
Creating a New Job 
 

• Click Estimating 
• Select Create New Job 
• Insert customer short name (up to six characters of customer surname or 

company name) 
 

 
 

• Select the relevant account by double clicking on it or click the door to create a 
new account. 

• If you have chosen to create a new account, enter the customer details and click 
the tick twice to save the details and return to the job creation screen. 

 

 
 

• If insured, specify an insurance company 
 

 
 

• Double click on the required insurance company to select it, or click the door to 
exit from the list and create a new insurance company. 



• If you have chosen to create a new insurance company, enter the address details 
and click the tick twice to save and return to the Job Creation screen. 

• Enter any Policy, Claim or order number as required. 
 

 
 

• Enter the vehicle registration number 
 

 
 

• If the vehicle already exists, double click on it to select.  Alternatively create 
new vehicle details. 

• Complete the vehicle details as fully as possible. 
 

 
 

• Click the tick twice to save the vehicle details and return to the Job Creation 
screen. 

• Complete the remaining details as necessary 
 



 
 

• Enter the required estimator code or click the magnifying glass to display a list 
of available codes.  Double click the required estimating code to select. 

• If the job is going to be linked to a third party estimating system such as 
Audatex or Glassmatix, enter the Assessment number here if applicable.  An 
asterisk may be entered to use the same number as the BMS job number 
(Audatex only). 

• If the job is insured and has an applicable excess click , enter the 
customer excess and click the tick to save. 

 

 
 

• Enter the Job Source Analysis Code by clicking .  Enter a job source code 
or click the magnifying glass to display available codes.  Double click on the 
required job source to select.   

 



 
 

• Click the tick to save the Job Source Code. 
• Click the tick three times to save the job.  
• Make a note of the job number and answer No to exit without loading the 

estimate details or Yes to continue with an opinion estimate. 


