Estimate For Insurance Company

This document outlines the process of submitting an estimate to an insurance company for
confirmation of full or part payment.

Enter the insurance company in to your clients listing as per the image below (Minimum required).

Create a new client or edit an existing client and add the insurance company’s contact email address
in to the clients email address field. Click on the Parent button at the top of the clients form and
choose the insurance company in your clients listing as per image below.
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Once you have chosen the Parent company copy the clients address in to the comments then place a
tick in to the ‘Use Parent address.

Create your estimate and prior to clicking OK and saving the estimate email the estimate to the
insurance company or both the insurance company and your client. Now sit back and wait for the
insurance company to confirm their coverage.

Insurance company will cover the estimate value.

On confirmation that the insurance company gives you the go ahead, go to Estimates — View
Estimates. Double click on the estimate invoice number to open the estimate

Click on the Convert button

Choose a Booking for a future date or Job card to start the job straight away.

Complete job as normal close job and receipt payment from the insurance company, you can send
the insurance company a Tax invoice if required no need to provide the client with a Tax invoice at
all.

Completed.
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Insurance company will only cover part of the total estimate.

On confirmation that the insurance company gives you the go ahead, go to Estimates — View
Estimates. Double click on the estimate invoice number to open the estimate

Click on the Convert button

Choose a Booking for a future date or Job card to start the job straight away.

Complete job as normal close job and receipt payment from the insurance company, you can send
the insurance company a Tax invoice if required.

The invoice will now be in Sales with the outstanding balance amount ready for payment by the
client when they return to pick up the vehicle.

So you can give the client a Tax Invoice addressed to them go to their client form and edit it and
remove the tick from the use parent address checkbox.

Copy address previously saved in the comments tab and re-enter in to the address field click on
Billing address tab and place a tick in the ‘same as address’ checkbox click OK to close and save your
changes.
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At this point you have the choice to leave the client parented to the insurance company in your
clients listing or you can edit the client and delete the parent company name from the parent field
this will return the client to a standalone client in your clients listing.

Completed.



