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CENTERPOINT AUTOTECH
QUICK START GUIDE 04 — OEM LIBRARY

Upload, organize, search, view, and share OEM reference documents with customers and other intended
recipients.

REVISED REVIEW PDF WEBSITE ORDER #4

1. Open the OEM Library

From the CenterPoint left-side navigation menu, select OEM Library. The OEM Position Statement Library is a
subscriber-controlled workspace for storing and organizing supported reference documents that you choose to upload.

The current interface supports uploaded PDF, JPEG, and PNG files. Available documents can be searched, filtered, viewed,
emailed, and deleted through the library controls.
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SCREEN 1 — Clean OEM Library application view showing search, manufacturer filter, Upload, document cards, View, Email,
and delete controls.
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2. View an Uploaded Document

Select View on the intended document card to open the stored reference. Review the document itself before relying on or

sharing it. Confirm that the content is the intended file and remains appropriate for the vehicle, repair, calibration, or
customer communication at hand.

In the current workflow, a document may open in a separate browser window or tab for full-size review.
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SCREEN 2 — Example stored OEM Repair Position Statement opened for full-size review in a separate browser tab.
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3. Upload a New Library Document

Select the green Upload button to add a new document to the organization’s library. Complete the available document
information so the file can be identified and found later.

Title: Enter the name you want displayed for the document.

OEM / Manufacturer: Select the applicable manufacturer.

Description: Add a brief summary when useful.

Keywords: Add comma-separated search terms that will help users locate the document later.
File: Browse for the supported PDF, JPEG, or PNG file to upload.

Use clear naming and meaningful keywords. Good metadata makes the library easier to search and reduces the chance of
selecting the wrong document.
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SCREEN 3 — Upload form showing Title, OEM / Manufacturer, Description, Keywords, and supported file selection.
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4. Organize and Find Documents

After upload, use the library search field to find documents by available title, keyword, or description information. Use the

manufacturer filter to narrow the visible library when needed. Review the document card information before opening or

sharing a file.

Recommended practice: use consistent manufacturer names, specific titles, short descriptions, and useful keywords such as

calibration, radar, front camera, model, or procedure topic.
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SCREEN 4 — Clean application view highlighting the search field and manufacturer filter above the document library.
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5. Email a Document

Select Email on the intended document card to open the Email Document workflow. Review the selected document and
complete or confirm the recipient information before sending.

Recipient Email: Confirm the intended customer, adjuster, or other authorized recipient.

VIN: Add or confirm the VIN when appropriate; the current interface identifies this field as optional.
Subject: Review the email subject.

Message: Review the prepared message and document reference before selecting Send Email.

The signed-in user directs the delivery and remains responsible for recipient accuracy, authorization, confidentiality, and
determining whether transmission is appropriate.
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SCREEN 5 — Email Document workflow with recipient email, optional VIN, subject, message, and Send Email control.
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6. Final Review and Library Responsibility

Before viewing, emailing, or otherwise using a library document, confirm that you selected the intended file.
Subscriber-uploaded content remains subject to applicable third-party rights. CenterPoint does not become the original
author, publisher, owner, verifier, or endorser of uploaded materials merely because they are stored in the OEM Library.

Users should verify that a document is current, applicable, and appropriate for the specific vehicle and repair context. The OEM
Library supports organization and sharing; it does not replace vehicle-specific OEM procedure research or qualified professional
judgment.

Quick Reference Workflow

Step  Action Purpose

1 Open OEM Library Enter the subscriber-controlled document workspace

2 Search or filter Locate the intended document

3 View document Review content before relying on or sharing

4 Upload when needed Add PDF, JPEG, or PNG with clear metadata

5 Use keywords Improve later search and organization

6 Email document Verify document, recipient, VIN if used, subject, and message

Guide Completion Check

| can open the OEM Library from the left-side navigation.

| can search and filter the library to locate an intended document.

| can open a stored document for review.

| can upload a supported PDF, JPEG, or PNG file.

| can add a clear title, manufacturer, description, and useful keywords.
I can verify the selected document and recipient before emailing.

NEXT GUIDE: Guide 05 — Report History
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