
Total Loss Procedure 
 

• Click Estimating. 
• Select Write Off Letter. 
• The search screen will then be displayed. 
 

 
 

• If the job you want is NOT the one displayed, click the door and search again.  It is 
possible to use any field on the screen to search.  In this example we have used the 
vehicle registration number. 

 

 
 

• Double click on the required job to select. 
 

 
 

• Click the tick to accept the displayed job. 

• Click the Printer  to print a letter and mark the vehicle as a write off.  
Confirm that you wish to update the status of the vehicle. 

 
OR 
 

• Click the tick  to mark the vehicle as a write off, without printing a letter. 
 


