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Glass Web Express Job Aid 

Process a Claim Eligible for Glass Replacement 

 

 

 

 Purpose  

This job aid will show you how to process a claim that is eligible for Glass Replacement in Glass 

Web Express (GWE).  

 

 

 
 

Process Overview 

The steps for processing a claim deemed eligible for glass replacement in GWE are outlined 

below.  
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Start a New Claim and Estimate  

All new glass replacement claims start on the Start New Claim screen in GWE. 

 

 

 

1. Enter the plate number and registration number associated to the claim.  

2. Enter the date of loss. You can also select the appropriate date of loss by using the 

Calendar icon. 

3. From the Cause Of Damage drop down menu, select the appropriate cause for this claim. 

4. In the Windshield Only Claim? field, select the appropriate radio button.  

5. In the Windshield Damaged Section(s), select the appropriate check boxes to indicate the 

damaged areas. 

6. Enter the appropriate GST information. 

7. Click the Create Claim button.  

 

 

 1 

 2 

 3 

 4 

 5 

 6 

 7 



 

Effective Date: March 1, 2020  |  Last Updated: February 9, 2024        Page 3 of 6 
Copyright 2020, Insurance Corporation of British Columbia (or ICBC). All rights reserved. 

 

Glass Web Express Job Aid 

Process a Claim Eligible for Glass Replacement 

 

 

 

After confirming the policy info, reviewing, and accepting the terms and conditions, start an 

estimate for the claim.  

 

 

8. Enter the primary phone number for the customer.  

9. Enter the email address for the customer; customers’ emails are collected for the purpose 

of surveying.  

10. Select the “No” radio button to indicate the windshield is not repairable and the customer 

is requesting a windshield replacement. 

11. In the PST Exempt field, select the appropriate radio button based on your customer’s 

situation. 

12. Enter the odometer reading.  

13. Click the Next button.  

 

 

 

 

 

 

The Glass Damaged field defaults to Windshield based on the input on the Start New Claim screen. An error message 
will display if this field has been manually changed and no longer match the Start New Claim screen.  
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 12  13 

Warning: The Glass Damaged field defaults to Windshield based on the input on 

the Start New Claim screen. An error message will display if this field has been 

manually changed and no longer matches the Start New Claim screen.  
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Enter Replace - Estimate Details  

When the glass is being replaced, enter the estimate details for the glass replacement.  

 

 

1. From the Body Style drop down menu, select the applicable body style of the vehicle. 

2. From the Glass Part drop down menu, select the applicable option.  

 

 

 

3. For windshield replacements, the Glass Type field will default to “New”. If utilizing 

recycled glass, please identify the glass type as “Recycled” and enter the applicable 

recycled glass price.  

 

 

 

Note: GWE will identify the part and price for windshields, tempered side, or rear 

glass, and both Original Equipment Manufacturer (OEM) and National Auto Glass 

Specifications (NAGS) prices (at current discount).  
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Note: If recycled glass is researched and used, the Recycled price and Search # 

fields must be completed.  
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4. From the Materials drop down menu, select the applicable option for a windshield 

replacement.  

 

5. From the Moulding/Clip drop down menu, select the applicable option for the glass 

replacement.  

 

6. In the R & I Parts section, select the relevant check boxes to indicate any applicable parts 

that required removal and reinstallation for the claim. 

 

7. From the Calibration Completed By? drop down menu, select the relevant option to 

indicate if the calibration should be completed by the repair facility or a sublet for 

windshield replacements.  

 

 

 

 

 

 

 

 

 

 

 

 

 

8. If required, enter the details of any parts not listed in GWE as exception items. For 

example, a glass part, moulding clips, or other.  

 

Note: Tier 2 and Assessment Tier facilities – When an estimate has exception items 

added upload required documentation into VDIA. 

 

 

 

 

 

 

Note: Vehicles equipped with Advanced Driver Assistance Systems (ADAS) may 

require that the participant calibrate the forward-facing camera after a windshield is 

replaced. If this field is completed, additional fields will populate. 

 

 Note: Glass facilities that sublet the completion of the windshield calibration are 

required to receive prior authorization from ICBC. If "Sublet" is selected from the 

Calibration Completed By? drop down menu, a message will display prompting you 

to contact PGO. 

 

Note: Estimates with values more than $1,500 and vehicles older than 15 years 

require Provincial Glass Operations (PGO) authorization prior to concluding the 

estimate. A message with be displayed to prompt you to contact PGO. 

. 
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9. Enter any other part or operation in the Miscellaneous field. 

 

 

 

 

 

 

 

 

10. Enter any comments in the Comments field. 

 

11. Click the Save button.  

 

 

Note: In the Comments text box, a note must be added if an exception or 

miscellaneous items are identified. This text box has a 100-character limit. 

 

Note: When an estimate has an exception or miscellaneous item added the Estimate 

Status may display as "Review" and a message may appear to upload the required 

documentation into VDIA for PGO to review. 


