
Basic	  Guide	  To	  Crea/ng	  Jobs	  
(including	  Insurance	  Claims)	  



[1]	  You	  can	  start	  a	  new	  job	  by	  entering	  
the	  registra/on	  number	  in	  the	  ‘Start	  
Box’,	  or	  clicking	  on	  the	  [Job	  New]	  
buFon.	  
If	  you	  start	  with	  the	  registra/on	  
number	  in	  the	  ‘Start	  Box’,	  then	  any	  
history	  for	  that	  vehicle	  will	  appear	  at	  
the	  boFom	  of	  the	  page.	  



[1]	  With	  no	  history	  to	  show,	  the	  job	  
defaults	  to	  ‘Cash	  Account’.	  You	  can	  
select	  a	  ‘Customer	  Account’	  by	  
star/ng	  to	  type	  the	  company	  name	  in	  
the	  [Account]	  box,	  or	  click	  on	  the	  
‘search’	  box	  (with	  3	  dots)	  alongside.	  



[1]	  Typing	  in	  the	  post-‐code	  both	  finds	  
the	  address	  and	  shows	  the	  loca/on,	  
distance	  and	  approximate	  travel	  /me	  
from	  your	  base	  loca/on.	  
You	  just	  need	  to	  add	  the	  house/unit	  
number	  and	  a	  telephone	  number.	  
These	  are	  automa/c	  if	  you	  have	  the	  
informa/on	  ready	  in	  the	  Customer	  
Account	  details.	  



[1]	  In	  this	  example	  we	  are	  dealing	  with	  
a	  normal	  cash	  or	  customer	  account	  
job.	  That	  means	  that	  the	  default	  status	  
of	  [No	  Third	  Party	  Involved]	  is	  correct.	  
We	  will	  cover	  [Insurance],	  [Fleet],	  [S/c]	  
(sub	  contract)	  and	  [Referral]	  later.	  

[2]	  Anything	  you	  type	  in	  this	  box	  will	  
appear	  on	  the	  Customer	  Invoice.	  



[1]	  If	  you	  started	  with	  the	  registra/on	  number	  then	  it	  
will	  appear	  here;	  if	  not	  then	  enter	  it	  now.	  
Click	  on	  the	  ‘search’	  box	  alongside	  (with	  3	  dots)	  to	  
open	  the	  VRM	  Look	  Up	  and	  iden/fy	  the	  correct	  ARGIC.	  
You	  can	  also	  click	  on	  the	  [Hub	  IPS]	  tab	  to	  search	  in	  
more	  detail	  across	  the	  AUTOGLAZEIT	  Community.	  (See	  
separate	  guide	  for	  this	  feature)	  
Click	  [Update	  Job	  Document]	  to	  save.	  



[1]	  All	  the	  vehicle	  details	  are	  added	  to	  the	  Job	  Card.	  
You	  can	  add	  mileage	  and	  job	  type	  at	  this	  stage	  if	  you	  
have	  the	  informa/on,	  but	  it	  can	  be	  added	  later	  if	  
required.	  [2]	  Anything	  you	  type	  in	  this	  box	  will	  

appear	  only	  on	  this	  screen.	  



[1]	  If	  you	  know	  the	  part	  number	  you	  are	  
going	  to	  use	  then	  type	  it	  here	  and	  press	  
[Enter],	  else	  use	  the	  [Argic	  Parts]	  buFon	  
for	  a	  more	  detailed	  search	  (see	  separate	  
IPS	  guide).	  

[2]	  Click	  on	  the	  ‘search’	  box	  here	  to	  
see	  your	  last	  saved	  prices	  from	  your	  
various	  suppliers.	  

[3]	  Click	  on	  the	  
‘Update’	  buFon	  
to	  add	  this	  part	  to	  
the	  ‘Job	  Card’.	  
Mul/ple	  parts	  can	  
be	  added	  (trims,	  
clips	  etc).	  



[1]	  The	  part	  details	  are	  added	  to	  the	  ‘Job	  Card’	  and	  the	  
‘Invoice	  Values’	  are	  completed	  at	  the	  same	  /me.	  Prices	  
can	  be	  amended	  at	  any	  /me	  prior	  to	  pos/ng	  the	  
‘Invoice’	  to	  your	  external	  accounts	  system.	  



[1]	  Select	  the	  date	  and	  the	  /me	  slot	  for	  the	  job	  here,	  
under	  the	  ‘Booking	  Details’	  sec/on.	  



[1]	  Anything	  you	  type	  
here	  will	  appear	  on	  the	  
‘Job	  Card’.	  

[2]	  Anything	  you	  type	  
here	  will	  appear	  only	  in	  
your	  ‘Diary’.	  (see	  next	  
page)	  

[3]	  Click	  on	  the	  ‘Diary’	  
buFon	  here	  to	  go	  directly	  
to	  the	  date	  and	  /me-‐slot	  
selected	  for	  this	  job.	  

[4]	  This	  ‘Diary’	  buFon	  
takes	  you	  to	  the	  current	  
date	  posi/on.	  



[1]	  The	  [Output]	  buFon	  gives	  you	  all	  your	  preview,	  
print,	  and	  send	  op/ons.	  In	  he	  case	  of	  a	  standard	  sale	  
there	  is	  only	  the	  Primary	  Invoice	  op/on	  available.	  



[1]	  The	  job	  you	  just	  created	  is	  wai/ng	  here	  (flashing	  
with	  a	  red	  border)	  for	  you	  to	  allocate	  it	  to	  a	  fiFer.	  
See	  the	  ‘Diary	  Guide’	  for	  more	  informa/on.	  



[1]	  For	  Insurance	  work,	  click	  on	  the	  [Insurance]	  buFon	  
to	  reveal	  the	  drop	  down	  list	  of	  available	  insurance	  
companies	  in	  your	  files.	  New	  companies	  can	  easily	  be	  
created	  when	  needed.	  Note:	  In	  some	  cases	  it	  may	  be	  
necessary	  to	  invoice	  through	  a	  third	  party.	  How	  to	  
create	  that	  type	  of	  link	  to	  an	  insurance	  company	  is	  at	  
the	  end	  of	  this	  sec/on.	  



[2]	  Complete	  the	  details	  of	  the	  insured’s	  policy.	  This	  
can	  be	  added	  later	  if	  details	  are	  not	  readily	  to	  hand.	  
This	  informa/on	  can	  be	  pre-‐stored	  for	  account	  
customers.	  

[1]	  When	  you	  have	  selected	  the	  insurance	  
company,	  a	  new	  [Insurer]	  tab	  appears	  as	  
the	  Primary;	  the	  [Client]	  tab	  now	  
becomes	  Secondary.	  



[1]	  When	  authorisa/on	  is	  given	  you	  can	  enter	  the	  
details	  here,	  in	  the	  [AuthorisaLon]	  tab,	  but	  again	  they	  
can	  be	  added	  later	  if	  required.	  
Click	  [Update]	  when	  all	  is	  complete.	  



[1]	  If	  insurance	  authorisa/on	  is	  received	  later	  you	  can	  
enter	  the	  details	  here,	  in	  the	  [Auth]	  tab.	  Don’t	  forget	  to	  
click	  [Update]	  when	  all	  is	  complete.	  



[1]	  Now	  the	  [Output]	  buFon	  gives	  you	  all	  your	  preview,	  
print,	  and	  send	  op/ons.	  In	  this	  case	  the	  Primary	  
Invoice	  is	  for	  the	  insurance	  company	  (or	  the	  claim	  
handling	  company)	  and	  the	  Supplementary	  Invoice	  is	  
for	  the	  Client	  (for	  their	  excess	  and/or	  vat).	  



[1]	  To	  link	  an	  insurance	  company	  to	  a	  claims	  handling	  
company	  go	  to	  [Admin]	  à	  select	  Your	  Company	  Name	  
à	  the	  select	  Insurance/Fleet/Sub	  Contracted	  In	  
Company	  Details.	  



[1]	  Select	  [New]	  then	  click	  the	  [Insurance]	  
buFon	  on	  the	  pop-‐up	  screen	  and	  enter	  the	  
insurance	  company	  details.	  The	  insurance	  
company	  does	  not	  need	  an	  account	  in	  it’s	  
own	  right	  unless	  you	  also	  bill	  direct.	  

[2]	  Select	  the	  billing	  company	  from	  the	  
Billing	  Account	  drop	  down	  box.	  
Don’t	  forget	  to	  [Update].	  



Contact	  Us	  
•  Office	  +44	  (0)	  1	  509	  817	  313	  
•  sales@systechnix.co.uk	  
•  Rod	  +44	  (0)	  7	  921	  709	  425	  
•  rod@autoglazeit.co.uk	  	  
•  John	  +44	  (0)	  7	  979	  693	  066	  
•  john@autoglazeit.co.uk	  
•  Nick	  +44	  (0)	  7	  799	  897	  732	  
•  nick@autoglazeit.co.uk	  

Make	  the	  most	  of	  your	  AUTOGLAZEIT	  system	  


