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AutoWatch Shop Backroom

Change Role to Admin

1. Go to www.shopbackroom.com and login.
2. Locate the user Role on the top left side of screen above the menu bar.

Estimating Settings

e When the user is logged in as an Admin user, the Role shows Admin.
e When the user is logged in as a User, then the user role shows User.

Note: Admin role has all the same functions as a User role, with administrative functions.

3. Click the Change icon of the User role.

Role: User

4. Select Admin from the drop-down list.

The page will refresh and the Role will change to Admin.

Role: Admin «*

. = : .
Note: When this icon #* is not present, then there is only one role assigned to the user account.
Some users may be set up with an Admin role or a User role only. When a user has one role
assigned to them, they will not be able to modify their assigned role.
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http://www.shopbackroom.com/

Add a New Vehicle Repair Order

AutoWatch Shop Backroom

Click the Utility tab.
Click the Add Vehicle tab.

PwbhPE

Click the Add Vehicle button.

Complete the required Vehicle Information fields.

Welcome ryann.brege@audaexplore.com

Primary Damage Area:

i

RE (o

i3

Body Shop: Your Collision Center (Shop
Role: Admin « B
ackRoom
Home Claims Reports Email Utility Estimating Settings Logout
Assignments Add Vehicle Print Queue Upload Photos Settings
Vehicle Information Year: * 2006
Vehide RO: * —
R Make: * INFINITI
Advisor: *
Model: * M35 SEDAN/SPORT
Technician:
Carrier: * |ESURANCE v
Claim Number: * |EXF'3Q?4—D1 ML I EBON
License Plate: l:l
Progress: * 1 - Estimate Driveable: *
Keys In Date: * ] Message: — Use Default— v
Projected Delivery Date: |:| |Wnrking on the estimate
Rental Co: Vehicle owner Information

Customer Name: * |Wi||iam Smith

Owner Phone: *

G654-654-8888 =]

Alt Phone:

Email Address: |testune@lab esurance.com

oo
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Add a New RO from an Assignment

AutoWatch Shop Backroom

1. Click the Utility tab.

2. Click the Assignments tab.

3. Click the Key icon.

Body Shop: Your Collisgion Center
Role: Admin =

Welcoma ryann.brege@audasxplore.com

Sh
( ; f ckRoom

T

Claims | Repaorts Email Uity (= | Settings T Logout |

r Home

Test One

#  Phone: (654) 654-4566
Elk Growe, CA 95624
Test One

F‘H:Iﬂe: (654) 654-4566

Elk Grove, CA 95624
Ken Noll

#  Phone: (879) B79-8789
Ruosgville, CA 95747
Ken Noll

# Phone: (B79) 875-8789
Roseville, CA 95747
Satheshhh Ssselvam

#  Phone: (245) 554-5454
Adell, WI 53001
Test One

o Plkesas P ST ATEE

(7] (21 (e e [aw] {32 3 [34] (80
Vehicle

2006 INFINITI M35 SEDAN/SPORT
VIN: INKAYD1E66MI05161

2006 [NFINITI M35 SEDAN/SPORT
VIN: INKAYO1ESE6MI05161

2005 HOMDA ACCORD EX
VIN: 1HGCHE65454054573

2005 HOMDE ACCORD EX
VIN: IHGCMGBE 5452054573

2014 FORD C-MAX PREMIUM
VIN: 1IFADPSCUIELL11111

2006 INFINITI M35 SEDAN/SPORT

License:

Ll L1820,

Insurer

Esurance
EXP3974-01

Esurance
EXP2973-01

Esuraince
EXPI065-01

Esurance
EXP4053-01

Esurance
EXP4054-01

Esuramce

Insurance

2[2][=]E]E]

Assignment Date

10/26/2015 12:00 AM

10/26/2015 12:00 AM

10/26/2015 12:00 AM

10425/2015 12:00 AM

10/25/2015 12:00 &AM

BAPRE AT AR AR

4. Complete all required information.
5. Click the Add Vehicle button.
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Add a New RO from an Estimate

AutoWatch Shop Backroom

1. Click the Utility tab.

2. Click the Estimates tab.

3. Click the Key icon.

Reports Utility Estimating Settings Legout
Assighments Estimates Add Vehicle Print Queue Upload Photos Settings J
First Name Last Mame: Claim Mumber: WIN: License:
Insurance Company: Any + Repair Orders: Without ROs » Estimates: Mew -
Page: | 1
Add vehicle Owner vehicle Insurer Estimate Date
11 HONDA ACCORD Estimate
Tom Jones Remove
WIN: 12345678912345678 07/26/2017 03:03 PM
11 HONDA ACCORD Estimate
& Sam Jacobs Remave
WIN: 12345678912345678 07/26/2017 03:03 PM
. 10 HONDA ACCORD Estimate
& Sarah Smith Remove
WIN: 12345678912345678 07/26/2017 02:43 PM
10 HONDA ACCORD Estimate
» Rachael Owens Remove
VIN: 12343678912345678 07/26/2017 02:43 PM
12 CHREYSLER 200 Estimate
» Greg Sova Remove
License: LICOO1 07/26/2017 02136 PM
. 12 CHREYSLER 200 Estimate
» Matt Saganski Remove
License: LICOO1 07/26/2017 02136 PM
. 12 CHREYSLER 200 Estimate
» Frank Bellagio Remove
License: LICOO1 07/26/2017 02136 PM
12 CHRYSLER 200 Estimate
» Carl Jandernoa Remove
License: LICOOL 07/26/2017 02:38 PM
" e e 12 CHRYSLER 200 Estimate e
|
4. Complete the required information.
5. Click the Add Vehicle button.
1. Click the Utility tab.
2. Click the Print Queue tab.
3. Click the Printer icon.
Claims Estimating Settings J
Assignments Estimates Add Vehicle Print Gueue Uplead Photos Settings J

Showe 1D Sheets Ready To Print -« Advisor Mick W

= Custorner Mame Wehicle RO:

Select Customer vehicle Info

MNEAL KREISLER
216-904-0551

RO: 74397

2010 SUBARU LEGACY
RO: 74577

SUSAN GOLDEN
216-464-9700

2014 GREY HOMDA ODYESEY

Claim Mumber: 019943424

Claim Number: 00000000

Status

Print Request: 8/16/2017 10:52:51 AM
Last Printed; never

Advisor: Mick W

Last Printed: never
Advisor: Mick W
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Upload Photos for a RO

AutoWatch Shop Backroom

1. Click the Utility tab.
2. Click the Upload Photos tab.
3. Click the Add Files button.

Reports

—
Utility

Estimating Settings

Legout

Assighments Estimates

Photo Submission

To upload vehicle photos to Auto'watch simply
click the add files button on the bottom of the
queue to the right. This brings up a file dialog
on your computer, Navigate to your photos
directory and select all the photos you want
to upload. After selecting your photos, click the
QK button to add those files to the upload
queus,

Once you're ready to upload the files to
Autovy atch, click on the Start upload button
and vour file transfer will begin.

¥ou can see the progress of your uploads by
scrolling through the queue, or simply by
looking at the Status column in the queue.
Once the status row states that 100% of your
uploaded has processed, your upload is
complete and vou will have the option to
upload mare files.

Add Vehicle

Print Queue

Filename

Addfiles Start upload

]
Upload Photos

Settings

Size Status

ohb 0%

4. Click the Start Upload button.
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Remove a Duplicate RO

AutoWatch Shop Backroom

PwbhpPE

Click the Claims tab.
Locate the vehicle to remove.
Click the Admin icon.
Click Delete RO.

Vehicle Info
Hotes (4)
Aberts (4)
Emalls

Delay Dates (2)
Photios (6}
Upload Photos

Wehicle Information

Vehicle RO:
Advisor: ©
Insurance Co: *
Claim Number:

Progress: *
Kiys In Date: *
Frojected
Dlivery Date:

Rental Co:

Primary
Damage Anea:

1040151

Body Shop Manager v
ABC Induranon
10-1700104-02

@
& - Body Repairs

01142010
11303013

= Sl ~ v

=k Default— W
Viahicia i3 in T Dody shog
Vehicle Owner Information
Customar Name: * SHARON FRIEDMAN
Owener Phona: * 548158808

A Phone:

Emad:

Otheer Options

Keys Out: 01,/29/2010
« Mark Complete

# Mark Totalled

w Delete RO

_ Hﬂtmlj

5. Click the OK button on the confirmation message.
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Mark a Vehicle Complete

AutoWatch Shop Backroom

1. Click the Claims tab.
2. Click the Admin icon of a single RO.
3. Click Mark Complete.

Claim Details for RO 1040151 %

vehicle Info Vehicle Information Year: - :

vahide RO: 1040151 -
MNotes (4) AP By Shoo M = Make: * _Hmna
Alerts (4) Insurance Co: = | ABG insurance ““‘"‘I’ R -

Claim Number: * [10-1700104-02 Color:
Emalls - TN

Progress: = -
Delay Dates {2) & - Body Repairs License Flate:

pon Keys In Date: = 017142000 Driveable: -~ Sabetl~ v

P“’m'dm"_ 11302013 Message: — e Detad—  #

Upioad Photos Bartal e . o = Vahicle i in i body ship
- Vehicle Owner ]nl‘n-nm:liuﬂ
ttachmants 3 3 G Customar Nama: * SHARON FREEDMAN

History Primary { | Ovmer Phone: * (9548158848

Crarna; Area: B | e
e e = N Al Phone:

Emad:
Surveys
!ﬂicunwj
4. Click OK.
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AutoWatch Shop Backroom

Reinstate a RO to a Not-Complete Status

1. Click the Claims tab.
2. Locate the completed vehicle to reinstate.
3. Click the Admin icon.
4. Click Reinstate.
Wehicle Info WVehicls Informiation Yo * '._
Wehide RO: 1040151 Baka: = HONDA
Notes (4) Bdison - BManager Hodel: = CIVIC
T Frgurance Co: = ABC Inguran :
i Clion Rombar * 10170019402 ;T
Emails Progress: * 10 « Delivery [Completed) License Mate:
. 3 e Driveable:
e ) :;;::e: - ?;:;::z:: Mestape:  vour vehicle is ready for deliveryl
Phiotos (6] Dadivary Date: Wehicle Owner Information
Rental Co: Hertz Customer Namae: * SHARON FRIEDMAN
Upload Photos Owner Phone; * P54-815-0018
. Ale Phang:
Attachments Primary @:_j ‘I Other Oothons
Damage Area: 2010
-y = G
Communication
SUrveys
Contact Us
24/7 Training & Technical Support MySupportGarage.com
Email Support Support@autowatch.com
Contact Us (877) 977-6473
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