directly to the Add Line Item menu
to select repair line items.

NOTE:  If you have selected the  button, but need to make this a replacement

instead, simply click on the  button.  This will take you back to the
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Vehicle tab, click on the  button to take you to the NAGS Parts list.

5. Otherwise, click on the  button to display a list of the NAGS and OEM parts.

Vehicle Build Window

NOTE:  We recommend that you enter the VIN as in step 1 above.  This will validate the VIN
before you go any further in the Quoting process.  If you enter in the VIN number after the
vehicle has been 'built' and the parts selected, the eDirectGlass system will not be able to
validate the VIN.

3.3.2.5.1  Custom Vehicle Information

If you happen to have a vehicle that is not a part of the NAGS Car and Truck database, you can add a
Custom Vehicle and select parts from your Private Parts Profile.  To add a Custom Vehicle to this
Quote:

1. From the drop down list next to the  button on the Vehicle Tab, select Add
Custom Vehicle.

Vehicle Tab (Add Custom Vehicle)

2. If you have a VIN Number for the Custom Vehicle you are adding (e.g., motor home), enter it in
the VIN Number box on the Add Custom Vehicle screen which will display in the Work Area once
you have chosen "Add Custom Vehicle" from the drop down.

Add Custom Vehicle Screen
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3. If the system is able to decode the VIN, you will get a dialogue box asking if you would like
eDirectGlass to fill in the decoded information in the appropriate boxes.  If you wish the system to
handle this, click on the  button in the dialogue box.  If you would like to fill in the
information on your own, click the  button and enter the information manually.

Custom Vehicle VIN Decoded Dialogue Box

4. If you do not have a VIN Number, simply fill in the appropriate fields manually.  Once the fields are
filled in, either through VIN decoding or manually and you have verified the information is correct,
click on the  button to add the Custom Vehicle to the Quote.  

Completed Add Custom Vehicle Screen

5. Once you click on the  button, you will be returned to the Vehicle Tab in order to add parts to
the Quote from your Private Parts list.

3.3.2.5.2  No Vehicle Information

If you need to make a Quote for an item that does not require vehicle information or NAGS parts, you
can eliminate the need to enter this information in the eDirectGlass system.

1. From the drop down list next to the  button on the Vehicle Tab, select Add
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Custom Vehicle.

Vehicle Tab (No Vehicle)

2. Once you have selected the "No Vehicle", you will be on the Vehicle Tab in order to add parts to
the Quote from your Private Parts list.

 

3.3.2.5.3  Selecting Parts

Once you have selected your vehicle and clicked on the  button, you will be taken to the
Vehicle Parts window.

Vehicle Parts Window

1. Choose the Part Type by clicking on the part line. In addition, you can always click on the 
button to see the graphics for that specific line item.

2. Once you have selected the Part Type line item, the Part Type sub menu of line items will appear.
 Note:  If you hover your mouse over the MFG Part box for the NAGS windshield, the
system will give you additional information about the part.  The same is true for the Color
column.

3. Select the items you wish to add to the quote.  If you do not know which Glass Part you will
actually need for the installation and wish to list more then one on the Quote/Repair Order (e.g,
two different colors or windshields with and without rain sensors), you can add the additional
windshield simply by placing a check mark next to that glass part as well.  You can also apply a
discount to the checked parts, by entering in a percentage in the  box.  This
discount will only apply to the items selected and will not be applied to labor.  NAGS Interchange
parts are listed in hot pink on the screen.

NOTE:  This discount should only be applied to a Quote that will not be paid by an
Insurance company, Fleet company or TPA.
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4.  Once you have selected all of the parts for this Quote,  click on the  button.
Once you do this, you will be automatically taken back to the Vehicle screen from the Task Menu
and your line items will now appear.  Any discounts you have entered in the 
box will be carried over to the Quote.

Part Type Line Items

3.3.2.5.3.1  Adding Additional Parts

Once you have made the initial selection of parts, you have two ways you can add parts to a Quote. 
The first deals with adding additional Glass Parts (i.e., adding door glass to a Quote for a windshield). 
The second deals with adding non-NAGS parts to a Quote.

1. Once you have made the initial parts selection on a Quote and have hit the 
button, you may then add additional Glass Parts by first clicking on the  button
located under your parts list.

2. This will take you back to the NAGS part list.  You will notice that the part that you originally
selected from the NAGS parts list in no longer available for selection.

3. From here you would choose another glass part and add it and it's associated parts to the Quote
just as you did with the originally selected Glass Part.  Once you have selected the parts to add,

just click on the  button and you will be returned to the Vehicle tab with the
newly selected parts showing in list and calculated in the costs.  You may do this for as many
Glass Parts as you need.
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1. To add additional NAGS Parts (e.g., adhesives, mouldings, etc.) to an existing Glass Part,
highlight the glass item you wish to add parts to and new buttons will appear under the parts list.

2. Click on the  button which will display the NAGS part list for the Glass Part you
have highlighted.  You will not be able to add another Glass Part using this functionality, just the
related parts.

3. Once you have checked off all of the parts you wish to add to the Quote, click on the
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 button.

1. From the Vehicle tab, highlight any of the Glass Parts listed on the screen.  This will make new
buttons appear under the parts list.  Click on the  button which will open your Private
Parts Profile list.

Vehicle Tab with Private Parts Selection Box

2. Simply choose which of your private parts you wish to add from the Item Type drop down list,
adjust the List Price and Qty if necessary and click on the  button.

3.3.2.5.3.2  Editing & Deleting Parts

If you need to change a price (you may only change a price on a dealer part or on a part that is listed
as $0 in the NAGS database) in the eDirectGlass system for a line item, following the steps below.

1. Highlight the part you wish to update and a new set of buttons will appear under the parts list.
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2.   Click on the  button and adjust the price of the line item in the list price box. 

3. When you have finished. click on the  button.

If you would like to delete a line item. simply highlight the line and click on the  button and
click on the  button in the dialogue box.

3.3.2.5.4  Changing Vehicle

NOTE:  If you should need to change the Vehicle you selected originally, all of the parts you
added to the Quote will be removed and you will need to select them all again.

1. On the Vehicle tab, click on the  button located under the original vehicle's
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description.  You will be prompted by a dialogue box asking if you are sure you wish to change the
vehicle and delete all of the line items.  Click on the  button to continue.

2. You will be taken back to the vehicle build screen where you will need to select a new vehicle (or
decode a new VIN) and continue on with the parts selection.

3.3.2.5.5  Finishing Vehicle Information

After you have selected the parts from the Vehicle Parts process, you will be automatically returned to
the Vehicle screen from the Task Menu.  From here, you can enter additional information, if known,
such as the VIN (if you have not already entered and saved the VIN number in the decoding process),
License Plate, Ticket # (this is a searchable reference number that your company may use to identify
invoices based on a manual ticket number) and Mileage.  Remember, you must click on the 
button if you make changes to any one of those fields.

When complete, your Vehicle Information window will look like this:

Complete Vehicle Information Window

NOTE:  We recommend that you enter the VIN as in step 1 of the Entering Vehicle Information
section.  This will validate the VIN before you go any further in the Quoting process.  If you
enter in the VIN number after the vehicle has been 'built' and the parts selected, the
eDirectGlass system will not be able to validate the VIN.

3.3.2.5.5.1  WO Number

On the Vehicle Tab screen, you will find an WO # field.  This field contains the Store Number (the first
4 digits) and the system generated unique identifier for this particular Quote (WO or Invoice).  You are
not able to change the information in this box.
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Completed Vehicle Information Window

3.3.2.5.5.2  Ticket Number

On the Vehicle Tab screen, you will find a Ticket # field.  This is for you to enter in any 'manual invoice'
numbers you may use in your day to day business.  This field is for business tracking purposes only
and is not required.

Completed Vehicle Tab Screen

3.3.3 Applying Discounts

The eDirectGlass system allows you to manage and apply different types of discounts to a Quote. 
These discounts include O&A Rules, Cash Profile discounts, promotional Deductible Discounts, as
well as, an overall percentage discount to a cash quote.  The following section will explain how each of
the different discounts can be applied to a Quote.
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3.3.3.1 Applying O&A Rules to a Quote

eDirectGlass has two methods for applying Offer and Acceptance rules to jobs.  By default, any
assignment sent to you through the eDirectGlass system from an Insurance, Fleet or TPA using
eDirectGlass is automatically calculated with O&A rules.

When a quote is created from walk-in business or for an Insurance company, Fleet company or TPA
who does not use the eDirectGlass system to initiate claims and you will be billing to an Insurance
company, Fleet company or TPA, you can quickly and easily manually apply the O&A rules you have
set up in your system (see C&V Relationship Mgmt - Insurance Contact, of this manual) for that
company.

On the  tab, simply click on the O&A check box in the Parts List and the line items will
automatically convert and apply the O&A discounts and pricing rules that you have previously set up in
the Insurance Contact Record in the C&V Relationship module of the eDirectGlass system.  If you
have selected an insurance company that already set up O&A rule for under C & V Relationship
Management, these rules will already be applied.

O&A Rules Applied in Quotes

3.3.3.2 Applying Deductible - Promotional Discount

If you need to reduce the customer's portion of an Invoice (either by applying a discount to the
deductible or by applying a promotional amount), you will enter either of those amounts in the following
manner:

1. Open the Quote (Work Order or Invoice) you will be applying the discount to, click on the

 tab to display the Vehicle and Line Item information in the Work Area.
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Vehicle Tab

2. In the  box, enter in the amount by which you wish to reduce the
customer's invoice.

Deductible - Promotion Discount Applied

3. If you exceed the maximum discount allowed by your company (this is set up in the Administration
section of eDirectGlass), you will get the following error:

4. If you do get this error, simply change the amount you entered in the 
field to be less than your company's maximum allowable discount.
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3.3.4 Printing a Quote

To print a Quote in eDirectGlass (please make sure you have followed all of the steps under Section
1, Getting Started before you attempt to print any Quotes):

1. Select and open a Quote.
2. Click on the  button.
3. The Quote Print Preview screen will open in a new browser window.

4. Click on the  button on the report viewer toolbar located under your browser window address
bar.

Report Viewer Toolbar

5. A print dialogue box will appear.  Select the printer you wish to print to and click on the
 button.

Print Dialogue Box

When you have finished printing, just close the report viewer browser window.

3.3.5 Deleting a Quote

To delete a Quote in eDirectGlass:

1. Open a Quote.
2. Click on the  button.
3. A dialogue box will appear asking you if you want to delete the Quote.

Delete Quote Dialogue Box

4. Click on the  button and the Quote will be permanently deleted.
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3.3.6 Converting a Quote to a Work Order

Converting a Quote to a Work Order will allow you to schedule the job and move it toward Invoice
status.

1. Open a Quote.

2. Open the  window.

3. Click on the  button.
4. The Quote will be converted to a Work Order and the screen will change to the Schedule view in

Work Order.

Quote Vehicle Window - Convert Quote to Work Order

3.4 Work Orders

The Work Orders module in eDirectGlass allows you to manage and schedule your jobs.  To start,

click on the  button in the Sub Menu.  The Find Work Order window will open in
the Work Area.

Find Work Order Window

3.4.1 Open Work Order

To open and work with a Work Order, click on the  button in the Sub Menu to
open the Find Work Order window.

1. In the Find Work Order window, enter the search information to locate the specific Work Order

you wish to work with and click on the  button.  To see all Work Orders, just
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click on the  button and the list of Work Orders will display in the Work Area.

Work Orders List

2. Double-click on the Work Order you wish to open or single-click on a Work Order and click on the

  button and the Work Order will open.

3.4.1.1 Work Orders List Color Coding

Note:  The Work Orders list is color coded for easy identification of items that require
attention. 

· Red - indicates Work Orders that do not have a schedule date and time in the eDirectGlass
system.

· Yellow - indicates Work Orders that have not been marked as completed, but are one or more
days past the scheduled date.

· Green - indicates Work Orders that have been marked as completed, but have not yet been
converted into an invoice.
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Work Orders List

3.4.2 Schedule Work Order

eDirectGlass allows you to manage your production schedule very effectively.  In the Work Order
module, open a Work Order and click on the  tab on the Task Menu.  The Schedule
window will appear in the Work Area.  The way you have set your shop up in the System Admin will
determine which schedule view you will see when you click on the  tab in a Work Order.

3.4.2.1 Hourly Job Schedule

Hourly Schedule Window

1. Determine whether the job will be Mobile or In-House.  If Mobile, click on the check box next to
.  You will notice that the names in the Technician Box may change depending on whether

or not a Technician was setup as Mobile, In-House or both.
2. Select a Technician by clicking on the Technician's name.
3. Click on the Date field to select an appointment date.
4. The Day Calendar View will display in the Work Area and the Start Time field will be highlighted in

the Schedule window.
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Day Calendar View - Hourly

5. Click on a Start Time in the Day Calendar View.  

NOTE:  You must click on the Start Time in the Day Calendar View under the Technician for
which you wish to schedule this appointment.  If you just click on the Start Time in the Day
Calendar View in the first column, you will be assigning that job to the Technician whose
name appears in the first column and not necessarily to the Technician you wished to
assign the job.

6. Click on an End Time in the Day Calendar View (also in the correct Technician's column).
7. Click on the  button to add the appointment.
8. The appointment will be added to the production schedule and will appear in the Day Calendar

View with the appointment details.
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Appointment in the Day Calendar View - Hourly

You can also add Notes that will appear with the appointment, both on the screen and on the print out. 
These notes will only be available to your account and will not print on the final Invoice.  Just type the
appointment notes in the Notes box and click on the  button.

You can also use the Warranty check box to track if this Work Order was a warranty

Repair/Replacement.  Simply check off the  check box, enter in information in the Original
Invoice box (you must enter in something in this box if you check off the warranty box) and click on the 

 button.

3.4.2.2 AM/PM Schedule

AM/PM Schedule Window

1. Determine whether the job will be Mobile or In-House.  If Mobile, click on the check box next to
.  You will notice that the names in the Technician Box may change depending on

whether or not a Technician was setup as Mobile, In-House or both.
2. Click on the Date field to select an appointment date or click on the  button if the

appointment is for the date already shown in the Date field.
3. The Day Calendar View will display in the Work Area.



Quotes & Invoicing 91

© <2013> ... AMJ Logistics, Inc.

Day Calendar View - AM/PM

4. Click in the first available field under the correct Technician's name in either an open AM or PM
slot.  Note: You need to have the correct radio box (  or ) selected for this particular
appointment and you must also click under the Technician's name in a PM slot for a PM job.

5. Click on the  button to add the appointment.
6. The appointment will be added to the production schedule and will appear in the Day Calendar

View with the appointment details.
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Appointment in the Day Calendar View - AM/PM

You can also add Notes that will appear with the appointment, both on the screen and on the print out. 
These notes will only be available to your account and will not print on the final Invoice.  Just type the
appointment notes in the Notes box and click on the  button.

You can also use the Warranty check box to track if this Work Order was a warranty

Repair/Replacement.  Simply check off the  check box, enter in information in the Original
Invoice box (you must enter in something in this box if you check off the warranty box) and click on the 

 button.

3.4.3 Service Address

The eDirectGlass system allows you to store a Service Address in addition to the Owner's home
address which is recorded on the Owner tab.  This Service Address will appear on the Work Order
print out.

1. Open the Work Order to which you wish to add the Service Address.
2. When you open the Work Order, the  button will appear in the Sub Menu.

Click on the  button to display the Service Location Record window in the
Work Area.
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Service Location Record Window

3. Fill out all of the pertinent information including any notes (you can use the notes section for cross
street information).

4. When you have finished, click on the  button.

5. Click on the yellow  button (the Sub Menu header) to return to the Work
Order you were working with.

6. The Schedule tab of the Work Order with a Service Address will have a check mark in the
 box letting you know that one has been saved for this record.

Schedule Tab with Service Address

7. Should you need to make changes to the Service Address, simply click on the
 button in the Sub Menu after you have opened the Work Order, make the

necessary changes then click on the  button when you have finished.
8. If you need to remove the Service Address entirely, place a check mark in the  box in the

Service Location Record and then click on the  button.  NOTE:  Checking the delete box
and saving the record will permanently remove the Service Address from this record.  If
you accidentally delete the Service Address from the record, you will need to re-enter all of
the information.

3.4.4 Using WO Codes

This section will discuss using and tracking the Work Order (WO) Codes you added during the
eDirectGlass Administration set up.  These codes will help you keep track of your outstanding WO's
and their status.

3.4.4.1 Applying WO Code

The Schedule tab is also the screen where you will update the WO Code for this particular Work
Order.  Just select the appropriate WO Code from the drop down list and click on the  button.
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WO Code Drop Down List

3.4.4.2 WO Code History View

You can also view the history of the WO Code changes by placing your mouse over the 
 header to show the user name and date & time stamp of the WO Code change(s).

WO Code History View

3.4.5 Attachments

eDirectGlass allows users to attach image documents directly to the claims record.  Documents such
as customer signed work orders, parts purchase orders and network paper authorization can become
a permanent part of the electronic claim.  You can import the images directly from your scanner (or
other TWAIN device) or attach image files that have been saved on your computer already.  The basic
Attachment feature only allows you to attach image files to your records.  eDirectGlass also offers two
add-on features, Attachment Plus and Attachment Pro which has greater capabilities.  Please contact
your eDirectGlass associate for further information regarding these add-on features.

NOTE: Please make sure you follow all of the set up items under the Getting Started section of
this manual before you use this function for the first time.

3.4.5.1 Add Attachment

1. Click on the  button on the Menu Bar.

2. Select the appropriate Sub Menu button ( ,  or

) to find the record you need. 
3. Search and find the appropriate record and double-click on the line.
4. Once the record is open, the  and the  buttons will be

displayed in the Sub Menu.
5. Click on the  button and the Image Attachment screen will open in another

browser window.



Quotes & Invoicing 95

© <2013> ... AMJ Logistics, Inc.

Image Attachment Window

3.4.5.1.1  Attach Saved Image

1. To attach a file that has been previously saved on your computer, click on the  button.
This will bring up the image find/open window in the Work Area.  Locate the folder where the

image was saved, highlight the image and then click on the  button to load the image
in the Image Attachment Screen.

Image Find/Open Window

2. Enter in a Title and Description for the image to help you identify the item later, then click on the

 button to add the image to the record.

IMPORTANT NOTE:  Due to the nature of the database eDirectGlass uses, the use of an
apostrophe (') often causes problems when you are trying to save records.  In order to avoid
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lost data, we suggest you do not use an apostrophe (') anywhere in the system at any time.

Completed Image Attachment Window.

3.4.5.1.2  Attach Image Directly from TWAIN Device

1. To attach an image directly from your TWAIN device, click on the  button in the Image
Attachment browser window to bring up the Acquire dialogue box.

Acquire Dialogue Box

2. Choose the correct TWAIN device from the drop down list (this could be your scanner, your digital

camera, your card reader, etc.).  Click on the  button to import or scan the image.
If you have the  check box checked off, your normal User Interface for that device will
come up and you can proceed normally from there.

3. Once the image has been obtained, click on the  button in the Acquire dialogue box. 
NOTE  If you do not click on the  button, the image will not be available to you for
attachment.

4. Enter in a Title and Description for the image to help you identify the item later.

5. If you are satisfied with this image, click on the  button to add this image to the
record.

6. When you have finished attaching images, click on the  button in the Image Attachment
window.
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3.4.5.2 View Attachments

1. Click on the  button on the Menu Bar.

2. Select the appropriate Sub Menu button ( ,  or

) to find the record you need. 
3. Search and find the appropriate record and double-click on the line.
4. Once the record is open, the  and the  buttons will be

displayed in the Sub Menu.
5. Click on the  button and the Attachments window will open in another

browser window.

Attachments Window

6. Click on the  link next to the item you wish to view.

7. When you have finished reviewing this image, click on the  button in your
browser window to return to the Attachments window to view any remaining images.

8. When you have finished with your review, just close the Attachments window browser window.

3.4.6 Print Work Order

eDirectGlass allows you to print Work Orders for In-house and Mobile use (please make sure you
have followed all of the steps under Section1, Getting Started before you attempt to print any  Work
Orders).

1. Select a Work Order from the Work Order List.

2. Click on the  button.
3. The Work Order Print Preview screen will open in a new browser window.

4. Click on the  button on the report viewer toolbar located under your browser window address
bar.

Report Viewer Toolbar

5. A print dialogue box will appear.  Select the printer you wish to print to and click on the
 button.
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Print Dialogue Box

When you have finished printing, just close the report viewer browser window.

3.4.7 Delete Work Order

To delete a Work Order in eDirectGlass:

1. Open the Work Order.

2. Click on the  button.
3. A dialogue box will appear asking you if you want to delete the Work Order.

Delete Work Order Dialogue Box

4. Click on the  button and the Work Order will be permanently deleted.

3.4.8 Converting Work Order to Invoice

When a Work Order has been completed, it must be converted to an Invoice so it can be billed
appropriately.  You can make any modifications to the Work Order that you wish or make changes in
the Invoice process prior to submission.  Once an invoice has been submitted, no changes can be
made.

1. Open the Work Order and click on the  tab button.
2. Click on the  check box and then click the  button.
3. Click on the  tab button.

4. Click on the  button and the Work Order will be converted to an Invoice and
will take you to the Invoice Vehicle window.
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Invoice Vehicle Window

3.4.9 Apply A Payment or Make an Adjustment

Once the record has been converted to a Work Order, you can also apply a payment or make an
adjustment to the record directly from the  tab.  You can also may a payment or apply
an adjustment from the record once it has been converted to an Invoice.  Payments and Adjustments

can also be handled from the  menu.

1.  On the  tab of Work Order (or Invoice) record you wish to make a payment or

adjustment to, click on the  button.
2.  Choose either 'Apply a Payment' or 'Make an Adjustment'.
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Payment/Adjustment Selection

3.  If you selected 'Apply a Payment', enter the payment amount, select the payment type, enter the
referral number and choose whether the 'Paid By' is Insurance or Owner and then click on the 

 button.

Apply a Payment from Work Order

4. You will then be taken back to the  tab of the Work Order record you were working
with and will now see the Remittance box showing the payment you just applied.

Remittance Box

5. If you selected 'Make an Adjustment', enter the Amount Adjusted (if you are adding an amount you
will need to enter a negative number), and the Reason for the adjustment then click on the 

 button.

Make an Adjustment from Work Order

6. You will then be taken back to the  tab of the Work Order record you were working
with and will now see the Remittance box showing the adjustment you just applied.

Remittance Box

3.4.10 eMinder

eMinder is an email reminder system for all versions of eDirectGlass TSM.  Once you have setup and
enabled eMinder, all work orders that have a valid email address on the Owner Panel will be
processed and an email will be dispatched with your appointment reminder.

Before you can take advantage of the eMinder system, you must first complete the one time SMTP
information setup as described in the System Administration section of this manual.  

1. Click on ,  and then on the  button to
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access the eMinder Settings panel.

eMinder Settings Panel

2. To enable the eMinder system, click on the 'yes' radio button.  If at any time in the future you wish to
disable the eMinder service, simply return to this panel and click on the 'no' radio button.

3. In the Reminder Notice section, select the number (in days) that you would like the email reminder
to be delivered prior to the scheduled date.  You may enter 0 so that the reminder is send out
without regard to the schedule date.

4. In the From Address field, enter a valid address that will be sent along with every email reminder.  
Please Note:  This email address is critical as it will be the address that your customers will
see and potentially reply to.  In addition, this email address will serve as the "bounce back"
address should delivery of an appointment reminder fail.

5. In the text box area, type your eMinder appointment message.  You may use the included 'Record'
Tags' to construct your message.  For instance, to address the customer by name, you would type
"Dear <FULLNAME>".  You must type the Record Tag exactly as it appears on the screen.

eMinder Record Tags

6. Once you have made any changes to this panel, click on the  button.
7. The eMinder system will automatically begin to process any applicable reminders based on your

setup.  You do not have to do anything else to begin to use eMinder.
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eMinder Settings Panel - Completed

eMinder Notes
When an eMinder is sent for a work order in the system, you will see an indication on the 

 tab of a work order showing the date and time that the eMinder was sent.  Please
Note: This time stamp is NOT an indication that the email was received by the recipient, only that it
was sent by the system.  You MUST check the email address you indicated in the From Address field
of the eMinder setup for any email errors or replies.

Schedule Tab with eMinder Date & Time Stamp

If there is no Service Address provided in the work order, the system will use the address information

found on the  tab.

Here is a sample email of an actual eMinder sent to a Gmail account:
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3.5 Scheduling

The Scheduling module allows you to review your production schedule for a specific date or range of
dates and allows you to see your entire In-House and Mobile schedule.
 

3.5.1 Create Schedule

The Create Schedule feature allows you to assign and/or reassign technician for a specific date all on
one screen.  It may also be useful to you to create a technician that is named 'Job Bucket' or
'Unrouted', and have all jobs initially assigned to that 'technician'.  This will allow a routing expert within
your company to later use the Create Schedule feature fully.

To access create schedule, click on  and then on  to access
the Create Schedule date selection panel.

Once you click on the date you wish to route, click on the  button to display the list of all
jobs that are scheduled for the day you selected.

From this screen, you only need to select the new technician from the drop down list and it will
automatically update the record with the new technician name selected.

3.5.2 Viewing Schedule

1. Click on the  button in the Quotes & Invoicing Sub Menu.
2. Select a Date Range by clicking on the Date field, choosing the start date, clicking in the To Date

field and choosing the end date of the schedule you wish to display.  You can also choose to
display the schedule for one particular technician (the schedule defaults to All Technicians) by
choosing that Technician's name from the drop down list and clicking on the  button.

3. The Schedule for the selected dates will display.
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Schedule View

3.6 Invoicing

Probably the most important module in eDirectGlass, Invoicing allows you to directly bill your business

partners or clients.  To work with the Invoicing module, click on the  button in the
Quotes & Invoicing Sub Menu.  The Find Invoice window will appear in the Work Area.

Find Invoice Window

3.6.1 Open an Invoice

To open and work with an Invoice:

1. Click on the  button in the Sub Menu to open the Find Invoice window.
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Find Invoice Window

2. In the Find Invoice window, enter the search information to locate the specific Invoice you wish to
work with.  To see all Invoices, just click on the  button and the list of Invoices
will display in the Work Area.

Invoice List

3. Double-click on the Invoice you wish to open or single-click on an Invoice and click on the
 button and the Invoice will open.

NOTE:  On the Invoice List, you will notice a column marked Agt.  This column will contain an
asterisk (*) if the Invoice began as an Assignment sent to your shop through the eDirectGlass
system.  If you place your mouse over the asterisk, you will be able to see which Agency sent
this particular invoice to you.

Any invoice that has a balance of $0 and/or has been exported to QuickBooks using the eDirectGlass

QuickBooks export feature, will only be able to be displayed under  by entering

search criteria in the Find Invoice Window and clicking on the  button.

3.6.1.1 Invoice List Color Coding

The Invoice list is color coded for easy identification of items that require attention. 

· Red - indicates Invoices that have not been submitted.

· Yellow - indicates Invoices that have a rejected status.  If you hover your mouse over the
Insurance column of a rejected invoice, you will be able to view the reject reason.

· Green - indicates Invoices that have been submitted and do not have a rejected status.



eDirectGlass Total Shop Management User Manual106

© <2013> ... AMJ Logistics, Inc.

Invoice List

In the Find Invoice window, you may click on any combination of the color coding check boxes then
clicking on the  button to display only the invoices that meet those requirements
(e.g., display only Invoices that have not been submitted).

Displaying Red Color Coded Invoices Only

3.6.2 Using Invoice Codes

This section will discuss using and tracking the Invoice Codes you added during the eDirectGlass
Administration set up.  These codes will help you keep track of your outstanding Invoices and their
status.
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3.6.2.1 Applying Invoice Codes

The Vehicle tab is the screen where you will update the Invoice Code for this particular Invoice.  Just
select the appropriate Invoice Code from the drop down list and click on the  button.

Invoice Codes Drop Down List

3.6.2.2 Invoice Code History View

You can also view the history of the Invoice Code changes by placing your mouse over the 
 header to show the user name and date & time stamp of the Invoice Code

change(s).

Invoice Code History View
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3.6.3 Finalize an Invoice

Before you submit an Invoice for billing purposes, make sure that you make any necessary
modifications, additions or deletions to the invoice.

Verify all of the information in the Owner, Insurance, Loss Info and Vehicle areas.  Pay very close
attention to line item details and O&A rules compliance.

NOTE:  If you are not submitting this invoice to an insurance company, make sure you have
clicked on the  button on the Insurance tab.

You can add notes to the Invoice in the Notes Box located at the bottom of the Vehicle window.  Place
any comments that you want others to read in this box.  Unlike the Notes in the Schedule Notes box,
these notes can be viewed by anyone who receives this Invoice.

Invoice Notes Box

When you have finished adding Notes, click on the  button to save the newly
added notation.

NOTE: Once you submit an Invoice for billing, you cannot make changes to the Invoice.

3.6.4 Submit an Invoice

eDirectGlass has several methods for submitting an Invoice for Billing:

1. Electronic - If the assignment was electronically sent to your account, it will automatically be set to
return electronically to the originator of the assignment.  An Invoice can also be sent electronically
if the Insurance or Agency profile contains information for direct electronic billing.  If Electronic
Billing is not supported, it will not be a selectable item when submitting an Invoice and the other
listed methods for submission will be displayed.

2. Printing - This method will print the Invoice with remittance advice and then lock the Invoice as
submitted.  NOTE:  If you are not ready to submit this invoice (you may wish to still make
changes to it), but you would like to have a printed copy, DO NOT select the Print to local
Printer under Submit Invoice.  Simply click on the  button in the Sub
Menu which will not affect the submission status of the invoice.

3. E-mail - This method will submit the Invoice via E-mail.  This selection will only be available if the
party who is receiving the Invoice has marked this as an acceptable way to receive Invoices or if it
is in the Vendor profile that you maintain (Insurance Contact in the C&V Relationship Module).

4. Fax - This method will submit the Invoice via Fax.  This selection will only be available if the party
who is receiving the Invoice has marked this as an acceptable way to receive Invoices or if it is in
the Vendor profile that you maintain (Insurance Contact in the C&V Relationship Module).

5. EDI (Lynx, Harmon, Quest, Teleglass, etc.) - This method will allow you to submit your invoices to
carriers that require submission electronically.  This option will only be active if the Insurance
company you have selected on the Bill To tab has a C&V Relationship Mgmt record set up and
has the correct, appropriate Network selected and saved.
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Invoice Submission Methods

Once you have finalized the Invoice, click on the  button at the bottom of the Vehicle
display.  Select the method to submit the invoice and once again, click on the  button
located in the method box.  If it is submitted successfully, you will receive a message in the Parts
window that contains the submission information.  This stamp is in red.

NOTE: Once you submit an Invoice for billing, you cannot make changes to the Invoice.

Submitted Invoice Message

3.6.5 Print an Invoice

eDirectGlass allows you to print an Invoice prior to and after submission (please make sure you have
followed all of the steps under Section 1, Getting Started before you attempt to print any Invoices).

1. Select an Invoice from the Invoice List.
2. Click on the  button.
3. The Invoice Print Preview screen will open in a new browser window.

4. Click on the  button on the report viewer toolbar located under your browser window address
bar.

Report Viewer Toolbar

5. A print dialogue box will appear.  Select the printer you wish to print to and click on the
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 button.

Print Dialogue Box

When you have finished printing, just close the report viewer browser window.

3.6.6 Delete an Invoice

To delete an Invoice in eDirectGlass:

1. Open an Invoice.
2. Click on the  button.
3. A dialogue box will appear asking you if you want to delete the Invoice.

Delete Invoice Dialogue Box

4. Click on the  button and the Invoice will be permanently deleted.

NOTE: Once you submit an Invoice, you cannot delete it.  You must adjust the invoice to a zero
balance in the Accounting Module.
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4 Message Center

This chapter provides instructions for working with the eDirectGlass Message Center.  The Message
Center provides two-way communication with business partners (only with business partners who are
using the eDirectGlass system) focused around the claim.  Everything from inquires to exception
requests can be made using this module.

Clicking on the  button on the Menu Bar displays the following Sub Menu:

Message Center Sub Menu

4.1 Check Messages

eDirectGlass automatically checks for new Messages every 10 minutes and will notify you if new mail
arrives.  A New Messages text will appear under your login name in the upper right hand corner of the

screen when you have New Messages.  At any time, you can click on the  button
to check for and review new messages.

Check Messages Window

To review a new message, click on the message line and the message will open in the Work Area.

Review New Message Window

You can either Reply to this message now or simply continue to work elsewhere in eDirectGlass.

Once a new message has been reviewed, it is automatically moved to the Inbox.

4.2 Create Message

You may only create a message for an assignment that came down to your shop through eDirectGlass
from an Insurance Company, Fleet Company or TPA using eDirectGlass.  To create a new message,
you have two options:

The first option requires you to open a New Assignment, Quote, Repair Order or Invoice.  Once one of

these is open, you can click on the  button on the Menu Bar and then click on the

 button.
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The second option also requires you to first open a New Assignment, Quote, Repair Order or Invoice.

Once one of these items is open, you can click on the  button in the Sub Menu in
the respective module Sub Menu.

Once you have clicked on the  button or the  button, the
Create New Message window displays in the Work Area.

Create New Message Box

The Claim, To, Cc and From fields cannot be changed.  These fields are populated with the
information from the specific item (Quote, Repair Order or Invoice) you have selected.  In the Subject
field, select the type of message you want to send.  There are 6 Subjects to choose from: Request
Info, Price Issue, Accepted Invoice, Rejected Invoice, Exception Request and Other.

In the message window, type the message you wish the recipient to read.  When you are satisfied with

your message, and you want to send it, click on the  button and the message
will be instantly sent.  If you are interrupted or if you want to finish the message later, click on the 

 button and the message will be moved to the Outbox where you can work
with it at a later time.

If you do not want to send the message at all, click on the  button.

4.3 Inbox

The Inbox contains all of your received messages.  To review a message, simply click on the message
line item.  The message will display in the Work Area below the Inbox Message List.

Inbox Message List and Message Review



eDirectGlass Total Shop Management User Manual114

© <2013> ... AMJ Logistics, Inc.

You can either Reply to this message now or simply continue to work elsewhere in eDirectGlass. 
When a claim is archived in eDirectGlass, the message(s) pertaining to that claim will disappear from
the Inbox.

Messages can be sorted in any order by clicking on any one of the following tabs to sort by ascending
or descending alphabetical or date range:

Inbox Message List Tab Sort Order

4.4 Outbox

The Outbox contains messages that were previously created but not sent.  These messages are listed
in the Outbox Message list.  To complete or review one of these messages, simply click on the
message and it will be displayed in the Work Area.

Outbox Message List with Message Review

When you are satisfied with your message and you want to send it, click on the 
button and the message will be instantly sent.  You may also delete the message permanently by
clicking on the  button. Otherwise, you may continue to work elsewhere in eDirectGlass.

4.5 Sent Items

The Sent Items folder contains all of the messages that have been sent.  Messages that belong to
claims that have been archived will not be displayed.  To review a sent message, click on the message
line and it will display in the Work Area.



Message Center 115

© <2013> ... AMJ Logistics, Inc.

Sent Items Review

4.6 Trash

The Trash folder contains messages that you have received and deleted.  To review the items in the
Trash, click on a message line and the message will open in the Work Area.

Trash Folder Message Review

You can restore any of the messages in the Trash folder.  Open the message and click on the 
 button and the message will be moved to the Inbox.
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5 C & V Relationship Mgmt

This chapter provides instructions for working with the eDirectGlass Customer & Vendor Relationship
Management module.  C&V Management allows you to work with Customer and Vendor contact
information.  Contact management allows you to keep detailed information on your business partners. 
eDirectGlass has enhanced contact management for the automotive glass industry.  The C&V
Relationship Management module is also where you enter and maintain the O&A Rules associated
with the Insurance companies with whom you do business.

Clicking on the  button on the Menu Bar displays the following Sub Menu:

C&V Relationship Mgmt Sub Menu

5.1 Owner Contact

The Owner section in C&V Relationship Management allows you to manage and store information
about your customers that is above and beyond the information contained in Quotes and Invoices.  An
Owner Contact Record is automatically created in the eDirectGlass system when a claim is initiated by
either creating a Quote or Accepting an Assignment.

5.1.1 Working with Owner Contacts

To work with an existing Owner contact, click on the  button and the Find Existing
Owner Contact window displays in the Work Area.

Enter the search information for the contact you are looking for and/or click the 
button to list all of the contacts in your database.  When you locate the contact record you want to work
with, you can either double-click it or single-click the line to highlight the record and select the 

 button to open the contact record.
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Retrieve Owner Record

You can also sort the entire list of contacts by clicking on any of the column headers after clicking on

the  button.

Owner Contact Column Headers - Sort Tabs

5.1.2 Maintaining the Owner Record

After you have selected the contact record and have retrieved it, the Owner Contact Record window
will open in the Work Area.

Owner Contact Record Window
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You can edit any of the information in the contact record.  In addition, you can also add Notes to the
contact record.  The Notes will not show up in any location other than in the C&V Relationship
Management area.  When you are finished making changes to the contact record, click on the 
button to save the modifications.

5.1.3 Creating a New Owner Contact

To create a New Owner Contact, click on either the  button in the Find Existing
Owner Contact window or click on the  button in the Owner Contact Sub Menu.

After you click either button, a blank New Owner Contact Record window will display in the Work Area.

New Owner Contact Record

1. Enter all of the contact information. First and Last names are required, as indicated by the solid
red boxes. 

2. Enter at least one telephone number, as indicated by the dotted-line red boxes.
3.    If you have any Notes, enter them in the Notes box.
4. Click on the  button to save the modifications and new record.

5.1.4 Customer Types

eDirectGlass allows you to designate a "type" for any given customer.  This feature gives you the ability
to build a list of Customer Types that will meet the needs of your shop.    To maintain the list of
Customer Types:

1.  Click on the  tab to access the C&V Relationship Mgmt sub menu.  From

here, click on the  button to display the Find Customer Type panel.

Find Customer Type Panel

2. From here, you can either add new customer types or maintain your existing list.  To add a new

type, click on the  button to bring up the New Customer Type panel.
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New Customer Type Panel

3.  Simply enter the new type (i.e., Fleet Company, Commercial, Municipality, etc.) in the Type

Description field and click on the  button to add it to your list of Customer Types.

New Customer Type Panel Completed

4.  To display/maintain your existing list of Customer Types, click on the  button to

show the entire list or enter information in the Type field and click on the  button
to show only records that will match your search criteria.

Find Customer Type List

5.  To disable a Customer Type, either highlight the line and click on the  button or simply
double-click on the line you wish to maintain to bring up the Edit Customer Type panel.

Edit Customer Type Panel

6.  For the purpose of historical data, you can only disable a Customer Type, you can't change the
Type Description or delete a Customer Type, you can only disable it.  To disable the Customer Type

check the  box and click on the  button to remove it from the drop down list.

7.  To assign a type to a customer, simply open the contact record by click on 

, , search for the record and bring up the Owner

Contact Record.  Select the Customer Type from the drop down menu and click on the 
button to apply the Customer Type to the Owner Contact Record.
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5.2 Insurance Contact

The Insurance section in C&V Relationship Management allows you to manage and store information
about your business partners that is above and beyond the information contained in Quotes &
Invoicing.  This is also where you will add and maintain the O&A Rules associated with each of the
insurance companies with whom you do business.

Note:  You can only have one Insurance Contact Record in the eDirectGlass system per
insurance company.

5.2.1 Working with Insurance Contacts

To work with an existing Insurance contact, click on the  button and the Find
Existing Insurance Contact window displays in the Work Area.

Enter the search information for the contact you are looking for and click the 

button to list a narrowed search or just click the  button to list all of the contacts in
your database.  

Find Existing Insurance Contact Window

When you locate the contact record you want to work with, you can either double-click it or single-click
the line to highlight it and select the  button to open the contact record.
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Insurance Contact Record

5.2.2 Maintaining the Insurance Record

After you have selected the contact record and have retrieved it, the Insurance Contact Record window
will open in the Work Area.

Insurance Contact Record

You can edit any of the information in the contact record. In addition, you can also add Notes to the
contact record.  The Notes will only display in the C&V Record and on the Bill To tab when the
insurance company has been selected.  This allows you to enter information that would be important to
the billing process, but will not print on Quote, Work Orders or Invoices.  When you are finished
making changes to the contact record, click on the  button to save the modifications.
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5.2.3 Creating a New Insurance Contact

To create a New Insurance Contact, click on either the  button in the Find Existing
Insurance Contact window or click on the  button in the Insurance Contact Sub
Menu.

Note:  You can only have one Insurance Contact Record in the eDirectGlass system per
insurance company.

After you click either button, the Find Insurance Company window appears in the Work Area.  Enter

the Insurance company you wish to add a contact record for and click on the 
button.  You must enter at least the first three letters of the Insurance company's name or the state in

order to make the  button active.

Once you have located the Insurance Company in the list, double-click the line or single-click the line
and click the  button to open the Add Insurance Contact Record screen.

Find Insurance Company Window

A blank New Insurance Contact Record window will display in the Work Area.

New Insurance Contact Record

1. Enter all of the contact information.  First and Last names are required, as indicated by the solid



eDirectGlass Total Shop Management User Manual124

© <2013> ... AMJ Logistics, Inc.

red boxes.
2. Enter at least one telephone number, as indicated by the dotted-line red boxes.
3. If you plan to electronically deliver invoices to this Insurance Company via a third-party

administrator, you must select the proper Network from the radio buttons between the address
and phone number fields.  If this is a Safelite Insurance Company, you may enter the Insurance
PID associated with the Safelite Insurance Company in the C&V Relationship Mgmt record and it
will pre-populate the correct field on the Bill To tab of the Quote/WO/Invoice.  Either select the
matching PID from the drop down list or click on the add new PID and enter the correct
information listed in the insurance section of your Safelite referral fax.

4.    If you have any Notes, enter them in the Notes box.
5. Click on the  button to save the modifications and new record.

5.2.4 Maintaining O&A Rules

The Insurance Contact Record is where you will set up and maintain your O&A Rules with each of the
Insurance companies you do business with.  

1. Once you have created the Insurance Contact Record and have it opened, click on either the
 button or the  button that appears in the Sub Menu to

display the Private O&A CRM Profile Detail window in the Work Area.

Private O&A CRM Profile Detail Window

2. When you have finished updating the record, click on the  button to commit to your

changes or click on the  button to keep the rules as they were or if you were
creating a new set of rules, to not save them at all.

3. You may also delete an existing set of private O&A Rules by clicking the 
button.  You will be prompted by a dialogue box to confirm that you wish to delete the profile. 
Click on the  button to delete.
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Delete Profile Dialogue Box

NOTE:  You can choose to use the Current NAGS Catalog or select another one from the drop
down list depending on the insurance company's O & A Rules.  If the insurance company is
using a percentage above NAGS, you will need to show that as a negative (-) percentage (i.e,
10% above NAGS will need to be entered as -10).  Kit pricing is either a flat fee or by quantity.  If
the insurance company is using flat enter it in the OtherKit Flat field, otherwise enter the
amount in the OtherKit field.

5.3 Agent Contact

The Agent section in C&V Relationship Management allows you to manage and store information
about your referral agents.  You will enter in one contact record for the referral location (e.g., Car
Wash location) and associated records for each of the agents at that location.

5.3.1 Working with Agent Record

To work with an existing Agent contact, click on the  button and the Find Existing
Agent Contact window displays in the Work Area.

Enter the search information for the contact you are looking for and click the 

button to list a narrowed search or just click the  button to list all of the contacts in
your database.  

Find Existing Agent Contact Window

When you locate the agent record you want to work with, you can either double-click it or single-click
and select the  button to open the contact record.
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Agent Record

You can also make changes/updates to the individual Agent Contacts from this screen by either
double-clicking on the line or single-clicking the contact and clicking on the  button
to open the Agent Contact Record in the Work Area.

Agent Contact Record

5.3.2 Maintaining the Agent Record

After you have selected the contact record and have retrieved it, the Agent Record window will open in
the Work Area.
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Agent Record

You can edit any of the information in the contact record. In addition, you can also add Notes to the
contact record.  The Notes will not show up in any location other than in the C&V Relationship
Management area.  When you are finished making changes to the contact record, click on the 
button to save the modifications.

5.3.3 Creating a New Agent Record

To create a New Agent Contact, click on either the  button in the Find Existing

Agent Contact window or click on the  button in the Agent Contact Sub Menu.  A
blank New Agent Record window will display in the Work Area.

New Agent Record Window

1. Enter all of the information for the agent location (you will add each of the referral agents at a later
time).  Company Name is required, as indicated by the solid red box.  You may add a main
contact under this record, but if this person is a referral agent, you will also need to enter that
person as a contact for this record.

2. Enter at least one telephone number, as indicated by the dotted-line red boxes.
3.    If you have any Notes, enter them in the Notes box.
4. Click on the  button to save the modifications and new record.
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Completed New Agent Record Window

5.3.4 Adding Agent Contacts

Once you have added the main Agent Record, you must now enter in all of your referral agents for
tracking purposes (i.e., if you are required to send the referral agents 1099's at year's end).

1. Click on the  button to display the Find Existing Agent Contact window in the
Work Area.

2. Click on the  button to display a list of all of your existing Agent Records. 
Note:  If you have already entered referral agents for a main contact, they will be listed as
separate lines, but they are all part of the main contact record.

Find Existing Agent Contact Window

3. You may select the record you wish to add an agent to by either double-clicking the line or
single-clicking the line and then clicking on the  button to display the existing
main Agent Record window in the Work Area.
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Agent Record Window

4. To add an additional Agent Contact to this record, click on the  button to
open the New Agent Contact window in the Work Area.

New Agent Contact Window

5. When you have finished entering the necessary information, click on the  button to add this
Agent Contact to the Agent Record.

Completed New Agent Contact Window
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5.4 Other Contact

The Other section in C&V Relationship Management allows you to manage and store information
about businesses that offer services such as telephone, supplies, rental car, etc., to your company.

5.4.1 Working with Other Contacts

To work with an existing Other Contact, click on the  button and the Find Existing
Other Contact window will display in the Work Area.

Enter the search information for the contact you are looking for and/or click the 
button to list all of the contacts in your database.  When you locate the contact record you want to work
with, you can either double-click it or single-click and select the  button to open the
contact record.

Retrieve Other Contact Record

5.4.2 Maintaining the Other Contact Record

After you have selected the contact record and have retrieved it, the Other Contact Record window will
open in the Work Area.

Other Contact Record Window

You can edit any of the information in the contact record.  In addition, you can also add Notes to the
contact record.  The Notes will not show up in any location other than in the C&V Relationship
Management area.  When you are finished making changes to the contact record, click on the 
button to save the modifications.
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5.4.3 Creating a New Other Contact

To create a New Other Contact, click on either the  button in the Find Existing
Other Contact window or click on the  button in the Other Contact Sub Menu.

After you click either button, a blank New Other Contact Record window will display in the Work Area.

New Other Contact Record

1. Enter all of the contact information. Commercial Records require the Company Name.
2. Enter at least one telephone number, as indicated by the dotted-line red boxes.
3.    If you have any Notes, enter them in the Notes box.
4. Click on the  button to save the modifications and new record.
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6 Marketing

This chapter provides instructions for working with the eDirectGlass Marketing module.  The Market
module allows you to create and manage marketing campaigns.  Once marketing campaigns are
established, you can use them when creating new quotes so that you can track the return for each
marketing campaign your company is participating in such as Yellow Pages, Radio, TV, etc.  

Clicking on the  button on the Menu Bar displays the following Sub Menu:

Marketing Sub Menu

The Marketing module is very easy to implement and use.  After you have created the necessary
Marketing Campaigns, you can begin tracking your Marketing efforts.  In a Quote, Repair Order or
Invoice, all you have to do is click on the  button in the Task Menu as you are working in
a claim.  In the Owner box, click on the drop down box next to Campaign and choose the appropriate
Campaign as it relates to the claim.  Remember to click on the  button after you choose a
Campaign.

6.1 Owner Marketing

Owner Marketing allows you to create and manage marketing campaigns related to walk-in or referral
business.

6.1.1 Working with Owner Marketing

To work with an existing Marketing Campaign, click on the  button and the Find
Campaign (Owner Marketing) window displays in the Work Area.

Enter the search information for the Campaign you are looking for and/or click the 
button to list all of the Marketing Campaigns in your database.  When you locate the Campaign you

want to work with, you can either double-click it or single-click and select the 
button to open the Campaign record.
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Retrieve Owner Marketing Campaign

After you retrieve the campaign record, the Edit Campaign (Owner Marketing) window will display in
the Work Area.  Make any modifications to the Campaign and when you are finished, click on the 

 button.

Edit Campaign (Owner Marketing) Window

6.1.2 Creating a New Campaign

To create a New Owner Campaign, click on either the  button in the Find

Campaign (Owner Marketing) window or click on the  button in the Owner
Marketing Sub Menu.

After you click either button, a blank New Campaign (Owner Marketing) window will display in the
Work Area.

New Campaign (Owner Marketing) Window
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1. Enter a Campaign Code. This code will be used for identifying campaigns for reporting purposes.
2. Enter a Campaign Name that will be associated to the Campaign Code.  This name should be

short yet descriptive.
3. Select a Campaign Type.  If you select 'Other' please fill in a description in the box that will

appear.
4. Select a Campaign Start and End date.
5. Enter Promo Notes.  Use this area to note, in as much detail as you wish, the description of the

Marketing Campaign.
6. Click on the  button to save the New Campaign.

6.1.3 Close an Owner Campaign

When your Campaign time period is over or at anytime during a Campaign, you can close the
Campaign so it is no longer displayed in the Quotes & Invoicing module.

To close a Campaign, find the Campaign you wish to close by clicking on the 
button in the Find Campaign (Owner Marketing) window.  In the Edit Campaign (Owner Marketing)
window, click on the  check box and click on the  button to close the Campaign.

Edit Campaign (Owner Marketing) Window - Closed Campaign

You may also close a campaign by highlighting the campaign line in the Find Campaign (Owner

Marketing) listing and clicking on the  button in the Sub Menu.

NOTE: Once a Campaign is closed, it cannot be reopened.

6.2 Agent Marketing

Agent Marketing allows you to create and manage marketing campaigns related to working with
Agency's or Third-Party Administrators.

6.2.1 Working with Agent Marketing

To work with an existing Agent Marketing Campaign, click on the  button and the
Find Campaign (Agent Marketing) window will display in the Work Area.
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Enter the search information for the Campaign you are looking for and/or click the 
button to list all of the Agent Campaigns in your database.  When you locate the Campaign you want to

work with, you can either double-click it or single-click and select the  button to
open the Campaign record.

Retrieve Agent Marketing Campaign

After you retrieve the campaign record, the Edit Campaign (Agent Marketing) window will display in the
Work Area.  Make any modifications to the Campaign and when you are finished, click on the 
button.

Edit Campaign (Agent Marketing) Window

6.2.2 Creating an Agent Campaign

To create a New Agent Campaign, click on either the  button in the Find

Campaign Lookup Screen or click on the  button in the Agent Marketing Sub
Menu.

After you click either button, a blank New Campaign (Agent Marketing) window will display in the Work
Area.
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New Campaign (Agent Marketing) Window

1. Enter a Campaign Code.  This code will be used for identifying campaigns for reporting purposes.
2. Enter a Campaign Name that will be associated to the Campaign Code.  This name should be

short yet descriptive.
3. Select a Campaign Type.  If you select 'Other' please fill in a description in the box that will

appear.
4. Select a Campaign Start and End date.
5. Enter Promo Notes.  Use this area to note, in as much detail as you wish, the description of the

Marketing Campaign.
6. Click on the  button to save the New Campaign.

6.2.3 Close an Agent Campaign

When your Campaign time period is over or at anytime during a Campaign, you can close the
Campaign so it is no longer displayed in the Quotes & Invoicing module.

To close a Campaign, find the Campaign you wish to close by clicking on the 
button in the Find Campaign (Agent Marketing) window.  In the Edit Campaign (Agent Marketing)
window, click on the  check box and click on the  button to close the Campaign.

Edit Campaign (Agent Marketing) Window - Closed Campaign

You may also close a campaign by highlighting the campaign line in the Find Campaign (Agent

Marketing) listing and clicking on the  button in the Sub Menu.
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NOTE: Once a Campaign is closed, it cannot be reopened.

6.3 Fleet/Ins Marketing

Fleet/Ins Marketing allows you to create and manage marketing campaigns related to working with
Fleet or Insurance companies.

6.3.1 Working with Fleet/Ins Marketing

To work with an existing Marketing Campaign, click on the  button and the Find
Campaign (Fleet/Ins Marketing) window displays in the Work Area.

Enter the search information for the Campaign you are looking for and/or click the 
button to list all of the Fleet/Insurance Campaigns in your database.  When you locate the Campaign
you want to work with, you can either double-click it or single-click and select the 

 button to open the Campaign record.

Retrieve Fleet/Ins Marketing Campaign

After you retrieve the campaign record, the Edit Campaign (Fleet/Ins Marketing) window will display in
the Work Area.  Make any modifications to the Campaign and when you are finished, click on the 

 button.

Edit Campaign (Fleet/Ins Marketing) Window



Marketing 139

© <2013> ... AMJ Logistics, Inc.

6.3.2 Creating a Fleet/Ins Campaign

To create a New Fleet/Ins Campaign, click on either the  button in the Find

Campaign (Fleet/Ins Marketing) window or click on the  button in the Fleet/Ins
Marketing Sub Menu.

After you click either button, a blank New Campaign (Fleet/Ins Marketing) window will display in the
Work Area.

New Campaign (Fleet/Ins Marketing) Window

1. Enter a Campaign Code.  This code will be used for identifying campaigns for reporting purposes.
2. Enter a Campaign Name that will be associated to the Campaign Code.  This name should be

short yet descriptive.
3. Select a Campaign Type.  If you select 'Other' please fill in a description in the box that will

appear.
4. Select a Campaign Start and End date.
5. Enter Promo Notes.  Use this area to note, in as much detail as you wish, the description of the

Marketing Campaign.
6. Click on the  button to save the New Campaign.

6.3.3 Close a Fleet/Ins Marketing Campaign

When your Campaign time period is over or at anytime during a Campaign, you can close the
Campaign so it is no longer displayed in the Quotes & Invoicing module.

To close a Campaign, find the Campaign you wish to close by clicking on the 
button in the Find Campaign (Fleet/Ins Marketing) window.  In the Edit Campaign (Fleet/Ins Marketing)
window, click on the  check box and click on the  button to close the Campaign.
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Edit Campaign (Fleet/Ins Marketing) Window - Closed Campaign

You may also close a campaign by highlighting the campaign line in the Find Campaign (Fleet/Ins

Marketing) listing and clicking on the  button in the Sub Menu.

NOTE: Once a Campaign is closed, it cannot be reopened.

6.4 Marketing Reports

If you want to see how a campaign is performing, click on the  button and the
Reports Sub Menu will be displayed.

Marketing Reports Sub Menu

Choose a report type from the Sub Menu.

Campaign Reports

When you click on the  button, the Owner Report window will appear in the Work
Area.

Owner Report Window

1. Select a Report:  or .
2. Select a date range.
3. Select a Status.  You can choose both open and closed if necessary.
4. Choose a Campaign.  You can only choose one Campaign at a time.
5. Review the information selected to make sure it is what you want for your report.  Click on the

 button to build the report.
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6. You can also print the report by clicking on the  button which will open the report in

another browser window.  Click on the  button in this browser window.  The print
dialogue box will appear.  Click on the  button to send the report to the printer you
have selected.  When you have finished, click on the  button.

Print Dialogue Box

Agent Reports

When you click on the  button, the Agent Report window will appear in the Work
Area.  This report is based on information entered in C & V Relationship Management - Agent Contact
and as applied on the Agent Tab of each record.

Agent Report Window

1. Select a Report: or  .

2. Select the report type: or .
3. Select a Date Range.
4. Review the information selected to make sure it is what you want for your report.  Click on the

 button to build the report.

5. You can also print the report by clicking on the  button which will open the report in

another browser window.  Click on the  button in this browser window.  The print
dialogue box will appear.  Click on the  button to send the report to the printer you
have selected.  When you have finished, click on the  button.
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Print Dialogue Box

Fleet/Insurance Reports

When you click on the  button, the Insurance Report window will appear in the
Work Area.

Insurance Report Window

1. Select a Report:  or .
2. Select a Date Range.
3. Review the information selected to make sure it is what you want for your report.  Click on the

 button to build the report.

4. You can also print the report by clicking on the  button which will open the report in

another browser window.  Click on the  button in this browser window.  The print
dialogue box will appear.  Click on the  button to send the report to the printer you
have selected.  When you have finished, click on the  button.

Print Dialogue Box
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7 Accounting

eDirectGlass has a complete Accounts Receivable module that allows you to manage the billing

process.  When you click on the  button on the Menu Bar, the Accounting Sub Menu is
displayed.

Accounting Sub Menu

7.1 Accounting Overview

When you submit Invoices in eDirectGlass, you can manage the receivables process using the
Accounting module.  In this module, you can post payments, adjust invoices and manage collections
using accounting reports.

eDirectGlass does not contain any other accounting module such as Accounts Payable, Payroll, etc. 
We recommend many different accounting packages for complete accounting such as QuickBooks,
Peachtree or MYOB.

7.2 Post Payment

You can post a payment to any Invoice that has been submitted.  To post a payment to an Invoice,

click on the  button and the Post Payment window is displayed in the Work Area.

Post Payment Window

1. Select whether you are going to post a payment for a Single Invoice or for Multiple Invoices.
There are times when a TPA/Network or Insurance company may send you a combined payment
for multiple invoices; therefore, you would select Multiple Invoices.

2. Enter the Amount to post against the Invoice(s).
3. Select the Payment Type from the drop-down list and then enter the referral number of the

payment (check number or credit card approval code).
4. Select whether the payment is from Insurance or the Owner.
5. In the Find Invoice window, enter the Invoice Number or one of the other fields and click on the

 button.  You can also just click on the  button with no
search criteria to list all of your outstanding Invoices.

6. The Invoice Lookup screen will display in the Work Area.
7. Select the Invoice and the Payment Amount will be added to the Post Payment Field.

8. Click on the  button to post the payment.
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Apply Payment Window

9. After the payment has been posted, the Apply Payment window will update and reflect the new
balance.

Updated Apply Payment Window

If you choose the Multiple Invoice button at the top of the screen, you will need to choose the Paid By
from either Network, Insurance or Owner.  The Payor list will be based on this selection (e.g, Paid By
Network will give you a listing of Safelite or LYNX).

Multiple Invoice Screen

7.3 Adjustments/Credits

Situations will arise from time to time that will require you to adjust an Invoice.  For example, you may
need to waive a deductible or agree to discount an Invoice to meet program requirements after an
Invoice has been submitted.  It is important to track these adjustments for accounting and
management reasons.

To adjust an Invoice, click on the   button and the Adjust/Credit Invoice window
will display in the Work Area.

Adjust/Credit Invoice Window

1. Enter an Owner, Insurance Company or Invoice Number and click on the 
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button.
2. In the Find list, click on the Invoice you want to Adjust.
3. The Adjustment window will display in the Work Area.

4. Enter the Amount to Adjust and a Reason for the adjustment and click on the 
button.

Adjustment Window

5. The Adjust Invoice window will refresh and display the Invoice with the adjustment applied.

7.3.1 Credit Memo

The eDirectGlass allows you to create a Credit Memo in the system.  This Credit Memo functionality,
leaves the original invoice intact (for date ranged accounting issues), moves any payments and/or
previous adjustments made on the original invoice to the newly created invoice and creates a new
invoice with the current date with all of the original invoice information so that you can adjust pricing
and resubmit the new invoice instead.

To create a Credit Memo, click on the  button and the Adjust Invoice window will
display in the Work Area.

Adjust Invoice Window

1. Enter an Owner, Insurance Company or Invoice Number and click on the 
button.

2. In the Find list, click on the Invoice you want to Credit.
3. The Adjustment window will display in the Work Area.  Select the Credit Memo radio button (this

active for Invoices only) and the parts list from that particular invoice will display on the screen.
4. Check all parts for a full credit or just individual parts for a partial credit, enter notes in the Reason

box and click on the  button to apply the credit memo to that invoice.
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Credit Memo Window

5. Once you have clicked on the  button, you will get a dialogue box verifying
that you wish to issue this credit memo.  Once you click on the  button, you will be
taken to the new invoice to make your pricing adjustments and resubmit the invoice.

Credit Memo Dialogue Box

7.3.2 Reset Invoice Status

There may be times after you have submitted an invoice to an Insurance Company where you may
need to make changes that do not effect the pricing that was submitted to the Insurance Company
(i.e., you need to update a VIN Number or change an address).  In order to make any changes to an
already submitted invoice, you must first change the submission status and then you can make
changes to the invoice.  NOTE:  If you have already submitted the record electronically to the
Network, you must first receive a manual rejection of the invoice from them before you can
'unlock' and resubmit the invoice electronically.  Failure to do so may result in a duplicate
invoice rejection from the Network and charges from eDirectGlass and/or the Network may be
incurred.

To reset the submission status on an invoice, click on the  button and the Adjust
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Invoice window will display in the Work Area.

Adjust Invoice Window

1. Enter an Owner, Insurance Company or Invoice Number and click on the 
button.

2. In the Find list, click on the Invoice you want to Adjust.
3. The Adjustment window will display in the Work Area.

4. Enter a 0 (zero) in the Amount to Adjust box, click on the , enter a

Reason for the status change in the Reason box and click on the  button.

Adjustment Window

5. You will now be able to make and save changes to the invoice.

7.4 Closed Invoices

Clicking on the  button will bring up the Closed Invoices Find Panel.  This will
display invoices that have been paid to $0 in the eDirectGlass system for historical information.

Closed/Historic Invoice may also be found by entering search criteria on the Find Invoice Panel under 

, .  Once the search criteria has been entered, simply click

on the  button to display the record(s).
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7.5 Invoices & Payments for QB

The eDirectGlass system allows you to communicate with our existing QuickBooks company file. 
They system allows you to send invoices with line item detail and payment information to your
company file.  The QuickBooks Setup requires an eDirectGlass technician to enable and setup this
feature.  Please contact your eDirectGlass sales associate for pricing and to schedule your setup
appointment.

7.6 Invoice XML Export

The Invoice XML Export allows you to export data in a XML format in order to be able to import it into
another program using that program's import feature.

Invoice XML Export Window

1. Enter the criteria you want for the export and click on the  button.
2. The Invoice XML Export Selection list will display in the panel.  Select the invoices you wish to

export or click on the  button and then click on  to create the file.

Invoice XML Export Selection List
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8 Help & Reporting Issues

On-Line Help Manual

On any screen you can find the  button located below the Sub Menu on the left hand side
of the screen.  Clicking on this button will take you to our on-line help manual to the section relating to
the module you are in when you requested help.

Live Help

If you require further assistance, you can click on the  button also located below
the Sub Menu to discuss your issue with a technical support representative during normal business
hours.  

You may also send an e-mail to technical support via the  button after normal
business hours.

Reporting Bugs

You can also report any issues with the program by clicking on the  button located underneath
your user name in the upper right hand corner of the screen.  Clicking on this button will bring up the
Report Issue window which will require you to enter information concerning your problem and the
computer you were using when you experienced the issue.
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Thank you for using eDirectGlass!
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