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LOGIN

TO LOG IN SIMPLY GO TO WWW.EDGEPARTS.CO.ZA
USING YOUR PREFERED BROWSER

After signing up with the Edge IPS team, your email address will be 
requested for account setup. You will receive an automated email 
with your login link and details once you’ve been successfully added 
onto the system.

Your dashboard may emphasize different parts of the system depending on the user role assigned 
to you. While the overall functionality and layout remain consistent, this training manual will focus 
on the key features and functions specific to each user role.

If you lost your email, simply click on the “Forgot password button 
and follow the steps provided on screen. You will receive an email to 
reset your password.

LOG IN TO EDGE PARTS WITH YOUR
USERNAME AND PASSWORD.

FORGOT YOUR USERNAME AND PASSWORD? 

SCAN THIS LINK TO YOUR LOGIN PAGE
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FUNCTION & LAYOUT
MAIN DASHBOARD &

Your main navigation panel is located on 
the right side of the screen. From here, 

you can access various pages, including 
Search options, Admin, Claim Uploads, 

and Shop categories such as Marketplace, 
Orders, and Inventory. Additional 

sections like Reports and Dealers are 
also available. Access to these pages will 
depend on your assigned user role and 

responsibilities.

At the top right of your screen, you’ll find 
your unread notifications and cart, along 

with basic functions such as toggling 
between dark and light mode, switching 
to full-screen display, and logging in or 

out via the circular profile icon.

LEFT

Your dashboard, located at the center of 
your screen, displays key information at a 

glance. Basic statistics, recent orders, overall 
statistics, and recent claims.

The dealer’s dashboard will have a different 
layout by displaying your dealer details 

and an overview of your orders, completed 
quotes, invoices, and pending quote requests 

for the day.

MIDDLE
TOP RIGHT

OR
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CLAIMS
SEARCH

Basic Stats on the top left

Recent orders on the top right

Overall stats on the bottom left

Recent claims on the bottom right

ONCE YOUR DETAILS ARE 
ENTERED YOUR DASHBOARD 
WILL OPEN ON THIS PAGE

TO SEARCH FOR A CLAIM, GO TO THE PANEL ON YOUR LEFT, CLICK ON SEARCH AND THEN CLAIM SEARCH

You will need to have one of the following:
•	 Claim Number
•	 Registration Number
•	 Assessment Number
•	 Job Number

NOW CLICK SEARCH AND ON THE 
POP-UP BOX TO OPEN THE CLAIM
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ABOUT TAB
CLAIM OVERVIEW PAGE

01.
Includes the vehicle Make, 
VIN number (where you 
can click to copy), Year, 
Registration, and Colour

VEHICLE DETAILS 02.
Includes your Claim 
Number, Insurer, Platform, 
Assessment Number, and 
Part Sourcer

CLAIM DETAILS 03.
Includes your 
internal job 
reference number

Once you open a claim, you will see several important tabs. first we 
have the About tab, which includes the following information:

JOB DETAILS
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You as a workshop can from this page verify part numbers, pricing and availability

Do this by 
Clicking on the 
Verify pricing 
and availability 
button and then 
expanding the 
quotation tab

Expand the 
sections like 
the place an 
order section 
by clicking the 
down arrow

PARTS TRACKING TAB
CLAIM OVERVIEW PAGE

The Place an Order option is used when you need to order parts. The first step in this 
process is for the Part Buyer to send a request to the supplier/dealer to verify price 
confirmation and availability.
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YOU WILL HAVE TO COMPLETE THE QUOTATION FOR THE WORKSHOP TO PROCEED AND PLACE THE ORDER ON THIS PORTAL.

Once all parts have been updated or added, click on Submit Quote. By submitting the quote, the workshop 
or Part Sourcer will receive an email notification. The update will also reflect under the Claim History tab 
(view next page for example).

Once this is done, you can now place an order  
(You won’t be able to place an order if 
verification is not done)

Amend or 
insert the 
part type

You can mark each 
part as Available or 
On Back Order.

If a part is on back order, 
you’ll need to enter the 
Estimated Time of Arrival.

You must 
also provide 
the Net Price 
for each part.

01. 02. 03. 04.
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Place an order by selecting the tick boxes on the left hand side of each part, for the parts you would 
like to order and then click on the green button that says submit order

You can now also 
see the parts 
ordered and 
pending on the 
order status column

Finally a pop-up will appear to insert 
the following details:
•	 Part description
•	 Supplier
•	 Delivery date (which can be chosen from a 	
				      drop-down menu)
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-The dealer will now receive an email for the order placement
-The supplier/dealer dispatches the parts 

Once an invoice is loaded, you can accept the parts or process an RFC (Return for credit) from the 
CONFIRM DELIVERY OR RFC tab. You can once again expand the tab by clicking on the down arrow to 
see specific parts.

The supplier will upload an invoice, you can then accept the parts if all is in order and no RFC’s
If there is an RFC to process, please select a reason for this. The RFC will either be approved or denied by 
the supplier/dealer.

CONFIRM DELIVERY OR PROCESS RFC
NEXT STEPS
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You will find the breakdown of your costing within the payment tab

If payment project is marked as red: whatever parts are ordered is for the account of the workshop
If it is marked as green: the insurer will pay for parts directly only for OEM dealers.

Payment
Project
Indicator

PAYMENT
NEXT STEPS
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If you need to make a note on the system just scroll to the notes tab, make your note and click submit. 
The note is viewable by all parties.

The History and Timeline tabs contain the same information, presented in different formats to suit your preferred viewing style. Use 
the tab that best aligns with the type of information you’re looking for.

NOTES - TIMELINE - HISTORY TABS
CLAIM OVERVIEW PAGE
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DEALER LIST
REPORTS AND

You can draw reports and manage your dealer list from the tabs on the bottom left.

You can add your preferred dealers/suppliers by 
adding them to your dealers list.


