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Dealer Management System

FLEX DMS Sales Management

Introduction FLEX DMS Sales Management

The sales management part of the Autosoft FLEX DMS system consists of four modules: CSI & SSlI,
Desk Manager, Traffic, and Marketing. Together, these modules help you manage your Sales and
Service Departments. Within these modules, there are varieties of direct mail and marketing
features. You can generate marketing lists, conduct surveys, and print sales reports, inventory
reports, customer letters, and mailing labels.

Accounting
ABC Motors

Service Writing

Parts Inventory

CSl & 5SSl

Desk Manager

Traffic

Marketing
Finance -

Daily Rental

b o

Cashier

— . aul:os_oft
International

Exit To Desktop

Below is a brief description of the Sales Management modules. Refer to the specified section of this
manual for instructions on each module.

CSI & SSI: The Customer Survey Index and Sales Survey Index module allows you to generate
customer followup lists you can use to conduct phone surveys and to print customer followup letters.

Desk Manager: This module allows you to locate vehicles in your inventory, calculate payments,
view sales statistics, and print worksheets, buyers guides, and window stickers.

Traffic: The Traffic module allows the sales department to track prospects that come into the
dealership.

Marketing: The Marketing module allows you to generate marketing lists and print marketing letters.



Important Program Basics

Before you begin using the Sales Management modules, there are a few basic pieces of information
you need to understand. This information refers to the basic makeup of the program and features
that can be used to assist you as you work. You should become familiar with the information in this
section since it is important for the day-to-day operation of the program.

Understanding Menus

The program is made up of menus and input screens. Menus are screens that display all of the
options for a particular area of the program. With the mouse, click on the button that corresponds to
the option you want to select. When you select an option from a menu, you will open the
corresponding submenu, input screen, or prompt. The following is an example of a menu.

Enter Prospects Showroom Traffic

Prospect Follow-up Letters

ABC Motors

Reminder Lists & Worksheets

Activity Reports

Long Term Prospects

Enter Results

Traffic Reports

System Setup & Updates

Compose/Edit Letters

Utility Mailing Lists

Exit To Deskiop




Understanding Entry Screens

Input screens consist of data fields that accept input or display previously entered data. Each field is
labeled to indicate the data it requires. The following is an example of an input screen.

Enter Prospects  (ABC Motors)

i
Prospect No.: [SHIT55]|  [Working)

. Hew/Used:[N|
First Contact: [09)/
[13}/[0d] Vehicle:CHEURDLET BLAZER |
Salesman: [04] ISHANNUN WRIGHT

[ —
Source:[9] [REFERRAL Stock |
Visit Number: Mext Contact [dd):[84] Last: [09)/[13}/[06] Yeac[ | Make: |

Model;
MSRP]
Quote:,

Name: [Steve Smith ]
Address:[555 Hain Street ]
City: [lest Hiddlesex |[PA|[16159 |

Salutation: Age:[16 | Buthdate: [G5)/[18Y[65)

e — Bithdote: [08/[05/[09 Vea ] Make[
Phone: 724 555]1234] Model ]

Wark: — Allowanee: . p8]
cel | | Condition|

e-Mai | v

81 89/13/2006 racton)
Steuve is not set on package options. He will return next [Ty SALES PRESENTATION
week to discuss options. .kDEMEI RIDE
Wl SCHEDULED RETURN
Wl WALKED WITH OK
Wl EARNED BUSINESS
Wl DESKED DEAL

Add Comments

Exit ‘ (‘ List | >| Customer History | Print | Delete

‘ Clear Screen ‘ Save

It is important to note that some fields only accept specific information. For example, you cannot
enter alpha characters in a strictly numeric field, such as a date field or dollar amount field. Dollar
amount fields do not accept two decimal points. Itis a common error when entering dollar values to
forget to include the decimal point. The system automatically adds .00 after whole dollar amounts.
For example, if you enter 5, the system will make the entry 5.00. If you enter 500, the system makes
the entry 500.00. If you enter 5.00, the system leaves the value as you entered it. Always double-
check the dollar values entered to ensure the amount will be posted the way it needs to be posted.

Understanding Prompts

The program also contains prompts to assist you as you work. Prompts appear when you select to
print reports or update information to master files. The prompts indicate the information you need to
specify or the action you need to take. For example, when you generate a report, the system may
prompt you to enter the criteria you want to use for the report, and the system will prompt you to
indicate if you want to view the report on your screen or print the report to paper.

Prompts also serve as a way for the system to communicate with you. In certain areas of the
program, the system prompts you when it completes a task. This is the systems way of informing you
that it successfully carried out an action. For these prompts, click OK to acknowledge the message
and to continue working. The system will also prompt you to indicate errors in entries or selections
you are trying to make. Read the prompt to ensure you understand the problem, and click OK to
continue working.

The important thing to remember about prompts is that you should always read the prompts that
appear on the screen to ensure you understand exactly what will happen before you continue.



Using the Keyboard and Mouse

You can use the mouse or keyboard throughout the program to maneuver through the input screens
and to carry out common functions on entry screens. The ability to use the keyboard to maneuver
through the screens as you enter information allows you to work quickly since you do not have to take
you hands off the keyboard to use the mouse while you are working. The following chart identifies
the keystrokes you can use to maneuver through the entry screens.

Key What it does

ENTER Move to the next field

Up Arrow Move to the previous field
Down Arrow Move to the next field
Shift + Tab Move to the previous field

Similarly, each button in the program has a corresponding function key. You can click on the button
or press the corresponding function key. (When using the keyboard to select an option, it is not
necessary to press ENTER.) The following chart lists common buttons and function keys you should
learn. These are the most frequently available commands in the program.

Button Function Key What it does

Back ESC Close a list or the current screen

Exit ESC Close to the current screen

Help F1 Display the help page

<< F2 Display the previous record

List F3 Display a search list to select an existing entry
>> F4 Display the next record

Print F6 Print a copy of the information on the screen
Delete F8 Delete a record

Clear F9 Clear a record from the screen




Using Help

Because the Autosoft FLEX DMS program is continuously changing to meet the needs of our
customers, new features are added to the software. These changes will include the addition of fields,
buttons, or screens. This manual represents the program as it is now.

To keep our documentation updated, and our users informed, we have added individual help pages to
each screen in the program. Press F1 to display the help page. Each page provides instructions for
using the current screen or menu. These help pages are updated as changes are made to the
program and added to your system when you run an update from the Internet; thus, the help pages
are always current. You should become familiar with the help page feature and use it to learn about
the new information added to the program and as a way to quickly access information while you are
on a screen.

Responding to the Date and Time Prompt

The first time you enter the any of the Sales Management modules each day, the system prompts
you to verify that the system date and time are correct on your computer. If the date and time are not
correct, use the arrow buttons to increase or decrease the values as needed. It is important that the
system date and time are correct.

Is Your Computer Date & Time Correct?

s | af s sl
|09<26{2006|08:00

| -
Cancel I oK |

In addition, the prompt displays the user ID that will be used to log the information entered in the
system. If you need to use a different ID, enter the ID. Always verify the date, time, and ID before
clicking OK to accept the information.

Getting Ready

Now that you understand the program basics, you can begin learning how to use each Sales
Management module. Until you are familiar with the instructions in this manual, you should keep it
close as you work so you can refer to it as needed. Also, remember that you can press F1 on any
screen of menu to view the help page to assist you as you work, too.
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Chapter 1 CSI/SSI Overview and Setup

The Customer Survey Index (CSI) and Sales Survey Index (SSI) module allows you to perform follow-
up for service and sales customers. You can conduct telephone surveys, record results for mailed
surveys, and generate reports based on the survey results. This module is a valuable tool for
measuring customer satisfaction and identifying your dealership’s strong and weak points concerning
customer service.

EFl C51/551 (ABC Mators)

Pull CSI Survey Data T —

Conduct CSl Phone Survey

Print CSI Letters & Labels

Monthly CSI Reports & Updates

Pull SS| Survey Data

Conduct 551 Phone Survey

Print 351 Letters & Labels

551 Reports & Update

Third-Party Downloads

System Setup

Exit To Desktop

Downloading Information for Third-Party Software

If your dealership uses third-party software to perform follow-up, use Third Party Downloads button
to open the Third-Party Downloads menu. The options on this menu allow you to download
information from Autosoft FLEX DMS for the third-party software. Click the button that corresponds to
the software program you use for follow-up to open the downloading menu for that software. Press
F1 while on the submenu to view downloading instructions specific to that software.



Entering Setup Information

The first thing you need to do is enter your setup information. Click System Setup to open the
System Setup menu. The menu is divided into two parts. The top part contains options that allow
you to enter survey questions, comments, and advisor and technician information used for CSI. The
bottom part of the menu contains options that allow you enter survey questions and salespeople’s
information used for SSI. The last menu option allows you to create letters you can print for both CSI
and SSI. Once you begin conducting surveys, you can use this menu to view the survey statistics for
advisors, technicians, the dealership, the purchased vehicles, and the salespeople.

CSl Setup

CSl Phone Survey Questions

C3Sl Standard Comments

CSl Advisor Information

CSl Technician Information
S5l Setup
5SSl Phone Survey Questions

55| Dealership Information

551 Salesperson Information

CSIfSSI Letter Text

Back

CSI Phone Survey Questions

You can enter up to four survey questions that allow the customers to rate their experience on a scale
from 1to 5. The system comes with default questions. You can edit these questions or enter your
own questions to meet your dealership’s survey needs. Just type a question in each field, and click
Save. Each line holds up to 45 characters. The first question should be specific to the technician’s
performance. All of the questions will apply to the service advisor. If you edit the fields and want to
restore the default questions, click Fill With Defaults.

CsI Phone Survey Questions  (ABC Motors)

The FIRST question should be specific to the pedformance of the Technician

The Service Advisor will be graded on ALL FOUR guestions.

1: [Are you fully satisfied with the repairs? |

2: [Mere you treated in a courteous manner? |

3: [Were all of your service concerns addressed? |

4: [Mere you completely satisfied with the visit?]

Fill With Defaults



CSI Standard Comments

This option allows you to enter standard customer comments. These comments are available when
you conduct phone surveys to quickly enter customers’ responses. When creating comments, it is
not necessary to create an entry for every possible comment. Instead, you are creating comment
categories that will be used to group customer comments. Although the comments print on various
printouts, they serve mostly as a way for the person conducting the surveys to pick up on reoccurring
issues that come up during the surveys so the issues can be addressed immediately.

Use the Comment No. field to assign the comment an ID number. In Comment, type a brief
comment. This field holds up to 30 characters, including spaces. Click Save to save the comment.
The comment appears in the list window on the right side of the screen.

WORK NHOT DONE ON TIHME
82 PROBLEM MOT FIXED
83 CHARGES TOO HIGH
B4 PERSONNEL WERE RUDE
85 INCONUENIENT SERUICE HOURS

86 ND COURTESY CAR AUAILABLE

. 87 PARTS ON ORDER TOOK TOO LONE
o 610 B 88 DIDN'T CALL WHEN FINISHED
89 TECH COULDN'T ANSWER QUESTIONS
18 HAD TO RETURN
Conment : [NOT_TNTERESTED IN SURUEY 3 BER mE N o T
12 ALL PROBLEHS ADDRESSED
13 CHARGES LOVER THAN EXPECTED
14 PERSONMEL VERE UERY FRIENDLY
Activity ... 15 FLEXIBLE SERUICE HOURS
16 APPRECIATE SHUTTLE SERUICE
Honth:[ ] 17 ORERED PARTS ARRIVED QUICKLY
18 CALLED PROWPTLY WHEN FINISHED
vear:[ ] 19 TECH ANSWERED ALL QUESTIONS
20 UEHICLE FIXED WITHOUT PROBLEM

Delete

As you enter survey results, the system automatically tracks the number of times each comment was
used during the current month and during the current year. Just enter the comment number, or click
the comment in the list to view the activity.

You can print the statistics for all the comments by clicking Print. When prompted to verify your
printer is ready, select your print criteria. The printout lists the monthly and yearly activity for each
code. This may help you identify codes you do not use.

If you want to delete a comment, select the comment from the list, and click Delete. Click OK when
prompted to verify you want to delete the record. The comment is removed from the list.



CSI Advisor Information

If you integrate with Service Writing, the Service Advisors screen automatically pulls the advisors
entered in the Service Writing setup. The list window on the right side of the screen lists all of the
advisors in the system.

If you do not integrate with Service Writing, you will need to enter the advisors. To add an advisor,
enter a two-digit advisor code and the advisor's name. Click Save to save the information. The
advisor appears in the list window on the right side of the screen.

a1 PAUL

@2 BILL

Code: 83 JOHN
B4 ANDREY
Hame : TOHY 85 RAY

06 ADAH
87 BRIAN
88 HIKE
oo |[|9® RICH
oo |18 TONY

E-R-N-N-N R NN
E-R-N-N-N R NN

Back. Save Print Delete

Once you begin entering surveys into the system, you can use this screen to view customer
satisfaction survey ratings for each advisor. Enter the advisor’s two-digit code, or click the advisor in
the list window on the right side of the screen.

The middle part of the screen displays the advisor’'s customer satisfaction survey ratings. The
information identifies the number of customer surveys (units) conducted for each month and the
advisor’s estimated percentage rating for each of the survey questions (entered on the CSI Phone
Survey Questions screen).

Click Print to print the statistics for all of the advisors. When prompted to verify your printer is ready,
select your print criteria.



CSI Technician Information

The Technician Information screen works like the Service Advisors screen. If you integrate with
Service Writing, the screen automatically pulls the technicians entered in the Service Writing setup. If
you do not integrate with Service Writing, you will need to enter the technicians. The middle of the
screen will display the customer satisfaction survey ratings for each technician once you begin

entering survey results into the system.

Technician Information  (ABC Motors)

Code:
Hamez[ToH |

CSI Scores

a.

Back Save Print

Delete

TOH
STEPHEN
DAVID
FRANCIS
FRED
JOHN
STEVE
RALFH
DARRELL

SSI Phone Survey Questions

The SSI questions allow customers to rate their sales experience on a scale from 1 to 5. The top four
fields are for questions about the dealership’s performance. The last four fields are for questions
about the salesperson’s performance. The system comes with default questions. You can edit these
guestions or enter your own questions to meet your dealership’s survey needs. Just type a question
in each field, and click Save to save the questions. If you edit the fields and want to restore the

default questions, press the F9 key on your keyboard.

Dealership Performance

551 Phone Survey Questions  (ABC Motors)

2a. ‘WE!‘E you greeted promptly and professionally?

2b. [Were you satisfied with the vehicle selection?

ZC.‘WUUII‘] you recomnend this delaership to a friend/relative?

Zd.\Huw do you rate your overall satisfaction with the dealer?

Salesman Performance

3a. \Hnw would you rate the salesperson’s product knowledge?

3b. \WOuld you purchase your next vehicle from this salesperson? |

3c. \Were the owner's and warranty manuals explained?

3d.\Were the vehicle features and controls demonstrated?

Ze. \Huw do you rate the salespersons overall performance?




SSI Dealership Information

After you begin entering survey results in SSI, you use this screen to view customer satisfaction
survey ratings for vehicles, the dealership, and salespeople. The information on this screen is
updated for statistical analysis every time you use the Survey Update button on the SSI Phone
Survey menu. The update removes the completed SSI Surveys from the active list, compiles the
survey data, and makes the results available on SSI reports.

Click the button on the bottom of the screen that corresponds to the statistics you want to view:
Vehicle, Dealership, or Salesman. The screen displays the number of customer surveys (units)
conducted for each month and the estimated percentage rating for each survey question. The
number of columns that display information depends on which statistics you selected to view.

SsIStats  (ABC Motors)

Dealership Satisfaction

Back Yehicle Dealership Salesman

SSI Salesperson Information

If you integrate with Accounting, Desk Manager, and Traffic, the Salesman Information screen
automatically pulls the salespeople entered in those modules. If you do not integrate with these
modules, you will need to enter the salespeople. Type a two-digit salesperson code and the
salesperson’s name, and click Save to save the information. Click Delete to remove salespeople as
needed. Remember, this removes the salespeople from Accounting, Desk Manager, and Traffic, too.
The middle of the screen will display the customer satisfaction survey ratings for each salesperson
once you begin entering survey results into the system.

61  HOUSE DEALS

B2 STEPHEH WILLIAMS k
82 ROGER SIERRA

84  SHANNON WRIGHT
Salesman Nu.: 85 PETER REED

86 ADAM CARTYWRIGHT
Hame:|STEPHEN WILLIAMS

Back Save Print Delete




CSI/SSI Letter Text

The Design Letters screen allows you to create letters. All letters created in the CSI/SSI, Showroom
Traffic, and Marketing modules are available in a common letter database. Therefore, letters you
create on this screen are available in Showroom Traffic and Marketing, and letters created in
Showroom Traffic and Marketing are available in CSI/SSI. Similarly, any changes you make to letters
here automatically update the letters in Showroom Traffic and Marketing, too.

Design Letters (ABC Motors)

Letter Ho.: DECHET IS THANK YOU FOR UVISITING OUR DEALERSHIP

Dear \CH

I would like to take this opportunity to thank you for coming into
our dealership.  Although you have not yet made the final decision
on your new car purchase, it is my concern that you were happy with
Start On Line: the treatment you received from our sales staff while you were here.
We realize that the purchase of a vehicle is a big decision to make,
and this is why we strive to make your next vehicle putchase an
enjoyable experience at ABC Motors.

Suppress ...
Date [~
Address [~

It is our philosophy to offer a good product and good service at a
mutually agreeable price. 1 welcome any questions or comments
that you may have. Feel free to contact me at any time. Our
ability to satisfy our customers is the reason we are in business
today.

Save

Although you may not have Found the exact vehicle you were looking
for, please keep in mind that we receive many cars and trucks each
day. It may be possible for us to locate the exact vehicle that
iyou need in a very short time.

If I can be of any further assistance to you, please don't hesitate

to call or stop in. We are here to serve you from 9 a.m. until
6 p.m. weekdays, and 9 to noon on Saturdays.

Looking Forward to seeing you,

List Print

Exit Help

You can create any type of letter, but you cannot format the letter font. All letters print using Times
New Roman 12 point font. The system will pull customer information and use it to create the header
(customer’s name and address). You can have the system pull customer-specific information and
add it to the letter by using specific merge codes preceded by a backslash (\). Below is a list of codes
you can use in the letters. You can display this list by clicking Help on this screen.

\ for ignore the line

\CN for customer’s name (salutation line)
\DN for dealership’s name

\MD for vehicle’s model

\MK for vehicle’s make

\PN for prospect’s name (salutation line)
\SG for sender’s name (signature line)
\SM for salesperson’s name

\TI for sender’s title

\YR for vehicle’s model year.

Tip: If the customer’s name is not printing for the \CN code, the salutation for the customer has not
been entered for that customer record. You can add, edit, or delete the salutation for each
customer on the Edit Compiled List screen for both CSI and SSI letters.




Creating a New Letter
1. Assign a number to the letter you are creating. (Click List to view a list of existing letters.)
2. Type a description of the letter.

3. Indicate the start line. The start line is the same as the top margin. This determines how far
down on the paper the text begins printing.

4. Select if you want the date and address suppressed. Click the box to select it, and a
checkmark appears in the box. Click the box again to clear the checkmark.

5. Use the white area to type your letter. You must press ENTER to force line breaks as you
type, or the text will not print properly.

6. Insert the merge codes where needed. If you are entering more than one merge code, be
sure to leave a space in between the codes so the merged information prints properly.

7. When you are finished typing the letter, click Save.

8. Click Print to print a copy of the letter to ensure it prints properly. Make changes as needed.

Editing a Letter

Once you create a letter, you cannot delete it. If you find that you do not want a letter you created,
simply give the letter a new description, edit the letter text, and save the letter.

1. Type the letter number, or click List to display a list of existing letters. Click on the letter in
the list you want to view.

2. The screen displays the selected letter.
3. Edit the information as needed.

4. Click Save to save the changes.

Tip: If a letter is not printing correctly, you may need to delete the text and retype the letter.

Once you enter your system information, you can begin conducting CSI and SSI follow-up.
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Chapter 2 CSI Follow-Up

The first four buttons on the CSI/SSI menu are for CSlI follow-up. The buttons are organized on the
menu systematically. Work your way through each menu option.

Pulling CSI Survey Data

You begin your CSlI follow-up by pulling the survey data you want to use. Click Pull CSI Survey Data
to open the CSI Working Data menu. When the menu opens, the system prompts you to select the
working data. The dates refer to the dates the Service Department closed the repair orders in the
Service Writing module. The list includes the last six days of repair orders updated using the Daily
R/O Update.

I €SI Working Data  (ABC Motars)

Select CSI Data From Service Writing

Print CSl Short List From V

Available Data....

Followup Sheets From w
Closed On B89/87/06
Closed On  89/86/ 06

View/Edit Working Closed On 89/05/06

Hone Available

Pull Working Data To Pha fbort

Back

The dates on your menu should appear in order from the most recent date to the oldest date. If the
menu is missing a date, Service did not perform a Daily R/O Update on that date. Similarly, if Service
performs multiple Daily R/O Updates, the menu will displays the same date on multiple buttons. If an
older date appears in the list, it is possible that a repair order has customer pay and warranty on it.
The warranty on the repair order could stay open for days, weeks, or months. When Service closes
the warranty repair, the old date of when Service originally opened the repair order will appear in the
list.

Click the date you want to select, and the menu options on the CSI Working Data menu correspond
to data you selected. Click Select Working Data From Service Writing to open the working list
again as needed. Once you select the data, use the remaining menu options to view, edit, print, and
update the survey list.

Tip: The customer's "On Do Not Call List" entry in the customer information file determines if a
customer is pulled to the phone survey list.




Print CSI Short List From Working Data

Use this button to print a list of customers pulled from the working data. The list prints four closed
repair orders per page. It displays the customer’'s name, address, and phone number, the repair
order closing date, the vehicle’s year, make, and model, the advisor and technician for the repair
order, and the followup survey questions.

1. Click Print CSI Short List From Working Data.

2. When prompted to verify your printer is ready, click to select To Printer to print the
information or To Screen to view the information on your screen.

3. Once you select your print type, click Print.

Followup Sheets From CSI Data

Use this button to print the followup sheets from the working data. One repair order will print per
page. The printout lists the customer’s information, service history, and the followup survey
guestions.

1. Click Followup Sheets From CSI Data.
2. In Start With, type the repair order number you want to print or use as the starting point. You
can also click on the “Click for List” message to select the customer from a list. To print all of

the repair orders, leave the field blank.

3. When prompted to verify your printer is ready, select your print criteria.

View/Edit Working Data

Use this button to open the Edit Compiled List screen to view the list of closed repair orders in the
current working list and to change the status of repair orders as needed. You can only print followup
sheets for active repair orders.

1. Click View/Edit Working Data. The Edit Complied List screen appears and displays all of
the repair orders on the list.

2. Click More or All to view additional repair orders or the complete list of repair orders as
needed.

3. Click repair order to change its status from “Active” to “Removed” or from “Removed” to
“Active.”

4. Click Back when you are finished editing the list.



Pull Working Data To Phone Survey

Use this button to pull the working data to a phone survey list. You can view the list from the CSI
Phone Survey menu using the View Phone Survey List button.

4. Click Pull Working Data To Phone Survey.

5. Click OK when prompted to verify you want to pull the data.

Conduct CSI Surveys

Once you compile and pull the survey data, you are ready to conduct the surveys. Click Conduct
CSI Phone Survey to open the CSI Phone Survey menu. You use this menu to conduct and
manage your CSI surveys. The options allow you to conduct phone surveys and enter results of
mailed surveys. In addition, you can print reports based on the survey information, including a “Red
Eye” report that indicates customers who need immediate attention.

€51 Phone Survey  (ABC Motars)

Conduct Phone Surveys

Enter ‘Mailed’ Surveys

Print ‘Red Eye" Report

Print Daily Report

DAILY Survey Update

List Uncompleted Surveys

Purge Stale Surveys

View Phone Survey List

Back

Conduct Phone Surveys

Use this button to open the CSI Phone Survey screen to conduct phone surveys. The screen
displays all of the CSI survey questions you entered in the System Setup, so all you have to do is
follow the questions on the screen and record the customer’s response.

1. Click Conduct Phone Surveys. The CSI Phone Survey screen appears.

2. The right side of the screen lists the customers on the survey list. Type the repair order
number, or click the customer in the list you want to select. You can also click the arrow
buttons on each side of the Survey List button to scroll through the list.

3. The top of the screen displays the customer’s name, address, and phone numbers, as well
as the number of times the dealership has attempted to contact the customer. The bottom
part of the screen displays the customer’'s name, so you can ask for the customer by name.

4. At this point, you have several options depending on the scenario.



The Customer is Interested in Participating in the Survey

a. If the customer is home and wants to participate in the survey, click Continue.

€51 Phone Survey  (ABC Motors)

Stacie Tennyson
Roger Crim
Emily Cassidy
Dellia Christoph
Tracey Williams
Dennis Johnson
Jack Keller
Brian Heyers
Alice Baldwin
Amanda Hartman
Harold Huir

{?) Laura Frankford
(7) Ethan Durick
{?) william Ivany
(?) Steve Smith

(?) Elizabeth Scott
(7) Sienna Hetz

(?) Roger Crim

R/D Date: | p9705/06

Customer: [Stacie Tennyson
[1355 Main Street |
[Masury OH 44438 ]

Home Phene: [g00 - 555 - 3232
Work Phone: [p00 - 000 - 0000

Call Stalus: [First Call

Repair Order: (48334

May | speak with Stacie Tennyson Click. 'Mest’ or Enter
The Best Time To

wWhat would be the best time to reach (him/her): | I
A=Abort M=Mo Action L=Send Letter {A/N/L}:[ ]
[~ Add This Customer To "Do Not Call List"

Exit |<‘ Survey List ‘>‘ Remave ‘ Clear Screen ‘ CnnninueM

b. The next screen displays four CSI survey questions. Read each question, and type the rating
number. You can also click to select the appropriate rating. When you have asked all of the
guestions, click Next.

€SI Phone Survey (ABC Motors)

Stacie Tennyson

| am calling on behalf of ABC Motors

*You had your vehicle in for service on September 05

and we would like to follow up in several key areas.

Our rating system is as follows: 1 = Very Disatisfied
2 = Disatisfied
3 = Neutral
4 = Satisfied
5 = Very Satisfied

How Would You Rate Are you fully satisfied with the repairs? Yeeeg

How Would You Rate Were you treated in a courteous manner? LR LY

How Would You Rate Were all of your service concerns addressed? CICICICH

How Would You Rate Were you completely satisfied with the visit? OO




The next screen allows you to enter two customer comments. Each comment field holds up
to 60 characters. You can type the comments or use the standard comments entered in the
System Setup. The right side of the screen displays the list of standard comments. Type the
comment number, or click a comment in the list to select it.

Comments are not required entries, and you do not want to record every comment verbatim.
Instead, you want to summarize the general idea. In reality, you will not be tracking individual
comments to follow up on each one. Instead, comments serve mostly as a way for the
person conducting the surveys to pick up on reoccurring issues that need to be addressed
immediately. For example, if customers keep making negative comments about the waiting
room, the surveyor would make note of this and inform the appropriate parties in the
dealership so the situation could be addressed. If a customer is passionate about complaint,
you should flag the customer as a “red eye” rather than just record the comment.

WORK NOT DONE ON TIHE
PROBLEM NOT FIXED
CHARGES TOO HIGH
FERSONNEL WERE RUDE
INCONUENIENT SERUIGE HOUR
HD COURTESY CAR AUATLABLE
PARTS ON ORDER TOOK TOO L
DIDH'T CALL WHENM FINISHED
:[15] [FLEXIBLE SERUICE HOURS TECH COULDN'T ANSWER QUES
HAD TO RETURH
M| ] YWORK WAS DONE ON TIME
ALL FROBLEMS ADDRESSED
CHARGES LOWER THAN EXPECT
Red Eye {¥/N}:[] FERSONNEL WERE UERY FRIEh
FLEXIBLE SERVICE HOURS R
APPRECIATE SHUTTLE SERUVLC
ORERED PARTS ARRIVED QUIC
GALLED PROMPTLY WHEN FINI
TECH ANSWERED ALL QUESTIO
UEHICLE FIXED WITHOUT PRO
HOT INTERESTED IN SURUEY

Thank you for choosing ABC Motors

M. Stacie Tennyson

‘We appreciate your business and thank you for your help.

Indicate if this is a “Red Eye” customer by typing Y for yes or N for no in the Red Eye field.
Red-eye customers are customers who require immediate attention from the dealership. You
can print a list of these customers using the Print ‘Red Eye’ Report button on the CSI Phone
Survey menu.

Click Finish to save the survey.

The system marks the survey as “Completed” and returns you to the initial CSI Phone Survey
screen.

The CSI Phone Survey screen automatically displays the information for the next customer in
the list. Continue to conduct surveys. The system displays a “That’s All” message when you
reach the end of the survey list. If necessary, you can exit the screen and return later to
complete the surveys.



The Customer is not Interested in Participating in the Survey

a. If the customer is not interested in participating in the survey and you want to document this,
click Next on this screen.

b. Click Next on the screen that displays the questions. This will take you to the comment
screen.

c. Type a comment stating the customer is not interested in the survey. If you created a
standard comment for this situation, select the comment from the comment list.

d. Click Finish to save the comment. This marks the survey as “Completed” and documents
the comment.

Tip: You can click to select the Add This Customer To “Do Not Call List” box to flag that this
customer is on the do not call list and should not be contacted. This will add the flag to the
customer’s service record and will prevent the customer from being pulled to future survey lists.

The Customer is not Home

a. If the customer is not home, type a time that you can reach the customer.

b. Click Next.

c. Then, click Abort. The system saves the time you entered the “response” and keeps the
customer “Active” in the phone survey list. The CSI Phone Survey screen displays the “Last
Call” information when you select the customer to attempt to complete the survey again. The
list of uncompleted surveys lists the number of times you attempted to contact the customer.
The number of “tries” is based on the number of times you aborted the survey.

Work Phone: [724 - 555 - 1599]
Call Status: || ast Call 09/11 10:48

Another Action Needs to be Taken
a. If you need to take another action, type the appropriate letter in the field at the bottom of the
screen.

Type A to abort the survey. Using “A” for abort ensures the system tracks the number of
times you attempt to contact the customer.

Type N to take no action.

Type L to flag the customer to receive a letter.

b. The customer’s status in the phone list displays the selection.




Removing Surveys from the List

1.

2.

Select the customer.
Click Remove.

Click OK when prompted to verify you want to delete the record. The customer is removed
from the list.

Enter ‘Mailed’ Surveys

Use this button to open the Enter “Mailed” CSI Survey Replies screen to enter the results of surveys
you mailed to customers.

Enter "Mailed” CSI Survey Replies  {(ABC Motors)

Emily Cassidy

Canfield OH

08/05/06

H:(330) 555-0823 WY:(724) 555-3280
Active

Repair Order:

- Are you fully satisfied with the repairs?

@ [=]

- Were you treated in a courteous manner?

[=]

- Were all of your service concerns addressed?

[=]

- Were you completely satisfied with the visit?

Comments WORK WAS DONE OH TINE ]

[12] [ALL_PROBLEHS ADDRESSED Red Eye [v/N): | |

Back | <<| Survey List | >>| Camments List | Save % | Delete

Click Enter ‘Mailed’ Surveys. The Entered “Mailed” CSI Survey Replies screen appears.

Type the repair order number, or click Survey List to select the repair order from the phone
survey list. Click on the customer you want to select. (You can also click the arrow buttons
on each side of the Survey List button to scroll through the list.)

The top of the screen displays the customer’s name, address, and phone numbers.

The next part of the screen displays the four CSI survey questions you entered in the System
Setup. For each question, type the rating number, or click to select the appropriate rating.
The first column is for rating 1, the second for rating 2, etc.

Next, type up to two customer comments. Each comment field holds up to 60 characters.
You can type the comments or use the standard comments entered in the System Setup. To
use the standard comments, type the comment number, or click Comments List to display a
list of the available comments. Click on a comment to select it.

Indicate if this is a “Red Eye” customer by typing Y for yes or N for no in the Red Eye field.

The system will mark the survey as “Completed.” If you do not fill in the Red Eye field, you
must click Save to save the information.



Deleting a Survey
1. Select the customer.
2. Click Delete.

3. Click OK when prompted to verify you want to delete the record. The customer is removed
from the list.

Print ‘Red Eye’ Report
Use this button to print a list of customers flagged as “Red Eye.” These customers need immediate
attention. The report displays the customer’'s name, phone number, and survey comments.

1. Click Print ‘Red Eye’ Report.

2. When prompted to verify your printer is ready, click to select To Printer to print the
information or To Screen to view the information on your screen.

3. Once you select your print type, click Print.

Print Daily Report

Use this button to print a report that indicates the survey activity for the day. The report displays the
repair order number, service date, customer’'s name, vehicle’s year, make, and model, the advisor for
the repair order and the advisor's average score for the survey, the technician for the repair order and
the technician’s average score for the survey, and the customer’'s comments. The report also
displays the number of follow-ups completed and the average scores for the department and
technician. An asterisk (%) prints next to the customers who gave a dissatisfied response (1—very
dissatisfied or 2—dissatisfied) to any questions. This allows you to quickly identify these responses.

1. Click Print Daily Report.

2. When prompted to verify your printer is ready, select your print criteria.

DAILY Survey Update

Use this button to compile the survey information. This generates the survey statistics and updates
them to the advisors’ and technicians’ files. You can view the information from the advisors’ and
technicians’ files from the System Setup menu or by printing the Month-To-Date Dealer Report. The
update removes all completed surveys from the survey list; if you want to print letters for customers
who completed the surveys, do not complete the daily update until after you print the letters.

1. Click Daily Survey Update.

2. Click OK when prompted to verify you want to update the information.



List Uncompleted Surveys

Use this button to print a list of the customers that have not completed their survey. The list displays
the repair order number, customer’'s name, service date, number of days since the service date, and
the number of times the dealership has attempted to contact the customer.

1. Click List Uncompleted Surveys.

2. When prompted to verify your printer is ready, select your print criteria.

Purge Stale Surveys
Use this button to remove surveys older than a specified number of days from the system. This
removes all surveys older than the specified number of days, regardless of the status.

1. Click Purge Stale Surveys.

2. Type the number of days you want to use to delete the surveys.

3. Click OK when prompted to verify you want to purge the surveys.

View Phone Survey List

Use this button to view the list of customers on the phone survey list. The list will indicate which
customers have completed the surveys and which customers are still active and need to complete the
survey.

Printing CSI Followup Letters

After you conduct the surveys, you print followup letters as needed. Click Print CSI Letters &
Labels to open the Print Letters/Labels menu. You use this menu to print CSI customer letters and
mailing labels. When printing letters, you must specify the letter you want to print. Once you select
the letter, the system prompts you to enter the signature and title that should print on the letter. Your
letter must contain merge fields for the sender’'s name (\SG) and title (\TI) on the signature line, or the
system will not pull the information you enter.

Edit Survey List

Print Letters For Flagged Surveys

Print Letters For All Surveys

Print Labels For Flagged Surveys ‘

Print Letter For One Account

Survey List

Master List

Exit




Edit Survey List

Use this button to open the Edit Compiled List screen to determine which customers should receive
letters. Once you update the completed surveys, this screen displays only the customers you flagged
to receive a letter. If you do not update the surveys, the screen lists all of the customers on the active
survey list.

Edit Compiled List  (ABC Motors)

Stacie Tennyson Letter
Roger Crim Letter
Emily Cassidy Letter

. Dellia Christopher Ho
RO Hunber :[40351 | Tracey Williams Ho
Dennis Johnson Ho
. - Jack Keller Letter
Hame :[Roger Crim Brian Heyers No
Address:[2020 Parker Will Rd ] fiice Balduin jotter
Harold Muir No
City: Hermitage 16148 Laura Frankford Letter
Ethan Durick No
Salutation:[Roger William Ivany No
Steve Smith No
L@349 Elizabeth Scott Letter

48350 Sienna Metz Letter
Roger Crim

Ho Letter |

Remove From List

1. Click Edit Survey List. The Edit Compiled List screen appears.

2. The right side of the screen displays the phone survey list and indicates the letter status for
each customer. If you entered an “L” for send letter on the survey screen, the customer’s
status reads, “Letter.”

3. The information for the first customer on the list automatically fills in on the screen. You can
also select individual customers by entering the repair order number or by clicking the
customer in the list. The screen displays the selected customer’s information.

4. Verify the customer’s information. You can edit a customer’s information on this screen, but
the changes will not update to the customer’s master file. The edits only affect how the
information prints on the mailers. If you need to permanently edit the information, you must
edit it in the customer’s master file.

5. Verify a name appears in the Salutation field. Type a name if one does not fill in this field. If
this field is blank, no name will print for the customer name merge code (\CN) on the
salutation line of the letter.

6. Click one of the three buttons that correspond to the action you want to take:

e Click Send Letter to flag the customer to receive a letter. If you select to flag the
customer for a letter, the letter status next to the customer’s name will read, “Letter.”

e Click No Letter to flag the customer not to receive a letter. Customers you flag not to
receive letters have a status of “No.”

e Click Remove From List to remove the customer from the list.

7. As you click the buttons, the next customer’s information automatically fills in on the screen.
Continue work your way through the list. The system will prompt you with a “That's All”
message when you have finished editing the entire list. Click OK to acknowledge the
message.



Print Letters For Flagged Surveys

Use this button to print letters for the customers you flagged to receive letters.

1.

2.

Click Print Letters For Flagged Surveys.

In Starting With R/O, type the repair order you want to use as the starting point for the print
job. You can click the “Click Here For List” message to display a list of customers on the
phone survey list. Click the customer you want to select. Letters will print for all of the
flagged surveys from this customer on. If you want to print letters for all of the flagged
surveys, leave this field blank, and press ENTER.

Type the letter number you want to send, or select the letter from the drop-down list.

If necessary, type the signature and title that should print on the letter, and press ENTER.

When prompted to verify your printer is ready, select your print criteria.

Print Letters For All Surveys

Use this button to print letters for all of the customers on the survey list.

1.

2.

Click Print Letters For All Surveys.

In Starting With R/O, type the repair order you want to use as the starting point for the print
job. You can click the “Click Here For List” message to display a list of customers on the
phone survey list. Click the customer you want to select. Letters will print for all of the
customers from this customer on. If you want to print letters for all of the customers, leave
this field blank, and press ENTER.

Type the letter number you want to send, or select the letter from the drop-down list.

If necessary, type the signature and title that should print on the letter, and press ENTER.

When prompted to verify your printer is ready, select your print criteria.



Print Labels For Flagged Surveys

Use this button to print mailing labels for customers with flagged surveys.

1.

2.

3.

Click Print Labels For Flagged Surveys.

In Starting With R/O, type the repair order you want to use as the starting point for the print
job. You can click the “Click Here For List” message to display a list of customers on the
phone survey list. Click the customer you want to select. Labels will print for all of the
flagged customers from this customer on. If you want to print labels for all of the selected
customers, leave this field blank, and press ENTER.

When prompted to verify your printer is ready, select your print criteria.

Print Letter For One Account

Use this button to print a letter for a specified customer from the master customer database.

1. Click Print Letter For One Account.

2. In Account Number, type the account number for the customer you want to select. You can
click the “Click Here For List” message to search for the customer in the database. Type the
first three letters of the customer’s last name. A list of the customers whose last name begins
with those letters appears. Click the customer you want to select.

3. Type the letter number you want to send, or select the letter from the drop-down list.

4. If necessary, type the signature and title that should print on the letter, and press ENTER.

5. When prompted to verify your printer is ready, select your print criteria.

Survey List

Use this button to view the survey list. The same list opens when you click “Click Here For List” on
the print prompts. The list displays the repair order number, last service date, customer’s name,
number of days since service, and survey status (active, aborted, send letter, etc.).

Master List

Use this button to search for a customer in the customer master files.

1.

2.

Click Master List. The Search Customer Base screen appears.

Type the first three letters of the customer’s last name. A list of the customers whose last
name begins with those letters appears. The list displays the account number, customer’s
name, and the vehicle’s year, make, and model.

Click Return to close the search screen.



Performing the Monthly CSI Update

At the end of the month, use the Monthly CSI Reports & Updates button to print the monthly
summary report and update the month-end data. You can print the month-to-date report any time
during the month to check the statistics as needed. However, do not perform the monthly update until
all of the surveys for the month are complete. This compiles all of the survey results for the month
and updates the advisors’ and technicians’ statistics.

Dealer CSI Monthly Report  {ABC Motors)

Print the Month-To-Date Dealer Report at any
desired interval during the month. Atthe end of
the month, the files should be updated to purge

data for subsequent reports.

Print Month-To-Date Dealer Report

Month-End Report Data Update

Print Month-To-Date Dealer Report

As you conduct surveys and complete the daily survey update, the system compiles the survey
results and makes them available on this report.

1. Click Print Month-To-Date Dealer Report.

2. When prompted to verify your printer is ready, select your print criteria.

The first part of the report lists the repair orders for each advisor, and the second part of the report
lists the repair orders for each technician. For each repair order, the report displays the repair order
number, customer’s name, service date, the vehicle’s year, make, and model, the customer’s phone
numbers, the technician or advisor for the repair order, the ratings for each survey question, and the
customer’'s comments. The report then displays the year-to-date monthly totals for each survey
question for each advisor and technician. These are the same statistics available on the Advisor and
Technician Information screens in the CSI/SSI setup.

The bottom part of the report provides a management summary. The first part displays the standard
comments used on the surveys in order of frequency. The second part provides the total number of
repair orders submitted, follow-ups completed, and red-eye customers. The third part of the
management section breaks down the information for each month and provides the yearly totals. It
identifies the total number of repair orders submitted and the overall rating percentage for each CSI
survey question.



Month-End Report Data Update

Use this button to update the survey information for the month. Make sure you have all of the
surveys completed that need to be completed. The update clears the individual repair order
information from the Month-To-Date Dealer Report. Once you run the monthly update, you cannot
view the list of customers who completed surveys for each advisor and technician. However, the
system retains the monthly statistics for each advisor and technician.

1. Click Month-End Report Data Update.
2. Type the month you are updating.

3. Click OK when prompted to verify you want to update the information.
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Chapter 3 SSI Follow-Up

The four middle buttons on the menu are for SSI follow-up. Like the CSI menu options, the SSI menu
options are presented systematically. The order of activities for SSl is the same as CSI.

Pulling SSI Survey Data

SSi follow-up is similar to CSI follow-up. Click Pull SSI Survey Data to open the Compile SSI Survey
List menu. You use this menu to compile the survey data. Once you compile the data, you use the
remaining menu options to edit, print, and update the survey list.

Compile 551 Survey List  (ABC Motors)

Compile New Survey List From
Customer Database

View/Edit Compiled Survey List

Print Compiled List

Add Compiled List Toe Survey List

Back

Compile New Survey List From Customer Data Base

The Compile SSI List From Customer Master File menu allows you to compile a survey list using the
customer master file. You can select to compile the list based on vehicle type, car line, or
salesperson. Only select one compiling option. If there is an existing list, the system overwrites it
when you to compile another list. Based on the option you select and the criteria you enter, the
system scans the customer master files and generates a list of customers.

Compile 551 Followup  (ABC Motars)

Compile SSI Followup List For
New/Used

Compile SSI Followup List For Car
Line

Compile 55l Followup List For
Salesman

Back




Compile SSI Followup List For New/Used

Use this button to compile the followup list based on a specific vehicle type.

1.

2.

Click Compile SSI Followup List For New/Used.

Indicate the vehicle type you want to use to generate the list. Type N for new, U for used, or
A for all.

Type the inclusive dates you want to use. Enter the date in an eight-character format with or
without slashes (mm/dd/yyyy or mmddyyyy). If you do not enter slashes, press ENTER to
continue.

Click OK when prompted to verify you want to compile the list.

The system displays a “List Is Compiled” message when the list is ready. The prompt
indicates the number of records on the list. Click OK to acknowledge the message.

Compile SSI Followup List For Car Line

Use this button to compile the followup list based on a specific car line.

1.

2.

Click Compile SSI Followup List For Car Line.

In Car Line, type the car line you want to use to generate the list, or select the car line from
the drop-down list.

Type the inclusive dates you want to use. Enter the date in an eight-character format with or
without slashes (mm/dd/yyyy or mmddyyyy). If you do not enter slashes, press ENTER to
continue.

Click OK when prompted to verify you want to compile the list.

The system displays a “List Is Compiled” message when the list is ready. The prompt
indicates the number of records on the list. Click OK to acknowledge the message.

Compile SSI Followup List For Salesman

Use this button to compile the followup list based on a specific salesperson.

1.

2.

Click Compile SSI Followup List For Salesman.

In Salesman Number, type the salesperson’s ID number, or select the salesperson from the
drop-down list.

Type the inclusive dates you want to use to generate the list. Enter the date in an eight-
character format with or without slashes (mm/dd/yyyy or mmddyyyy). If you do not enter
slashes, press ENTER to continue.

Click OK when prompted to verify you want to compile the list.

The system displays a “List Is Compiled” message when the list is ready. The prompt
indicates the number of records on the list. Click OK to acknowledge the message.



View/Edit Compiled Survey List

After you compile the data, use this button on the Compile SSI Survey List menu to view and edit the
compiled list. You can remove customers from the list by changing their status.

1.

Click View/Edit Compiled Survey List. The Edit Compiled List screen appears and displays
the customers on the compiled survey list.

Click Prev and Next to advance through the pages of the list, or click All to view all of the
customers on the list.

Click customers to change their status from “Active” to “Remove” or from “Remove” to
“Active.” The system only pulls “Active” customers to the survey list.

When you are finished editing the list, click Back.

Print Compiled List

Use this button to print the compiled list. For each sale on the survey list, the printout lists the
customer’s account number and name, the vehicle’s model year, model name, and make, and the

sale date.
1. Click Print Compiled List.
2. When prompted to verify your printer is ready, click to select To Printer to print the
information or To Screen to view the information on your screen.
3. Once you select your print type, click Print.

Add Compiled List To Survey List
Use this button to add the edited compiled list to the survey list.

1.

2.

Click Add Compiled List To Survey List.

When prompted, type a description for the list. The heading prints on the top of the list when
you print it. You can enter up to 50 characters.

Click OK when prompted to verify you want to add the list.



Conducting SSI Surveys

Once you have your SSI survey list, you conduct your surveys. Click Conduct SSI Phone Survey to
open the Conduct SSI Phone Survey menu. The options on this menu allow you to conduct phone
surveys and enter the responses for mailed surveys. Once you finish the surveys, you print the daily
summary and update the surveys.

Conduct 551 Phone Surveys {ABC Motors)

Conduct Phone Survey

Print List Of Uncompleted Surveys

Enter Mailed Survey Resulls

Print Survey Reports

Survey Update

View Survey List

Back

Removing “Customers” from the Survey List

The survey list may include dealer trades and wholesale sales. Use the following instructions to
remove dealer trades or wholesale sales from the phone survey list once you have compiled it and
pulled it to the active survey list.

1.

2.

Return to the CSI/SSI menu.
Click Print SSI Letters & Labels.
Click Edit Compiled List.

Click the record you want to remove from the survey list in the list window on the right side of
the screen.

Click Remove.

Repeat steps 4 and 5 for each record you want to remove from the list.
Click Back to close the screen.

Click Exit to return to the CSI/SSI main menu.

Click Conduct SSI Phone Survey.



Conduct Phone Survey

Use this button to open the SSI Phone Survey screen to conduct phone surveys. The screen
displays all of the SSI survey questions you entered in the SSI setup, so all you have to do is follow
the questions on the screen and record the customer’s response.

Delivered Date: | 0g/03/06

Customer: [TRACEY WILLIAMS Home Phone:[724 - 555 - 6666
[§66 EAST END DRIVE Work Phone:[724 - 555 - 5666]
WEST MIDDLESEX PA 16159 Call Status: [First Call

Customer:

May | speak with TRACEY WILLIAMS, Please?

I'm calling on behalf of ABC Motors

You recently purchased a New PONTIAC from us and we would like your

comments on your overall satisfaction with the vehicle and the treatment

you received at ABC Motors

Abort/Letter/Complete {4/C): [

Back | <<| List | >>| Clear | Next

1. Click Conduct Phone Survey. The SSI Phone Survey screen appears.

2. Type the customer number, or click List to select the customer from the survey list. Click the
customer you want to select. You can also click the arrow buttons on each side of the List
button to scroll through the list.

3. The top of the screen displays the customer’'s name, address, and phone numbers, as well
as the number of times the dealership has attempted to contact the customer. The bottom
part of the screen displays the customer’s name and a brief introduction for the phone call.
The information includes the make of the vehicle the customer purchased.

4. At this point, you have two options depending on the scenario.



The Customer is Interested in Participating in the Survey

a.

b.

C.

Click Next.

The next screen displays questions about the customer’s satisfaction with the purchased
vehicle and satisfaction with your dealership. Read each question, and type the rating
number. You can also click to select the appropriate rating. (The first column is for rating 1,
the second for rating 2, etc.)

The first question is a standard question about the customer’s satisfaction with the vehicle.
Use the Comment field below this question to enter the customer’s comment about the
satisfaction with the vehicle. This field holds up to 60 characters. This is an optional entry.

The next four questions relate to the customer’s satisfaction with your dealership. The letters
corresponds to the questions you entered under Dealership Performance on the SSI Phone
Survey screen in the System Setup.

551 Phone Survey  (ABC Motors)

TRACEY WILLIAMS

On a scale from One to Five, 1 being POOR and 5 being EXCELLENT,

1. How satisfied are you with your New VIBE [E]CICCICE

Comment: [IT RIDES AND HANDLES UERY WELL ]

2. Can you tell me about the dealership. please?
2a. Were you arected promptly and professionally? 5] cecce
. Were you satisfied with the selection? B coccoe
- Would you recommend this delaership to a friendfrelative? 5 coocca

. How do you rate your overall satisfaction with the dealer? B cooceE

1=No/5=Yes Where Applicable

When you have asked all of the questions, click Next.



The next screen displays questions about the customer’s satisfaction with the salesperson.
The letters corresponds to the questions you entered under Salesman Performance on the
SSI Phone Survey screen in the System Setup. Read each question, and type the rating
number. You can also click to select the appropriate rating.

551 Phone Survey  (ABC Motors)

TRACEY WILLIAMS

3. Your overall satisfaction with the performance of our sales staff
IS very important to us. Your answers to the following questions
are strictly confidential. and will be used to help us serve you
better in the future.

(el alalallc)

3a. How would you rate the salespersons product knowledge?

. Would you purchase your next vehicle from this salesperson* seryg

- Were the owners and warranty manuals explained? lellelalailc

- Were the vehicle features and controls demonstrated? LE LR

. How would you rate the salespersons overall performance? E lallalialalic

1=Mo/5=Yes Where Applicable

When you have asked all of the questions, click Next.

The final screen allows you to enter customer comments. You can enter up to two
comments. Each field holds up to 60 characters. Remember, comments are not required
entries, and you do not want to record every comment verbatim. Instead, you want to
summarize the general idea. In reality, you will not be tracking individual comments to follow
up on each one. Instead, comments serve mostly as a way for the person conducting the
surveys to pick up on reoccurring issues that need to be addressed immediately.

551 Phone Survey {ABC Motors)

TRACEY WILLIAMS

Are there any recommendations that you would like to pass on to help us improve our dealership?

Conment : |The customer is very pleased and has no recommendations.

Thank you so much for your time and assistance. e value the opinions

of our customers highly. and are eager to ensure that you receive many

years of satisfactory service from your new car. If we can be of any

further service to you in this respect. please don't hesitate to call.

When you are finished, click Finish. The system will mark the survey as “Completed” and
return you to the initial SSI Phone Survey screen.

The SSI Phone Survey screen automatically displays the information for the next customer in
the list. Continue to conduct surveys.



The Customer is not Home or not Interested in Participating in the Survey

a. Type the appropriate letter in the field at the bottom of the screen.

Type A to abort the survey. Using “A” for abort ensures the system tracks the number of
times you attempt to contact the customer.

Type L to flag the customer to receive a letter.

Type C to mark the survey as completed.

b. The customer’s status in the phone list will display the selection.

Print List Of Uncompleted Surveys

Use this button to print a list of the surveys that need to be completed. The report lists the
salesperson’s ID number, customer’'s name, city where the customer lives, and the vehicle’s make
and model. The bottom of the report identifies the total number of uncompleted reports.

1. Click Print List Uncompleted Surveys.

2. When prompted to verify your printer is ready, select your print criteria.

Enter Mailed Survey Results

Use this button to open the Enter Mail-In Surveys screen to enter the results of surveys you mailed to
customers.

Customner: [WALL76730] [CHARLES WALKER Phone: 0111

12345
1. How Satisfied With Uehicle B COCOoE

Comment = |Euod gas mileage

2. How Satisfied With The Dealership ....... a:|§| CoCCCE
b:ls] COCCE
c:|§| o
d:fs] COC O

3. How Satisfied With Sales Staff .......... a:|§| [alaalanc
h:El [alaalanc
c:|§| COCIC
d:El COCIC
e:f] COCC&

Comments: [

Exit <« Survey List |>)| Clear Save k |




1. Click Enter Mailed Survey Results. The Enter Mail-In Surveys screen appears.

2. Type the customer number, or click Survey List to select the customer from the survey list.
Click the customer you want to select. You can also click the arrow buttons on each side of
the Survey List button to scroll through the list.

3. The top of the screen displays the customer’'s name and phone number.

4. The next part of the screen displays the SSI survey questions. Type the rating number, or
click to select the appropriate rating.

Question 1 is a standard question about the customer’s satisfaction with the vehicle. Use the
Comment field below this question to enter the customer’s comment about the satisfaction
with the vehicle.
Question 2 relates to the customer’s satisfaction with your dealership. The letters
corresponds to the questions you entered under Dealership Performance on the SSI Phone
Survey screen in the System Setup.
Question 3 relates to the customer’s satisfaction with the salesperson. The letters
corresponds to the questions you entered under Salesman Performance on the SSI Phone
Survey screen in the System Setup.

5. Next, type up to two customer comments. Each comment field holds up to 60 characters.

6. Click Save to save the survey.

Print Survey Reports
Use this button to print the results of the surveys you conducted. The report displays each
customer’s ratings for each survey question. The end of the report displays the customer’s overall
satisfaction summary and total ratings based on the average of all of the surveys.

1. Click Print Survey Reports.

2. Type a heading for the report you are printing.

3. When prompted to verify your printer is ready, select your print criteria.



Survey Update

At the end of the day, use this button to update the survey information. This generates the survey
statistics and updates them to the Dealership Information screen and to the salespeople’s files in the
System Setup. The update removes all completed surveys from the survey list. If you want to print
letters for customers who completed the surveys, print the letters before you complete the daily
update.

1. Click Survey Update.

2. Indicate if you want to hold the uncompleted surveys in the survey list or delete them. Type Y
(for yes) to hold the surveys in the list or N (for no) to dump the surveys.

3. Click OK when prompted to verify you want to update the information.

View Survey List

Use this button to view the list of customers on the survey list. The list indicates which customers
have completed the survey and which customers are still active and need to complete the survey.

Printing SSI Followup Letters

After you conduct the surveys, you print the followup letters as needed. Click Print SSI Letters &
Labels to open the Print Letters menu. You use this menu to print SSI customer letters and mailing
labels. When printing letters, you must specify the letter you want to print. Once you select the letter,
the system prompts you to enter the signature and title that should print on the letter. Your letter must
contain merge fields for the sender's name (\SG) and title (\TI for) on the signature line, or the system
will not pull the information you enter.

Edit Compiled List

Print Letters For Edited Records Only

Print Lelters For All Records

Print Labels For All Records .

Print Letter For One Account

Survey List

Master List

Exit




Edit Compiled List

First, use the Edit Compiled List screen to select which customers should receive letters. Once you
update the completed surveys using the Update option on the SSI Phone Survey menu, this screen
displays only the customers you flagged to receive a letter. If you do not update the surveys, the
screen lists all of the customers on the active survey list.

Edit Compiled List {ABC Motors)

430189795 JUDITH A BRUHMLOW Letter
ANG118848 ANH ANGELIS Letter
BAS737238 JEFFREY P BASSETT Letter
DELBERT G. BERGER Letter
ROSALINDE M BLANTOM Letter
JAMES W BROODKS Letter
BETTY H CHISLER Letter
SUSAN M COPE Letter
JANE E HUTCHINSOH Letter
ROBERT W JOY Letter
KEN MATBACH Letter
Sienna Hetz Letter
Roger Crim Letter
| SHI127218 KEH SHITH Letter

WIL135798 ROHALD R WILLIAHS

WILG66666 TRACEY WILLIAHS

Mo Letter Y0U2@8156 HEIDI YOUANOUICH
Remove From List

Account: WILG666666)

Hame :[TRACEY WILLIAMS

Address:[666 EAST END DRIVE

City:[WEST MIDDLESEX | [PA] [16159

Salutation:[Tracey

MET919191

1. Click Edit Compiled List. The Edit Compiled List screen appears.

2. The window on the right side of the screen displays the phone survey list and indicates the
letter status for each customer. If you entered an “L” for Send Letter on the survey screen,
the customer’s status reads, “Y.”

3. The information for the first customer on the list automatically fills in on the screen. You can
also select individual customers by typing the repair order number, or by clicking the
customer in the list on the right side of the screen. The screen displays the selected
customer’s information.

4. Verify the customer’s information. You can edit a customer’s information on this screen, but
the changes will not update to the customer’s master file. The edits only affect how the
information prints on the mailers. If you need to permanently edit the information, you must
edit it in the customer’s master file.

5. Verify a name appears in the Salutation field. Type a name if one does not fill in this field. If
this field is blank, no name will print for the customer name merge code (\CN) on the
salutation line of the letter.

6. Click one of the three buttons that correspond to the action you want to take:

e Click Send Letter to flag the customer to receive a letter. If you select to flag the
customer for a letter, the letter status next to the customer’s name will read, “Letter.”

e Click No Letter to flag the customer not to receive a letter. Customers flagged not to
receive letters have a status of “No.”

e Click Remove From List to remove the customer from the list.



As you click the buttons, the next customer’s information automatically fills in on the screen.
Continue work your way through the list.

The system will prompt you with a “That's All” message when you have finished editing the
entire list. Click OK to acknowledge the message.

Click Back to close the screen.

Print Letters For Edited Records Only

Use this button to print letters for the customers you want to receive letters.

1.

2.

Click Print Letters For Edited Records Only.

In Starting With Account, type the account number you want to use as the starting point for
the print job. You can click the “Click Here For List” message to display a list of customers on
the survey list. Click the customer you want to select. Letters will print for all of the flagged
customers from this customer on. If you want to print letters for all of the selected customers,
leave this field blank, and press ENTER.

Type the letter number you want to send, or select the letter from the drop-down list.

If necessary, type the signature and title that should print on the letter, and press ENTER to
continue.

When prompted to verify your printer is ready, select your print criteria.

Print Letters For All Records

Use this button to print letters for all of the customers on the survey list.

1.

2.

Click Print Letters For All Records.

In Starting With Account, type the account number you want to use as the starting point for
the print job. You can click the “Click Here For List” message to display a list of customers on
the survey list. Click the customer you want to select. Letters will print for all of the
customers from this customer on. If you want to print letters for all of the customers, leave
this field blank, and press ENTER.

Type the letter number you want to send, or select the letter from the drop-down list.

If necessary, type the signature and title that should print on the letter, and press ENTER to
continue.

When prompted to verify your printer is ready, select your print criteria.



Print Labels For All Records

Use this button to print labels for all of the customers on the survey list.

1.

2.

3.

Click Print Labels For All Records.

In Starting With Account, type the account number you want to use as the starting point for
the print job. You can click the “Click Here For List” message to display a list of customers on
the survey list. Click the customer you want to select. Labels will print for all of the
customers from this customer on. If you want to print labels for all of the selected customers,
leave this field blank, and press ENTER.

When prompted to verify your printer is ready, select your print criteria.

Print Letter For One Account

Use this button to print a letter for a specified customer.

1. Click Print Letter For One Account.

2. In Account Number, type the account number you want to use as the starting point for the
print job. You can click the “Click Here For List” message to display a list of customers on the
survey list. Click the customer you want to select.

3. Type the letter number you want to send, or select the letter from the drop-down list.

4. If necessary, type the signature and title that should print on the letter, and press ENTER to
continue.

5. When prompted to verify your printer is ready, select your print criteria.

Survey List

Use this button to view the survey list. The same list opens when you click “Click Here For List” on
the print prompts. The list displays the account number, customer’s name, and the vehicle’s year,
make, and model. To view a specific customer on the list, type the first three letters of the customer’s
name. A list of the customers on the list whose last name begins with those letters appears. (You
can click Master List to search for a customer in the master list.)



Master List

Use this button to display the Search Customer Base screen to search for a customer in the master
list. You can select a customer from the list and print a letter for the customer.

1.

2.

Click Master List. The Search Customer Base screen appears.
Type the first three letters of the customer’s last name.

A list of the customers whose last name begins with those letters appears. The list displays
the account number, customer’s name, and the vehicle's year, make, and model.

To print a letter for the customer, click the customer.
Type the letter number you want to send, or select the letter from the drop-down list.

If necessary, type the signature and title that should print on the letter, and press ENTER to
continue.

Click OK when prompted to verify your printer is ready.

Performing the Monthly SSI Update

At the end of the month, use the SSI Reports & Updates button to print the batch SSI report and to
update the survey results for the month. You can print the month-to-date report any time during the
month to check the statistics as needed. However, do not perform the monthly update (option 2) until
all of the surveys for the month are complete. The update compiles all of the survey results for the
month and updates the statistics to the Dealer Information screen in the System Setup.

Dealer ¥ehicle 55T Report  {ABC Motars)

Print the Batch Dealer Report at any desired interval
during the survey period or only at the end of the batch.

At the end of the batch, the files should be updated to

purge data for subsequent batches. Scores for
batches are held in salesmans records until the end
of the year.

Print Batch SS| Dealer Report

Update Batch Data

Back




Print Batch SSI Dealer Report

As you conduct surveys and complete the daily survey update, the system compiles the survey
results and makes them available on this report. Click this button when you want to print the
summary of the SSI surveys. You can print this report any time during the month. The report has
three sections.

The first part of the report displays each customer’s satisfaction ratings for each salesperson. In
addition to listing the customer rating for each sales question on the survey, the report displays the
customer’s name, the delivery date for the vehicle, and the purchased vehicle’s make and model
year. The bottom part of each salesperson’s section will display the salesperson’s monthly and year-
to-date percentage rating for each sales question on the survey.

The next part of the report serves as a management summary. It displays each customer’s
satisfaction ratings for each salesperson and the dealership. In addition to listing the customer rating
for each sales and dealership question on the survey, the report displays the customer’s name, the
delivery date for the vehicle, and the purchased vehicle’s make and model year. The bottom part of
each salesperson’s section will display the salesperson’s monthly and year-to-date percentage rating
for each sales question on the survey.

The final part of the report displays monthly and overall percentage ratings for each question on the
survey.

1. Click Print Batch SSI Dealer Report.

2. Inthe Survey Description field, type a heading for the report. The heading prints on the top of
the printout. Press TAB or ENTER to continue.

3. When prompted to verify your printer is ready, select your print criteria.

Update Batch Data

Use this button to update the survey information for the month. Only update the data after you have
completed all of the surveys for the month. The update clears the individual survey information from
the Batch SSI Dealer Report. Once you run the monthly update, you cannot view the list of
customers who completed surveys. However, the system retains the monthly statistics for vehicles,
salespeople, and the dealership.

1. Click Update Batch Data.
2. Type the month you are updating.

3. Click OK when prompted to verify you want to update the information.
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Chapter 4

Chapter 4 Desk Manager Overview and Setup

The Desk Manager module is useful to the Sales Department because it allows you to manage your
inventory and sales. In addition to viewing inventory, you can print “Get Ready” checklists, window
stickers, and buyers guides for any vehicle in your inventory. When customers come in to the
dealership to purchase a vehicle, you can use the FasFind to quickly locate the vehicle that meets
their desired criteria. Then, you use the FasQuote to calculate customer payments and FasDeal to
record the sale information. Sales reports help you track sales, commission, and inventory.

BBl The Desk Manager

FasDeal
ABC Motors

FasQuote

Vehicle FasFind The Desk Manager

Salesman Up's

Car Sheets

Sales

Commissions

Desktop

o [l 5]

View Internals

View Inventory

Inventory Management

Setup

Buyer's Guide

View Options

Customer History

Minimize

based on the VIN.

Tip: Throughout the Desk Manager module you will see E next to the VIN field. Click this icon or
press F10 to view the VIN decoding data. This provides detailed information about the vehicle

Minimizing the Desk Manager

Once you open the Desk Manager module, you can minimize it by clicking Minimize on the Desk
Manager menu. This allows you to keep the program open while you work on other things. When
you need to use the program, click the Desk Manager item on your taskbar at the bottom of your
screen. This gives you instant access to the program whenever you need it.

iﬂﬁtartl“ 8

|J The Desk Manager [ |

Tip: Do not open the Autosoft FLEX DMS program again when you minimize the Desk Manager
module. Running two copies of Autosoft FLEX DMS may cause errors.




Selecting Print Criteria

When you select to print in certain areas of the Desk Manager module, you have the option of viewing
the information on your screen or printing it to paper. When the system prompts you to verify your
printer is ready, click to select To Printer to print the information or To Screen to view the information
on your screen. Once you select your print type, click Print.

IS YOUR. PRINTER. READY? |

" ToPrinter - OKIPAGE 14
¥ ToScreen

Print

= Cancel

Printing to screen allows you to preview the information before printing it to paper, which may be
useful when printing lengthy lists and reports. If you select to print the information to your screen, you
can print the information from the viewing screen by clicking File and Print. To exit the viewing
screen, click File and Exit.

Remember: You can only print to laser printers in Autosoft FLEX DMS version 6.6.

Setup

Before you use the Desk Manager module, you must enter setup information. Click Setup to open
the System Setup menu. This menu provides 10 options that allow you to enter default information
that determines how the Desk Manager module works.

Siandard FeeSIParam oo _

Finance Rates Salesman Information
Model Codes [ Average Grosses Buyers Guide Text
Customer Reactor Text Vehicle Options (Used)
Commission Parameters Vehicle Options (New)
Exit ‘Get Ready’ Text




Standard Fees/Parameters

Use this button to open the Miscellaneous Fees screen to enter the default values for various fees
and state sales tax information. The system uses the information on this screen when you create a
guote and deal. Entering the information here saves you the trouble of having to manually calculate
sales tax and fees.

Miscellaneous Fees

Title Fee: Encumbrance Fee:
Registration Fee: Processing Fee:
Transfer Fee: Pre-Paid Fees (N):
Rustproofing: Other Add On (Taxable):

State Sales Tax Rate:[ 7.80%

Uehicle Tax Structure {1/2/3}: {1)-Cash Difference Hew & Used
{2)-Cash Difference Hew Only
{3)-Full Price Mew & Used
Are Rebates Taxed {(¥/M):[¥]

'Pack' the Displayed Payments on the FasQuote Screen With: $
If the MSRP is Missing Calculate MSRP Using Cost Plus:[30%

1. Click Standard Fees/Parameters. The Miscellaneous Fees screen appears.

2. The eight fields in the top section list the various fees. For each fee, type the amount your
dealership charges. The system automatically figures the fees due (determined by a straight
sale versus a sale with a trade in) and calculates the total fees due for the sale.

3. Use the State Sale Tax Rate field to specify your state sales tax percentage. The system
automatically uses the value you enter to calculate the sales tax for the deals. If necessary,
you can edit the sales tax when you are entering the deal.

4. In Vehicle Tax Structure, type the number that corresponds to the tax structure you want to
use. The screen lists the tax structures next to the field for your reference.

5. Next, indicate if your state taxes rebates. Type Y for yes or N for no.

6. In‘Pack’ the Displayed Payments on the FasQuote Screen With, type the dollar amount
you want to use as the incremental value when you are generating quotes. For example, if
you enter 10, you can increase and decrease the payment by $10.

7. The last field allows you to enter a percentage the system will use to calculate the
manufacturer’s suggested retail price if it is missing from a vehicle’s inventory file. The
missing MSRP will be the vehicle cost plus the percentage you specify.

8. Click Save to save the information. The system returns you to the System Setup menu. You
can return to this screen to edit the values as needed.



Finance Rates

This button advances you to the Insurance Factors & Payment Rates menu. Use this menu to
generate rates and to enter insurance factors. The system uses the information you specify here to
calculate payments that include insurance for quotes and deals. If you do not generate and enter the
Prima Facia Rates, the FasDeal and FasQuote will not function properly. You can obtain your Prima
Facia rates from either your F&I person or your insurance company.

Insurance Factors & Payment Rates

Generate New Rates

Prima Facia Insurance Factors

Back

Generate New Rates
Use this button to generate a complete set of rates from .05% to 21% in .05 increments.

1. Click Generate New Rates.

2. Click OK when prompted to verify you want to generate the rates. The system displays the
rates on the screen as it generates them.

Prima Facia Insurance Factors

Use this button to open the Insurance Factors screen to enter deviations and payments for life, joint
life, and disability.

1. Click Prima Facia Insurance Factors.
2. In Deviation, type the percentage you want to use.

3. Then, enter the payment amount for each term. The number next to each field indicates the
number of months for financing. The terms range from 6 to 180 months.

4. Click Save to save the information. The system returns you to the System Setup menu.



Model Codes/Average Grosses

Use this button to enter model codes and average grosses that will be used when you enter a vehicle
purchase. The screen automatically pulls the model code information entered in the Accounting
Vehicle Purchase Parameters. However, you can add information as needed. You can obtain model
codes from the factory invoice sticker. You may enter up to 50 model codes per car line.

10.

11.

Model Codes

CAUALIER  COUPE 850.00 .60 -

CalLine: 1A N CHEUROLET ~

List Line: L
Model Code:| | 45
Model: 16
Body: :;

Ava Gross: n
Dealer 26
Incentive: 21

Customer e
Incentive: | B

Save |

Click Model Codes/Average Grosses. The Vehicle Model Codes screen appears.
Type the car line, or select the car line for the drop-down list.

To add a new model, type the line number you want to assign the code in List Line, or click
the line in the list window on the right side of the screen.

In Model Code, type the code for the model you are entering.

In Model, type the model name. Be consistent when entering the names.

Use the Body field to indicate the body style for the model (coupe, sedan, etc.).

In Avg Gross, type the amount you hope to gross per car for this particular model. The
system assists you as you work on the FasDeal screen to ensure you meet this gross. The
FasDeal screen displays a face that smiles when you to meet or exceed this gross and
frowns when the gross goes below this value. If you do not set the gross here, the system
calculates the desirable gross as 5% of the vehicle’s MSRP. If this comes to less than $850,
the system will use $850 instead.

Use the Dealer and Customer Incentive fields to enter the amount of the dealer incentive
and customer incentive for each model.

Click Save to save the line/model. The line/model is added to the list window on the right
side of the screen. Continue to add lines/models as needed.

When you are ready to work with another car line, type the car line, or select the car line from
the drop down list. Add models to the car line as needed.

Click Exit to close the screen when you are finished.



Customer Reactor Text

Use this button to open the Reactor Text screen to enter text you can use to record useful information
during a deal. You can enter up to nine reactor text sets, and each set can contain 20 lines of text.
The text can be questions you want to ask the customer, information you want to pencil in for the
customer, or anything else you want to enter on this screen. When you print the information for the
deal from the FasDeal screen, you specify which reactor text you want to print with payment
information.

Reactor Text

Reactor Number: (8]

Retail Factory Discount

Retail Consumer Rebate

Total Discounts On This Uehicle

Enter Doun Payment
{Local Banks May Require 1/3 Down)

Blue Book or H.A.D.A. Estimate For Trade §

Desired Monthly Payment With Cash Down .. §

Tip: Reactor Number O (zero) is a preloaded reactor text. You can keep the text or edit it to meet
your dealership’s needs.

Adding Reactor Text
1. Click Customer Reactor Text.
2. Type a number for the reactor text set you are going to create. The number becomes the ID
for the reactor text. You specify which text prints by entering the number you assigned the

text on this screen.

3. Type the text you want to print on each line. Each line holds up to 70 characters. You must
press ENTER to force line breaks as you type, or the text will not print correctly.

4. When you are finished entering the text, click Save. The screen clears so you can create
another reactor text.

5. Click Back to close the screen when you are finished.




Editing Reactor Text

You cannot delete reactor text. Instead, you can edit the text.
1. Type the ID number for the reactor text. The text fills in on the screen.
2. Click a line, and edit the information as needed.

3. Click Save to save the changes.

Commission Parameters

The commission parameters allow you to enter descriptions for items used to calculate commission.
The descriptions you enter on this screen fill in on the Salesman Commissions screen. You use the
Commission screen in Desk Manager as a reference sheet after the deal is completed. The financial
information pulls from Accounting once the deal is posted.

The system comes will default descriptions. You can leave these descriptions or edit them.
However, you cannot edit fields 1, 2, and 3 under Sales Cost Descriptions. If you enter your own
descriptions for the remaining fields, you can restore the system’s default descriptions at any time by
clicking Defaults.

Saleman Pay Parameters

Sales Cost Descriplions Dealer Cost Descriplions Flat Commission Descriptions

nuoice

: [Rustproof 1:|Bustproof

nternals :[Ext. Bloss xt. Gloss

ealer Pack :[Int. Fabric nt. Fabric

arr . Upgrade

-

: [[nvoice |
N L
: [Dealer Pack |
: [arranty Pack ]
: [RadiorTape |
: [FLap/oed Liver]
: [FoXdings/cuaras]
: [tripes |
:[0ther ]

1
2

3

arranty Pack EH
adio/Tape 13
6

- redit Life

laps/Bed Liner
o1ldings/Guards redit A & H

tripes ther

2:
3:
4:
ther 5:|Finance
6
7
8
9

o @ o~ o o

ther

1. Click Commission Parameters. The Salesman Pay Parameters screen appears.

2. Default information automatically fills in on the screen. The label for each section indicates if
the lines apply to the sales cost, dealer cost, or flat commission. If you are going to add a
description, make sure you add it under the correct heading. The text for the first three sales
cost lines is red to remind you that you cannot edit these lines. The descriptions are hard
coded in the system.

3. To edit a line, click in the field, and type the description you want to use. Each line holds up
to 15 characters. At anytime, you can click Defaults to load the default entries.

4. Click Save to save the information. The system returns you to the System Setup menu.



Salesman Information

You use the Salesman Information screen to add salespeople to the system. The Accounting,
CSI/SSI, Desk Manager, and Traffic modules share a common sales database. Therefore, all
salespeople entered in any of these modules are automatically added to the sales database, and the
information for the salespeople can be viewed or edited from any of these modules. Once you start
using the system, you can use this screen to view sales statistics. The fields at the bottom of the
screen will display the monthly and year-to-date sales statistics for each salesperson.

81 HOUSE DEALS

82 STEPHEN WILLIAHS
Salesman Code: 83 ROGER SIERRR

84 SHANNON WRIGHT
85 PETER REED

Hame : STEPHEN MWILLIAMS 86 ADAM CARTWRIGHT
Phone: ([724]) 9988

Closing Ratio Goal:[ _B8B[%

Last Honth ... Year To Date ...

Bross:[  .eg] Gross:[  .@g]
sales:[ | sales:[ |

ups:[ | ups:[ ]
Ratio: .@8]% Ratio:[ .08[%

Adding a New Salesperson
1. Click Salesman Information.
2. In Salesman Code, assign the salesperson a two-digit code/ID number.
3. Type the salesperson’s name, phone number, and closing ratio goal.
4. Click Save. The salesperson is added to the list window on the right side of the screen.

5. Click Exit to close the screen when you are finished.

Editing an Existing Salesman’s Information
1. Click the salesperson in the list on the right side of the screen.
2. Click in a field, and edit the information as needed.

3. Click Save to save the changes.



Printing the Salesman List

You can print a list of salespeople entered in the system. The list prints each salesperson’s ID,
name, and phone number.

1. Click Print.

2. When prompted to verify your printer is ready, select your print criteria.

Deleting a Salesman
Remember, this removes the salesperson from Accounting, CSI/SSI, and Traffic, too.

1. Select the salesperson.
2. Click Delete.

3. Click OK when prompted to verify you want to delete the record.

Buyers Guide Text

Use this button to open the Buyers Guide Text screen to enter the information you want to print on
the buyers guide. You can create nine buyers guide sets. You can print the buyers guide through the
Buyers Guide option on the Desk Manager main menu.

1 AS IS HO WARRAHTY

2 POUWER TRAIN ONLY \

Parameter Set:[1] Az 1s:No Wartanty £¢13] 3 BALANCE OF FACTORY WA
Print Start Line:[19] warranty (<):[] 4 BALANCE OF FACTORY WA
Full (<3:[]
Limited (x):[_]
Labnl:lzlz
Pats:[_|%

[ Systems Covered ] Duration

AS IS HO WARRAHNTY AS IS HO WARRAHTY

Salisfaction Piofessional Name: [James Williams

Delete Clear Screen

Tip: You can only print buyers guides on laser printers in Autosoft FLEX DMS version 6.5. If you
use the Autosoft Finance Assistant program, you can print the buyers guides using the F&I
printer.




Creating a Buyers Guide Set

1.
2.

Click Buyers Guide Text.
In Parameter Set, assign the parameter set you are creating an ID number from 1 to 9.

Use the Print Start Line to indicate where you want the text to start printing. This can be
from 00 to 99. When you print the buyers guide, you may need to return to this screen to
adjust the value.

Indicate if there is a warranty with the vehicle.

Type an X in As Is—No Warranty if the vehicle is being sold without a warranty. Leave this
field blank if a warranty will be included with the vehicle.

Type an X in Warranty if there is a warranty for the vehicle. Then, type an X in the field that
corresponds to the warranty type: Full or Limited. Leave these three fields blank if no
warranty is included with the vehicle.

In Labor % and Parts %, type the percentage of labor and parts the dealership will take
responsibility for under the warranty.

Use the Systems Covered section to enter the systems covered under the warranty and the
Duration section to enter the duration the warranty will cover each system.

In Satisfaction Professional Name, type the name of the satisfaction professional you want
to print on the buyers guide.

Click Save to save the set. The set is added to the window on the right side of the screen.

Add additional sets as needed. Click Exit to close the screen when you are finished.

Editing a Buyers Guide Set

1.
2.

3.

Type the parameter set number, or click the set in the list on the right side of the screen.
Click in a field, and edit the information as needed.

Click Save to save the changes.

Deleting a Set

1.
2.

Select the set, and click Delete.

Click OK when prompted to verify you want to delete the record.

Printing the Buyers Guide Sets

You should print the buyers guide information so you can reference it when you want to print the
buyers guide. Click Print, and select your print criteria. You should reprint the list any time you
create a new buyers guide set or edit a set.



Vehicle Options

Use these buttons to enter common options on used vehicles and new vehicles. For used vehicles,
the options you enter are available in a list when you print window stickers. You can select the
options you want to print on the sticker. For new vehicles, you can use the codes to add options to
vehicles’ files under View Options on the Desk Manager main menu.

Used Vehicle Options

Air conditioning
Automatic Transmission
Automatic 4-Speed Transmission
Power Brakes

Pouer Steering

Dption Code:

Description: Power Locks

Retail Price:[ |

Delete

Entering Options

1. Click Vehicle Options (New) or Vehicle Options (Used) to open the corresponding option
screen.

2. Type the code you want to assign the option. This field holds up to five alphanumeric
characters.

3. In Description, type a description of the option.
4. In Retail Price, type the price for the option.

5. Click Save to save the information. The option is added to the window on the right side of the
screen.

6. Click Exit to close the screen when you are finished.

Editing Options

1. Type the option code, or click the option in the list on the right side of the screen. The
information for the option fills in on the screen.

2. Click in a field, and edit the information.

3. Click Save to save the changes.



Deleting Options
1. Select the option.
2. Click Delete.

3. Click OK when prompted to verify you want to delete the option.

Printing the Options

When you are finished entering options, it may be useful to print the list so you can reference it as
needed. Click Print, and select your print criteria. You should print a revised list any time you edit
the options.

‘Get Ready’ Text

Use this button to open the “Get Ready” Text screen to create a checklist you can use to prepare
vehicles for sale. You can print the checklist through the Buyers Guide option on the Desk Manager
main menu.

“Get Ready™ Text

1: Sarety cheok | 9: [oor cuards | LA T Com—
2: [0i1 Change | 10:Flaps |
i o — - fustproor ]
»: [FTate Tnsp. ] : [Sound Guard ]
- fune 1p :[EE. Coss ]
: oTdings 153 [Eoly Work ]
: [Stripes 162 Brush Touch | :[Gas - €allons |

Fill Defaults

1. Click ‘Get Ready’ Text.

2. Default entries automatically fill in on the screen. You can keep these entries or edit them to
meet your dealership’s needs.

3. To edit the entries, type a description for each item you want to add to the list. You can enter
up to 24 items. Each line holds up to 15 characters. At anytime, you can click Fill Defaults
to load the default entries.

4. Click Save to save the information. The system returns you to the System Setup menu.

Once you are finished entering the setup information, you can begin using the Desk Manager module.
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Chapter 5 FasDeal

The FasDeal screen allows you to enter deal information so a salesperson can view and print it for
the customer. The system fills in some of the information based on the vehicle information in the
system. If the customer is looking for a specific payment, you can enter the payment, and the system
will recalculate the information. You save Up’s information with the deal information, but the Up’s will
not transfer to the Accounting module, to the Traffic module, or to the Autosoft Finance Assistant
program. If you integrate with the Autosoft Finance Assistant program, you should begin and
complete the deal in the F&I program rather than in the Desk Manager FasDeal.

=T
Year: 2006
Stock or Last 6:|6C 002 Make: CHEYROLET
Model: BLAZER
Salesman: [02 [STEPHEN wILLAMS - Body: 4WD
Color: BLACK
tegs (Rt [MUELL] 25 WVIN: 1GNCTO0X04K100095
Tax Strm:ture:h— Odometer: o
In Service: Missing
Days: 112
MSRP:| 2697000
. Store Gross:| 27178.80 Source:
Dealer Prep: 100.08 & - lm Mema:| ‘
Add On Sale: 180.00 omm. Gross: = :
Add On Cost: .89 TaxfTitle:| 1881.96 Dealer Incentive: .00
Less (RB):[ 25e8.08 Delivered: [ 20851.98 o Idbcusl:: 739723
oldback: I
Trade ACV:[ 150068 DA"‘I’E"Ei“;:: 253'53
I ealer Pack: J
s (Feyit -08 APR: [ERT] Pending Internals:

Net Trade:| 1500.89 Term: m Total- 1052.80
Total Fees: 85.00 Payment: Dealer Trade: 1052.80
Cash Down:| 58080.80 Life/A&H: I
Total Price: [ 24678.88 Life: IETTRT 62 09/21/86 STACIE TENNYSON  1088.88

Trade Allow:| 1500.00 AH: m

Net Price: | 23170. 00 vanilia: JEEE]

Exit Inventary Wiew Up's Fasquote Prospect Internals R/0's | Frint | Clear | Save | UnSave

Entering the Deal
1. Click FasDeal.

2. Type the stock number or last six digits of the VIN. You can also click Inventory to search
for a vehicle. A list of car lines appears. Click the car line to view a list of the vehicles in this
car line. Click the car you want to select.

3. The vehicle’s information fills in on the screen. Press ENTER to advance through the fields,
and type the appropriate information (add-on costs, fees, trade, APR, term, etc.). As you
enter the information, the system recalculates the financial information. See the table on the
following pages for complete information about each field on this screen.

4. To enter prospect information, click Prospect. Type the prospect’s information, and click
Save in the bottom right-hand corner of the Prospect Information entry screen. This will save
the prospect information with the vehicle FasDeal, so anyone who pulls this vehicle will see
that there is an Up.



5. Click Save on the FasDeal screen to save the deal. (If you have not entered Up information
when you save the FasDeal, the Prospect Information entry screen appears. Enter the
necessary information at this time.)

The following table lists each field on the FasDeal screen. The name of the field appears in the first
column. The second column explains the information you need to enter in each field. The system
automatically calculates the values in some of the fields. For these fields, the table explains how the
system calculates the value.

Field

Information it requires/displays

Stock or Last
6

Type the vehicle’s stock number or the last six digits of the VIN. The vehicle’s
information fills in on the screen.

Salesman Type the salesperson’s ID number, or select the salesperson from the drop-down
list. The list pulls all of the salespeople entered under Salesman Information in the
Desk Manager setup and Accounting setup if you integrate with the Accounting
module.

Tax Rate This field fills in with the tax rate percentage entered under Standard

Fees/Parameters in the setup.

Tax Structure

This field fills in with the number for the tax rate structure set as the default under
Standard Fees/Parameters in the setup.

M.S.R.P. This field displays the manufacturer’'s suggested retail price. It pulls from the vehicle
information entered in the system. If the MSRP is missing from the inventory file,
the system automatically calculates it using the percentage specified under
Standard Fees/Parameters in the setup.

Dealer Prep This field displays the dealer prep amount. This value pulls from the vehicle
information entered in the system.

Add On Sale Type any additional sale amount.

Add On Cost | Type any additional cost amount.

Less (RB) Type the rebate amount.

Trade ACV If there is a trade, type the actual cash value of the trade.

Trade Payoff

Type the amount the customer still owes on the trade vehicle.

Net Trade This field displays the net trade amount. This is the trade ACV minus the trade
payoff.

Total Fees This field displays the total fees for the sale. The system automatically calculates
the fees based on the values entered under Standard Fees/Parameters in the setup.

Cash Down Type the amount the customer is putting down on the vehicle.

Total Price This field displays the total price of the vehicle. The system calculates this value by

adding the MSRP, dealer prep, and add-on sale and subtracting the rebate.




Field

Information it requires/displays

Trade Allow This field automatically fills in with trade ACV amount. If there is no trade, this field
fills in with total for advertising and any pending repairs.
Net Price This field displays the net price for the vehicle. The system calculates this by

subtracting the trade allowance from the total price.

Store Gross

This field displays the total gross profit for the sale. The system calculates this
value by adding the MSRP, dealer prep, and add-on sale and subtracting the cost of
the vehicle and add-on cost.

This value must be above the desired Dealer Gross you set for the model under
Model Codes/Average Grosses in the setup. If you did not set the Dealer Gross in
the Setup, the system calculates the desirable gross as 5% of the MSRP. If this
comes to less than $850, the system uses $850 instead. The face on the screen
smiles when the store gross meets or exceeds the desired gross and frowns when it
falls below the desired gross.

Comm. Gross

This field displays the total commissionable gross. The system calculates this value
by subtracting the holdback and dealer prep from the store gross.

Tax/Title

This field displays the total for tax and fees. The system calculates this value by
adding the sales tax and total fees. It uses the rate in the Tax Rate field to calculate
the sales tax on the net price.

Delivered

This field displays the amount the customer paid for the vehicle. The system
calculates this value by adding the total net price and the total tax/fee amount.

APR

Type the annual percentage rate for the customer’s financing.

Term

Type the number of months the customer is financing the vehicle.

Payment

If the customer desires a specific payment, type the amount in this field. The
system recalculates the values on the screen to reflect the target payment. Based
on the Store Gross, the face will indicate if the calculation is acceptable by smiling
or unacceptable by frowning.

Life/A&H

This field displays the customer’s monthly payment with Life and A&H. The Life/AH,
Life, AH, & vanilla amounts will be incorrect if the Prima Facia Rates have not been
entered and generated in the setup.

Life

This field displays the customer’s monthly payment with Life. The Life/AH, Life, AH,
& vanilla amounts will be incorrect if the Prima Facia Rates have not been entered
and generated in the setup.

AH

This field displays the customer’s monthly payment with A&H. The Life/AH, Life,
AH, & vanilla amounts will be incorrect if the Prima Facia Rates have not been
entered and generated in the setup.

Vanilla

This field displays the customer’s monthly payment. The Life/AH, Life, AH, & vanilla
amounts will be incorrect if the Prima Facia Rates have not been entered and
generated in the setup.




Generating a FasQuote

The FasQuote button on the bottom of the screen allows you to calculate the monthly payment
(including Life and A&H) for different financing terms from 12 to 78 months. Click Points to increase
or decrease the APR. As you adjust the APR and gross amounts, the system recalculates the
payments. Click Gross to increase or decrease the payment amounts by the default value. (You set
this default under Standard Fees/Parameters in the setup.) Click Apply to add the information to the
deal or Return to close the screen without applying the FasQuote.

Viewing Up’s

Click View Up’s to display a list of saved deals. Click the Up you want to select.

Viewing Internals

Click Internals to display a list of the internals posted to the vehicle. Click Back to close the View
Internals screen.

Viewing Repair Orders

Click R/O’s to view a summary of the repair order for any pending repairs on the vehicle. The bottom
of the viewing screen displays the total of the estimated repair. Click Back to close the repair order.

Printing the FasDeal

Use the Print button to print the FasDeal. You have two printing options:
e Print Reactor Payment: Click this button to print payments with a specified reactor text.
1. Indicate if you want to print Life, A&H, both Life & AH, or Vanilla.

2. Next, indicate the reactor text you want to print. (You entered the reactor text under
Customer Reactor Text in the setup.)

3. When prompted to verify your printer is ready, select your print criteria.
e Print Deal With Payments: Click this button to print the deal with all of the payments or just
Life and A&H.
1. Indicate if you want to print Life and A&H or all payments.

2. When prompted to verify your printer is ready, select your print criteria.

Deleting a FasDeal

You use the UnSave button to delete a FasDeal. Deleting the FasDeal removes the deal from the Up
list and deletes the Up’s information.
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Chapter 6 FasQuote

The FasQuote allows you to quickly calculate payments. Once you specify the finance amount and
annual percentage rate, the system automatically displays the customer’s payment (with or without
Life and A&H). You can view payments for financing from 6 to 180 months. The FasQuote feature
only works if you entered and generated the Prima Facia Rates under Finance Rates in the Desk
Manager Setup.

1.

2.

3.

Click FasQuote.
In Amount, type the amount the customer is financing.

In APR, type the annual percentage rate, and press ENTER. The fields on the screen
automatically display the payments for each term.

=
|
Amount[26651.98] APR: [ 2.50]|% Payment: $ I 30 Days Single
|
6 12 18 24 30 36 42 48 54 60

Life/A&H [3459_42|[1768.53]|[1193_06|[ 908.32 [ 725.88 ][ 6223.59|[ 541.38|[ 479.21][ 433.10][ 395.04]
AZH [3449.84][1752.51][1183.04|[ 898.308][ 727.86][ 613.56 ][ 531.35|[ b71.19|[ 422.69][ 384.97]
Life [3385.58|[1712.41|[1154.96][ 876.24][ 708.79|[ 597.52|[ 517.81|[ u58.28|[ 411.04][ 374.94]

Vanilla [3376.39][1703.70] [1146.94][ 868.22][ 700.21][ 588.72][ 509.29][ 449.14] [ 493.02] [ 364.92]

Life/A2H N I D DN DN D D N S

AzH I I D D N D D D D E—
Lite [ I I N DN DN D D N E—
Vanilla [N I D DN N N D N D —

Exit ‘ <| Points | > ‘ apP 10 ‘ Term | Single/Joint | Total Note | Clear Screenj

If the customer wants a specific monthly payment, type the amount in the Payment field.
The system automatically recalculates the payments and displays the total note at the bottom
of the screen.

R
|
Amount[20851.98] APR:[2.58]% Payment: $[358.908 | 30 Days Single

|
6 12 18 24 30 36 42 48 54 60

Life/A&H [ 358.08][ 356.08|[ 350.88][ 350.60| 350.86] 350.08] 356.80|[ 3508.86][ 350.60] 358-08]
A&H [350.00|[ 350.00][ 350.00]|[ 350.00][ 850.00][ 350.00|[ 350.00][ 350.00| $50.00][ 850.00
Life [350.00][ 350.00][ 350.00][ 350.00][ 350.00] [ 350.00]|[ 350.00|[ 350.00][ 350.00][ 350.00

Vanilla [ 350-08][ 356.00] [ 358.00][ 350.08][ 356.00][ 350-08|[ 356.00] [ 350.00][ 350.00] 356.00]

Uarience For Specified Payment +/- §1
Life/AGH 18017 | 1eeuall 1u120f 122390 10383 8614 6844 5095 sueull 1823

FYISRN g2 16024 1soso ] 12151 10275 suzull 6500 4835 3646 1335
Lite
vanilla I BEETE BEFEE] EEER 9884 79250 soos | uo070 2195

Exit ‘ < | Points | > ‘ ar 10 Term Single/Joint Taotal Note Clear Scleen/




The buttons on the bottom of the screen allow you to “work” the FasQuote.

Points: Click this button to increase or decrease the annual percentage rate by .05 percent. Click <
to decrease the rate. Click > to increase the rate.

QP #: Click this button to decrease the payment by the number indicated on the button. This value
was set under Standard Fees/Parameters in the Desk Manager setup. If you click the button again,
the payment will increase by the number indicated on the button. For example, if the button reads,
“10,” and the payment is $500, clicking on the button will change the payment to $490. Clicking the
button again returns the payment to $500.

Term: Click this button to scroll though the financing terms. The screen displays the terms in groups
from 6-60, 66-120, and 126-180.

Single/Joint: Click this button to display the payment for joint life. The screen displays if the figures
are for 30 days single or joint life. By default, the screen shows the payments for single life.

Total Note: Click this button to view the total payments including interest. The bottom part of the
screen displays this information.
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Chapter 7 Vehicle FasFind

The Vehicle FasFind allows you to quickly locate a vehicle in stock. You can also locate new vehicles
based on the model, used vehicles based on the price or target monthly payment, and both new and
used vehicle based on the VIN.

Yehicle FasFind

Vehicle FasFind - NEW

Vehicle FasFind - USED

By Payment - USED

By VIN

Exit

Vehicle FasFind—New

This vehicle FasFind allows you to find new vehicles in stock based on model code. You can also
specify a specific color code and price range to narrow the search even further. In order for the
FasFind feature to work, you must have defined your model codes under Model Codes/Grosses in
the Desk Manager setup, and there must be model codes and color codes entered on the Vehicle
Information screen. (See chapter 14 for information about the Vehicle Information screen.)

1. Click Vehicle FasFind—New.

2. If the customer wants a specific model, type the model code.

3. If the customer wants a specific color, type the color code.

4. |If there is a specific price range you want to use for the search, type the minimum and
maximum prices.

5. The screen displays a list of vehicles that meet the criteria.
6. Click a vehicle to view the internals. Click Back to close the View Internals screen.

7. Click Print to print the list of vehicles.



Vehicle FasFind—Used

This vehicle FasFind allows you to find used vehicles in stock based a specific price range.
1. Click Vehicle FasFind—Used.
2. Type the minimum and maximum prices.
3. The screen displays a list of the vehicles in the price range.
4. Click a vehicle to view the internals. Click Back to close the View Internals screen.

5. Click Print to print the list of vehicles.

By Payment—Used

This vehicle FasFind allows you to find used vehicles based on the customer’s desired payment. The
results are based on the vehicle's actual cash value. The system searches for vehicles with an actual
cash value up to and 10% below the potential financed amount as determined by the payment, APR,
and term specified.

1. Click By Payment—Used.

2. Type the desired payment, annual percentage rate, and term of the financing.

3. The screen displays a list of the vehicles that meet the criteria.

4. Click a vehicle to view the internals. Click Back to close the View Internals screen.

5. Click Print to print the list of vehicles.

By VIN

This vehicle FasFind allows you to find a vehicle based on its VIN number. The information displayed
on this screen is the same information available on the View Vehicle Detail screen in the Accounting
module. Once the screen displays the selected vehicle, you can use the buttons on the bottom of the
screen to retrieve Chrysler VIP or GM VIS for the vehicle. (The Ford OASIS option does not work at
this time.) This pulls the service history the manufacturer has on record for the vehicle. In order to
retrieve VIP, you must complete the DealerCONNECT security setup in the Parts Utilities. In order to
retrieve VIS, you must enter your DealerWorld user name and password in the GM Warranty
Parameters in the Service Writing System Setup.

1. Click By VIN.

2. Type the last eight characters of the vehicle’s VIN.

3. The screen displays a list of vehicles that meet the criteria.

4. Click a vehicle to view a list of repair orders for the vehicle in the window at the bottom of the

screen. Click a repair order to view an on-screen summary of the repair order. Click Back to
close the Finished R/O screen.
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Chapter 8 Salesman Up’s

The Salesman Up’s menu allows you to view, print, and delete Up information. You can print
worksheets the salespeople can use to conduct follow-up, and you can print a report that lists all of
the vehicles in your inventory that were matched with prospects. This report also lists all of the
potential trade-in vehicles recorded for the Up’s. Do not confuse Up’s with prospects from the Traffic
module. You cannot transfer Up’s to the Traffic module.

Salesman Ups

View UP's

Print UP's Worksheet For Salesman

Print List Of All UP's

Print Potential Trades & Instock Hits

Purge UP's For Salesman

Purge All SOLD FasDeal Up's

Purge ALL FasDeal Up's

Exit

View Up’s
Use this button to view Up’s for all salespeople or a specific salesperson.

1. Click View Up’s. A list screen appears and displays a list of salespeople.

2. Type the salesperson’s number, or click the salesperson in the list. Click the “00 (All
Salesman)” line to view the Up’s for all salespeople.

3. The screen displays the Up’s.

4. Click Salesman List to return to the complete list of salespeople.

Print Up’s Worksheet For Salesman

Use this button to print Up worksheets. The worksheet displays the salesperson’s name and number,
the last contact date, the prospect’s name, vehicle looking to be purchased, the cash price, net trade,
cash down, net price, tax/title, delivered amount, APR, term, payments, and debt ratio.

1. Click Print Up’s Worksheet For Salesman.



2. Type the salesperson’s number, or select the salesperson from the drop-down list. If you
want to print worksheets for all of the salespeople, type 00 in the field.

3. When prompted, select your print criteria.

Print List Of All Up’s

Use this button to print a list of all the Up’s in the system. The list displays the salesperson’s number,
date the prospect was entered, prospect’s name, and the vehicle’s stock number, model year, make,
and model.

Print Potential Trades & Instock Hits

Use this button to print lists of the potential trade vehicles and the vehicles in stock salespeople
matched with prospects. This information is only available if you entered it for the Up on the Prospect
Information screen.

The trade list displays the salesperson’s number, date the prospect was entered, prospect’s name
and phone number, stock number, make, and model of the vehicle looked at, and the year, make,
description, and ACV of the potential trade vehicle. It also lists any comments entered for each trade.

The in-stock hits list displays the vehicle’s stock number, salesperson’s number, date the prospect
was entered, prospect’s name, and the deposit amount.

Purge Up’s For Salesman

Use this button to delete Up’s for one salesperson or all salespeople. You specify the date you want
to use as the ending date for the purge. The system deletes all Up’s previous to this date. The purge
removes any deal and prospect information entered on the FasDeal screen.

1. Click Purge Up’s For Salesman.

2. Type the salesperson’s number, or select the salesperson from the drop-down list. If you
want to delete Up’s for all of the salespeople, type 00 in the field.

3. Type the ending date you want to use to delete the information. You must enter the date in
an eight-character format with or without slashes (mm/dd/yyyy or mmddyyyy).

4. Click OK when prompted to verify you want to purge the information.

Purge All Sold FasDeal Up’s

Use this button to delete all the Up’s that have been sold.
1. Click Purge All Sold FasDeal Up’s.

2. Click OK when prompted to verify you want to purge the information.



Purge All FasDeal Up’s

Use this button to delete all of the FasDeal Up’s. This deletes all the Up’s in the system, regardless
of the salesperson or date.

1. Click Purge All FasDeal Up’s.

2. Click OK when prompted to verify you want to purge the information.
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Chapter 9 Car Sheets

You use the Print Car Sheets menu to print four types of reports for new and used vehicles. The
system pulls the information from the Accounting module. Therefore, you must re-sort the inventory
before printing the car sheets to ensure the information is current.

Print Car Sheets

New Management List

New Car Sheet
New Aged Inventory = .
Used Management List

Used Car Sheet

Used Aged Inventory

Transfer To Pocket PC

Re-Sort Inventory

Exit

Tip: Some dealers use the Autosoft Report Generator to create a customized Inventory report.

Setting Your Printing Options

The top-right corner of the menu provides printing options. These options allow you to determine how
the reports print. You can select to have the ACV print on the used vehicle reports, and you can
select to sort the information on the reports by year or ACV. To select an option, click the option box.
A checkmark appears in the box to indicate you selected the option. Click the option box again to
clear the checkmark.

The Setup button opens the Print Setup screen. This screen allows you to specify additional options
you want to use when printing the car sheets. Click the options you want to select. When you are
finished, click Return to return to the Print Car Sheets menu.



The Edit Print button opens the Vehicle List screen so you can edit the print status for vehicles.
Click New or Used to view vehicles. Click a vehicle in the list to change its print status from Y (for
yes) to N (for no) or from N to Y. The reports will only include information for vehicles with a status of
Y. If you want to include all vehicles on the reports, click Set ALL To YES, and click OK.

4109123 ) 3G5DABBEX4S500758 2004 BUICK RENDEZ ;I
41016 {¥) 1G4HPOOK944108235 2004 BUICK LESABRE
41018 Y) 1G4LHP BBKOL4L1080267 2884 BUICK LESABRE
41822 ) 3G5DAOBEBLS5086388 2884 BUICK RENDEZUDUS
41024 ) SGADTOBS5421080276 20804 BUICK RAINIER
41030 {¥) 1G4HPBOK944108321 2004 BUICK LESABRE
418323 ) k 2G4WS08J041100905 2004 BUICK CENTURY
41034 {¥) 2G4WSP0J5411068421 2004 BUICK CENTURY
41837 Y) SGADTOAS8421080154 2884 BUICK RAINIER
4104087 ) 2GLWBOBKX 41186121 2884 BUICK REGAL
L1o4h ) 1GLHPOBKO4Y100948 2004 BUICK LESABRE
41050 {¥) 1G4HPAOK644108628 2004 BUICK LESABRE
41851 ) 1G4HP BBK3 44106486 20884 BUICK LESABRE
41054 ) 1G4HROBKG64U100886 2004 BUICK LESABRE
41056 {¥) 1G4HPOOKLL4108999 2004 BUICK LESABRE
41857 v) 1G4HRBBKX 4410868022 2884 BUICK LESABRE
41858 ) 1G4HROBKX 4U186351 2884 BUICK LESABRE
41061 ) 1GLHPOBK5 441080376 2004 BUICK LESABRE
41062 {¥) 1G4HPABKO44108765 2004 BUICK LESABRE
41863 ) 3G5DABREOLS580B61 2884 BUICK RENEZUDUS
41066 ) 1G4HPOBKO4U100283 2004 CHEUROLET LESABRE
41070 {¥) 2G4WSP0J541208122 2004 BUICK CENTURY
41972 v) 1G4HRBBK14U186791 2884 BUICK LESABRE
41873 ) 2G4WSBBJ6412006795 2884 BUICK CENTURY
1075 ) 1GLHPOBK 144100259 2004 BUICK LESABRE
41076 {¥) 2G4WSeBJ741208813 2004 BUICK CENTURY
41078 ) 2G4WS0AJ6L1206318 2884 BUICK CENTURY
41079 ) 2G64WS08J641200559 2004 BUICK CENTURY
41081 {¥) 2G4WS00J2412008642 2004 BUICK CENTURY
41084 v) SGADTOAS74220808586 2884 BUICK RAINIER
41885 Y) 1GLHP BBK3 44180659 2884 BUICK LESABRE j
Exit “Click” Line To Change Print Status Set ALL To YES | New Used ‘
]

If the inventory schedule has changed since the last time you printed the car sheets, the system
prompts you to re-sort the inventory when you open the Car Sheets menu. Click YES to re-sort the
inventory. As the system sorts the inventory, it displays the stock numbers for the vehicles along with
a status bar indicating the status of the sort. You can re-sort the inventory at any time by clicking Re-
Sort Inventory.

LATEST DATA!
The Inventory Schedule Haz Been Updated Since

The Last Sheets Were Printed. Do You Want To
Include This Data?

YES

Printing the Car Sheets
1. If necessary, re-sort the inventory.
2. Once the sort is complete, click the button that corresponds to the report you want to print.

3. For aged inventory sheets, specify the minimum number of days. The sheets will include any
vehicles aged over this value.

4. Alist of car lines appears. Click the line you want to print.

5. When prompted to verify your printer is ready, select your print criteria.



New Management List

Use this button to print a management list for new vehicles. Each vehicle on the list is numbered.
The list displays the stock number, date the vehicle arrived in inventory, number of days in inventory,
model year, model, last six digits of the VIN, body style, color, options, invoice amount, holdback,
total internals, total amount of the vehicle, MSRP, factory rebate, dealer incentive, memo text entered
for the vehicle, and the number of hits the vehicle received.

The next part of the list provides a summary for each model on the list. It displays the model name,
body style, number of units in stock, total value of the model group, average price per car, average
days in inventory, and the percentage of the car line inventory this model makes up.

The bottom of the list displays totals for the car line. It displays the total number of vehicles in the car
line, total amount of the original inventory, total internals, total inventory value, and total inventory
value at retail.

New Car Sheet

Use this button to print car sheets for new vehicles. The car sheet is a condensed report about all of
the vehicles in the selected car line. It displays the stock number, year, make, model, body style,
memo information, color, price, mileage, location, spiff, rebate, and number of days in inventory.

The bottom of the report provides a summary of the vehicle information. It lists the total number of
vehicles in the car line and breaks the vehicles down into aging groups. The report also displays an
inventory grouping according to values.

New Aged Inventory

Use this button to print an aged inventory list for new vehicles. The report lists the stock number,
year, make, model, body style, color, miles, memo information, ACV, and number of days in
inventory.

The bottom of the list displays totals for the car line. It displays the total number of vehicles in the car
line, total amount of the original inventory, total internals, total inventory value, and total inventory
value at retail.



Used Management List

Use this button to print a management list for used vehicles. Each vehicle on the list is numbered.
The list displays the stock number, date the vehicle arrived in inventory, number of days in inventory,
model year, model, last six digits of the VIN, body style, color, options, invoice amount, holdback,
total internals, total amount of the vehicle, MSRP, factory rebate, dealer incentive, memo text entered
for the vehicle, and the number of hits the vehicle received.

The next part of the list provides a summary for each model on the list. It displays the model name,
body style, number of units in stock, total value of the model group, average price per car, average
days in inventory, and the percentage of the car line inventory this model makes up.

The bottom of the list displays totals for the car line. It displays the total number of vehicles in the car
line, total amount of the original inventory, total internals, total inventory value, and total inventory
value at retail.

Used Car Sheet

Use this button to print car sheets for used vehicles. The car sheet is a condensed report about all of
the vehicles in the selected car line. It displays the stock number, year, make, model, body style,
memo information, color, price, mileage, spiff, rebate, and number of days in inventory. The
“location” is the ACV backward and rounded.

The bottom of the report provides a summary of the vehicle information. It lists the total number of
vehicles in the car line and breaks the vehicles down into aging groups. The report also displays an
inventory grouping according to values.

Used Aged Inventory

Use this button to print an aged inventory list for used vehicles. The report lists the stock number,
year, make, model, body style, color, miles, memo information, ACV, and number of days in
inventory.

The bottom of the list displays totals for the car line. It displays the total number of vehicles in the car
line, total amount of the original inventory, total internals, total inventory value, and total inventory
value at retail.
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Chapter 10 Sales

The Vehicle Sales menu allows you to view and print sales information. You can view sales by sales
type (new, used, etc.), salesperson, or stock number. In addition, you can view an on-screen
summary of your sales for the current month and year to date. The sales reports allow you to print
monthly sales statistics and commission reports. You can also print a report that lists the options on
the new vehicles you sold.

View Vehicle Sales

Print Vehicle Sales Summary

Vehicle Sales FaStals

Vehicles By Salesman

Vehicles By Stock Number

Sales Reports

Exit

View Vehicle Sales

Use this button to view sales for a specific month. You can view the sales for any month within the
last 12 months, and you can select to view new sales, used sales, wholesale sales, dealer trades, or
all sales.

1.

2.

Click View Vehicle Sales.

Click the month button on the top of the screen that corresponds to the month you want to
view.

Use the buttons on the top of the screen to select the type of sales you want to view.
Click Print to print the sales information.

When prompted to verify your printer is ready, select your print criteria.

Tip:

Use the Extended Search button to search for a specific sale in history. Type the stock
number, customer’s last name/part of the customer’s last name, or last six digits of the VIN.
The screen will display the sales that match your search criteria. Click the sale in the list you
want to view.

Sales



Print Vehicle Sales Summary

Use this button to print a summary of the totals posted to each general ledger sale account for the

month and year to date. For each account, the report displays the month-to-date and year-to-date

cost, gross, units, and average gross. The bottom of the report displays the month-to-date and year-

to-date sales information for new retail, used retail, wholesale, warranty sales, and credit life sales.
1. Click Print Vehicle Sales Summary.

2. When prompted to verify your printer is ready, select your print criteria.

Vehicle Sales FaStats

Use this button to open the Vehicle Sales FaStats screen to view the monthly and year-to-date units
sold, sales totals, and average gross for new, used, and wholesale sales.

1. Click Vehicle Sales FaStats.
2. The information is displayed on the screen.

3. Click Close to close the screen.

Vehicles By Salesman

Use this button to view sales for a specific salesperson for a specific month. You can view the sales
for any month within the last 12 months. In addition, you can view the total retail for any month.

1. Click Vehicles By Salesman.

2. Click the month button on the top of the screen that corresponds to the month you want to
view.

3. The left side of the screen displays a list of salespeople. Click the salesperson whose sales
you want to view.

4. The right side of the screen displays the sales. It displays the total number of vehicles, the
total number of vehicles with back-end income, and the average gross per vehicle.

5. Click the Total Month Retail button to view the retail sales for all of the salespeople and the
total retail for the current month.

6. Click Print, and select your print criteria.



Vehicles By Stock Number

Use this button to view sales information for a specific stock number. The screen displays all of the
information posted for the sale.

1.

2.

Click Vehicles By Stock Number.

Type the stock number, or click List to search for a stock number. Select to view a list of
stock numbers sold this month, last month, or all stock numbers that have been sold. Click
the vehicle you want to view.

The screen displays the sales information.

Click Print to print the sales information, and select your print criteria.

Sales Reports

This button advances you to the Vehicle Sales Reports menu. You use this menu to print monthly
vehicle sales reports, commission reports, and new vehicle option sales and stock statistics.

vehicle Sales Reports

Print Monthly Vehicle Sales

Print Salesmans Commissions

New Vehicle Model/Option Sales Stats

New Vehicle ModelfOption Stock Stats

Back

Print Monthly Vehicle Sales

Use this button to print a vehicle sales report for a specific salesperson for a specific date range. The
report displays the sales information for new vehicles, used vehicles, and finance and insurance. The
Return column displays the "Annualized Return On Investment.” It's the percentage or return if the
investment were held for 1 year (365 days).

1.

2.

Click Print Monthly Vehicle Sales.

Type the salesperson’s number, or select the salesperson from the drop-down list.

Next, type the date range you want to use for the report. You must enter the date in an eight-
character format with or without slashes (mm/dd/yyyy or mmddyyyy). If you do not use

slashes, press ENTER after you enter the date.

When prompted to verify your printer is ready, select your print criteria.



Print Salesman’s Commissions

Use this button to print a commission report for a specific salesperson for a specific date range. The
detailed report lists the salesperson’s number, sale date, stock number, customer’'s name, vehicle’s
year, make, and model, sale, cost, store gross, and commission gross. The short report lists the
salesperson’s number, sale date, stock number, customer’s name, vehicle’s year, make, and model,
accrued commission, and split commission.

1. Click Print Salesman’s Commission.

2. Type the salesperson’s number, or select the salesperson from the drop-down list.

3. Type D to print a detailed report or S to print a short report.

4. Type the date range you want to use for the report. You must enter the date in an eight-
character format with or without slashes (mm/dd/yyyy or mmddyyyy). If you do not use

slashes, press ENTER after you enter the date.

5. When prompted to verify your printer is ready, select your print criteria.

New Vehicle Model/Option Sales Stats
Use this button to print a report that lists the options for each new vehicle sold. The report provides
an overview of the last 12 months of sales. The report groups each model in the car line. It lists the
vehicle’s year, body style, color codes, color, options, and number of days in stock. This report can
be helpful in identifying the most popular vehicles, colors, and options.

1. Click New Vehicle Model/Option Sales Stats.

2. Type the car line you want to select.

3. When prompted to verify your printer is ready, select your print criteria.

New Vehicle Model/Option Stock Stats
Use this button to print a report that lists the options for each new vehicle in a car line. The report
groups each model in the car line and lists the vehicles in this model according to the number of days
the vehicle has been in inventory. The report also lists the vehicle’s year, body style, color codes,
color, and options.

1. Click New Vehicle Model/Option Stock Stats.

2. Type the car line you want to select.

3. When prompted to verify your printer is ready, select your print criteria.
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Chapter 11 Commissions

Use the Salesman Commission screen to view, edit, and print commission. The descriptions for the
lines pull from the Commission Parameters you entered in the Desk Manager setup. The information
that pulls to this screen originates in the Autosoft Finance Assistant program. Once F&I completes
the deal and sends the information to the Accounting module, the Accounting Department posts the
deal to the journals. Once Accounting posts the deal, the Commission sheet is available for viewing
and printing in Desk Manager.

If you do not use the Autosoft Finance Assistant program, the commission information originates in
the Accounting module. Please note that the commission sheet is available as soon as the
Accounting Department posts the deal to the Vehicle Sales journal and is available for viewing until
Accounting posts the journals to the books for the month. Once Accounting posts to the books, you
cannot view the commission information from this screen.

Once you pull the commission information to this screen, you can edit it as needed. The commission
information you enter on this screen does not affect the vehicle sales information. It only affects the
commission on the sale.

When entering commission amounts, only enter the commission amount per item. For example, the
salesperson may have sold the customer a bed liner with a truck. In the appropriate field, type the
commission the salesperson earned for selling the bed liner.

Salesman Commission

Stock Ho: 2006 CHEVROLET BLAZER Total money Draun
Salesman: STEPHEN WILLIAMS Total Dealer Prof
SMITH  03/21/06 Money Difference
Trade Wholesale
Invoice Total
Schedule {(128).... Less.nn?t 0f Sale
Dealer Pack ...... _ Commissionable Gross
Marranty Pack .... Uehicle Comm
Radio/Tape Flat Commission:
Flaps/Bed Liner .. Rustproof
Holdings/Guards .. Ext. Gloss
Stripes Int. Fabric
Other .- Warr. Upgrade ....

Total Sales Cost [23695.73
23695873 credit Life

Rustproof Credit A _H
Ext. Gloss Other
Int. Fabric
Warr. Upgrade ....
Other. .- Less Bird Dog Fee

Total Dealer Cost 73695 .79 Bird Dog Toz[ [ ]

Total Conmission

‘ View Internals Delete ‘ Clear Screen




Viewing and Editing Commission
1. Click Commissions.

2. Type the stock number for the vehicle in the completed deal. You can search for a vehicle by
clicking List. The list displays the deals posted in Accounting. These are the deals
Accounting posted but did not update to the books for the month. Once Accounting updates
the books, the system removes the deal from the list on this screen. Click the deal you want
to select.

3. The deal information fills in on the screen. Enter or edit commission information as needed.

4. When you are finished, click Save.

Viewing Internals for the Vehicle

Click View Internals to view any internals posted to the vehicle. For each internal, the screen lists
the document number, posting date, journal number, description, and debit and credit amounts. Click
Back to close the list and to return to the Commissions screen.

Printing Commission

Once Accounting posts the deal to the books for the month, you cannot pull the deal to view the
commission. Therefore, you may want to print the commission information so you have a hard copy
of the information. When printing the commission, you have the option of selecting how much
information prints.

1. Click Print.

2. When prompted to verify your printer is ready, click the button that corresponds to what you
want to print. You have three options.

e Cancel: This closes the prompt without printing anything.
e Dealer Copy: This prints all of the information displayed on the screen.

e Salesman Copy: This prints the information from the Money Difference field to the
Total Commission field.

Deleting Commission

Deleting the commission removes the commission information you added using this screen from the
commission sheet. The sale remains in the active list so you can add commission to the sale later.
However, if Accounting posts the sale to the books, you cannot recall the sale. Posting the sale to
the books removes it from the active sale list.

1. Select the deal.

2. Click Delete.

3. Click OK when prompted to verify you want to delete the commission.
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Chapter 12 View Internals

The View Internals button opens the Vehicle Information screen. This screen allows you to view the
internals posted to a specific vehicle in your stock. The information displayed on this screen is for
viewing. You cannot edit the information.

VYehicle Information  (ABC Motors)
Stock No.:[P5266A Original Inventory:

Year:[2003] Total Of Internals:
Make/MadeL[PONTIAC | Pending Internals:
VIN:[168HFO2E16C066703) [ Advertising Group:

Date In:[597 62/2 604 oldback:
anm,: Dealer Pack:

Memo:| Total Vehicle:

4886 89/02/04 sl P5266A/86 8703/ INUENTORY 8885._00

108668 B89/20/04 32 1GONFO2E10C060703 722.30 B
489280 B89/20/04 20 CERTIFIED WARRANTY 105.680 .88
5801086 B89/24/7 04 75 DENT WIZARD/SK P5266R 50.00 .88

#xx Click 38's Journal Line To View R/0 Detail ==

—

Exit ‘ < | Inventory | > | Pending R/0"s ‘ Print ‘ Clear Screen ‘

Viewing the Internals

1. Click View Internals. The Vehicle Information screen appears.

2. Type the stock number. You can also click Inventory to search for a vehicle. Use the drop-
down list in the top-left corner to select a car line. The screen displays a list of vehicles in the
car line. Click the vehicle you want to select. Use the buttons on each side of the Inventory
button to scroll through the inventory list. Click < to view the previous record and > to view
the next record.

3. The information for the vehicle fills in on the screen.

4. If the vehicle is in an active deal or has been sold, a message appears next to the Stock No.
field to inform you of the situation.

5. The middle part of the screen lists all of the internals posted to the vehicle. For each line, the
list displays the document number, posting date, the journal number for the posting, a
description of the posting, and the credit and debit amounts posted.

6. Click one of the 30’s journal lines to view the repair order for that posting. Detail is only
available for postings with a valid repair order number.

7. If the salespeople entered Up’s for the vehicle, the Up’s are listed in the Logged Up’s section.
The list will display the salesperson’s number, the posting date for the Up, and the customer’s
name.



Viewing Pending Repair Order

The Pending R/O’s button allows you to view any open repair orders for the vehicle. In addition to
displaying the repair order information, the screen displays the estimated total of the repair. Click
Back to close the repair order. (You can also view the pending repair orders on the View Inventory
screen.)

The information the system displays for the pending repairs depends on the Service Department
properly creating the repair order for the vehicle in your stock. When the Service Department creates
a repair order for a vehicle in stock (internal), the Service Writer indicates the estimated total for the
pending repair. The system displays this amount as the “pending” total.

When the repair order for the internal is closed, Service updates it to Accounting. When the
Accounting Department finally posts all the repair orders for the internal to the vehicle’s record, the
system checks the pending total against the actual repair total. If the totals are within $10, the system
clears the pending total to zero. If the totals are not within $10, the system keeps the difference of
the repairs as the pending total. (This is why it is possible to have a pending total even if there is no
repair order open for the vehicle.)

As the Service Department opens repair orders for the vehicle, the pending total will increase (based
on the estimated repair amount entered when the Service Writer creates the repair order) or
decrease. (Remember, the pending total will only reduce to zero if the finished total and estimated
repair total are within $10; otherwise, the pending amount reflects the difference between the repair
total and pending total.) When the Accounting Department posts the repair orders, the repair total for
the vehicle is added to the internal amount. This is the total value of all internal repairs for the
vehicle.

If you need to delete an incorrect amount or remaining amount in the Pending Internals field, you

can delete the amount in the Accounting module or Desk Manager module. Make sure you verify the
deletion with the Service Manager and someone in Accounting before deleting the amount.

Printing the Internals

If the vehicle is involved in an active deal, you may want to print the list of internals so you have a
copy of the information.

1. Select the vehicle.
2. Click Print.

3. When prompted to verify your printer is ready, select your print criteria.
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Chapter 13 View Inventory

Use the View Inventory screen to view all of the inventory or inventory by car line. You can view the
internals and any pending repair orders for any vehicle in inventory.

Stock ¥r Hake Hodel UIN Color Age Original Internal Total Pending

2002 0z GHC 1500 WHITE 699 1198.00 -8 1198.00 _oo BN
4708 00 CHEURD TAHOE 199703 BLACK 856 18400.00  752.83 19152.83 .00
4792 80 CHEURD S-10 133204 BLACK 815  9852.59 .88 9852.59  28.48
5837 00 CHEURD TAHOE 205587 BLACK 787 16330.00 1143.43 17473.43 2.00
4865 02 PONTIA HONTNA 250083 BLUE 761 10045.00 1098.38 11143.38 .00
4872 02 CHEURD UENTURE 104792 BEIGE 760 1837580  409.88 10784.88 .00
4873 80 CHEURD UENTURE 172344 BEIGE 758  7400.88  617.97 8817.97 T
4877 09 ISUZU  RODED 341850 WHITE 756  6900.00  526.53  7426.53 .08
4880 99 FORD  EXOLORER B65700 BLUE 755  7900.00  191.25 8091.25 .00

4881 97 CHEURD S-10 100416 RED 755 5008.00  192.88 6092.88 .00
4883 B3 CHEURD SILUERAD 257581 RED 755 13908.88 1395.11 15295.11 .61
4885 02 GHC ENUOY 148341 PEWTER 753 19225.00  518.70 19743.70 .00
4887 01 JEEP  CHEROKEE 549836 SILUER 753 10395.80  997.25 11392.25 .00
4891 96 CHEURD ASTRO UR 183736 GREEN 751 2900.80  160.88 3060.88  100.01

4899 81 FORD E ESCAPE  FO8316 SILUER 7490 6400.88  426.78  6826.78 T
4900 02 CHEURD TRAILBLA 450996 RED 747 15145.00  854.11 15999.11 .08
%904 02 CHEURD UENTURE 251157 BLUE 747 13850.00  577.42 13927.42  300.00
5918 96 CHEURD BLAZER 161598 BLACK 745 4900.80  305.39 5205.39 1061.00 =
5913 84 CHEURD SILUERAD 114192 SILUER 748 2188588  700.83 21705.83 T
8915 B2 GHC SIERRA 261812 GREEN 735 17645.00 1528.74 19173.74 9850.00
%923 80 CHEURD SILUERAD 147812 BLACK 733 040080 12588  9525.88 .on
K926 B4 CHEU  C1500 341968 SILUER 727 14400.00  240.79 14640.79 .00
4928 B2 CHEURD AUALANCH 158212 WHITE 727 17900.88  923.45 18823.45  64.56

4931 03 TOYOTA FORERUNN ©06125 SILUER 727 23900.00  125.88 24025.88 .0n
%934 02 OLDSHD SILHOUET 102844 BLUE 726 12400.00  674.27 13074.27 .on
%936 98 CHEURD EXT CAB 177103 WHITE 726 7400.80  125.88  7525.88 .00
4938 81 CHEURD TAHOE 170243 GREEN 726 16408.08  198.85 15596.85 T
4939 4 CHEU  SILUERAD 254816 BLACK 748 2100580  291.66 21296.66 .08 =l
[Line 9n  used USED TRUCK | RemoveSold | 27cHeveo| sawc | 3FoRo | 17ovora | 1ponTi |

Pint | 1owsMo | 1wissen | 1MiITsUs | 1MERCUR | 1ueEr |

2. Click View Inventory.
3. Select the car line you want to view from the drop-down list.
4. The screen displays a list of all the vehicles in the car line, along with additional information.

The system calculates the Original column by adding the dealer pack and the original cost of
the vehicle. (If the Original column only displays the dealer pack, then the original amount
was never entered for that vehicle.)

The Internal column displays the total cost of all repairs performed on the vehicle.

The system calculates the Total column by adding the Original column and the Internal
column.

The Pending column displays the estimated total for any open repair orders for the vehicle.
Remember, as the Service Department opens and closes repair orders for the vehicle, the

pending total will increase or decrease. When the Accounting Department posts the repair
orders, the system adds the repair total for the vehicle to the internal amount.

5. Click Remove Sold to remove any sold vehicles in the list so you can view only the current
inventory.

6. Additional filtering buttons appear in the bottom right-hand corner of the screen. There is a
button for each model in the car line, and the button indicates the number of each model in
stock. Click a button to view just the specified model.



7. To view internals for a vehicle, click the vehicle in the list.

Year: [1998
Make: [FORD
Model: TAURUS
VIN:[TFAFFB0S 8WAZ00D70] L] Original Inventory:[_ 5600. 00]
Date In:[84/70272004 Days: Internals:|  37.81]
Desc.: [ | Total Inventory:| 5637 .01]
Doc . Date Jn_ Desc. Db . Cr.
33435 B4/08/84 28 FISHER/Trade Inven. £2808.0808 -a8
83873 84/15/84 38 1FAFPABSLYWA2BB0208 27.71 -a8
83874 84/15/84 38 -IFAFPBASLWA2BBA28 9.38 -a8
104418 B4/15/864 88 DETAILING 100.088 .88

Fepair Orders |

8. You can view any open repair orders from the internals list by clicking the Repair Orders
button on the bottom of the View Internals screen. (Click Back on the R/O’s screen to close
the repair order.)

9. Click Close to close the View Internals screen.
10. Select another car line as needed.
11. Use the Print button to print the selected list of vehicles as needed.

12. Click Exit to close the screen when you are finished viewing vehicles.
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Chapter 14 Inventory Management

The Inventory Management menu allows you to complete several tasks that help manage your
inventory. The options allows you to view invoices and to set incentives globally or by vehicle. You
can also use the menu to print inventory analysis reports and to download inventory information.

Enter Vehicles

Active Vehicle Invoices

Incentives & Packs (Global)

Incentives (By Car)

Inventory - Sales - Floorplan Analysis

Inventory Marketing Downloads

Print R/O Detail

Inventory Analysis

Exit

Important: Do not enter inventory in Desk Manager. Only enter inventory in the Accounting module.

Enter Vehicles

You use this option to view and edit non-accounting vehicle information. Type the stock number, or
click Inventory List to search for the vehicle. If you edit information, click Save to save the changes.
Use the table on the following page to help you identify the information displayed in each field.

Vehicle Information _(ABC Mators)

Stock Number:
VIN: 4| |
Line: Year: Model:
Sulfix: [f] New/Used [N/U:[H] Cestified [¥/N)? F] Body:
Deal Status: [ ] Make:[CHEUROLET | Miles[ ]

Date In:[36/01/2005] Memo[ ]
In Service:[39/21/2006) Source Code:[ |
Color[BLACK ] L —
Color Codes:[ | [ ] Title: 154558778 | [V Tile Rrecvd
Key Codes:[S222B_|[52228 | WEB Download (Y/N):[Y]
Weight[ |

M.5.R.P:[ 26970.00|
Internet Price: - 8]

Customer[ .08 Dealer Prep: .00|
| T Dealer Pack: -60) ALY
Invoice: 24748 53]
Holdback:[__ 789 .68 Original:
Advertising: 26328 Internals [Tl

Pending Repairs: .66 Total Book: [ 23695.73)

Exit ‘ <‘ Inventory List ‘ 3 ‘ Print | Clear Screen | H




Field

Information it displays

Stock Number

Type the stock number. You can also click Inventory List to search for a
vehicle in your inventory.

Line This field displays the line number for the vehicle.

Suffix This field displays the sulffix for the line.
This field displays the status code for the vehicle. The status can be 1, 2, or 3.

Deal Status Codes 1 (Deal) and 2 (Delivered) are used when you integrate with the Autosoft
Finance Assistant program. Code 3 (booked) is used when the sale is posted to
the general ledger in the Accounting module. You cannot edit this field.

VIN This field displays the vehicle identification number.

Year This field displays the vehicle’s model year.

New Used (N/U)

This field indicates the vehicle type. It displays N for new or U for used.

Certified

This field indicates if the vehicle is certified. It displays Y for yes or N for no.

Make This field displays the vehicle’s make.

Model Code This field displays the model code for the vehicle.

Model This field displays the vehicle’s model name.

Body This field displays the vehicle’s body type (sedan, coupe, truck, etc.).

Miles This field displays the vehicle’s mileage.

Date In This field displays the date the vehicle arrived at the dealership.

In Service This field displays the date the vehicle was entered into service for warranty
purposes.

Color This field displays the vehicle’s color. Only enter the primary color.

Color Codes

This field displays the color codes for the vehicle’s color. There are two fields to
accommodate two-toned vehicles.

These fields display the key codes for the trunk and ignition keys. There are two

Key Codes fields to accommodate vehicles with separate trunk and ignition keys.
Weight This field displays the vehicle's weight.
Memo This field displays any additional information that entered for the vehicle. The

entry can be 25 characters long, including spaces.

Source Code

This field displays the source code that identifies how the dealership obtained
the vehicle. Sources would be trade, auction, purchase, etc.

This field identifies from whom the dealership obtained the vehicle. This would

From be the customer’'s name who traded the vehicle, the auction the vehicle was
purchased at, etc.
Title This field displays the vehicle’s title number.

Web Download

This field determines if the vehicle will be included in the inventory download list
in Web Manager. If you leave the default entry Y, the vehicle is included in the
download list. If you type N, the vehicle pulls to the compiled list but is
automatically flagged "r" for removed. This allows you to specify which vehicles
will be sent to the web before compiling the list so it isn't necessary to edit the list
in Web Manager. This field does not prevent vehicles from being sent to
vendors for Internet downloads for the Autosoft Data Utilities program.




Field

Information it displays

Customer (Incentives)

This field displays the total value of the customer incentives. This value will also
display in the Customer Incentive fields on the Vehicle Information screen in the

Accounting module. However, the customer incentive will display as the Factory
Rebate on the Set Incentive By Vehicle screen in Desk Manager. The customer

incentive is available in the Report Generator as the Factory Rebate.

Dealer (Incentives)

This field displays the total value of the dealer incentives. This value will also
display as the Dealer Incentive on the Vehicle Information screen in the
Accounting module, on the Set Incentive By Vehicle screen in the Desk Manager
module, and in the Report Generator.

Options These fields display the options on the vehicle. You can enter up to 10 options.
This field displays the manufacturer’s suggested retail price. This is also
M.S.R.P. . :
referred to as the asking price.
This field displays the total amount of the dealer prep. This is the amount the
Dealer Prep dealer spent getting the car ready for sale on items such as detailing,
rustproofing, fabric protection, etc. This is a non-Accounting figure.
This field displays the total amount of the dealer pack. This amount, also
Dealer Pack referred to as the Lot Fee, is added to the price of the vehicle to calculate
commission gross. This amount does not affect the general ledger.
This field displays the invoice amount (dealership’s purchase price). This figure
Invoice is from the Factory Invoice for new vehicles. The dealership sets this figure for
used vehicles.
Holdback This field displays the total value of the holdback.
Advertising This field displays the total value of advertising.

Pending Repairs

This field displays the total value of any pending repairs.

This field displays the vehicle’s actual cash value. The system calculates the

ACV ACV by adding the invoice amount, dealer pack, and internals. You cannot edit
this field.
Original This field displays original price of the vehicle. This is usually the invoice price
9 minus the holdback and advertising amount. You cannot edit this field.
Internals This field displays the total value of the internals. You cannot edit this field.
Total Book This field displays the vehicle’s total book value. The system calculates this

value by adding the original price and internals. You cannot edit this field.

Active Vehicle Invoices

This feature is for DaimlerChrysler dealers. The Autosoft DCID/5300 Utilities software automatically
downloads your active invoices from DaimlerChrysler each night. You use this button to view the
active invoices. If you do not have the Autosoft DCID/5300 Utilities software installed, you cannot use
this feature. The program will display an error message if you select this option.




Incentives & Packs (Global)

This button advances you to the Set Global Rebates & Packs menu. You use this menu to set
rebates, incentives, and packs for groups of vehicles. In order to set the rebate and pack amounts
based on model codes, you must have defined your model codes under Model Codes/Grosses in the
Desk Manager setup, and there must be model codes entered on the Vehicle Information screen.

Set Glabal Rebates & Packs

Set Factory Rebate

Set Dealer Rebate

Set Dealer Incentives

Set Used Car Spiffs

Reset All Incentives To None

Adjust Vehicle Packs

Set All Packs Globally

Exit

Set Factory Rebate

Use this button to set the factory rebate for a specific model code. The system generates a report
that lists the vehicles it updated for your reference.

1.

2.

3.

4.

Click Set Factory Rebate.
Type the model code.
Type the rebate amount.

When prompted to verify your printer is ready, select your print criteria.

Set Dealer Rebate

Use this button to set the dealer rebate for a specific model code. The system generates a report that
lists the vehicles it updated for your reference.

1.

2.

Click Set Dealer Rebate.
Type the model code.
Type the rebate amount.

When prompted to verify your printer is ready, select your print criteria.



Set Dealer Incentives

Use this button to set the dealer incentives for a specific model code. The system generates a report
that lists the vehicles it updated for your reference.

1. Click Set Dealer Incentives.
2. Type the model code.
3. Type the incentive amount.

4. When prompted to verify your printer is ready, select your print criteria.

Set Used Car Spiffs

Use this button to set the spiff amount for used cars aged over a specific number of days. Spiffs are
designated amounts used as extra incentive to sell specific cars. The system generates a report that
lists the vehicles it updated for your reference.

1. Click Set Used Car Spiffs.

2. Type the number of days.

3. Type the spiff amount.

4. When prompted to verify your printer is ready, select your print criteria.

Reset All Incentives To None

Use this button to remove all of the rebates, incentives, and spiffs that have been set.
1. Click Reset All Incentives To None.

2. Click OK when prompted to verify you want to execute the change.

Adjust Vehicle Packs

Use this button to add or subtract a specific amount from the current pack amount. This does not
affect information in the Accounting module. It only updates the information in the Desk Manager.

1. Click Adjust Vehicle Packs.
2. If you want to add an amount to the pack, type the amount. If you want to subtract an
amount from the pack, type the amount preceded by a minus (-) sign. For example, 10 will

add $10 dollars to the amount, and —10 will subtract $10 from the amount.

3. Click OK when prompted to verify you want to execute the change



Set All Packs Globally

Use this button to set a pack amount for new, used, or all vehicles. This does not affect information in
the Accounting module. It only updates the information in the Desk Manager.

1. Click Set All Packs Globally.
2. Type the pack amount.
3. Indicate the vehicle type for the pack. Type N for new, U for used, or A for all.

4. Click OK when prompted to verify you want to execute the change.

Incentives (By Car)

The Set Incentives By Vehicle screen allows you to set incentives for a specific vehicle. You can only
edit the incentive fields. You cannot edit any other information on this screen.

Set Incentives By Yehicle

Stock Number: [6C123 yIN; [TGHGTOORBART 60636] [

o —
Make: [CREURDLET (O :1229“'“"

Internals:
Model: [COBALT Total Book: [ 12296.80
Body: [SEDAN]
Date In: [11721/72805

M.S.RP:[17235.00|
Invoice: [ 12365. 00
Holdback:
Dealer Prep: . Desired Gross
Dealer Pack: [ _90] Factory Rebate:
Adjustments: Dealer Incentive:
Sales ACV: [ 12365. 80 Incentive Prog.:

Pencil: 56321 Salesman Spiff:
Dealer Rebate:

< | Search | > |

1. Click Incentives (By Car). The Set incentives By Vehicle screen appears.

2. Type the stock number of the vehicle. You can also search for a vehicle by entering a partial
stock number and clicking Search. The screen displays the first vehicle with a stock number
that matches the partial number you entered. Click the arrows on each side of the Search
button to scroll through the vehicle list. Click < to display the previous vehicle in stock. Click
> to display the next vehicle in stock.

3. Type the appropriate desired gross, factory rebate, dealer incentive, incentive program,
salesperson spiff, and dealer rebate.

4. Click Save to save the information entered.



Inventory—Sales—Floorplan Analysis

This button advances you to the Inventory Data menu. You use this menu to view the inventory to
floorplan FasTrial and to print aged inventory and vehicle sales analysis reports.

Inventory Data

FasTrial Inventory To Floorplan

Print Over Age Inventory

Print Vehicle Sales Analysis

Exit

FasTrial Inventory To Floorplan
Use this button to view the inventory FasTrial. The FasTrial displays the total number of vehicles in

inventory and their total value, the total number of vehicles in the floorplan and their total value, and
the number of vehicles in inventory and the floorplan over 55 days old and their total value.

1. Click FasTrial Inventory To Floorplan.

2. Click New or Used to indicate the FasTrial you want to view.

3. The screen automatically displays information for the total inventory and the floorplan.

4. Click Back to close the FasTrial.

Print Over Age Inventory

Use this button to print an aged inventory report for new or used vehicles. The report will list the
stock number, year, make, serial number, inventory amount, account number, floorplan amount, and
the number of days the vehicle has been in inventory. The end of the report lists the total number of
vehicles on the report and their total value.

1. Click Print Over Age Inventory.

2. Indicate the vehicle type for the report. Type N for new or U for used.

w

Specify the number of days you want to use to generate the report.

4. When prompted to verify your printer is ready, select your print criteria.



Print Vehicle Sales Analysis

Use this button to print a vehicle sales analysis report for new or used vehicles. The report only
includes vehicles that have been floorplanned. The report displays the year, make, model, average
cars, cost, low gross, average gross, high gross, low days, average days, and high days.

1. Click Print Vehicle Sales Analysis.

2. When prompted to verify your printer is ready, select your print criteria.

Inventory Marketing Downloads

The Inventory Downloads screen allows you to download inventory information for ProMax®,
AutoMallUSA.com®, and Microsoft® Carpoint®. The system downloads the information to a 3.5-inch
floppy disk.

Inventory Downloads

n Inventory Download For PRO MAX (Dealer Marketing Services)

n Inventory Download For AUTO MALL USA Dealer Code: NG

n Inventory Download For Microsoft Carpoint Dealer ID: NI
PiN: I

Download To Drive: ll

Choosing a Download

Each option downloads different information. A brief summary of each option is provided below.
Select the option that will include the information you need to download.

Pro Max: This option only downloads used vehicle information. It downloads the stock number,
model year, make, model, odometer, VIN, number of days the vehicle has been in inventory, and the
total book value (which is the invoice amount plus any internals).

Auto Mall USA: This option downloads new and used vehicle information. It downloads the stock
number, VIN, make, model, MSRP, model year, odometer, vehicle type (new or used), date the
vehicle was entered in stock, and the total book value (which is the original amount plus any
internals).

Microsoft Carpoint: This option downloads new and used vehicle information. It downloads the
stock number, model year, make, model, memo line (description entry), color, odometer, VIN, number
of days the vehicle has been in inventory, and the MSRP.



Downloading the Inventory
1. Click Inventory Marketing Downloads. The Inventory Downloads screen appears.

2. Type the selection number, or click the button that corresponds to the download you want to
create.

3. If necessary, type the correct dealer code or dealer ID and PIN. These are optional entries.
These entries will not affect the success of your download.

4. The Download To Drive field defaults to A. If your floppy drive is not drive A, type the
corresponding letter in the field instead.

5. Ensure there is a formatted disk in the 3.5-inch floppy drive, and press ENTER.
6. Click OK when prompted to verify you want to download the information.

7. When the download is complete, the system will display a message identifying the total
number of cars included in the download. Click OK to acknowledge the message.

poNe x|

L.
l.j) 125 Cars Downloaded
(8] 4
N

o

Tip: If you receive message stating that there is no disk in the drive or that the disk is bad or receive
an error message that tells you to contact Autosoft International, check the disk you are using
to ensure it is not defective, write-protected, or full.

Print R/O Detall

Use this button to print repair order detail for new or used vehicles. A section prints for each vehicle
in the car line. The identifying line lists the vehicle’s stock number, year, make, model, color, and
VIN, the date the vehicle was received, and the number of days in inventory.

The information below the identifying line is divided into two columns. The left column provides the
accounting information for the vehicle. It displays the invoice price, holdback, inventory amount,
internal totals, total cost, dealer pack amount, and selling price. The right column displays the repair
order information. It displays the date, description entered for the repair, and cost.

1. Click Print R/O Detail.

2. Click New or Used to specify if you want the detail for new or used inventory.

3. When prompted to verify your printer is ready, select your print criteria.




Inventory Analysis

Use this button to print an inventory analysis report. When prompted, select your print criteria. The
first part of the report is a new vehicle analysis. The information is grouped by car line. For each line,
the report displays the number of vehicles in the line, the total original inventory value, total add-on
options, total inventory, the average cost per unit, the total inventory at selling price, and the ratio of
cash price to cost. The report also displays the aging information for the car line. The vehicles are
divided into the following aging groups: current to 60 days, 60 to 90 days, 90 to 120 days, and over
120 days. For each aging group, the report displays the inventory value. The bottom of the new
vehicle section displays the totals for the new vehicle inventory.

The used vehicle analysis section groups the vehicles by model year. For each group, the report
displays the number of vehicles in the group, the total original inventory value, total add-on options
and repairs, total inventory, the total inventory at selling price, and the ratio of cash price to cost. The
report also displays the aging information for the group. The vehicles are divided into the following
aging groups: current to 60 days, 60 to 90 days, 90 to 120 days, and over 120 days. For each aging
group, the report displays the inventory value. The bottom of the used vehicle section displays the
totals for the used vehicle inventory grouped by aging date and price range.

1. Click Inventory Analysis.

2. When prompted to verify your printer is ready, select your print criteria.
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Chapter 15 Buyers Guide

The Buyers Guide button opens the Print Forms menu. You use this menu to print buyers guides,
window stickers, and “get ready” lists. The information that prints for each item on this menu pulls

from the Desk Manager setup.

Print Yehicle Forms

Print Buyers Guide

Print Used Car Window Sticker

Print ‘Get Ready'

Exdit

Tip: You can only print buyers guides on laser printers in Autosoft FLEX DMS version 6.6. If you
use the Autosoft Finance Assistant program, you can print the buyers guides using the F&I

printer.




Print Buyers Guide

The Print Buyers Guide screen lets you to print a buyers guide for a specific vehicle. The system
allows you to print the back and front of the buyers guide. The front prints the buyers guide text you
select to print for the vehicle. You could have created up to nine buyers guide sets in the setup. The
back prints a standard list of defects common to used vehicles. This is the page the customer signs.

Stock Number:
Year:
Make:
Model
Body
VIN: [161JCT251v7 11262 | i)

Parameter Set: 2] [ Engine |
Print Start Line:

As Is-No Wananty (X} | ‘ Systoms Coverod 1 Do ation
Wantanty (<)X Engine 90 days or 30808 ni
L] WIENEEm | Hime U

Limited IXIZE Differential 98 days or 38008 mi

Labor z
Pants:[780] %

1. Click Print Buyers Guide.

2. Type the vehicle’s stock number. The vehicle’s information fills in the fields at the top of the
screen.

3. Type the buyers guide parameter set number you want to print, or select the set from the
drop-down list. The warranty information fills in on the screen.

Parameter Set: E |2 Engine j
Print Start Line: Systems Covered | Duration
R —y Fagtne
Wananty [X]:[3] Transmission 98 days or 30080 miles
Full D(]:D Differential 98 days or 30080 miles
Limited (X):[%]
Labor:[188] %
Paits:[100] %

4. If necessary, you can edit the information.
5. Click Print Front to print the front of the buyers guide.

6. When prompted to verify your printer is ready, click the button that corresponds to the type of
printer you are using. You have two options.

Click Laser to print the information to a laser printer.

Click Pin to print the buyers guide to a pin printer. You can only select this option if you are
using pre-printed buyers guide forms.

7. Click Print Back to print the back of the buyers guide. When prompted, select your print
criteria.



Print Used Car Window Sticker

Use this button to open the Print Used Car Window Sticker screen to print a window sticker for a
specific used vehicle. You specify the options you want to print on the sticker. The screen
automatically pulls the options you entered for used vehicles in the Desk Manager setup.

Print Used Car Window Sticker
Code Description Amount

AC Air Conditioning 550.00
AT Automatic Transmission 1568. 68
NTIRE]| [Hew Tires 480.00

Stock No.:[4C825A]
\'ear:

Hake : [CHEVRULET ]

Hodel:[CAVALIER |

Hudy:

UIN: [T6TJCT241v7112626 |

H.S.R.P.:[ 3560.08]

P U U U U U

Air Conditioning

Automatic Transmission

Automatic 4-Speed Transmission

CD Player

CRUIS Cruise Control —

NTIRE Hew Tires

PB Pouer Brakes

PS Pouwer Steering |
—

1. Click Print Used Car Window Sticker.

2. Type the stock number for the vehicle. The vehicle’s information fills in on the screen.

3. In M.S.R.P., type the manufacturer’s suggested retail price.

4. Inthe Code fields, type a used vehicle option code, and the description will automatically fill
in. The bottom of the screen displays list of the codes you entered. You can drag an option
from the list window on the bottom of the screen to a Code field at the top of the screen.
(You created the used vehicle option codes in the Desk Manager setup.)

5. The Amount fields automatically fill in with the price entered for the code. You can edit the
amount or add an amount if no default price is set. If no price is entered, the sticker will print
with an N/C for “no charge” next to the option.

6. Click Print to print the sticker.

7. When prompted to verify your printer is ready, select your print criteria.



Print ‘Get Ready’

Use the Print “Get Ready” screen to print a checklist for a specific vehicle. You created the “Get
Ready” list under ‘Get Ready’ Text in the Desk Manager setup.

Print "Get Ready”

¥ Safety Check e Fabric Prot_-
This module prints a Service and/or Body Shop ‘Get Ready’ form. ;

The text that will print may be edited from the System Parameters L Eiehonoc (=t (ltoes
Menu. Several copies of the form may be printed for the Stock v Tires " Body Work
Humber entered. You may then circle the department desired and I State Insp. I Brush Touch
check the desired aperations. | an internal s written to recondition e :

of repair a vehicle. the estimated repair cost entered below will be I” Emissions ™ Radio

added to that vehicle as a Pending R/0 I Tune Up

-
™ Moldings r
™ Stipes r
I Door Guards r
-
-
-

Stock No: [6C007 | [2686/CHEUROLET/COBALT

Number OF Copies To Print: I~ Flaps
" Rustproof

Special Instiuctions ... I~ Sound Guard

Gas - Gallons

Curient Pending Repairs:
Estimated cost of repairs:[ |

1. Click Print ‘Get Ready’.

2. Type the stock number.

3. Type the number of copies of the list you want to print.

4. Type any special instructions you want to print on the list.

5. If there will be internal repairs to the vehicle, type the estimated cost of the repairs.

6. The right side of the screen lists all the items entered for the list in the setup. Click to select
the items you want to print on the list for this vehicle.

7. When prompted to verify your printer is ready, click to select To Printer to print the
information or To Screen to view the information on your screen.

8. Once you select your print type, click Print.
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Chapter 16 View Options

Use the Options screen to view the options on a vehicle. You can also add options to a vehicle’s file
on this screen. You entered option codes under Vehicle Options in the Desk Manager setup. When
you enter the code, the description automatically fills in. You can manually type descriptions for
options that do not have codes in the setup.

vehicle Options

Code

Diesc: AIR  Air

[Air CRUIS Cruise Control
[Cruise Control iPUS kPnuer Seats

RKEY "™Remote Keyless Entry
SECUT Security System
Air Conditioning
Automatic Transmissio
Automatic 4-Speed Tra
Power Brakes

Power Steering

Stock No.:

Year
HMake: CHEURDLET
Model: [COBALT

Package 1: [ |
2
S —
i
-
o —

Inventory List

UL e

Print | Clear Screen

Viewing Options
1. Click View Options. The Options screen appears.

2. Type the vehicle’s stock number. You can also search for a vehicle by clicking Inventory List.
Select the car line, and click the vehicle in the list you want to view.

3. The vehicle information fills in on the screen.

4. The six Package fields display any options entered for the vehicle when it was originally
added to inventory.

5. To add an option, type the option code in the Code field, or drag and drop an option from the
list on the right side of the screen to the Code field.

6. The description for the code fills in the Desc. field. If necessary, you can manually type a
description without entering an option code.

7. Click Save to save the information entered. The screen clears so you can select another
vehicle.



Printing Options

You can print the options as needed. The printout only prints the options added on the bottom part of
the View Options screen. It does not print the options in the top six option fields.

1. Click Print to print the vehicle options you added.

2. When prompted to verify your printer is ready, select your print criteria.
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Chapter 17 Customer History

The Customer Information screen lets you view a customer’s service history. If necessary, you can
enter or edit customer information on this screen. Because the information displayed on this screen
is pulled from the customer’s file in Service Writing, any information you enter on this screen is
automatically updated to the Customer Information screen in the Service Writing module.

Customer Number: [SHI12647 6| Last 8:[39126 476 VIN:[2G1UHS 2K 739126476 m Active/lnactive [Afl]:@

Hame: [STEUE [] [smITH Home: [724][555][1234]  Work:

Name: [STEUE SHITH Salutation:[Steve

Address: [555 HATN STREET Memo:|
City/State: [VEST WIDDLESER | [PA| (16159 ] Birthdate:[05] [19] [6 8]

e-Mail:| Salesman: [0Z] STEPAEN WILLIAMS | Cars Purch Here:[ ]

Stock No:[GH___|  Year Color: [BLACK Delivered: [11){87]/(05]
Car Line: [1] Make: [EHEUROLET Keys:[1GKB75 |[1GK875 | Odomete:| |
New/Used/Other: [N] Model: [ |BLAZER License: In Service: [11]{07]/[65]

Lease/Purch/Finance: [F] Bodp: [ | Finance Term:[ | Monthly Payment:
Total Cash Price:

Last Service: [09]/[85)/[96]
Nest Service: [12] /da 33

Total Service Yisits: ljl
Inspection Month:

Service Contrack: [EXTENDED SERUVICE CONTRACT

Term: Expires:[11/[08]

Exit ‘ < ‘ Search Customers > | Print ‘ Clear ‘ History Save

The screen has four sections that display specific information.

e The first section displays the customer number, last eight digits of the VIN, and the complete
VIN. The last field in this section identifies if this is an active or inactive customer. You
cannot edit information in this section.

e The next section displays the customer’s information. You can edit this information.
e The third section displays the vehicle information. You can edit this information.

e The last section displays the vehicle’s service information. The left side identifies the most
recent service information and warranty information. The system automatically updates this
information as the customer brings the vehicle in for service. The right side displays all of the
vehicles on file for the customer. You can click a vehicle in the list to view the information for
that vehicle. For each vehicle, the screen lists the delivery date, purchase amount, and total
value of the customer’s service repairs.



Recalling a Customer’s Information

There are four ways to recall a customer’s information:

Type the customer number in the Customer Number field. The customer number is the first
three letters of the customer’s last name and last six digits of the vehicle’s VIN. The
customer’s information fills in on the screen.

Type the first three letters of the customer’s last name in the Customer Number field, and
click Search Customers (or press F3). The system displays a list of customer’s whose last
name begins with the letters. Click the customer in the list you want to select, and the
customer’s information fills in on the screen.

Type the last eight characters of the VIN in the Last 8 field. The system will display the
record for the first customer that meets the criteria you entered. Click the arrow buttons on
the side of the Search Customers button to scroll through the records. Click < to display the
previous customer’s information. Click > to display the next customer’s information. The
customer’s information is displayed on the screen. (You can also scroll by pressing F2 to
view the previous record and F4 to view the next record.)

Click Search Customers (or press F3). On the Customer Search Criteria screen, type the
last four digits of the customer’s phone number, the first three letters of the customer’s last
name, or the customer’s license plate number. A list of the customers who meet the criteria
you entered appears. Click the customer you want to select. The customer’s information fills
in on the screen.

Editing a Customer’s Information

Select the customer.
Click in a field, and edit the information as needed.

Click Save to save the changes.

Viewing a Customer’s Service History

1.

2.

Select the customer.
Click History to display a list of repair orders in the customer’s service history.

Click a repair order to view it. (If necessary, you can print the repair order from the viewing
screen.)

Click Back to close the repair order.

Printing the Information

Click Print to print the customer’s information. In addition to the customer and vehicle information,
the printout lists all of the service dates for the vehicle.
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Chapter 18 Showroom Traffic Overview and Setup

You use the Showroom Traffic module to track your showroom traffic and prospective sales. The
menu options allow you to enter prospective customers and to report on the progress of the sale.
You can print reminder lists, followup letters, and activity reports. Showroom traffic does not pull or
include UP’s saved with a FasDeal in Desk Manager. UP’s are not the same as prospects.
Prospects are at the early stages of purchasing the vehicle, so the salesperson may not have
discussed pricing yet. With UP’s, the salesperson has discussed money, agreed on a figure, and
added the figure to the FasDeal screen in Desk Manager.

Enter Prospects Showroom Traffic

Prospect Follow-up Letters

ABC Motors

Reminder Lists & Worksheets

Activity Reports

Long Term Prospects

Enter Results

Traffic Reports

System Setup & Updates

Compose/Edit Letters

Utility Mailing Lists

Exit To Desktop

Selecting Print Criteria

Whenever you print from the Showroom Traffic module, you have the option of viewing the
information on your screen or printing it to paper. When the system prompts you to verify your printer
is ready, click to select To Printer to print the information or To Screen to view the information on
your screen. Once you select your print type, click Print.

A
" ToPrirter - OKIPAGE 14i
7+ ToScieen
Print |
— Cancel |

Printing to screen allows you to preview the information before printing it to paper, which may be
useful when printing customer letters. If you select to print the information to your screen, you can
print the report from the viewing screen by clicking File and Print. To exit the viewing screen, click
File, and click Exit.



System Setup & Updates

First, use the System Setup & Update menu to enter default information the system will use
throughout the Showroom Traffic module. Once you begin using the program, you will use the last
option on this menu to update the working files at the end of the month. Work your way through each
option on the setup menu. Once you are finished entering the setup parameters, click Back to return
to the Showroom traffic menu.

System Setup & Updates

Salesman Information

Your Showroom Traffic is setto hold 5 months of data.
Customer Sources The last update was 09/13/2006

Miscellaneous Parameters

Enter Daily Worksheet Text

End-Of-Month Update

Back

Salesman Information

This button opens the Salesman Information screen. You use this screen to add salespeople to the
system. The Accounting, CSI/SSI, Desk Manager, and Traffic modules share a common sales
database. Therefore, all salespeople entered in any of these modules are automatically added to the
sales database, and the information for the salespeople can be viewed or edited from any of these
modules. Once you start using the system, you can use this screen to view sales statistics. The
fields at the bottom of the screen will display the monthly and year-to-date sales statistics for each
salesperson.

HOUSE DEALS

STEPHEN WILLIAHS

ROGER SIERRA {724) 555-3333
SHANNOH WRIGHT (724) 555-44h4h

PETER REED (724) 555-5555
ADAM CARTURIGHT (724) 555-6666

Salesman Code:[02]
Name :[STEPHEN UILLIAHS
Phone :[724] 2222

Closing Ratie Goal:[  |%
Passwnrﬂ::

Last Honth ... Year To Date ...

Gross: § .6d] Gross: § . 00]
sales:[_ | salesz[ |
ups:[_ | Ups:[ ]

Ratio:[ .08 Ratioz[.00[%

Delete




Adding a Salesperson

1.

2.

Click Salesman Information. The Salesman Information screen appears.
Assign the salesperson a two-digit code. This serves as an ID number for the salesperson.
Type the Salesperson’s name and phone number.

Type the salesperson’s closing ratio goal. This is the salesperson’s target sales percentage.
This is an optional entry.

If you want to use passwords for the Traffic module, type the password you want to set for
this salesperson. The salesperson will be required to enter the salesperson ID and password
in order to access the Traffic module. The password can be up to five alphanumeric
characters.

Click Save. The salesperson is added to the list window on the right side of the screen.

Viewing a Salesperson’s Information

1.

Type the salesperson’s code, or click the salesperson in the list on the right side of the
screen.

The salesperson’s information fills in on the screen. Once you begin entering sales into the
system, the bottom part of the screen displays the salesperson’s sales statistics for the
current month and year.

To edit information, click in a field, and edit the information as needed. Click Save to save
the changes you make.

Deleting a Salesperson

Deleting the salesperson here also deletes the salesperson from the Accounting, CSI/SSI, and Desk
Manager modules.

1.

2.

3.

Select the salesperson.
Click Delete.

Click OK when prompted to verify you want to delete the record.

Printing the Sales List

The print button allows you to print a list of salespeople. The printout lists each salesperson and the
salesperson’s phone number.

1.

2.

Click Print.

When prompted to verify your printer is ready, select your print criteria.



Customer Sources

You use the Customer Sources screen to enter up to 35 sources that identify how customers heard
about your dealership. When you enter prospective customers, you assign each a source code. This
screen tracks and displays the number of customers that came into the dealerships each month and
for the year due to each source. In addition, the list on the right side of the screen will keep a running
count of the number of customers that came in for each source. You can print a traffic report based
on sources and use the reports to help your dealership make marketing decisions.

Showroom Traffic

Hone Entered

TU AD--LOCAL

TU AD——-CABLE

NEWSPAPER AD--HERALD
HEWSPAPER AD--VUINDICATOR
RADIO AD--95.1

RADID AD--95.9

RADIO AD--98.9

RADIO AD--181.1

Source: [9]

Description: [REFERRAL

e
=
-

Honthly Totals

Annual Total:

Esit Print Delte | Save Clear

Adding a Source
1. Click Customer Sources. The Customer Sources screen appears.
2. Assign the source an ID from 1to 9 or A to Z.
3. Type a description for the source.

4. Click Save. The source is added to the list window on the right side of the screen.

Viewing a Source’s Usage

Once you begin entering sales into the system, the bottom part of the screen displays the number of
times the source has been used each month and for the current year.

1. Type the source ID, or click the source in the list on the right side of the screen.

2. The monthly totals fill in on the screen. Click Print to print the statistics for all of the sources.

Deleting a Source
1. Select the source.
2. Click Delete.

3. Click OK when prompted to verify you want to delete the record.



Miscellaneous Parameters

You use this screen to enter parameters for three areas of the program.

Showroom Traffic

Action Descriptions
:|Sold : [Sales Presentation
:[Bad Credit | : [Demo_Ride

:[0ther Dealer : [Scheduled Return

= Walked with 0K

: [Earned Business

: |[Desked Deal

1
2
3
i
5
6
¥
3
9

Overall Dealership Closing Ratio Goal:[40.80[%
Active Prospects May Be Held From 1 To 5 Months Before Purging {1-5}:[5]

1. Click Miscellaneous Parameters. The Miscellaneous Parameters screen appears.

2. Under Result Descriptions, type descriptions of results the salespeople can use to explain
the outcome of a prospective sale. “Sold” is hard coded as the first result. You cannot edit
this field. However, you can edit the remaining eight fields. Each description can be up to 15
characters. These results are available on the Enter Results screen.

3. Under Action Descriptions, type up to six descriptions for actions the salespeople need to
take with prospects. These descriptions appear on the Enter Prospect screen and allow the
salespeople to track their progress with a prospect. The system comes with preset
descriptions, but you can edit the fields as needed.

4. Next, indicate the dealership’s target closing ratio percentage. This is the dealership’s target
sales percentage. The system uses this figure to generate sales reports.

5. Finally, specify how long to keep prospect files in the system. You can select to hold the files
from one to five months. After the specified time, the system deletes the records during the
monthly update. The System Setup & Updates menu displays the number of months you
specify for your reference.

6. Click Save to save the information. The system returns you to the System Setup & Updates
menu.

You can return to this screen and edit the information as needed. Simply click in a field, and edit the
information as needed. Make sure you click Save to save the changes. Clicking Back closes the
screen but does not save the information.



Enter Daily Worksheet Text

Use this button to open the Daily Worksheet screen to create worksheets the salespeople can use to
aid them with their daily tasks. Once you enter the information, use the Print Traffic Reminders &
Daily Worksheets menu to print the daily worksheets.

Daily Worksheet

1. Click Enter Daily Worksheet Text.

2. Type the text you want to add to the worksheet on each line. You can enter up to 20 lines of
text, and each line hold 70 characters.

3. Asyou type, You must press ENTER to force line breaks as you type instead of allowing the
text auto-wrapping feature to move the text to the next line. Pressing ENTER to break the
lines ensures your text will print properly.

4. Click Save. The system returns you to the System Setup & Updates menu.

You can return to this screen and edit the information as needed. Simply click in a field, and edit the
information as needed. Make sure you click Save to save the changes. Clicking Back closes the
screen but does not save the information.

Compose/Edit Letters

You compose letters in the Showroom Traffic module the same way you do in the CSI & SSI module.
Remember, all letters you create in CSI/SSI, Showroom Traffic, and Marketing are available in a
common letter database. See “Creating a New Letter" on page 16 for instructions on creating letters.

Once the setup is complete, you can begin entering prospects.



) Autosoft

Dealer Management System
m Chapter 19

Chapter 19 Enter Prospects

When prospects come to the dealerships, you create a prospect file for them using the Enter
Prospects button. You record the customer’s information, information about the vehicle the
customer looked at, and information about the customer’s potential trade-in vehicle. You also
indicate the actions you took with the customer.

Prospect No_- [SHIT55

[working)

o o NewlUsed:@
First Contact: I-f1 3
13 Vehicle:CHEUROLET BLAZER
Salesman: SHANNMON WRIGHT - Plil:e'
Source:[9] [REFERRAL | Stock ]
¥isit Number: Mext Contact (dd):[04] Last: [09]/[13)[05] Year[ | Make: |
Model |

Mame:[Steve Smith ]

Address: [555 Main Street

Cily:[West Hiddlesex |[PA|[16159 |

MSRP]
Quote:,

[Steve | Age:[nd] Bithdate: [65)/[19)[60]
e — Bihdote: [08/[00/[00) o [ E—

Phone: [72W][555][1234] Model ]

Work: [72h] 555 0876 ]| Alowance o]
cel:[ ] Condition:|

e-Mail: | ACY:

81 89/13/20086 L]
Steve is not set on package options. He will return next [Tl SALES PRESENTATION
week to discuss options. B4 DEMO RIDE
Wl SCHEDULED RETURN
Wl WALKED WITH OK
Wl EARNED BUSINESS
Wl DESKED DEAL

Add Comments

Exit ‘ (‘ List | >| Customer History | Print | Delete

‘ Clear Screen

Entering a New Prospect

1. Click Enter Prospects. The Enter Prospects screen appears.

2. Assign the prospect a prospect number. This field accepts alpha and numeric characters.
You should assign prospect numbers following your dealership’s standard system for
assigning customer numbers.

3. The First Contact date defaults to the system date. Edit the date as needed. This should be
the date the prospect first came into the dealership.

4. In Salesman, type the code for the salesperson the prospect is working with, or select the
salesperson from the drop-down list.

5. In Source, type the code for the source that brought the customer to the dealership, or select
the source from the drop-down list. You entered the sources using the Customer Sources
option on the System Setup & Updates menu.

6. The Visit Number defaults to 1. As the customer comes into the dealership, you should
increment this value.



10.

11.

12.

13.

14.

13.

14.

15.

16.

17.

In Next Contact, indicate the number of days you want to pass before you contact the
prospect. This field is used when printing the reminder lists. This is a required field. You
must enter and save a numeric value in this field to prevent the system from automatically
deleting the prospect during the End-Of-Month Update run from the System Setup & Updates
menu. The update needs to be performed at the end of the month to ensure your statistical
analysis is current.

The Last field defaults to the system date. As you work with the customer, edit this date to
ensure you always have a record of the last time you made contact with the prospect.

Type the prospect’'s name, address, and phone number. This information is used to print
letters and mailing labels and will print exactly as it appears in these fields.

Use the Salutation line to specify the name that should print on the salutation line of the
customer letters. This is an important field. If you do not enter a name, no name prints on
the letter. The salutation will print on the letter exactly as it appears in this field.

Fill in the customer’s age and birth date if available. If you do not know the customer’s age,
you can enter an approximate age. Since customers may not provide a birth date or since
your dealership may not collect this information, the Age field is not connected to the
birthdate field, so the customer’s age will not automatically calculate or update.

In Spouse, type the name of the customer’s spouse, and enter the spouse’s birth date in the
Birthdate field if this information is available.

Next, fill in the customer’s home phone number, work phone number, and cellular phone
number.

Type the customer’s e-mail address in the e-Mail field.

Under Looking For, type the information for the vehicle the prospect wants. Indicate if it is
new (N) or used (U). Type a description of the vehicle the prospect wants. If the prospect
looked at a specific car in your stock, enter the stock number, and the model year, make, and
model name automatically fill in the fields. Enter the price and quoted price for the vehicle.
These are not required fields, but this information will provide additional data on the follow-up
worksheets.

Under Trade, type the information for potential trade-in vehicle. Enter the model year, make,
model name, cash allowance, vehicle's condition, and vehicle’s actual cash value. These are
not required fields, but this information will provide additional data on the follow-up
worksheets.

Use the Comments section to record notes about the prospect. Click Add Comment, and
type your comment in the box that appears. Click Close to save the comment. The system
automatically dates and numbers the comments as you enter them. Each comment can be
up to 300 characters.

Use the Action section to indicate the actions taken with the prospect. You entered the
action descriptions using the Miscellaneous Parameters option on the System Setup &
Updates menu. Click in a box to select it. A checkmark appears in the field. Click in a box
again to clear it.

When you are finished entering information, click Save to save the prospect’s record.



Editing Prospect’s Information

1.

Type the prospect number, or click List to select the prospect from a list of prospects. Use
the buttons on the bottom of the list screen to filter and sort the list. You can select to view all
prospects, prospects for the current month, or prospects for last month. You can also choose
to sort the list based on the last contact date.

The prospect’s information fills in on the screen. You can scroll through the prospect list by
clicking the arrows on each side of the List button.

Click in a field, and edit the information as needed.

To edit a comment, click Add Comment. Type the comment number in the Record field.
Edit the text as needed, and click Close to save the changes.

Click Save to save the changes.

Pulling a Prospect from Customer History

You can pull existing customers’ information to a prospect file.

1.

Click Customer History. The Customer Information screen appears.

Active/Inactive (AL ]

]
Citp/State: | Birthdate:[ ][ ][]
e-Mail: Salesmani ]| Cars Purch Here:[ |

ex :
Total Service Visits: [ ]

Inspection Month: [ |

Service Contract: |

Term: [ | Expites| J[ |

Click Search Customers. A search screen appears.

Type the last four digits of the customer’s phone number, first three letters of the customer’s
last name, or the license number.

The screen displays a list of customers who meet the criteria you entered. Click the
customer you want to select. The Customer Information screen displays the customer’s
information.

Click Convert To Traffic. The customer’s information automatically fills in on the Enter
Prospect screen. Enter or edit information on this screen as needed.

Click Save to save the file.



Printing the Prospect’s Information

Use the Print button to print a prospect’s information. The top part of the printout lists the prospect’s
information. The next part lists the first, last, and next contact dates, so it is easy to identify the
prospect’s activity. The last part of the printout lists the comments and the information for the
potential sale and trade vehicles.

1. Select the prospect. The prospects information fills in on the Enter Prospects screen.

2. Click Print.

3. When prompted to verify your printer is ready, select your print criteria.

Deleting a Prospect
1. Select the prospect.
2. Click Delete.

3. Click OK when prompted to verify you want to delete the record.
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Chapter 20 Prospect Follow-Up Letters

You use the Prospect-Up Letters menu to print followup letters and mailing labels. When printing
letters, you must specify the letter you want to print. Once you select the letter, the system prompts
you to enter the signature and title that should print on the letter. Your letter must contain merge
fields for the sender’'s name (\SG) or salesperson’s name (\SM) and title (\TI) on the signature line, or
the system will not pull the information you enter. Remember, you have the option of printing the
letter or viewing the letter on your screen. Viewing the letters on your screen allows you to preview
the letter before printing the final copy.

Showraom Traffic

Print Letter For Prospect

Print Letters

Print Labels

Prospect List

Exit

Print Letter For Prospect

Use this button to print a followup letter for a specific prospect.
1. Click Print Letter For Prospect.

2. Type the prospect number, or click the “Click for list” message to display a list of prospects.
Click the prospect you want to select.

3. Type the letter number you want to print for the customer, or select the letter from the drop-
down list.

4. The salesperson’s name automatically fills in the signature field. This is the salesperson
entered on the Enter Prospect screen. If another name needs to print on the signature line,
type the name in this field. Press ENTER to accept the name.

5. The Title field automatically defaults to “Your Salesman.” Type the title you want to print on
the letter. Press ENTER.

6. When prompted to verify your printer is ready, select your print criteria.



Print Letters

Use this button to print a letter for all the prospects that were entered into the system on a specific
date.

1. Click Print Letters.
2. Type the date. You must enter the date in an eight-character format with or without slashes
(mm/dd/yyyy or mmddyyyy). If you do not use slashes, press ENTER after you enter the

date.

3. Type the letter number you want to print for the customer, or select the letter from the drop-
down list.

4. The salesperson’s name automatically fills in the signature field. This is the salesperson
entered on the Enter Prospect screen. If another name needs to print on the signature line,
type the name in this field. Press ENTER to accept the name.

5. The Title field automatically defaults to “Your Salesman.” Type the title you want to print on
the letter. Press ENTER.

6. When prompted to verify your printer is ready, select your print criteria.

Print Labels

Use this button to print mailing labels for all the prospects that were entered into the system on a
specific date.

1. Click Print Labels.
2. Type the date. You must enter the date in an eight-character format with or without slashes
(mm/dd/yyyy or mmddyyyy). If you do not use slashes, press ENTER after you enter the

date.

3. When prompted to verify your printer is ready, select your print criteria.

Tip: Although you can select to print to screen to preview the labels, only print the labels from
Autosoft FLEX DMS. This ensures your labels will print properly.

Prospect List

Use this button to view a list of prospects. The list displays the prospect number, salesperson’s
number, prospect’s name, and first visit date. The list also identifies if the prospect has been “sold,” if
the salesperson is still “working” with the prospect, or if the salesperson entered another result on the
Enter Results screen for the prospect.
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Chapter 21 Reminder Lists & Worksheets

This button advances you to the Print Traffic Reminders & Daily Work Sheets menu. This menu
allows you to print various reminder lists and worksheets to use to follow up on prospective sales.

Showroom Traffic

Reminder List For Salesman

Reminder List For Prospect

“Check" To Include
. . P ts Flagged
Managers Reminder List With Result Codes

¥ 8 (Morking)

I~ 1 Sold

[ 2 Bad Credit
[~ 3 Other Dealer

Prospect "Trade In" List

Prospect ‘Look For® List i
s
e
Prospect ‘Looked At' List rz

s

e

Print Daily Work Sheets

Exit

The right side of the menu allows you to specify the prospects you want to include when generating
the lists. It lists the result codes you created in the system setup. Any prospect in the system is
considered “working” until you select a different result on the Enter Results screen. Selecting the
result codes to use provides even more flexibility when generating the lists and reminders.

“Check” To Include
Prozpects Flagged
With Result Codes

¥ B (Working)
™1 Sold

[T 2 Bad Credit
[T 2 0ther Dealer
[ a

s

[ &

7

[ 8

[ o

Click the box next to the code you want to select. A checkmark appears in the box to indicate you
selected the code. Click the box again to clear the checkmark. You should verify this setup before
you print any lists or reminder to ensure the correct prospect information prints.



Reminder List For Salesman

Use this button to print a reminder list for a salesperson. The reminder list displays the salesperson’s
name, the prospect’s address, phone number, contact dates, type of vehicle the prospect is looking
for, the vehicle the prospect looked at, and information about the trade vehicle. The list also displays
the customer source code, result, and any comments entered on the Enter Prospects screen. The
end of the list displays the total number of prospects on the salesperson’s reminder list.

1. Click Reminder List For Salesman.

2. Type the salesperson’s number, or select the salesperson from the drop-down list. If you
want to print reminder lists for all of the salespeople, type 00.

3. Type the date range you want to use to generate the list. This date is based on the

existing Last Contact Date in the prospect record. You must type the date in an eight-
character format with or without slashes (mm/dd/yyyy or mmddyyyy).

4. Click OK to accept the dates.

5. When prompted to verify your printer is ready, select your print criteria.

Reminder List For Prospect

Use this button to print a reminder list for a specific prospect. The reminder list displays the
salesperson’s name, the prospect’s address, phone number, contact dates, type of vehicle the
prospect is looking for, the vehicle the prospect looked at, and information about the trade vehicle.
The list also displays the customer source code, result, and any comments entered on the Enter
Prospects screen.

1. Click Reminder List For Prospect.

2. Type the prospect number, or click the “Click for list” message to display a list of prospects.
Click the prospect you want to select.

3. When prompted to verify your printer is ready, select your print criteria.



Managers Reminder List

Use this button to print a list of all of the prospects that came into the dealership during a specific date
range. The results of the Manager's Reminder List depend on whether the Looking For section of
the Enter Prospect screen indicates a new (N) or used (U) vehicle. If this field is omitted, the
prospects will not appear on the Manager's Reminder List. The list will exclude any prospects that
have been flagged 1 (Sold) on the Enter Results screen.

The printout groups all of the prospects looking for new vehicles together and all of the prospects
looking for used vehicles together. The reminder list displays the salesperson’s name, the prospect’s
address, phone number, contact dates, type of vehicle the prospect is looking for, the vehicle the
prospect looked at, and information about the trade vehicle. The list also displays the customer

source code, result, and any comments entered on the Enter Prospects screen. The end of each
section displays the total number of prospects in the new or used group.

1. Click Managers Reminder List.

2. Type the date range you want to use to generate the list. You must enter the dates in an
eight-character format with or without slashes (mm/dd/yyyy or mmddyyyy).

3. Click OK to accept the dates.

4. When prompted to verify your printer is ready, select your print criteria.

Prospect ‘Trade In’ List

Use this button to print a list of the potential trade-in vehicles. The system scans the fields in the

Trade section on the Enter Prospects screen to generate this list. If the salesperson omits this

information on the prospect screen, the system cannot generate the report. The list displays the

vehicle’s year, make, model, actual cash value, and condition, as well as the prospect’s name.
1. Click Prospect ‘Trade In’ List.

2. Type the date range you want to use to generate the list. You must enter the dates in an
eight-character format with or without slashes (mm/dd/yyyy or mmddyyyy).

3. Click OK to accept the dates.

4. When prompted to verify your printer is ready, select your print criteria.



Prospect ‘Look For’ List

Use this button to print a list of prospects and the type of vehicle they are looking to buy. The system
scans the fields in the Looking For section on the Enter Prospects screen to generate this list. If the
salesperson omits this information on the prospect screen, the system cannot generate the report.
For each prospect on the list, it displays if the prospect is looking for a new or used vehicle, the type
of vehicle the prospect is looking for, the target price, the salesperson working with the prospect, the
date the prospect came to the dealership, and the trade vehicle’s information.

1. Click Prospect ‘Look For’ List.

2. Type the date range you want to use to generate the list. You must enter the dates in an
eight-character format with or without slashes (mm/dd/yyyy or mmddyyyy).

3. Click OK to accept the dates.

4. When prompted to verify your printer is ready, select your print criteria.

Prospect ‘Looked At’ List

Use this button to print a list of the vehicles in your inventory prospects have looked at while at the
dealership. The system scans the Stock field in the Looking For section on the Enter Prospects
screen to generate this list. If the salesperson omits this information on the prospect screen, the
system cannot generate the report. For each vehicle on the list, it displays the stock number, year,
make, and model. It also lists the prospect’s name, quoted price, salesperson, date of the first visit,
and trade information.

1. Click Prospect ‘Looked At’ List.

2. Type the date range you want to use to generate the list. You must enter the dates in an
eight-character format with or without slashes (mm/dd/yyyy or mmddyyyy).

3. Click OK to accept the dates.

4. When prompted to verify your printer is ready, select your print criteria.

Print Daily Worksheets

Use this button to print a list of the prospects flagged to be contacted on the current day. The system
generates this list based on the Next Contact field on the Enter Prospects screen.

1. Click Print Daily Worksheets.

2. When prompted to verify your printer is ready, select your print criteria.
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Chapter 22 Long-Term Prospects

You use the Long-Term Prospects menu to enter and track long-term prospects. These individuals
are not ready to purchase a vehicle when they come to the dealership, but you want to track them
anyway. The options allow you to print long-term prospect reminder lists so you do not forget about
these prospects. You can also use the menu to make long-term prospects active prospects when
they are ready to buy or to change an active prospect into a long-term prospect.

Slusmroum Trallic

Enter/Edit Prospacts

Print Reminder List For Sal

Print Managers Reminder List

Pull Long-Term To Active File

Pull Active To Long-Term File

Purge Longterm Prospacis

List Current

List Long Term

Enter/Edit Prospects

Use this button to open the Long-Term Prospects screen to enter prospects. You enter the same
information for long-term prospects that you enter for current prospects: the customer’s information,
information about the vehicle the customer is looking for, and information about the customer’s
potential trade-in vehicle. You also indicate the next date you want to contact the prospect. The
system uses this date when it is generating followup lists and letters.

Print Reminder List For Salesman

Use this button to print a reminder list for long-term prospects. You indicate the month and year you
want to use for the list. The system looks at the Next Contact field to determine which prospects it
needs to add to the list. This list can provide a month-at-a-glace followup summary for a salesperson.
The list prints complete customer-contact information for each prospect.

1. Click Print Reminder List For Salesman.

2. Type the salesperson’s number, or select the salesperson from the drop-down list. If you
want to print reminder lists for all of the salespeople, type 00.

3. Type the month and year you want to use to generate the list.

4. When prompted to verify your printer is ready, select your print criteria.



Print Managers Reminder List

Use this button to print a reminder for managers. This list prints all of the long-term prospects each
salesperson needs to contact during a specific month and year. This allows sales managers to check
with salespeople to ensure they are conducting their follow-up.

1. Click Print Managers Reminder List.

2. Type the month and year you want to use to generate the list.

3. When prompted to verify your printer is ready, select your print criteria.

Pull Long-Term To Active File

Use this button to make a long-term prospect’s file an active prospect file. This moves the prospect
from the Long-term prospect list to the current prospect list.

1. Click Pull Long-Term To Active File.
2. Type the prospect number, or click the “Click for list” message to select the prospect.

3. Click OK when prompted to verify you want to merge the file.

Pull Active To Long-Term File

Use this button to make an active prospect’s file a long-term prospect file. This moves the prospect
from the current prospect list to the long-term prospect list.

1. Click Pull Active To Long Term File.
2. Type the prospect number, or click the “Click for list” message to select the prospect.

3. Click OK when prompted to verify you want to merge the file.

Purge Long-Term Prospects

Use this button to delete all the long-term prospect files older than a specified number of months.
1. Click Purge Long-Term Prospects.

2. Type the number of months you want to use to delete the records. The system deletes all
prospect files older than the number of months you enter.

3. Click OK when prompted to verify you want to purge the files.

Use the last two buttons on the menu to view the prospect lists.

List Current: The current list is the list of prospects entered using the Enter Prospects button on
the Showroom Traffic main menu.

List Long Term: The long-term prospect list is the list of prospects entered using the Enter/Edit
Prospects button on this menu.
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Chapter 23 Enter Results

When you are finished with a prospect, click Enter Results to record the result for the prospect. The
information on this screen pulls from the Enter Prospects screen. You can edit the information as
needed. The activity reports and traffic reports use the result codes to generate the activity and sales
statistics. The accuracy of the reports depends on the accuracy of the information you enter here.

Showroom Traffic

Prospect: [SHIT55] [Steve Smith

Salesman: [84] [SHANNON WRIGHT

Name:[Steve Smith ]

Result Code (0-9]: [1] [So1a =l
Date: [69)[22]/]
Spot Dalivery (Y/N}: [H]
Visit Number {1-9}:
C [

Stock]
New/Used:[N]
Year[z006]
Make:[CHEUROLT _|
Model

Exit List Delete Clear Save

Entering a Result
1. Click Enter Results.

2. Type the prospect number, or click List to select the prospect. Click the prospect you want to
select from the list that appears.

3. The prospect’s information fills in on the screen.

4. Type the result code, or select the code from the drop-down list. The list displays all of the
codes you entered on the Miscellaneous Parameters screen in the system setup.

5. The Date field automatically defaults to the system date when you enter a result code 1-9.
You can edit this field as needed. The date should be the date you want to record as the
ending date for the prospect file. For sales, this is the sale date. No date fills in for a blank or
zero result code.

6. Use the Spot Delivery field to indicate if this was a spot delivery. This means the customer
walked off the lot with the vehicle on the first visit. Type Y for yes or N for no.

7. Edit the Visit Number field so it reflects the appropriate number of visits the prospect made
to the dealership.



8. The Comments field displays the comments from the first comment line on the Enter
Prospects screen. Edit the field as needed.

9. If you entered a stock number for a vehicle in your stock in the Looking For section on the
Enter Prospects screen, the vehicle information fills in the Purchased section on the bottom
of the Results screen. Edit these fields, or enter the purchased vehicle’s information in these
fields as needed.

10. Click Save to save the information.

Deleting a Prospect

You can delete a prospect from this screen. This removes the prospect’s record from the system.
Make sure you want to delete the prospect file. Once you delete it, you cannot get it back.

1. Select the prospect.
2. Click Delete.

3. Click Gone when prompted to verify you want to delete the record.
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Chapter 24 Reports

You can print two types of reports for your prospects: activity reports and traffic reports. The activity
reports allow you to print statistics for salespeople and the dealership about the prospects. The
system uses all of the prospect files to generate the activity reports. The traffic reports are sales
reports that allow you to check the sales statistics for the salespeople and the dealership. The
system only uses prospects with a result code of 1 (Sold) to generate traffic reports.

Activity Reports

This button advances you to the Activity Reports menu. The date ranges you specify for the reports
apply to the First Contact date entered for the active prospects on the Enter Prospect screen. The
date entered in the From field when specifying the date ranges you want to use for the reports
determines the earliest First Contact date that will be included on the report. The program does not
use the date entered when the prospect is flagged as sold with code 1 on the Enter Results screen
for any of the Activity reports.

If you are performing the Traffic End-of-Month Update (from the System Setup & Updates menu),
your active list of prospects will be current and valid. The End-of-Month Update removes the
prospects flagged as sold (code 1) on the Enter Results screen and tabulates statistics for the
number of months specified on the Miscellaneous Parameters screen in the Traffic system setup.

Activity Reports

Print Traffic Statistics For Salesman

Print Dealership Summary Only

Exit




Print Traffic Statistics For Salesman

Use this button to print traffic statistics for a specific salesperson or all salespeople.

A summary prints for each salesperson on the report. Each summary lists the salesperson’s
prospects and indicates the actions take with each prospect (based on the actions entered on the
Miscellaneous Parameters screen in the system setup). The summary also indicates the source that
brought the prospect to the dealership, the number of visits, and if this was a spot delivery. The end
of each summary lists the salesperson’s total prospects, the total sales, and the closing ratio and
indicates if the salesperson is on target with the goal or by how much the salesperson missed the
goal. The end of the report provides a summary for the whole dealership.

1.

2.

Click Print Traffic Statistics For Salesman.

Type the salesperson’s number, or select the salesperson from the drop-down list. If you
want to print statistics for all salespeople, type 00.

Type the date range you want to use to the report. You must enter the date in an eight-
character format with or without slashes (mm/dd/yyyy or mmddyyyy).

Click OK.

When prompted to verify your printer is ready, select your print criteria.

Print Dealership Summary Only

Use this button to print traffic statistics for the dealership. The same summary prints at the end of the
Print Traffic Statistics for Salesman report.

1.

2.

Click Print Dealership Summary Only.

Type the date range you want to use to the report. You must enter the date in an eight-
character format with or without slashes (mm/dd/yyyy or mmddyyyy).

Click OK.

When prompted to verify your printer is ready, select your print criteria.



Traffic Reports

The Sales Reports menu allows you to print sales reports for the dealership and salespeople for a
specific date range. The menu also contains an option that allows you to print a customer source
report to see where customers are hearing about your dealership. This report is useful when
considering the marketing strategies your dealerships will use.

Sales Reports

Print Store Sales Stats

Print Sales Stats For Salesman

Customer Source Report

Back

Print Store Sales Stats

Use this button to print sales statistics for the dealership based on the date range you specify. The
report displays the dealership’s total prospects, sales, gross, commission, and closing ratio.

1. Click Print Store Sales Stats.

2. Type the dates you want to use for the report. You must enter the dates in an eight-character
format with or without slashes (mm/dd/yyyy or mmddyyyy). If you do not enter slashes, press
ENTER after each date.

3. When prompted to verify your printer is ready, select your print criteria.

Print Sales Stats For Salesman

This option is currently unavailable.



Customer Source Report

Use this button to print statistics for the customer sources. The report lists each customer source and
indicates the number of customers that came into the dealership because of each source for the
current year and the previous year.

1. Click Customer Source Report.

2. When prompted to verify your printer is ready, select your print criteria.
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Chapter 25 Utility Mailing Lists

The Utility Mailing Lists menu allows you to create up to 98 lists you can use to print mailing labels
and customer letters. Printing letters from this menu provides a bit more flexibility. When you print
letters from the Prospect Follow-Up Letters menu, you can only select customers who have prospect
files in the Showroom Traffic module. This menu allows you to pull your current prospects to the list
you create, and it allows you to add customers who do not have prospect files to the list. This is
useful when you want to send someone a letter but do not want to enter the individual as a prospect.

Showroom Traffic

Enter/Edit Names

Print ListsfLabels

Print Letters

- - Select A Working List
Select A Working List Select A Working List From 01 To 38 List 93

automnatically pulls the names from vour curment
Traffic: file. ~
List Number [l

Delete All Names From List

L 1

Remove All Empty Lists

Available Lists

View List

Exit

The system prompts you to select a working list as soon as the menu appears. When you want to
create a new list, type the number for the list you are creating. To manually create a list, type a
number from 01 to 98. Click Yes to create the new list. The number you entered becomes the list ID
for the list you are going to create.

To pull your current prospect files, type 99 as the working list. Click New when prompted to verify
you are pulling the list from the traffic files.

If you need to change the list, click Select Working List to display the data list again. You can also
click Available Lists to select the working list. Use the View List button to display the list of
prospects on the selected list. This helps you ensure you have selected the correct list.



Enter/Edit Names

Use this button to open the Enter Mailing List Names screen to add customers to the mailing list or to
edit customers already on the mailing list.

Hame Code:|SMITS5 Hew Listing

Active/Inactive: E Blass:m

Hame :[Steve Smith

Addrs:[555 Hain Street
City:[West Middlesex |[PA][16159

Salutation:[Steve
Gontact:[ ]
Phone: 0810

Adding a New Prospect

Entering a prospect on this screen only adds the prospect to the utility list. It does not create a
prospect file for the customer. If you want to create a prospect file, enter the prospect’s information
using the Enter Prospect button on the Showroom Traffic menu.

1.

2.

Click Enter/Edit Names. The Enter Mailing List screen appears.

In Name Code, type a customer code for the prospect. The code can be up to six
alphanumeric characters and should follow your dealership’s method for assigning
customer/prospect numbers.

Use the Active/lnactive field to indicate if the prospect is active or inactive. Type A for active
and | for inactive. Letters will only print for active prospects.

In Class, type the class code you want to assign the prospect. Assigning a class code is a
way of uniquely identifying a particular type or group of prospects. You may even consider
this class as way to rank a prospect. You can select to print prospect lists, mailing labels,
and letters for a specific group of prospects based on the class.

Type the prospect’s name and address, and type the name that should print on the salutation
line of the letter.

In Contact, type the prospect’s contact person at the dealership.
Type the prospect’'s phone number.

Use the Current Vehicle section to record information about the prospect’s potential trade-in
vehicle.

Click Save to save the prospect’s information.



Editing an Existing Prospect’s Information
1. Type the name code, or click List to select a prospect.
2. The prospect’s information fills in on the screen.
3. Edit the information as needed.

4. Click Save to save the changes.

Deleting a Prospect from the List

Deleting the prospect from the list does not delete the prospect’s record from the system unless you
entered the prospect on this screen. If you entered the prospect on this screen, the prospect’s
information is deleted when you delete the prospect from the list.

1. Select the prospect.
2. Click Delete.

3. Click OK when prompted to verify you want to delete the record.

Print Lists/Labels

This button advances you to the Print Lists & Labels menu. This menu allows you to print mailing
lists and labels by ZIP Code/Postal Code, class, or area code. You needed to enter a class on the
Enter Mailing List Names screen in order to print by class. Use the List button to view the list of
prospects on the mailing list.

List For ZIP Code

List For Class

List For Area Code

Labels For ZIP Code

Labels For Class

Labels For Area Code

List

Exit

Tip: Although you can select to print to screen to preview the labels, only print the labels from
Autosoft FLEX DMS. This ensures your labels will print properly.




List For ZIP Code

Use this button to print a list of the prospects on the mailing list with a specific ZIP Code.
1. Click List For ZIP Code.
2. Type the ZIP Code, or leave the field blank to print a list for all ZIP Codes.

3. When prompted to verify your printer is ready, select your print criteria.

List For Class

Use this button to print a list of the prospects on the mailing list with a specific class code. You
entered the class code on the Enter Mailing List Names screen.

1. Click List For Class.
2. Type the class code you want to use.

3.  When prompted to verify your printer is ready, select your print criteria.

List For Area Code

Use this button to print a list of the prospects on the mailing list with a specific area code.
1. Click List For Area Code.
2. Type the area code you want to use.

3. When prompted to verify your printer is ready, select your print criteria.

Labels For Zip Code

Use this button to print mailing labels for prospects on the mailing list based on ZIP Code.
1. Click Labels For ZIP Code.
2. Type the ZIP Code, or leave the field blank to print labels for all ZIP Codes.

3. When prompted to verify your printer is ready, select your print criteria.

Labels For Class

Use this button to print mailing labels for prospects on the mailing list based on class code.
1. Click Labels For Class.
2. Type the class code you want to use.

3. When prompted to verify your printer is ready, select your print criteria.



Labels For Area Code

Use this button to print mailing labels for prospects on the mailing list based on area code.
1. Click Labels For Area Code.
2. Type the area code you want to use.

3. When prompted to verify your printer is ready, select your print criteria.

Print Letters

This button advances you to the Print Letters menu. You use this menu to print letters for prospects
on the current utility list. Use the List button to view the list of prospects on the mailing list. You can
select to print letters base on ZIP Code or class. You needed to enter a class on the Enter Mailing
List Names screen in order to print letters by class. You can also select to print a letter for one
prospect on the list.

Letter By ZIP Code

Letter By Class

Letter To One Account

List

Exit

1. Click the button that corresponds to the letter you want to print.

Letter By Zip Code: Use this button to print letters for prospects based on the ZIP Code you
specify.

Letter By Class: Use this button to print letters for all of the prospects that have a specific
class code. You entered the class code on the Enter Mailing List Names screen.

Letter To One Account: Use this button to print a letter for one prospect on the mailing list.
2. Type the ZIP Code, class, or account number you want to use for the letter.
3. Next, type the letter number, or click the “Click for list” message to select the letter.
4. Finally, type the name and title that should print on the signature line.

5. When prompted to verify your printer is ready, select your print criteria.



Delete All Names From List

Use this button on the Utility Mailing List menu to delete a list. This removes the list from the system.
The information for any prospects you entered using the Enter/Edit Names button on this menu will
not be available. You will have to add the prospect’s information again if you want include the
prospect on lists or print labels and letters for the prospect.

1. Click Delete All Names From List.

2. Type the list number.

3. Click OK when prompted to verify you want to delete the records.

Remove All Empty Lists
Use this button to delete all the empty mailing lists. This removes the lists from the system.

1. Click Remove All Empty Lists.
2. Click OK when prompted to verify you want to delete the records.

3. The system returns you to the Showroom Traffic menu.
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Chapter 26 End-of-Month Update

At the end of the month, you must update the traffic files. The update removes all of the
completed/sold. The system holds “open” prospect information for the number of months specified
using the Miscellaneous Parameters option. The screen will display the number of months the
system is set to retain the prospect files and the date of the last update for your reference.

1. Click System Setup & Updates on the Showroom Traffic menu.

2. The System Setup & Updates menu appears.

System Setup & Updates

Salesman Information

“Wour Showroom Troffic is set to hold § months of date.
Customer Sources The last update was U371 372008

Miscellaneous Parameters

Enter Daily Worksheet Text

End-Of-Month Update

Back

3. The box under the menu title displays the number of months the system is set to retain the
data and the date of the last showroom traffic monthly update.

Your Showroom Traffic is set to hold 5 months of data.
The last update was 09/13/2006

4. Click End-of-Month Update on the System Setup & Updates menu.

5. Type the month and year you are updating.

End-Of-Month Update

Removes "Completed" records from the Showroom Traffic
file and compilz: statiztical data.

For Month & Year Ending {mm#yy}:[E/

6. The system will indicate the date that will be used to retain the prospect information. Click
OK to continue with the update.

READYI E

Ok To Update For Month? Frozpects From
0470172006 To Current, Except Sold Deals.
Will Be Retained

Cancel
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Chapter 27 Marketing Overview and Setup

The Marketing module helps you manage your marketing activities. You can us it to compile
marketing lists and to print customer lists, mailing labels, and file cards. You can also use the menu
to view a customer’s service history.

Compile Marketing Lists

Print From Compiled List

Print Customer ListsfLabels

Print File Cards/Postcards

Setup & Data Utilities

View Customer History

Exit To Desktop

Creating Customer Letters

When you click Setup & Data Utilities, the Setup /Customer Data Utilities menu opens. Before you
begin using the Marketing module, you can use the Compose Letters button to create letters. You
compose letters in the Showroom Traffic module the same way you do in the CSI & SSI module.
Remember, all letters you create in CSI/SSI, Showroom Traffic, and Marketing are available in a
common letter database. See “Creating a New Letter" on page 16 for instructions on creating letters.

Letter Nu.: DES[:riptil]n: HANK YOU FOR VISITING OUR DEALERSHIP

Dear \CH

I would like to take this opportunity to thank you for coming into

our dealership. Although you have not yet made the final decision
on your new car purchase, it is my concern that you were happy with
the treatment you received from our sales staff while you were here.

Start On Line:

Suppress ....
Date [
Address

We realize that the purchase of a vehicle is a big decision to make,
and this is why we strive to make your next vehicle putchase an
enjoyable experience at ABC Motors.

It is our philosophy to offer a good product and good service at a
nutually agreeable price. I welcome any questions or comments
that you may have. Feel free to contact me at any time. Our
ability to satisfy our customers is the reason we are in business
today.

Save

Although you may not have found the exact vehicle you were looking
for, please keep in mind that we receive many cars and trucks each
day. It may be possible for us to locate the exact vehicle that
lyou need in a very short time.

If I can be of any further assistance to you, please don't hesitate

to call or stop in. We are here to serve you from 9 a.m. until
6 p.m. weekdays, and 9 to noon on Saturdays.

List Print Looking Forward to seeing you,

Exit Help




Viewing Customer History

The View Customer History button opens the Customer Information screen. You use this screen the
same way you use the Customer Information screen in Desk Manager to view a customer’s/vehicle’s
service history. Refer to chapter 17, “Customer History,” on page 103 for instructions on using this
screen.

Customer Number:[SHI100095] Last 8 [4K180095] VIN:[1GNCT 06X 04K 100095 Active/Inactive [.AII]:D

Mame:[STEVE [ |[SHITH | Home: [725][555][1234]  Werk: 1
Name: [STEUE_SHITH Salutation:[STEVE ]
Address: [555 HAIN STREET Memo:| |
City/State: [WEST MIDDLESER | [6159 Birthdate:[85] [19][68]
e-Mail: | Salesman:[02][STEPHEN WILLIAHS | Cars Purch Here:[ 1]

Stock No: Year: [2004] Color: [ELACK Delivered: [09]/21]/[04]
Car Line: Make: [CHEUROLET Keys: | I[ | Odometer:| |
New/Used/Other: [H] Mode: [ |BLAZER | License:[qXK999 In Service: [09]421]/

Lease/Purch/Finance: Body: Finance Tem: Monthly Payment: [ 354 97
Total Cash Price:[ 20851.98|

IF Multinle Yehicles For This Customer *'Click™ Car From List

Last Service: [09V[22V[0% [ 5]
N [ 7 1 —

Total Service Visits: [ |
Inspection Month:

Service Contrac: |

Temm: [ ] Expires:[| [ |

Exit ‘ < ‘ Search Customers | > | Print Clear History Save
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Chapter 28 Compile Marketing Lists

The Compile Marketing Lists button opens the Compile Marketing Lists menu. You use this menu
to compile a list of customers based on specific criteria. Once you generate the list, you edit it as
needed to ensure it includes the correct customers. You can then download the list to a disk if an
outside company conducts marketing activities for your dealership, or you use the list to print
marketing letters and mailing labels. (Chapter 29 covers printing documents using the compiled list).

Compile Marketin

All Deliveries

Deliveries For Car Line

Deliveries For Salesman

Customer Birthday

Deliveries For Sale Type

Active Customers

Dormant Customers

Search For Vehicle

Edit Compiled List

Download List To Disk

Repont Generator

Exit

The first eight buttons on the menu are your compiling options. Click the button that corresponds to
the list you want to generate. The system prompts you to enter any additional criteria you can specify
to generate the list. You can only use one option to generate the marketing list. When the system
generates the list, it overwrites the last generated list.

When the system scans to compile the list, it scans all customer files and includes all customers that
meet the criteria you specify. This includes any internals, dealer trades, etc. that have customer files
in the customer database. Because of this, you should always edit the list to remove any customers
you do not want to remain on the list. When you choose a “print all” option based on the compiled
list, the system prints labels or letters for all customers on the list, including any internals, dealer
trades, etc. you did not remove from the compiled list.

Tip: Federal law prohibits telemarketing of customers who you have not done business with in the
last 18 months. Keep this in mind when specifying the dates you want to use for a marketing
list you will use for telemarketing purposes.




All Deliveries

Use this button to compile a marketing list based on the vehicle type (new, used, other, or all)
delivered to customers for a specific date range.

1. Click All Deliveries.

2. Indicate the type of vehicle you want to use to generate the list. Type N for new, U for used,
O for other, or A for all.

3. Type the date ranges. You must enter the date in an eight-characters format with or without
slashes (mm/dd/yyyy or mmddyyyy). Press ENTER to continue if you do not use slashes.

4. Click OK when prompted to verify you want to compile the list.

5. When the system is finished compiling the list, it displays a message indicating the total
number of files added to the list. Click OK to acknowledge the message.

Deliveries For Car Line

Use this button to generate a marketing list based on the vehicle sales from a specific car line for a
specific date range. The car line is a number from 1-9. The car lines were created in the Accounting
module.

1. Click Deliveries For Car Line.
2. Type the car line.

3. Type the date ranges. You must enter the date in an eight-characters format with or without
slashes (mm/dd/yyyy or mmddyyyy). Press ENTER to continue if you do not use slashes.

4. Click OK when prompted to verify you want to compile the list.

5. Click OK to acknowledge the number of records added to the list.

Deliveries For Salesman

Use this button to generate a list of vehicle sales for a specific salesperson for a specific date range.
1. Click Deliveries For Salesman.
2. Type the salesperson’s number, or select the salesperson from the drop-down list.

3. Indicate the type or sale you want to use to generate the list. Type N for new, U for used, or
A for all.

4. Type the date ranges. You must enter the date in an eight-characters format with or without
slashes (mm/dd/yyyy or mmddyyyy). Press ENTER to continue if you do not use slashes.

5. Click OK when prompted to verify you want to compile the list.

6. Click OK to acknowledge the number of records added to the list.



Customer Birthday

Use this button to generate a list based on the customers’ birthday. The service writer should have
entered the birthday on the Customer Information screen in the Service Writing module. The system
only pulls customers with birthdays recorded in their files.

1.

2.

3.

4,

Click Customer Birthday.
Type the month and the range of days within the month you want to use to generate the list.
Click OK when prompted to verify you want to compile the list.

Click OK to acknowledge the number of records added to the list.

Deliveries For Sale Type

Use this button to generate a list of vehicle sales based on sale type (lease, purchase, finance) for a
specific date range.

1.

2.

Click Deliveries For Sale Type.

Indicate the type of sale you want to use to generate the list. Type L for lease, P for
purchase, or F for financed.

Type the date ranges. You must enter the date in an eight-characters format with or without
slashes (mm/dd/yyyy or mmddyyyy). Press ENTER to continue if you do not use slashes.

Click OK when prompted to verify you want to compile the list.

Click OK to acknowledge the nhumber of records added to the list.

Active Customers

Use this button to print a list of customers who came to the dealership for service within a specific
number of months. If you want to print a list of customers due to come in for service, you can print
the list from the Follow Up & Marketing menu in the Service Writing module.

1.

Click Active Customers.

2. Type the number of months you want to use to generate the list.

3.

4,

Click OK when prompted to verify you want to compile the list.

Click OK to acknowledge the number of records added to the list.



Dormant Customers
Use this button to generate a list of customers that have not visited the dealership within a specific
number of months. The system compiles the list based on the last service date. If there is no last
service date, the system uses the delivery date.

1. Click Dormant Customers.

2. Type the number of months you want to use to generate the list.

3. Click OK when prompted to verify you want to compile the list.

4. Click OK to acknowledge the number of records added to the list.

Search For Vehicle

Use this button to generate a list of customers based on vehicle year, make, and/or model.
1. Click Search For Vehicle.

2. Type the year, make, and model you want to use to generate the list. If you leave a field
blank, the system ignores the field during the search.

3. Click OK when prompted to verify you want to compile the list.

4. Click OK to acknowledge the number of records added to the list.

Edit Compiled List

Click Edit Compiled List to open the Edit Compiled List screen. You use this screen to review the
compiled list, remove customers from the list, and edit customer information. The system saves any
changes you make to a customer’s information on this screen to the customer’s master file in the
Autosoft FLEX DMS system.

I R i R N
7RH37663 AMANDA KING YOUNGSTOWH 0OH 44505

RH376634 ROGER KINSER WEST MIDDLESEX PA 16159
RH476738 CHARLES WALKER YWEST MIDDLESEX PA 16159
RH478676 THOMAS HMILLER YOUHGSTOWN OH 44504

7 DELLIA CHRISTOPHER YOUHGSTOWN OH 44585
RR62471%> KENNETH R DILLING JR WMEST MIDDLESEX PA 16159
51428626 GRAHKH STOWE YOUNGSTOWN OH 44505
T9872322 HARY LEVINE HERMITAGE PA 16148
TK179558 LOULIS HMOORE YDUNGSTOWN OH h4505
XG184565 PATRICIA ALBERT WEST MIDDLESEX PA 16159
YF388314 UIRGINIA NEWTON YDUNGSTOWN OH h4505
YF301186 RACHEL HARLEY YDUNGSTWON 0OH h4505

Previous Next

12 Total Records Last&[ | Epd\et'smh:r:nat:yatzaﬁd
e Name:| Custamer Master File
Address:|

City/State/ZIP: |

Salutation:

" Account Sort
" ZIP Sort

Phone:[ [ J[ |  Last Name Sort

Back Pre-Edit List ‘ Remove Record ‘




Editing Customer Information
1. Click Edit Compiled List.

2. The screen displays the customers on the compiled list. The customers on the list are
organized according to the last eight digits of the VIN. Click Prev and Next to advance to the
previous and next pages of the list.

3. Use the sort options in the bottom right corner to sort the list based on the last eight
characters of the VIN, the customers’ account number, the customers’ ZIP Code, or the
customers’ last name. Click the circle next to the sort option you want to select.

4. Click a customer in the list to view the customer’s information.

5. Edit any information as needed. Remember, the system saves the changes to the
customer’s master file.

6. If you edit the Active/lnactive field, the edit is saved in the customer’s file. Only customer
flagged A for active will pull to the marketing list. If you change the status to | for inactive on
this screen, the customer will be removed from the current marketing list, and the change will
be saved to the customer's master file.

7. Make sure there is a name in the Salutation field. If this field is blank, no name will print for
the customer name merge field \CN) on letters you print for the customer.

8. If you edit any information, click Save to save the changes.

Removing Customers from the List

You should always edit the list to remove any customer you do not want on the list. Remember, the
system may include internals or dealer trades that have customer files in the system, so you should
edit the list to remove these “customers.” Editing the list only removes customers from the current
compiled list; this does not remove the customer records from the system. There are two ways to
remove customers from the list. You can use the Pre-Edit List button or the Remove Record
button.

Pre-Editing the List

The Pre-Edit List button allows you to view a list of all the customers on the compiled list. This
option allows you to remove customers from the list without viewing their information. This only
removes the customers from the current compiled list. It does not remove the customer records from
the system.

1. Click Pre-Edit List.
2. Click Previous and Next to advance to the previous and next pages of the list.

3. Click the customer’'s name to remove the customer from the list. The customer's status
changes from "Active" to "Remove." (Click the customer again to change the status back to
"Active" if needed.) Continue to work your way through the list until you have removed all of
the customers you do not want on the list.

4. Click Back to return to the edit screen. The customers you removed no longer appear in the
list on this screen.



Removing Customers on the Edit screen

The Remove Record button allows you to remove customers on the list after viewing their
information. This only removes the customers from the current compiled list. It does not remove the
customer records from the system.

1. Click Prev and Next to advance to the previous and next pages of the list.
2. Click the customer’s name, and the information fills in the fields on the bottom of the screen.

3. Click Remove Record.

4. Click OK when prompted to verify you want to delete the record. The system removes the
customer from the list.

Download List To Disk

If a marketing company performs marketing activities for your dealership, you use this button to
download the compiled list to a disk. You can download the list to a floppy disk (A drive) or the local
hard drive (C drive). If you select to download the disk to a floppy disk, you are limited to the size of
the floppy disk.

1. Click Download List To Disk.

2. When prompted to select the format, click Flat ASCII to save the list as an ASCII file or
Comma Delim to save the file as a Comma Delimited file. (Comma Delimited is the format
commonly required by vendors.)

3. When prompted to select a location for the download, click A Drive to download the file to a
floppy disk or C Drive to download the file to the local hard drive. If you select to download
the file to a floppy disk, make sure a formatted disk is in the disk drive.

4. Click OK when prompted to verify you want to download the file.

5. The system displays a “Did That” message when it is finished with the download. Click OK to
acknowledge the message.

Report Generator

Use this button to open the report generator to create customer reports and lists. Please refer to your
dealership’s Report Generator manual. You can also view a complete online manual from the Report
Generator. Click the Help icon (question mark) in the Report Generator, and click the “Download the

complete Report Generator manual” link on any of the help screens.



N Autosoft

Dealer Management System
g yoten: Chapter 29

Chapter 29 Print from Compiled List

Once you compile the marketing list, click Print From Compiled List on the Marketing menu. This
opens the Print From Compiled Data menu. You use the options on this menu to print the compiled
list and to print labels and letters for the customers on the list.

Print Lists / Labels

Print Long List

Print Short List

Print Labels

Print Letters

Exit

Print Long List

Use this button to print a detailed version of the compiled list. The long list displays the customer’s
name, the vehicle delivery date, model year, make, model, last eight characters of the VIN, last
service date, next service date, description for the next service due, the customer’s home and work
telephone numbers, and the customer’s salesperson.

1. Click Print Long List.

2. When prompted to verify your printer is ready, click to select To Printer to print the list or To
Screen to view the list on your screen.

3. Once you select your print criteria, click Print.

4. If you select to print the information to your screen, you can print the report from the viewing
screen by clicking File and Print. To exit the viewing screen, click File and Exit.

Print Short List

Use this button to print an abridged version of the compiled list. The short list displays the customer’s
name, address, and home telephone number.

1. Click Print Short List.

2. When prompted to verify your printer is ready, select your print criteria.



Print Labels

This button advances you to the Print Labels menu. You use this menu to print mailing labels for the
customers on the compiled list. You must use 1x4 laser-compatible labels. You have the option of
printing labels for all customers on the list or for a selected customer. Although you can select to print
to screen to preview the labels, only print the labels from Autosoft FLEX DMS. This ensures your
labels will print properly.

Print Labels

Print All Customers - ZIP Order

Print Selected Customer

Compiled List

Print the compiled hist on 1 « 4 laser labels
BExit (Xerox LwH110 or Equivalent).

Print All Customers—Zip Code Order

Use this button to print labels for all the customers on the list. Remember, this includes any internals
or dealer trades that may be on the list that you did not remove. The system sorts the customers by
ZIP Code and prints the labels in ZIP Code order. You can select a customer on the list, and the
labels will begin printing from the customer’s ZIP Code.
Printing Labels for all Customers on the List

1. Click Print All Customers-ZIP Order.

2. Leave the Starting With Zip field blank, and press TAB or ENTER.

3. Click to select To Printer, and click Print.

Printing Labels Starting with a Selected Zip Code
1. Click Print All Customers-ZIP Order.

2. Click Compiled List when prompted to enter the ZIP Code you want to use as the starting
point.

3. Click Zip Sort to sort the list by ZIP Code or Cust Sort to sort the list by the customers’ last
names.

4. Click the customer who you want to use as the starting point for the print job. The customer’s
ZIP Code is displayed on the screen. Press the TAB or ENTER key.

5. Click to select To Printer, and click Print.



Print Selected Customer

Use this button to print a label for a specific customer.
1. Click Print Selected Customer.
2. Click Compiled List when prompted to select a customer.

3. Click Zip Sort to sort the list by ZIP Code or Cust Sort to sort the list by the customers’ last
names.

4. Click the customer you want to select, and press TAB or ENTER.

5. Click to select To Printer, and click Print.

Compiled List

In addition to selecting customers when printing labels, you can use the Compiled List button to view
the list as needed. Click Zip Sort to sort the list by ZIP Code or Cust Sort to sort the list by the
customers’ last names. Click Exit to return to the Print Labels menu.

Print Letters

This button advances you to the Print Letters menu. You use this menu to print letters for customers
on the compiled list. When printing letters, you must specify the letter you want to print. Once you
select the letter, the system prompts you to enter the signature and title that should print on the letter.
Your letter must contain merge fields for the sender’'s name (\SG) and title (\TI for) on the signature
line, or the system will not pull the information you enter.

Print Letters

Edit Compiled List

Print Lelters For Edited Records Only

Print Letters For All Records

Print Letter For One Account

Compiled List

Master List

Exit




Edit Compiled List

Before you print the letters, you can use the Edit Compiled List button to edit the compiled list. You
can edit customer information, mark which customers you want to receive letters, and remove
customers from the list. By default, all customers on the compiled list are flagged not receive a letter.
You must edit the list to mark the customers you want to receive a letter.

Edit Compiled List

ALB164565 PATRICIA ALBERT Letter
CHRU86397 DELLIA CHRISTOPHER Letter
DIL624715 KENNETH R DILLING JR No
HAR361186 RACHEL HARLEY Letter
KIN376634 ROGER KINSER No
Account[KTN376634] KINH37663 AMANDA KNG o
LEUB72322 HARY LEUINE No
HIL478676 THOMAS MILLER No
Name:[RDEER_KINSER ] ' |roo179558  LOUIS HOORE No
NEW388314 UIREINIA NEWTON No
Addiess:[2435 APPLEWOD DRIVE | [ |sTou28626 GRAHM STOWE No
UALUT6736 CHARLES WALKER No

City-[WEST MIDDLESER | [PA] [1615% ]

Salutation:[ROGER ]

o |
Remove

Back Set All Records
Frev “Click" Ta Select Mext

1. Click Edit Compiled List.

2. The window on the right side of the screen displays the list of customers (organized
according the customer account number). The information for the first customer on the list
automatically fills in the fields on the left side of the screen. You can also select individual
customers by entering the account number or by clicking the customer in the list on the right
side of the screen. (Use the Prev and Next buttons to scroll through the customer list.) The
selected customer’s information fills in on the screen.

3. Verify the customer’s information. You can edit a customer’s information on this screen, but
the changes will not update to the customer’s master file. The edits only affect how the
information prints on the letters. If you need to permanently edit the information, you must
edit it in the customer’s master file.

4. Verify a name appears in the Salutation field. Type a name if one does not fill in this field. If
this field is blank, no name will print for the customer name merge code (\CN) on the letter.

5. Click one of the three buttons to select the action you want to take:

e Click OK to flag the customer to receive a letter. Customers flagged to receive letters
have a status of “Letter.”

e Click NO to flag the customer not to receive a letter. Customers flagged not to receive
letters have a status of “No.”

e Click Remove to remove the customer from the list.

Tip: If you want to set the whole list to the same status, you can click Set All Records. Click Send
Letter to set all record to receive a letter or No Letter to set all records not to receive a letter.




6. As you click the buttons, the screen automatically displays the next customer’s information.
Continue to work your way through the list.

7. The system will prompt you with a “That’s All” message when you have finished editing the
entire list. Click OK to acknowledge the message.

Compiled List

The Compiled List button displays the current compiled list. For each customer on the list, it
displays the customer’s account number and vehicle’s model year, make, and model name. You can
use this list to select customers when you are printing letters.

1. Click Compiled List when prompted to select the customer you want to use as the starting
point for the print job or to select the customer for the letter.

2. Click the customer you want to select. The Account field displays the customer’s account
number for your reference.

Master List

For the most part, this button only serves to select customers from the master customer database so
you can print a letter for that customer. When you search for a customer, the master list, like the
compiled list, displays the customer’s account number and vehicle’s model year, make, and model
name. Because it displays such limited information, it may not serve as a good reference when
inquiring about a customer in the master customer database. Use the View Customer History
button on the Marketing menu to view the detail in a customer’s master file.

1. Click Master List when prompted to select a customer for the letter.

2. Type the first three letters of the customer’s last name. The system will take you to the first
customer on the list whose name begins with the letters you entered.

3. Click the customer you want to select. The Account field displays the customer’s account
number for your reference.

Print Letters For Edited Records Only

Use this button to print letters for the edited records starting with a specific account. This only prints
letters for customers whom you flagged to receive a letter on the Edit Compiled List screen.

1. Click Print Letters For Edited Records Only.

2. When prompted to select a customer as the starting point, click Compiled List to select the
customer.

3. Type the letter number, or select the letter from the drop-down list. The name of the letter is
displayed for your reference.

4. Type the signature and title as needed.

5. When prompted to verify your printer is ready, select your print criteria.



Print Letters for All Records

Use this button to print letters for all of the customers on the compiled list starting with a specific

customer.

1. Click Print Letters For All Records.

2. When prompted to select a customer as the starting point, click Compiled List to select the
customer.

3. Type the letter number, or select the letter from the drop-down list. The name of the letter is
displayed for your reference.

4. Type the signature and title as needed.

5. When prompted to verify your printer is ready, select your print criteria.

Print Letters For One Account

Use this button to print a letter for a specific customer.

1.

2.

Click Print Letters For One Account.

When prompted to select a customer as the starting point, click Compiled List to print a
letter for a customer on the compiled list or Master List to print a letter for a customer from
the master customer database.

Type the letter number, or select the letter from the drop-down list. The name of the letter is
displayed for your reference.

Type the signature and title as needed.

When prompted to verify your printer is ready, select your print criteria.
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Chapter 30 Print Customer Lists/Labels

In addition to printing lists and labels for customers on the compiled marketing list, you can print lists
and labels for customers in the master customer database. Click Print Customer Lists/Labels on
the Marketing menu to open the Print From Customer Database menu. The “All” options on this
menu will print every customer who has a file in the system’s customer database, including internals,
dealer trades, etc.

One option you have is to use the Report Generator to compile a customer list from the Service
Writing module. Then, export the list to Microsoft® Excel. The list will help you identify any customer
files for internals, dealer trades, etc. It will also help you identify customers whose files are missing
information or customers with multiple customer files in the database. (You can use the list to delete
duplicate customer files as needed.) You should edit the list in Microsoft Excel before saving or
printing it. You would then use the list to print labels from another program (Microsoft Word, etc.).
You cannot use the edited list in the Autosoft FLEX DMS system.

Print Lists/Labels

Print Labels - All Customers

Print Label - Selected Customer

Print List - Service Customers

ZIP Code Analysis

Master List

Exit

Print Labels—All Customers

This option is currently unavailable.

Print Label—Selected Customer

This option is currently unavailable.

Print List—Service Customers

This option is currently unavailable.



Print ZIP Code Analysis

Use this button to print a ZIP Code analysis for sales within a specific date range. The printout lists
all of the ZIP Codes found in the system. For each ZIP Code, it lists the city, the number of
customers who have the ZIP Code, and the percentage of the customer base these customers make
up. The end of the printout lists the total number of customers and the total number of ZIP Codes.

1. Click Print ZIP Code Analysis.

2. When prompted, indicate the vehicle type you want to use to generate the list. Type N for
new, U for used, or A for all.

3. Type the date range for the sales. You must enter the date as eight characters with or
without slashes (mm/dd/yyyy or mmddyyyy). Press ENTER if you do not use slashes.

4. When prompted to verify your printer is ready, click to select To Printer to print the
information or To Screen to view the information on your screen.

5. Once you select your print type, click Print.

Master List

You can use this button to bring up the Search Customer Base screen to search for a customer in the
master customer database. You can currently only use this option to view a list of customers.

1.

2.

Click Master List when prompted to select a customer.

Type the first three letters of the customer’s last name or the last four digits of the customer’s
phone number. The screen displays a list of customers who meet the criteria you entered.

Click Abort to close the screen.
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Chapter 31 Print File Cards/Postcards

In addition to printing lists and labels for customers in the master customer database, you can print
service file cards and service folder labels, too. All of the label options require 1"x4” laser labels.
Click Print File Cards/Postcards on the Marketing menu to open the Print Labels/File Cards menu.
The Master List button on this menu works the same way it does on the Print From Customer
Database menu when you are printing lists and labels.

Print Labels,File Cards

Print Labels ALL Customers

Print Card For Selected Customer

Print Label For Selected Customer

Address Envelope/Postcard

Master List

Back

Print Labels All Customers

Use this button to print service file labels for all customers (including any internals, dealer trades,
etc.) with customer files in the system. In addition to the customer’s name, address, and phone
number, each label lists the VIN and delivery date for the customer’s vehicle.

1. Click Print Labels All Customers.

2. The system indicates the total number of labels to be printed and the total number of sheets
that will print.

3. Click to specify the sort order you want to use for the labels. Click Name Sort to print the
labels by customers’ last name, or click Last 8 Sort to print the labels according to the last
eight digits of the VIN.

4. When prompted to verify your printer is ready, select your print criteria.



Print Card For Selected Customer

Use this button to print a “service file card” for a specific customer. The information prints on an
8.5"x11” sheet of paper that you can cut and attach to the service folder. The service file card lists
the customer’s account number, name, address, phone number, salesperson, and service contract. It
also lists the vehicle’s model year, make, model, type (new or used), delivery date, in-service date,
VIN, and key codes.
1. Click Print Card For Selected Customer.
2. When prompted to specify the customer, click Master List to select the customer.
3. Type the first three letters of the customer’s last name or the last four digits of the customer’s
phone number. A list of customers who meet the criteria you entered is displayed. Click the
customer you want to select.

4. When prompted to verify your printer is ready, select your print criteria.

Print Label For Selected Customer

Use this button to print a mailing label for a specific customer.
1. Click Print Label For Selected Customer.
2. When prompted to specify the customer, click Master List to select the customer.
3. Type the first three letters of the customer’s last name or the last four digits of the customer’s
phone number. A list of customers who meet the criteria you entered is displayed. Click the

customer you want to select.

4. When prompted to verify your printer is ready, select your print criteria.

Address Envelope/Postcard

Use this button to print a customer’'s name and address on an envelope. This option prints one
envelope for the selected customer.

1. Click Address Envelope/Postcard.

2. When prompted to specify the customer, click Master List to select the customer.

3. Type the first three letters of the customer’s last name or the last four digits of the customer’s
phone number. A list of customers who meet the criteria you entered is displayed. Click the

customer you want to select.

4. When prompted to verify your printer is ready, select your print criteria.
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Chapter 32 Data Utilities

The Marketing module has utilities you can use to manage your marketing files. You access these
utilities by clicking Setup & Data Utilities on the Marketing menu, which opens the Setup/Customer
Data Utilities menu. You already used the Compose Letters button to create customer letters. The
remaining buttons display the utilities. To use a utility, click the button that corresponds to the utility
you want to use, and follow the prompts on your screen.

Compose Letters

Change Salesman Number

Repair Invalid Delivery Dates

Download Customer Files To Disk

Remove Word From Customer Name

Change Vehicle ‘Make"

Change Vehicle ‘Model'

Delete Records With Word In Name

Exit

Important: Since the utilities affect the files in the master customer database, make sure you know
exactly what each utility does before you use it. If you are unsure of how a utility will
affect the files, call the Autosoft Support Desk at (800) 473-4630 for assistance.

Change Salesman Number

This utility allows you to change the salesperson’s number in the customer files to a new
salesperson’s number. You would use this utility, for example, if your dealership lost a salesperson
and wants to make another salesperson responsible for the old salesperson’s clients.

1. Click Change Salesman Number.

2. InFrom Salesman, type the original salesperson’s ID number, or select the salesperson
from the drop-down list.

3. InTo Salesman, type the new salesperson’s number, or select the salesperson from the
drop-down list.

4. Click OK when prompted to verify you want to execute the change.
5. The system scans the files. This may take several minutes. When the system is finished

scanning, it displays a message indicating the total number of files it changed. Click OK to
acknowledge the message.



Repair Invalid Delivery Dates

Use this utility to repair any invalid delivery dates. The system scans the customer records and
replaces any blank or corrupted delivery dates with the date “01/01/90.”

1.

2.

3.

4,

Click Repair Invalid Delivery Dates.
Click OK when prompted to verify you want to execute the change.
The system scans the files. This may take several minutes.

When it is finished, it displays a message indicating the total number of files scanned. Click
OK to acknowledge the message.

Once you run this utility, you can print a list of customers who have the replacement delivery date
from the Compile Marketing Lists menu.

1.

2.

3.

10.

11.

12.

Click Exit on the Setup/Customer Data Utilities menu to return to the Marketing main menu.
Click Compile Marketing List.

Click All Deliveries.

Type A to include all deliveries.

Type 01/01/1990 for both the beginning and ending dates for the search. The system will
add all of the customers with the generic 01/01/1990 date to the list.

Click OK to compile the list. The system scans the files. This may take several minutes.
Click OK when the system prompts you with the number of customers on the compiled list.
Click Exit close the compile menu.

Click Print From Compiled List.

Click Print Long List or Print Short List. Both lists provide the customer’'s name and phone
number, which you can use to search for the customer’s file; however, the long list includes
the last eight digits of the VIN, which you can also use to recall customers’ files.

Select your print criteria.

Use the list to edit the customer files as needed. You can edit the delivery dates using the
View Customer History button on the Marketing menu.



Download Customer Files To Disk

This utility allows you to download customer files to a disk. This is not the same option available on

the Compile Marketing List menu. Downloading on that menu only downloads the customers from

the compiled marketing list. This utility downloads all of the customer files in the customer database.

Since you can only download the files to a floppy disk and are limited to the space on the disk, you

may not be able to use this utility unless you are a small dealership with a small customer database.
1. Click Download Customer Files To Disk.

2. When prompted to select the format, type F for flat ASCII or C for comma delimited file.
(Comma delimited is the format commonly required by vendors.)

3. Verify there is a formatted disk in drive A, and click OK.

4. Click OK when prompted to verify you want to execute the download.

Remove Word From Customer Name

Use this utility to remove an unwanted word or string of characters from the Name field in the
customer files.

1. Click Remove Word From Customer Name.

2. Type the text you want to remove, and press TAB or ENTER.

3. Click OK when prompted to verify you want to execute the change.

4. The system scans the files. This may take several minutes. When the system is finished

scanning, it displays a message indicating the total number of files it changed. Click OK to
acknowledge the message.

Change Vehicle ‘Make’

This utility allows you to change the make of a vehicle in the customer files. This is useful to correct
spelling errors.

1. Click Change Vehicle ‘Make.’

2. Type the original make and the new make.

3. Press TAB or ENTER to continue as needed.

4. Click OK when prompted to verify you want to execute the change.

5. The system scans the files. This may take several minutes. When the system is finished

scanning, it displays a message indicating the total number of files it changed. Click OK to
acknowledge the message.



Change Vehicle ‘Model’

Use this utility to change the model of a vehicle in the customer files. This is useful to correct spelling
errors.

1. Click Change Vehicle ‘Model’.

2. Type the original model and the new model.

3. Press TAB or ENTER to continue as needed.

4. Click OK when prompted to verify you want to execute the change.

5. The system scans the files. This may take several minutes. When the system is finished

scanning, it displays a message indicating the total number of files it changed. Click OK to
acknowledge the message.

Delete Records With Word In Name

This utility allows you to find all the files that contain a specific word in the Name field. The system
displays a list of files that meet your search criteria, and you can select which files you want to delete.
This is useful when you need to delete dealer trades or wholesale sales that were processed
incorrectly.

1. Click Delete Records With Word In Name.
2. Type the word, and press TAB or ENTER.
3. Click OK when prompted to verify you want to execute the search.

4. The system scans the files. When it is finished, it displays a message indicating the total
number of files that meet the criteria you entered. Click OK to acknowledge the message.

5. The screen displays a list of the records. Use the checkbox next to each record to indicate if
you want to include or exclude a record from the list of records you want to delete. Click to
select a box. Click a selected box to clear it. A checkmark indicates the record will be
deleted, and an empty box indicates you want to keep the record.

6. When you are ready, click Remove Selected Records (or click Cancel to close the list
without taking any action).

7. Click OK when prompted to verify you want to delete the records.

8. The system displays a message indicating it deleted the records. Click OK to acknowledge
the message.
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Conclusion

This completes the instructions for using the Sales Management modules. Refer to this manual
whenever you want to use any of the four modules. If you have a question and cannot find the
information you are looking for in this manual of on the help pages, feel free to call Autosoft
International at (800) 473-4630 to speak with a Support Desk representative.
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