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How-to-Guide

ShopOps is the new platform to manage your OEM Certifications.
Completing your business profile, assessment, adding new OEM
programs, accessing your Marketing Tools, and easy access
Technical Resources will all be available in your ShopOps online
management tool.
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ShopOps Overview

ShopOps is the electronic business "toolbox" filled with key features that help manage your
body shop certifications. All resources are available in French and English.

Resources include:
e Certification Management
e OEM Technical Resource Access
e Marketing and Certified promotional tools
e Business and Employee Management resources

NOTE: ShopOps is cloud-based, password protected, and accessible online. More features,
functions, and content will be added over time.

NOTE: ShopOps incorporates and replaces the existing feature functionality of
"certifymyshop.com" into a secure application available at your fingertips. The login

credentials you need to access your new "ShopOps" application are the same as you have used

to log-in in the past.



http://code-industry.net/
http://code-industry.net/

Accessing ShopOps
To access ShopOps:

e Go to: www.certifiedcollisioncare.ca - Click the red ‘login’ button at the top of the screen:
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NOTE: If you need assistance with login information to start using your new ShopOps, just call your Account
Manager. Your Account Manager can send a temporary password to the e-mail address on file

e Click the top red bar titled: ‘NEW!! ShopOps Website for Certification & Business
Improvement’.

New!! ShopOps Website for Certification & Business Improvement

! o

Certify My Shop Website for Certification ' i
- SR i S
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ShopOps Features — Dashboard

Your ShopOps Dashboard is custom to you and will provide insight into features in your
Certified Collision Care profile. ShopOps will open to show your Dashboard.

e Overview
e Communications
e Business Profile

e Contact Certified Collision Care
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Dashboard: Overview

Your Dashboard Overview will give you at-a-glance information on activity on your profile, including:
inNetwork Communications and Industry News.

ashboard - UDverview
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Dashboard: Communications

Once Certified, your Communications tab will show Customer Appointment email Alerts received from your
online locators.
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Dashboard: Business Profile

Quick Access to your Business Profile — this will move you away from the Dashboard and into your ‘Business
Improvement — Business Profile’ tab.
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Dashboard: Contact Certified Collision Care

Quick Access to the contact information for your Account Manager and their contact information

Nashhoard - Contact Assured Performance
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ShopOps Features — Contact Manager

Your ShopOps Contact Manager is a contact management tool. This tool will allow you to
manage your customer database right inside ShopOps. As additional features, functions, and
content will be added to ShopOps this will become a valuable addition to your business

management.
e Find Customer
e Add Customer

e Upload CSV list to add new customer data

NOTE: This tool will be used for future features within ShopOps. No action is required in this

tab today.
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ShopOps Features — Business Certification

Your ShopOps Business Certification section will be your go-to section for managing your OEM
Certification programs. You will be able to access your:

e Business Profile

e Third Party Programs

e Shop Certification Options & Applications
e Certification Assessment

e Certification Score & Evaluation

e Deficiency Report & To Do List

NOTE: The ShopOps features you will use most often are in the Business Certification Section.
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Business Certification: Business Profile

Quick Access to your Business Profile — will move you away from the Dashboard and into your ‘Business
Improvement — Business Profile’ tab.
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Business Certification: Third Party Programs

Quick Access to your Business Profile — will move you away from the Dashboard and into your ‘Business
Improvement — Third-Party Programs’ tab.
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Business Certification: Shop Certification Options & Applications

Quick view of what OEM Programs you are Enrolled into and view the other programs Certified Collision Care
offers that you may be interested in.

NOTE: If you are interested in additional OEM programs, reach out to your Account Manager for information
on next steps.
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Business Certification: Certification Assessment

Your Certification Assessment tab is where you will upload all proof of compliance for the Certification
programs. Each program area is accessible:

e General Business Requirements

e Customer Service

e General Repair Capability

e Advanced Capability

® Training & Skills

e Toyota/Lexus Specialized Requirements

® ProFirst Specialized Requirements

e Ford Specialized Requirements

o Nissan/INFINITI Specialized Requirements
® Subaru Specialized Requirements

NOTE: If you are interested in additional OEM programs, reach out to your Account Manager for more
information on next steps.
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Business Certification: Certification Assessment...continued

STEP ONE: Click on the blue ‘Begin’ beside one of the program areas
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STEP TWO: Your Assessment will open into the selected category. The additional program areas will be available across
the top of your screen to quickly switch to a different program area.
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STEP THREE: Each question in that section will be numbered. The question will be clearly identified.

General Business Requirements

1. Bo In business for a minlmum of (5] vears, or posses verlflable credit rating and service history

Pront Renquired: Applies to the tnllowing program:
& coov of the ousiness license, Tax IO, or butingss entity rcpo . cortifled Collizlon Carc, Flat Chryslcr, Ford, Nissan, [NFINITI, Ko,
Towold, Lexus, Honda & Acura ProFicsl, Hvundzi, Genesis, Subaig

Note:

Work through your assessment:

a) Answer Questions - any area marked as ‘No’ in blue is a question requiring action.
NOTE: You will move the question to Yes once you have completed the proof required. If you do not
have the proof required, skip the question —the ‘no’ will show on your deficiency report as a question
you will need to go back to complete.

o= | B3|

b) The ‘Proof Required’ section will identify which photo/document is required to complete that question. Once

you have the document ‘Drag & Drop’ it into the box or click the box to find the file on your computer.
| |
| 1

Proot Required:

M copy of the business license, Tax ID, or business entity report. |
Pree~? or Compliance:

v T TTT T b

: Click Here To Select -or- Drag & Drop Files Here :

: I

b e e e e e e e e e e e e e Jd

c) Provide all needed photo/document into box (you can click ‘remove file’ if needed). Once done click ‘Submit’ to

complete the uploads.

rrninf of Compllanen:
- -

62.1 KB 1.2 MB

Kemove file Hermove file

L e L S e —————— ]
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d) You will be able to see the documents you have uploaded. PDF will show a PDF symbol, photos will show a
thumbnail. Click the blue ‘Remove’ box to remove a document or click the text box to add a file name.

1. Be in business for a minimum ot {5) years, or posses verifiable cn

Pruwl Raeyuirad:
N coay of the buslress license, Tax [0y, or buslnass ant'ty raport.,

| ) vec

Prool of Compliames:

e i
[ ] 1
1 1
1 Llick Here 1o Select -or- Drag % Urop Files Here 1
1 ]
1 1
o o o R N RN BN RN NN N M M N M M M ol
| 0 b 2
[ FoF |

e) The left side of each section will show which OEM programs this question is required for and contains a note box
which will allow your Account Manager to leave you notes, or you can leave notes for your Account Manager.

Genearal Business Raquiremeants

1. Bz in boesdmeess Tor a mimimoon of {(5) gears, or posses weriliable onedil raling aml services hisdory

o] O

Proof Required: Applies te the follewing program:

A copy of the buz ness licanse, Tax ID, or business enkizy rezort, Cartitied Collision Cara, Fiat Chrysler Ford, Miesan, INFINITI, Kia,
Towela, Lesus, Henda & Acura ProFirsl, Fyundai, Genesis, Subaru

Prool ol Complianee: oo Mok

: : optznal

1 Click Hera 1o Select -or- Lrag & Urop Files He' @ 1

1 1

L o d

.3 i\- .S
[ For | [ For ] [ For ]

PO
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f) Once you have uploaded the proof required for each question, change the ‘No’ box to ‘Yes’ by clicking on the
‘Yes’ box circle. This will identify to yourself and to your Account Manager that you feel you have completed this
section. Any ‘No’s in your file will also show on your Deficiency Report.

o

g) Keep working down each question in a section. At the top of the screen, you can move to a different program
area or at the bottom of the screen click ‘Continue’ will move you automatically into the next program area.

Genoral Buslness
Rsryuin o ls

Clstamear iervine Genaral Kepair © anahility advancead Capahilities

General Businass Requirements

1. e in bnsiness for o minimom of (%) yaars, nr passes verifinhle credit rating and seevice histoey

Prool Reyuired: Applies Ly Lhe Tollewing program:
& ocopy af the hus ness lircsnse, (A 1), ar husingss entisy repoT. cestifisd Callis on Care, 1iar Chrysles Dord, Nissan, 140K, Kia,

Tuyeld, Lesos, Honda & Acurz ProFiest, Hywndai, Senesis, Subaiu
vennf of Uempliannas Mata:
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Business Certification: Certification Assessment — Tips and Tricks
TIPS AND TRICKS

e The first four sections are CORE programming and required for every OEM program. Including: General
Business Requirements, Customer Service, General Repair Capability, Advanced Capabilities.

e Training & Skills tab is required for all shops that are NOT ICAR Gold Class — this section has its own
instructions and documentation required — reach out to your Account Manager for the list of
instructions for this section
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e OEM Specialized Requirement sections may require a dealer sponsorship to be enrolled — reach out to
your Account Manager for more information.

e Boxes that say ‘Written Proof’ are for entering text as the proof required:

2. utilize & preferred rental car provider or provide complimentary customer transportation

Mroot Requirced: Applies to the following pr
Provide ra—C wau aadress of rental provider Certiticd Collizion Core, Fiat
Toyoka, Lexus, Honda & Acur

Note:

L.Enterprise (290 Spears Ad
4050 South Service R W, Ca

Written Proof:

L.entarprice 1090 Spears Bd Ozkville, UN 2, Discount Car & Iruck Rentzls
AUs0 south service Bo W, Cakwillo, UN

e All equipment requirements will need clear images of equipment (including accessories) and images of
the make/model/serial number. You will also have a ‘drop down’ to complete. You need to also
complete the drop downs and text boxes to provide the make, model, and serial number of your
equipment

eol with THIN &rp or greater cotpot

Applies to the following program:

Feasa provide Cartiizd Collisicn Care, rist Chrysles, bord, Missan, (HRIRLIL Kia,
s& el ce, Torvota, Lexus, [landa & acura 2reflrzz, ywndal, Senesls, Subaru
—————----—q Make:

1 z

1 -Gelect- w
=% Heers ]

1 Model:
- ol -5E|ett- b
Sarial:
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Business Certification: Certification Score & Evaluation

Review your progress in the ‘Certification Score and Evaluation’ Tab. You can see your score in each program
section and identify ‘Criteria Points Needing Attention’. Once the top four sections (CORE Programming) are
completed your file is ready to move to inspection — contact your Account Manager for next steps.
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NOTE: Clicking the blue link in the program area will take you to the selected program area for review
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Business Certification: Deficiency Report & To-Do

Refer to the Deficiency Report & To-Do to access a printable to-do list of the final items needed in your profile
(any questions still marked as ‘No’).

NOTE: Click ‘Summary’ or ‘Print’ to access different versions of the to-do list.
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ShopOps Features — Marketing

Once you are Certified you will have access to Marketing Tools to promote your business! Your
Marketing Tab is where you have access to these marketing resources.

There are four sections to access:
e Certified Signs
e Microsites
® Press Releases

e Certification Logos
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Marketing: Certification Signs

Once your business is officially Certified, you will have access to official OEM Certification signage to display in
the lobby of your facility. A Certified Collision Care sign is included in your enrollment fee. OEM Signs and
additional Certified Collision Care signs are available to purchase. You will have access to order signs for any
program you are enrolled into, but signs will only go into production once you are Certified with that program.
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Ordering Signs: Review your order - Confirm Physical Address of shop and Billing Address of credit card
Click ‘Credit Card’ — then complete credit card information and click ‘ORDER’. You will receive a confirmation email with
your order that includes a link to your purchase invoice. Signs are custom made and will ship in 6-12 weeks.

NOTE: If you need assistance with sign ordering, please reach out to your Account Manager.
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Marketing: Microsites

Once your business is officially Certified, you will be featured on multiple OEM consumer websites and
locators. Within the locator we provide your shop with a complementary mini website (Micro-site). Your
Microsite tab in your Marketing allows you to customize and update your business information. The
information you provide is displayed to consumers and insurers on Shop Locators.

Important! Select and update your micro-site as soon as you are certified! Don’t lose a good lead by having an
incomplete micro-site, plan to update this a few times a year.

NOTE: Customers can locate a certified shop and make an appointment using the locators
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CERTIFICATION LOGOS

Customize your locator and microsite:
STEP 1 — Choose one of the six templates for the design of your microsite.
STEP 2 — Scroll down to upload your Shop Logo and Shop photos

STEP 3 - Scroll down to add Shop Hours, a personalized Welcome Message, enter an appointment
email, and link your website and social media accounts

STEP 4 - Click “Save and Continue”
|

NOTE: You can update your Microsite anytime.

Once you click Save and Continue all updates go live on all locators
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Marketing: Press Release

Certified Collision Care will send out a Press Release upon your first certification and every year after your
renewal. This Press Release will go out to media contacts in your marketing area. First there is a few steps that
need completed in your Marketing tab under ‘Press Release’
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Steps for completing your press release:
STEP ONE - Verify the Shop name as you would like it to appear in the release

STEP TWO - Fill out the owner and media contact information (even if the same person, complete both
sections in full)

STEP THREE — Click, ‘View & Approve’ for a preview of the Press Release, then click, 'Approve & Save’
STEP FOUR - When finished click, ‘Continue’

STEP FIVE - Email your Account Manager to request your press release be submitted to our PR dept.
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Marketing: Certification Logos

Once your business is officially Certified by each Auto Manufacturer, you are granted permission to download
and use the specifically designed Certification logos. This is a critical and powerful benefit of your Certification.
Use the appropriate Certification logos in all your marketing to maximize the credibility and impact of the
manufacturer’s Certification of your collision business. In your Marketing under ‘Certification Logos’ you will
have access to download the certification logos for the OEM Programs for which you are certified.

NOTE: You will be required to agree to the Terms and Conditions for each logo. Only use provided logos, do
not alter logos and follow the style guide and rules closely.
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STEP ONE - Click on the Download button for each asset you want to download

STEP TWO - Agree to the Terms and Conditions by checking the Agree box and clicking Download

STEP THREE — Once the download is completed it will show at the bottom of your computer screen as a
zip file

STEP FOUR - Open and save the zip file. There will be different versions of the logos.

You will have access to Print/Web, Black and White/Colour, French/English versions of logos provided
by the manufacturers.

NOTE: These logos are not authorized for use outside of buildings or outward facing windows or shuttle
vehicles.

NOTE: SEND ANY OUTSIDE ADVERTISING FOR ADVANCE APPROVAL BY OEMS by emailing the request to your
Account Manager
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ShopOps Features — Business Improvement

The Business Improvement tab is where you provide and update your business profile
information. It is critical for the Certification program that you fill in all the information and
maintain it to ensure accuracy.

NOTE: If you are an existing member, there will be information already displayed. This is your
historical information on record. Please update and ensure its accuracy according to the
current date.
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There are five sections within the Business Improvement tab:
e Business Profile
e Third-Party Programs
e WP Dealerships

e Business Improvement Program
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Business Improvement: Business Profile

Your Business Profile tab is where you provide and update your business profile information. It is critical for
the Certification program that you fill in all the information and maintain it to ensure it is accurate.

NOTE: If you are an existing member, there will be information already displayed. This is your historical
information on record. Please update and ensure its accuracy according to the current date.
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Scroll down to fill in all required fields and upload Interior and Exterior photos of your Collision Centre. Once Certified
you will be prompted to upload photos of your Certification signs display.

NOTE: Once you have uploaded information or made any changes click the blue ‘Save’ button at the bottom of the
screen.
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Business Improvement: Third Party Programs

Complete the ‘Third Party Programs’ tab to specify your participation in other programs and associations. It is
critical to the program that you fill in all requested information and ensure it is accurate. The information you

provide is totally confidential and only used to affirm the overall success of the program.

NOTE: If you are an existing member, there will be information already displayed. This is your historical
information on record. Please update and ensure its accuracy according to the current date.
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Business Improvement: WP Dealerships

Complete the ‘WP Dealerships’ tab to specify dealership relationships for wholesale parts purchasing. It is
critical to the program to fill in all the information and ensure it is accurate. The information you provide is
required and links your collision centre with your preferred dealerships.

NOTE: If you are an existing member, there will be information already displayed. This is your historical
information on record. Please update and ensure its accuracy according to the current date.
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You can add and delete collision centres from your profile. It is not necessary to add purchase discount
information.

NOTE: If your ‘WP Dealerships’ tab is not yet completed, or if the dealer you have searched is not in the
system, reach out to your Account Manager for a document to fill and return, so our data entry team can
assist with the updating of your profile.
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Business Improvement: Business Improvement Program and Pro Forma

Ongoing Business Improvements are key to performing above the competitions and reaching your business’s
full potential. ShopOps includes built in sections for future expansion of Business Improvement tools.

NOTE: We will notify you as additional tools and features within ShopOps come available

Business Improvement - Best Praclices
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ShopOps Features — Training Manager — Coming Soon!

iuieJ

The Training Manager tab is an exciting feature coming soon to ShopOps. ‘Training Manager’
will have quick access to training courses and will allow you to register for available courses.

NOTE: We will keep you notified as additional tools and resources are available on the new
platform.
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ShopOps Features — Technical Resources — NEW!

The all-new Technical Resources tab provides quick access to the OEM websites for accessing
OEM Repair Procedures and to the Document Manager exclusive shop management tool.

Technical Resources:
® Repair Procedures

e Document Manager
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Technical Resources: Repair Procedures

Quick resources for accessing OEM Repair Procedures for all OEM programs. The Repair Procedure tab
provides links to individual OEM Repair Procedure Websites.

NOTE: Access to OEM Repair procedures through the OEM, involves a subscription purchase. The provided link
will provide access to the Tech Info website which will include access to subscription purchasing information.
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Technical Resources: Document Manager

Document Manager provides your Certified Repair business with an “electronic operations manual”. This tool
provides a repository for all your shop’s operating processes, procedures, checklists, and forms.

NOTE: Document Manager provides pre-written templates and includes job descriptions that can be edited
and customized to fit your specific business needs.
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Select a business area, then: Choose a file or drag and drop a file to add it to your database. You can then
search for files within your repository. You can also download templates for different job descriptions. Use the
available tools to build your business!
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ShopOps Features — HR & Skills Setup

The HR & Skills Setup tab is where you can update who can access your ShopOps profile and
monitor the skills of your technicians and view any training gaps. Use built-in resources to
manage completion of your Training & Skills Matrix.
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HR & Skills Setup tab provides access to:

e Employee Management

e Skills Inventory

e Skills Roster

¢ Deficiency Report

e Job Description Management

e ShopOps User Log
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HR & Skills Setup: Employee Management

Employee Management tool. Employee training can be tracked and monitored. You can also manage access to
your ShopOps account.

STEP ONE - View existing employees by name, title, and skills. Scroll through the list of your employees, or
search for them by name. Manage ShopOps status of the user from the pull-down menu.
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NOTE: To search for a different employee after making an initial selection, click "Reset" to clear the field.

You can click ‘Import/Update Employees’ or ‘Create New User’ buttons at the bottom of the screen to update
users/employee lists.
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STEP TWO — Capture if your technician has completed their Body Technician License. Once selected, the ability
to upload a copy of their license into their profile will appear. Once the document is entered click ‘Upload’.

Licenses

Red Seal Auto Body and Collision Technician
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* Proof: |

Drop files here to
upload

STEP THREE- Your employee profile will let you enter the ShopOps skill sets of the employee. You can add or
delete skills for an employee by clicking on "View/Edit Skills" and "Save". You can change a password for an
employee by clicking on "Reset Password". You can close the window without making any changes by clicking
"Cancel".

View/Edit Skills Reset Password m I

NOTE: ‘View/Edit Skills’ moves you to the ‘Skills Roster Tab’.
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HR & Skills Setup: Skills Inventory

Quickly reference your employee training provided and what is covered in your Training and Skills Matrix.
Easily reference if required training is ‘completed’ or ‘NOT FULFILLED’.

NOTE: The Training and Skills Inventory/Matrix is only required if a shop is NOT ICAR Gold.
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Add training Certificates by clicking the ‘+’ button beside a requirement
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HR & Skills Setup: Skills Roster

View users, Job Titles, and Reference their Skills Count.
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Click on the magnifying glass by the contact’s name to: review assigned skills, update employee ‘Job
Description’ and to Add Skills

Employee Skills
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Employee :
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- Select -

Skills :
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Click on the blue number under ‘Skill Count’ to access assigned skills and document or remove proof of skills
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HR & Skills Setup: Deficiency Report

Review your Training & Skills Matrix to see the required training remaining required for your profile.

NOTE: The Training and Skills Inventory/Matrix is only required if a shop is NOT ICAR Gold.
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NOTE: If the skills have not been fulfilled for any of your employees, it will be indicated in
red. Whether or not the skill is required is also indicated.
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HR & Skills Setup: Job Description Management

Job Description Management is where you can see job descriptions, the category they fall under, the number
of employees capable of performing that job and the number of skills a particular skill involves.

Review and Manage company Job Descriptions and assign roles to Job Descriptions and Assign Employee to a
Job Description. To add a new ‘Job Description’ click ‘Add New’.
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To assign an employee to a job, to change a job title or job description, or to add or delete skills associated
with a job, click on the small magnifying glass to the left of the job title. You will be able to assign the
employee and assign skills to that position.
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HR & Skills Setup: ShopOps User Log

To view the name, department, email, and date of all employee ShopOps users within the "ShopOps User
Log". You can also view previous access by users to your ShopOps Profile.
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