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Introduction

This guide provides instructions for using Custom Fleet's Repairer Portal application. The
Repairer Portal provides the ability to manage and track the status of repair jobs for Custom
Fleet vehicles.

If you require further support or would like to provide feedback, please contact the Accident
Management team at Custom Fleet.
Accessing the Repairer Portal

Emails are sent from Custom Fleet with links to the Repairer Portal. After clicking on these
links, the Repairer Portal login page is displayed as shown below.

FleetOffice

Accident Management Repairer Portal Access

Verify your identity to access Login Instructions

Repairer Portal Step 1.
Enter your email address, then click "get

code".
Confirm your email

Step 2.
email@domain.com We will immediately send you an email
with a unigue access code.

Step 3.

Retfrieve and submit your code to securely
access the repairer portal.

Enter your & digit access code

Custom Fleet * Privacy & Credit Report Policy * Code of Conduct » Securily * Disclaimers




ﬁ CustomFleet

part of Element Fleet Management

A confirmation pop-up window is displayed confirming an email has been sent to the email
address provided. Click on the OK button to close the pop-up window.

CLAIM Access Code sent

We've sent you an email with the access code

Retrieve the code from the email and return to this page to access your claim.
If you do not find the email, please check your junk mail folder.

For security reasons this code will expire in 10 minutes from
the time of sending.

o L

An email is sent to the email address provided with a code as shown in the example below.

% CustomFleet

part of Elemaent Fleet Management

Fleet Office Repairer Portal Access Code

Please find below the one-time access code to log into your Repair Portal account

ACCESS CODE: 095129 /

If the email has been entered incorrectly or does not match the email address recorded
on our system, the below error message is displayed. Please first check the email
address is entered correctly and contact us via phone or email if the issue persists.

FleetOffi Email verification error

The email address provided does not match our system.
Please re-enter email and try again.

For help call 1300 139 555
(Mon to Fri 7:30am - 6:00pm AEST)
and/er gatesting@customfleet.com.au

o L
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Once the email has been received:

FleetOffice

E: qatesting @rusiomflest com au

Accident Management Repairer Portal Access

Verify your identity to access Login Instructions

Repairer Portal Step 1.

Enter your email address, then click "get
code".
Confirm your email

Step 2.
email@domain.com We will immediately send you an email
with a unique access code.

Step 3.

Refrieve and submit your code to securely
access the repairer portal.

I Enter your & digit access code

Cusiom Fleet » Privacy & Credil Report Policy * Code of Conduct = Securily * Disclaimers

A pop-up window is displayed requiring acknowledgement of how you will access and use
personal information made available via the Repairer Portal.

0 Click on the check box to confirm acknowledgement of the conditions listed.

FleetOff| Privacy Acknowledgement

Please read and acknowledge the below

To gain access to Custom Fleet's online portal you must acknowledge the following conditions relating to your access and use of any
personal information (including name, address, and phone number) made available to you via online portal:

» You will not access, use or disclose any personal information made available to you for any purpose other than what is
absolutely necessary to perform services to Custom Fleet and/or its customers;

» You will not disclose personal information to any other person unless they have a need to know such information in order to
carry out their duties to Custom Fleet and its customers;

» “You will notify Custom Fleet within 24 hours of any accidental or unauthorised access to any personal information made
available to you via the online portal;

« Once you have performed the required services, you will permanently delete or de-identify any personal information that is not
required for any legal reasons; and

= You agree to treat the personal information in accordance with Custom Fleet's privacy policy (Privacy & Credit Report Policy).

2

| acknowledge that | have read and understood the above and agree to the conditions set out above. Proceed
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Jobs Dashboard screen

To access this screen, click on the Jobs Dashboard link at the top left-hand side.

CusiomFlest AMS Team Contact Datails:

FleetOffice s pashhoard (0

jeusiomfleel comau

The Jobs Dashboard screen provides a snapshot of all active jobs assigned to you from
Custom Fleet and their pending actions. Click on the links under each header to view the
applicable jobs via the My Jobs screen (see below).

Note: This screen is being developed further. Once finalised, an updated user guide with
confirmation of the changes will be provided.

CusiomPFlast AMS Team Contacd Details:

FleetOffice dobs pashboar

Welcome
te your repair jobs Dashboard. This is your Job dashboard to help you identify and track Custom Fleet repair jobs as they progress

v o o

0 New jobs for 0 Jobs 0 Completed
estimate received authorized to repairs awaiting
/ today / begin repair work / nvoicing
. . . Urgent _
Estimate Booking Actions Fre Total Reminders.
.% Sep?  Vehicles to be booked for Estimate -
Swep2  Vehicles successfully booked -
Step?  Awaiting Upload of Images & Estimate -
. . Urgent _
Repair Job Status Tracking Fre Total Reminders

i Swepd  Awaiting Repair Authorisation Stage

(]

‘ Swepf  Vehicles to be booked for repairs
Sepd  Repair Jobs Booked
Sep?  Repair Jobs in progress

Siep8  Repairs Compleled — Upload Inveices

Cusiom Fleet = Privacy & Credit Report Policy * Code of Conduct = Security * Disclaimers [MI'M




ﬁ CustomFleet

part of Element Fleet Management
My Jobs screen

To access this screen, click on the My Jobs link at the top left-hand side.

CusiomFlest AMS Team Contact Datails:

FleetOffice Jobs pashboard ==,

The My Jobs screen lists all jobs that have been assigned to you from Custom Fleet.

A
B

@ Click on the chevron icon () to view additional search filter options. Enter a search term
to narrow the jobs displayed by Custom Fleet claim number, insurer claim number, vehicle
registration and job status.

@ To export the jobs displayed on the page, click on Print to send the page to your printer,
or click on the desired file format (Excel, CSV, PDF) to save a copy to a local drive on your
computer.

G The number of pages displayed on the screen at once defaults to 10. To display more jobs
on the screen, click on the drop-down menu to select ‘25’, ‘50’ or ‘100’.

G Use this section to navigate between pages when applicable by clicking on the page
number or the Previous and Next buttons.

©

FleetOffice Jobs pashboard My lobs

Jobs

C Iosed

ADVANCED SEARCH e e

0 Print Excel CSV PDF Clear Filter
e Show |10 + | entries Search e

CF Claim Insurance Claim Reqistration Awaiting Driver Driver Contact Date
Number t Number 0 Action Name Number Assigned

10172
20573 ] Repair Work 012021

- 03:19
- Baook-in for 1170172021
20582

o Estimate 03:32

Showing 1 to 2 of 2 entries Previous - Next

Custom Fleet + Privacy & Credit Report Policy = Code of Conduct * Security - Disclaimers
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My Jobs — Claim Details screen

To access this screen, click on the Claim Details tab. This is the default screen displayed after
clicking on a claim number on the My Jobs screen.

CuslomFleet AMS Team Contac Datails:

FleetOffice sbsDashboard My Jobs D =S

Reg No - CF Claim No

\ Claim Details Estimate Assessment & Auth Repair Work Invoicing / Transactions

The first part contains Driver Details and Insurance Details sections.

Driver Details Insurance Details
Mame Insurance
Email Id Company
Phone
Mobile

The second part contains Company Details and Vehicle & Accident Details sections.

Company Details Vehicle & Accident Detalls
Name Registration
Contact Name Bmw 2 SERIES CONVERTIBLE F23 3.0 M240i

Sieptronic Rear Convertible 3.0 Gasocline Direct

Vehicle D fi
Phone ehicle Descnption Inject 2 & Automatic Premium Unleaded 250 4
Email 2017

Model Year Dec-2016

Date of Accident 080142021

Driver Desc of

Event | stopped and he didn't...

The next part contains details of the damage to the vehicle to be quoted on. Click on each sub-
menu on the right-hand side to view further details.

Areas of Vehicle to be Quoted

» Driver Side Damage

» Passenger Side Damage

» Other Vehicle Body damage

Damage Area Scratch Dent Ercken
Front Bumper [m] [m]
Bonnet O m]
Roof [m] [m] [m]
Rear Sumper O O O
Beat Lid (Rear Hateh) O O O

v Vehicle Glass damage

When available, the final part lists photos or videos for viewing and downloading.

Photos / Videos of damaged vehicle from Driver

Custom Fleet = Privacy & Credit Report Policy = Code of Conduct * Security = Disclaimers
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My Jobs — Estimate screen

To access this screen, click on the Estimate tab on the top menu bar. This screen is used to
update Custom Fleet on the progress of booking in the vehicle for assessing repairs and
uploading the final repair estimate details. This is the default screen displayed after clicking on
a link provided in an estimate request email from Custom Fleet.

CusiomFlest AMS Team Contac Datails:

FleetOffice sobs pashboars [ B

Reg No - CF Claim No 20582

Claim Details . Assessment & Auth Repair Work Invoicing / Transactions

Action 1: Contact the driver (vehicle book-in)

The first action required on this screen is to confirm the outcome of contacting the driver to
organise a booking to assess the vehicle damage.

Note: These steps may be repeated multiple times depending on the outcome of each call.

0 Click on the Has driver been contacted? drop-down menu and select the outcome of
contacting the driver.

When ‘Called — book-in date agreed’ has been selected in the previous step, click on the
calendar icon to select the date and time of the booking.

0 Click on the Has vehicle been inspected? drop-down menu and select the appropriate
option.

Once the information has been entered, click on the Save & Submit button.

Action 1: Book for Estimate

Estimate to repair vehicle of &3

This section requires two key steps to be completed befora the repair work can begin.

= The driver must be contacted to access the damage, and this must be logged in the system below (first contact must be made
within 2 hours or receiving this claim)
= Impeortant note; The final quote and images must be uploaded below (step 2) so that the claim can be processed

o ACTION 1: CONTACT THE DRIVER (VEHICLE BOOK-IN) o

[ Mot Called - 2 Hour SLAin place v ] o
Book in date for quote l Select book in date and time ‘ ] e

Has vehicle been inspected? "The vehicle has to have been inspected 10
‘ No v proceed

Save & Submit o

Action Required

Has driver been contacted?
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A confirmation pop-up window is displayed. After proceeding, a success pop-up window
Click on the Yes button to proceed or click on is displayed. Click on the OK button to return
the No button to cancel the submission. to the Repairer Portal.

This information cannot be updated at a later stage. Click OK to proceed.

Action 2: Upload final quote estimate

The second action required on this screen is to upload confirmation of the final estimate for
vehicle repairs.

0 Enter the final estimated repair amount (GST inclusive) in the Estimated Repair Cost text
field.

0 Enter the estimated number of days to repair the vehicle in the Estimated No. of Repair
Days text field.

ACTION 1: CONTACT THE DRIVER (VEHICLE BOOK-IN) e

s ACTION 2: UPLOAD FINAL QUOTE ESTIMATE HERE e

Action Required

Total (incl GST) Net Amount GST
Estimated Repair Cost™ 50.00 50.00
Excess® $0.00 50.00
TOTAL $0.00 $0.00

Estimated No. of Repair Days®

=
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0 Drag and drop a PDF of the repair estimates from your computer to the Upload Repair
Estimates PDF section. Alternatively, click on the Choose file button to locate a PDF of
the repair estimates on your computer.

9 Drag and drop photos of the vehicle damages from your computer to the Upload Damage
Images section. Alternatively, click on the Choose file button to locate photos of the vehicle
damages on your computer.

@ Once all of the required information has been entered, click on the Save & Submit button.

Upload Repairs Estimate PDF*  r------------=--—---—-—-——----—--——--—- b
1 1
Drag And Drop Here Or

1
1
Choose file | No file chosen :e
]
1
1

Upload Damage Images™ - s mmm e m—m—sm——smss——eem——=— 1
' '
Drag And Drop Here Or

1
i
Choose Files | Na file chosen ! e
]
]
1

0/20 0.000/ 20MB

Save & Submit e

A confirmation pop-up window is displayed. After proceeding, a success pop-up window
Click on the Yes button to proceed or click on is displayed. Click on the OK button to return
the No button to cancel the submission. to the Repairer Portal.

This information cannot be updated at a later stage. Click OK to proceed.

Notes:

o The PDF file name is displayed and may be removed if uploaded in error by clicking
on the bin icon. A maximum of 20MB of files may be uploaded in this section.

11 0.031/20MB
TestDoc pdf ﬁ’

¢ Image files must be in .png, .jpg, .jpeg or .gif format. The images are displayed for
review and may be deleted if uploaded in error by clicking on the Delete button. A
maximum of 20MB of files may be uploaded in this section.

1/20 0.172/20MB

Delete T §

10
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My Jobs — Assessment & Auth screen

To access this screen, click on the Assessment & Auth tab on the top menu bar. This screen
is used to record when an onsite assessment of the vehicle is required, and insurer
authorisation has been provided to proceed with repairs.

CusiomFlset AMS Team Contact Datails:

FleetOffice JobsDashboard My Jobs S

Reg No - CF Claim No 20599 /
Claim Details Estimate Assessment & Auth Repair Work Invoicing / Transactions

Action 1: Confirm onsite assessment

The first action required on this screen is to confirm whether an onsite assessment has been
requested by the insurer.

0 Click on the Onsite Assessment required drop-down menu to select ‘Yes’ when an onsite
assessment has been requested by the insurer.

Note: The insurer’s details are listed on the right-hand side for easy reference.

Assessment & Authorisation “

This claim may require an onsite assessment. Use the below fislds to record the assessment details
Insured Claims: The insurance provider may elect to conduct an assessmeant. The Insurance assessor will proactively contact you.

Self Insured Claims: If "Salf insured” within the Claim Details screen, Custom Fleet will arrange for the assessment.

o' ONSITE ASSESSMENT DETAILS e

Onsite Assessment required No vl

Insurer's details should you need to

o proactively contact them:
A ——

Save & Submit 9

A confirmation pop-up window is displayed. After proceeding, a success pop-up window
Click on the Yes button to proceed or click on is displayed. Click on the OK button to return
the No button to cancel the submission. to the Repairer Portal.

This information cannot be updated at a later stage. Click OK to proceed.

11
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Action 2: Confirm insurer authorisation

The second action required on this screen is to confirm the insurer has provided authorisation
to proceed with vehicle repairs.

9 Click on the calendar icon next to the Date Authorised text field to select the date
authorisation was received from the insurer.

o' AUTHORISATION DETAILS (2]
Authorised by Insurer” m

Insurer's details should you need to
By selecting YES, you are confirming you have received the appropriate authorisation proactively contact them:

to proceed with the repair, directly from the Insurer.

Date Authorised®
¢ Authorise I \i e

Save & Submit e

A confirmation pop-up window is displayed. After proceeding, a success pop-up window
Click on the Yes button to proceed or click on is displayed. Click on the OK button to return
the No button to cancel the submission. to the Repairer Portal.

This information cannot be updated at a later stage. Click OK to proceed.

12
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My Jobs — Repair Work

To access this screen, click on the Repair Work tab on the top menu bar. This screen is used
to confirm when the vehicle has been booked in for repairs, record the progress of the vehicle
repairs and verify their completion.

CusiomFlset AMS Team Contact Datails:

FleetOffice swmweomboms iyt C SRR,

Reg No - CF Claim No 20599 /
Claim Details Estimate Assessment & Auth Repair Work Invoicing / Transactions

Action 1: Contact the driver (vehicle book-in)

The first action required on this screen is to confirm the outcome of contacting the driver to
organise a booking to repair the vehicle damage.

Note: These steps may be repeated multiple times depending on the outcome of each call.

Repair Work o =

This section requires three key steps to be completed before final invoices can be issued

» The driver must be contacted to book in a repair date, recording this date unlocks the ability to send Custom Fleet an Excess invoice (if
applicable).

» The confirmation of repair is required for Custom Fleet to be able to track and confirm repairs have been carried out successfully. This then
unlocks the vehicle return process and ability to issue a final invoice.

o' ACTION 1: CONTACT THE DRIVER (VEHICLE BOOK-IN)e

Not Called - 2 Hour SLA in place o

Y]
Book in date for repair™ [ Select book in date and time ‘ ] e
. ) e Venicle mastbe
Vehicle on site for repair? [ No vl f=d onsite 1o
mSen2
0
Save & Submit o

Has driver been contacted?* [

A confirmation pop-up window is displayed. After proceeding, a success pop-up window
Click on the Yes button to proceed or click on is displayed. Click on the OK button to return
the No button to cancel the submission. to the Repairer Portal.

This information cannot be updated at a later stage. Click OK to proceed.

13
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Action 2: Vehicle repair actions

The second action required on this screen is to record the progress of actions taken to repair
the vehicle.

Note: These steps may be repeated multiple times depending on the outcome of the actions.

0 Click on the Is repair completed? drop-down menu and select the appropriate option.

0 Click on the calendar icon next to the Actual repair finish date text field to select the date
vehicle repairs were actually completed.

9 When applicable, click on the Reason for Finish Delay drop-down menu and select the
appropriate option.

ACTION 2: VEHICLE REPAIR ACTIONS e

Repair start date

Estimated repair finish date

No vl

Actual repair finish date

Is repair completed?” [
Reason for Finish Delay™ [

Select reason for delay vl

Save & Submit 6

A confirmation pop-up window is displayed. After proceeding, a success pop-up window
Click on the Yes button to proceed or click on is displayed. Click on the OK button to return
the No button to cancel the submission. to the Repairer Portal.

This information cannot be updated at a later stage.

Click OK to proceed.

14
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Action 3: Vehicle return actions

The third action required on this screen is to record the return of the vehicle after repairs.

0 Once all of the required information has been entered, click on the Save & Submit button.

& ACTION 3: VEHICLE RETURN ACTIONS e

Vehicle Retumn by* [ Select Vehicle Return by Vlo

Return Date & Time*

l Enter refum date & fime ‘ ]

| confirm that
= Repair work on vehicle has been completed as per authorisation and
in accordance with safety requiremants.
s The vehicle has been handed back to Driver (or a person authorised
by Driver)
s The details entered within this system against this claim are true and correct.

(tick to confirm)*

Save & Submit e

A confirmation pop-up window is displayed. After proceeding, a success pop-up window
Click on the Yes button to proceed or click on is displayed. Click on the OK button to return
the No button to cancel the submission. to the Repairer Portal.

This information cannot be updated at a later stage.

Click OK to proceed.
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My Jobs - Invoicing/Transactions screen

To access this screen, click on the Invoicing/Transactions tab on the top menu bar. This screen
is used to upload excess and repair invoices for payment by Custom Fleet and track financial
transactions between you and Custom Fleet.

Note: The repair invoice and (when applicable) the excess invoice must be uploaded on this
screen to close the job on the Repairer Portal.

FleetOffice sbsDashboard My Jobs

Reg No - CF Claim No 20582

Claim Details Estimate Assessment & Auth Repair Work Invoicing / Transactions

Action 1: Excess (when applicable)

When applicable to the claim, the first action required on this screen is to confirm the excess
invoice details and upload the invoice for payment by Custom Fleet.

Claim Invoicing & Transactions o

This area displays the relevant invoicing actions and tracking of transactions between Custom Fleet and you (the repairer)
It is a requirement o complete these invoice uploads to close the job

o' ACTION 1: EXCESS e

If applicable, you may request payment of the claim Excess at anytime.

Excess Invoice Number® [ l o
Excess Invoice Total Amount [ l
(incl GST)"

Net $0.00

GST $0.00

Upload Excess PDF [3
Drag And Drop Here Or

I: No file chosen e

01 0.000 / 20MB

Save & Submit e

16
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A confirmation pop-up window is displayed. After proceeding, a success pop-up window
Click on the Yes button to proceed or click on is displayed. Click on the OK button to return
the No button to cancel the submission. to the Repairer Portal.

This information cannot be updated at a later stage.

Click OK to proceed.

Action 2: Vehicle repair actions

The second action required on this screen is to confirm the repair invoice details and upload
the invoice for payment by Custom Fleet.

o' ACTION 2: REPAIR INVOICE UPLOAD e

If applicable, you may request payment of the claim Excess at anytime.

Repair Invoice Number® [ lo
Repair Invoice Amount” [ l e
Net $0.00

GST $0.00

Upload Invaice PDF T T -
1 1
1 Drag And Drop Here Or 1
I 1
1 1
H : No file chosen [
! r
! 1
! 1
! 1
L) 1
b e e e e e e e 4

0/1 0.000 / 20MB

Save & Submit o

17
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A confirmation pop-up window is displayed. After proceeding, a success pop-up window
Click on the Yes button to proceed or click on is displayed. Click on the OK button to return
the No button to cancel the submission. to the Repairer Portal.

This information cannot be updated at a later stage.

o

Click OK to proceed.

Invoice transactions

The third section on this screen lists the status and details of financial transactions between
you and Custom Fleet.

B
C)

Invoice Transactions

Only the transactions between Custom Fleet and you (the Repairer) are displayed below

0 Show | 10 & |eninies e Search

Inv no Payment Status Desc Date Generated Amount (ex G5T) Amount {in G5T) Date Paid/allocated
INPE345834 Paid by CF Repair charge 13/10/2020 £1,000 5110 13/10/2020
INPE34935 Pending CF Excess Charge 13/10/2020 5500 4550
0 INP8343936 Paid by Repairer Rebate - Repair charge 13/10/2020 -550.0 -55.5 13/10/2020
INPE34936 Pending Repairer Rebate - Repair charge 13/10/2020 -550.0 -55.5

18
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