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Dealer Management System

Introduction to FLEX DMS F&l

Welcome to Autosoft FLEX DMS F&l, a Web-based program that fully integrates with the Autosoft
FLEX Dealership Management System (DMS). The program assists you with all the tasks your Sales
and F&l departments complete when making a sale, from tracking prospects and desking the deal to
performing follow-up activities and generating reports.

The user-friendly design makes it easy to learn and use the program. The data screens consist of
entry boxes that identify the information you need to enter. Additionally, the program saves you time
and repeated rekeying of standard information by automatically populating the appropriate boxes with
default information you enter during the initial FLEX DMS F&I Setup.

The program is also very versatile, allowing you to enter any type of deal — cash, retail, lease, or
wholesale. FLEX DMS F&l can accommodate the additional information necessary for completing a
deal, from the bank contracts to the rebates. In addition, the program automatically calculates
commission based on the criteria you specify. With FLEX DMS F&I, making sales is fast, efficient,
and easy.

Logging In to the Program

The first thing you will do each day is log in to the program. To ensure the security of your data, all
users are required to log in to the program. You create user names and passwords for each
employee you add in the program setup. This ensures that only the people you want to access FLEX
DMS F&I can open the program. You also assign specific access privileges to each user in the Setup,
so the username and password used to log on to the program determines what the user can access.

Logging In for the First Time

1. Open your Web browser.

2. Navigate to https://finance.autosoft-asi.com.

Tip: Bookmark the FLEX DMS F&l login page in your Web browser to avoid having to type the
URL each time you log in to the program. Each Web browser has a different method for
creating bookmarks; if you’re not certain how to create a bookmark in your Web browser,
consult the browser’s Help page. When the page is bookmarked, you will merely click on the
bookmark to go directly to the FLEX DMS F&I login page.

3. The Autosoft Login screen opens.

"A t f[_ Username Passwort d Company ID Forgot Password
u OSO ‘ H H |\ Login |

Dealer Management Systerm

4. Inthe Username field, type your assigned user name.


https://finance.autosoft-asi.com/

5. Inthe Password field, type your assigned password. The password is case sensitive.
6. Type the company name in the Company ID field.

7. Click Login.

8. The program opens.

9. You are prompted to select security questions. Use the Security Question lists to select the
desired security question.

[securty Quesions |

Security Question 1

‘What was the make and model of your firstcar?

‘What is the name of the company of your first job? h‘
‘What was the first concert you attended?

‘What was the name of your elementary / primary school?
‘What was your high school mascot?

‘What is the name of your favorite childhood teacher?
What is the name of your favarite childhood friend?

‘Wha is your childhood hera?

‘What is your grandmaother's first name?

‘What is your mother's middle name?

10. Use the Answer fields to type the answer to your selected security questions.
11. Next, type your e-mail address.
12. Click Save.

13. FLEX DMS F&l opens.



Resetting Passwords

You can choose to reset your password in the event you forget it. When you request to reset your
password, Autosoft will send you an email message containing a link you can use to reset the
password. The link is good for one hour from the time you request it. If you receive a reset link in an
e-mail message that you did not request, contact Autosoft immediately.

1. Click the Forgot Password link above the Login button.

7. VAutosoft

Dealer Management System

Company ID

Forgot Password

| (Login_]

2. Type your username and e-mail address in the respective fields. The e-mail address you
enter should match the one entered in your Employee record in FLEX DMS F&l.

Forgot Password

Username

|

Email Address

|

Company ID

TESTCOM1

Submit \ Return to login

3. Click Submit.

4. You will receive an e-mail message with a link to reset your password. Click the link, and

follow the instructions on the screen.

Tip: The dealership’s administrator sets the number of days that your password will be active. The

system will begin prompting you to change your password five days before it is set to expire.
You cannot repeat any of the five most recent passwords you have used.

Locking Accounts

The program automatically locks accounts if the account is not accessed within five days of creation.
This is a safety feature. Administrators can unlock the accounts as needed.

After three failed log in attempts, the program also locks your account. You will need to contact your
supervisor to unlock the account. At this point, only an administrator can give you access to your

account.

Username Password

Company 1D

Forgot Password

| | TESTCOM1

Login

“  Youraccount

s locked. Please contact your system administrator




Working with Lists

Every list in the program allows you to control how the information displays. The top row of every list
displays column headers that identify the information being displayed. You can click these headers to
sort the list as needed. Clicking the header once sorts the information in ascending order (numerically
from zero up or alphabetically from A to Z, depending on the information displayed). Clicking the
header a second time sorts the column in descending order (from the largest number to zero or from
Z to A, depending on the information displayed).

O [

Source Name =« Source Nme — |
A= WECH Radio h)
Ad Walk in
Anniversary Mailer “indic ator
Credit Union The Herald
Direct Mail Test
Dirive By Service Customer

Mailer Repeat Customer

5 Referral
Previous Customer

Previous Customer
Referral

Mailer

Repeat Customer

The bottom of the list screen identifies the total number of pages. Click the arrows to advance through
the pages to view information.

By default, each list will display the first five entries. You can use the drop-down option to select to
view 10 or 20 records at a time.

Page[i  [of2 s m I;—k]
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Using Links

FLEX DMS F&I can be used on desktop computers as well as portable devices. To accommodate the
functionality of portable devices, links have been added throughout the program. The links allow you
to select the option with a single click or by tapping the link.

Understanding Messages

The program has been designed to communicate with the user to ensure all data entered in the
program is valid. As you work and enter information, the program will display error messages if a
screen is missing required information. These validation errors ensure the integrity of the data you
enter. You cannot save the information you've entered on a screen without entering the required data.
In addition to listing the required information in an error message, the required fields will display in
red.

The program also checks to verify you have saved changes to information on a screen. If you edit
data and attempt to navigate away from the screen, the program will warn you that you have unsaved
changes on the current screen. You can choose to cancel so you can return to the screen and save
the changes, or you can choose to continue to navigate away from the current screen without saving
the changes.

Tip: If you prefer to automatically save information as you move from screen to screen, you can
opt to enable auto-save functionality in the Deal, Customers, and Inventory sections of FLEX
DMS F&I. When enabled for an individual user, this permission allows data to be saved
automatically when the user navigates away from a screen. If the information entered cannot
be validated, the user will not be able to leave the screen. To enable this functionality for
individual users, you must check the Ignore Save Dialog box within the Roles &
Permissions tab for each employee to whom you would like to grant this permission.

Closing the Program

When you are finished working, you will use the Logout link at the top of the screen to log out and
close the program. The program has a timeout feature that will return you to the Autosoft Login
screen, so if you will be away from the computer, you should log out of the program.

Getting Ready

Now that you know how to log in to the program and use some of the basic features, you are ready to
begin using FLEX DMS F&I. Each of the chapters in this manual discusses a specific feature. Read
the corresponding chapter in the manual before attempting to use a feature.
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Chapter 1 System Setup

When you create deals, certain pieces of standard information must be entered repeatedly.
Continually entering the same information takes time and leaves you vulnerable to entry errors. It is
crucial to both F&I and the Sales Department that information is entered accurately and in the most
efficient manner. FLEX DMS F&I makes it easy to ensure this accuracy and efficiency.

Before you begin using the program, you must enter setup information. This information customizes
the program for your dealership and determines several pieces of default information (charges, tax
information, commission information, etc.) that fill in automatically when you create a new deal. These
default settings save you the time of having to enter standard information for each deal and ensure
that the information is always correct.

You can edit the setup information as needed to accommodate changes within your dealership. For
example, you define commission percentages within the Setup. When these percentages are

increased or decreased, you can edit the default values so you do not have to adjust the commission
calculation for each deal.

Accessing the Setup

1. Click the Admin link at the top of the screen.

Sales Tools | My Account | Admin Logout
,‘ ‘ AutOSOft ABC Motors i

Dealer Management System Dashboard  Customers Deals Inventory  Reporting

2. The Setup menu opens.

"‘Autosoft ABC Motors Dashboard | My Account | Logout

Dealer Management System Setup Integrations Tools

DEALERSHIP
Dealership Info
Employees

SALES
Sources
Lost Reasons

SALES TOOLS
Fuel Comparison

FINANCE
Setup
Forms
Banks
Trade Lien Holder
Taxes & Fees
Insurance Co
Insurance Agent
Front Adds
Back Adds
Coverage Providers
Gap Plans
Service Plans
Warranty Plans
Maintenance Plans
Life A&H
Commissioning
Menu Selling
Disclosures
Templates




Adding Dealership Setup Information

The Dealership section is where you will enter basic dealership information. The section houses the
address and phone numbers for the dealership, as well as your dealership’s different stores/locations.
You will also use this section of Setup to add employees to the program.

Dealership Info

The Dealership Info link in the left navigation panel of FLEX DMS F&l's Setup section gives you
access to your dealership’s address and telephone numbers and store/location details. After clicking
on Dealership Info, a box will open, displaying the dealership’s contact information under the
Information tab. The contact information within the Information tab is for reference only and cannot
be edited by the dealership. This information was added by Autosoft. If any details require correction,
you will need to contact Autosoft.

[ Information I Stores I IPs. l

Contact Information

Dealership Name ASlE Time Zone
[ ABC Motors | [mre0 | | Eastem v

Password Timeout (Days)
270

Address City County State ZIP
| 1255 Arkansas Drive | [city | [county | [P v]| [45388

Waork Fax

o] (75 5] [ 1]




Stores

The Stores tab allows you to create the stores/locations associated with the dealership. Autosoft will
create a store based on your dealership’s account, but you can use this feature to add the various
locations needed for printing forms. You can select the corresponding store for a sale when you
create the desk to ensure the proper information will print on the forms.

Through the Stores tab’s Account Numbers section, you also can add or remove each location’s
various account numbers.

‘ 4 A new active store cannot be added st this time. Please contsct support to incresse the active store mit |

‘ Name = | Address | City ‘ State| Zip | Status ‘ Default

‘ ABC Store 2 123 Beimont Avenue Voungstown OH 44511 Artive

AS| Auto Sales &1 Executive Court STERLING Ml Active L)

Include Inactive | Add New |

Store Information

Hame

[ ASI Auto sales |

Address City County State ZIP
&1 Executive Court | [sTERUING | [ARENAC | [mi v] [48850
Work Fax

Account Numbers

Type Account Number

Lo ] | | ©
[ RRMC ] | &
| Dealer A | | | @
| Business License v | | 3 | @
| Zone b4 | | 9 | 6
| Sales Tax A | | 9 | @

Save

Adding Stores
1. Click Add New.
3. Type the Name, Address, and Work Phone and Fax numbers for the store you are adding.
4. Click Save. A green “Success” message verifies the information has been saved.

5. The store will appear in the Stores list. The store added by Autosoft is the default store. Click
the button in the Default column in the row of the store you wish to set as the default store.



Making a Store Inactive

Flagging a store as inactive removes it from the stores list. The store will only display if you select to
include inactive stores by clicking the Include Inactive box when viewing the list.

1.

2.

Select the store.

Click to clear the Active field.

Store Information

Name Active
| ASI Auto Sales | s

Click Save to save the information. A green “Success” message verifies the information has
been saved.

Adding and Removing Accounts

1.

IPs

Within the Account Numbers section of the Stores tab, you can add the various account
numbers for your dealership. Click the green + button to add an account number.

Account Numbers

¥

| Save |

Use the Type list to select the account number you are adding: Business License, Dealer,
OEM, RRMC, Sales Tax, or Zone.

Type the account number in the Account Number field.
Click the red x button next to an account number to remove the account number.

When you are finished adding or removing dealership account information, click Save. A
green “Success” message verifies the information has been saved.

An IP address is a unique string of numbers separated by periods that identifies each computer using
the Internet Protocol to communicate over a network. Use the IPs tab to establish and maintain a
whitelist of approved IP addresses for your employees’ computers and devices. Using this whitelist,
you can limit access to computers within a specific geographic location.

Important: The IP addresses entered in the IPs tab are whitelisted to access FLEX DMS F&l. The
list must be maintained to ensure the correct machines and users can access the
application. Once one IP address is entered, ALL IP addresses requiring access MUST

be added or they will not be able to use FLEX DMS F&I. However, if the dealer
administrator never enters an initial IP address, all IP addresses from any geographic
location can access the application.




Adding an IP Address

If you choose to use the IPs tab, you will have to add ALL approved IP addresses to the list using the
following steps.

1. Click on the IPs tab.
2. Click Add New.

3. The IP address of the computer on which you are working will auto-populate the IP Address
field. Click Save to add that IP address to the approved list.

4. Click Add New again to continue to build your list of whitelisted IP addresses.
5. Enter another approved IP address in the IP Address field.

6. Click Save.

7. Repeat steps 4 through 6 until all approved IP addresses have been added.

Removing an IP Address

You can remove IP addresses from the whitelist when an employee leaves the dealership or the IP
address become otherwise obsolete.

1. Click the IPs tab.
2. Locate in the IP list the IP address you wish to remove.

3. Click the red x button in the Remove column in the row containing the IP address you wish to
remove.

4. An alert will warn you that the IP address will be permanently deleted. Click Continue to
remove the IP address.



Employees

The Employees setup is where you will add users. Every employee who needs to use FLEX DMS F&l
must be added to the setup. This is also where you will create the username and password each user

will use to log on to the program. You also will control access rights here.

Employees
Last Name = | First Name ‘ Title | Employee Number | Status | Account Status
Anthony Chris Salesperson Active Enabled
Araujo Philipe Finance Manager 78 Active Enabled
Begley Mark Dealer Principal 22 Active Enabled
Benten Jimmy Salesperson Active Enabled
Bottenfield Daniel Salesperson Active Enabled
4 <o Pagep  Jof18 w w5 v View 6 - 10 of 86
Include Inactive | Add New |

Adding an Employee

1. Click Employees under the Dealership heading in the left navigation panel.

2. Click Add New.

3. Inthe Information tab’s Basic Information section, type the employee’s name and pertinent

information. Only the First Name and Last Name are required.

Basic Information

[ Information l Setup I Integrations I Account I Roles & Permissions ” Deals l

\_ Save

Prefix First Name Middle Name Last Name Suffix

| ]| | | || | |

Gender License Number Date of Birth Marital Status SSN | Active

| d | | | || d |

Address Information

Address City State e

| | | 3 | | (pemse)

AptJ/Suite County County Code Type | Primary

| | | | [Ptyseal <] ©

L

Phone Numbers Email Addresses

N N . ETE ) |
] Vo




Under Address Information, type the address, and use the Type list to designate the
address as either a physical or mailing address. You can add both a physical address and a
mailing address. The address is optional, but if you choose to add address information for the
employee, the State field is required. You can eliminate some keystrokes by entering the zip
code for the employee’s address into the ZIP field, which will decode the zip code and auto-
populate the city and state. If you mistyped the zip code and the city and state do not appear
as they should, correct the zip code and click Decode.

To add another address for the employee, click the green + button and repeat the process. If
you list multiple addresses for an employee, be sure to click the Primary box for the address
you wish to use principally.

Type

Physica
— Mailing —

Use the Phone Numbers section to enter the employee’s phone numbers. The Type
defaults to Home. Select a different option from the drop-down menu as needed. You can
add up to three phone numbers for the employee: Home, Cell, and Work. Click the green +
button to add additional phone numbers as needed.

£

Home
Cell
| Work

Enter an e-mail address in the Email Addresses section. The Type defaults to Personal.
Select a different option as needed. You can add two e-mail addresses for the employee:
Personal and Work. To add an additional email address, click the green + button.
Click Save. A green “Success” message verifies the information has been saved.

Click the Setup tab.

I Information I Setup I Integrations I] Account m Roles & Permissions H Deals |

Setup Commissioning

Employee Number Rimaiad 0.00%

Title Back End

0.00%
0.00

| Salesperson i | Back Flat

Default Store

| bi |

Reserve End 0.00%

Reserve Flat 0.00

Save




10. In the Setup section on this tab, type the individual’'s employee number, and use the Title list
to select the employee’s job title. If your dealership has multiple stores/locations, select the
employee’s primary location from the Default Store list.

11. In the Commissioning section, type the employee’s commission information. You only need
to add commission information here if it varies for this employee. Otherwise, the program will
use the universal commissioning information you enter under the Commissioning setup.

12. If the employee gets paid commission on front-end, back-end, or reserve, click to select the
corresponding box. A checkmark displays in the box to indicate it is selected. A blank box
means the employee does not get paid commission on this item.

13. Use the End fields to specify the commission percentage the employee gets. Specify the flat
commission amount in the Flat fields. The program uses the option that pays the higher
commission when applying commission.

14. Click Save. A green “Success” message verifies the information has been saved.

15. Click the Account tab.

| Information l Setup I Integrations I Account [ Roles & Permissions H Deals |

Account Information

Pgssword s{rength:
- Case sensitive
Lo feme - Al least & characters
- At least one number
- At least one capital letter
- Cannot equal previous password
Password - Cannat be the user id
| | - Cannot be the first or last name

Retype Password

Personal Email

Save

16. In the Account Information section, type the login name and password for this employee.
The employee will use this information to log in to FLEX DMS F&lI. Note that the password
must meet the criteria listed on the screen.

17. Enter an e-mail address for the employee in the Personal Email field.

18. Click Save. A green “Success” message verifies the information has been saved.



19. Click the Roles & Permissions tab.

l Information I Setup I Integrations H Account | Roles & Permissions | Deals ‘

Role Management Permission Management
Dealer Principal Scenarios
Finance Admin View 55N
Finance Restricted Edit Finished Deal

Sales Admin Unwind Finished Deal
Sales Desking Show Invoice
# Sales Restricted Delete Inventory Item
Access Mobile Application
lgnore Save Dialog
Remote Access
Show Dealer Pack Show Holdback
Edit Deal Total Book

| save |

20. In the Role Management section, click to select the role that identifies the access level for
this employee. This determines the features the employee can access within the program.

e Dealer Principal: This grants full access to the program, including the ability to
access the Employees section of the Admin area, thereby allowing the role to control
user accounts.

e Finance Admin: This grants full access to the program; however, Admin rights
exclude those associated with the Employees section of the Admin area.

e Finance Restricted: This grants full access to all sales and finance information in
deals but restricts access to setup.

e Sales Admin: This grants access to all sales information but restricts access to
finance.

e Sales Desking: This grants access to both the basic sales information and the
Desking screen.

e Sales Restricted: This grants access to basic sales information only.



21. The Permission Management section allows you to give users access to additional items
within the program. The features available to the employee are based on the role selected in
the previous step. The checkboxes next to unavailable features are grayed out. A checkmark
next to a permission indicates it is set for the role. An empty box means the permission is not
set. Click to select or to clear the box as needed.

Permission Management

Scenarios

View SSN

Edit Finished Deal

Unwind Finished Deal

Show Invoice

Delete Inventory Item

Access Mobile Application

Ignore Save Dialog

Remote Access

Show Dealer Pack Show Holdback

Edit Deal Total Book

e Scenarios: This allows the employee to use the Scenarios tool to present customers
with various deal options.

e View SSN: This allows the employee to view customer social security numbers while
entering or viewing data in the Applicant screen’s Customer Information tab.
However, for data security, after the SSN field is clicked in, the social security
number will only display for 10 seconds before being masked.

e Edit Finished Deal: This allows the employee to make changes to finished deals.

e« Unwind Finished Deal: This allows the employee to cancel a vehicle sale or lease.
e Show Invoice: This allows the employee to view the invoice price of the vehicle.

o Delete Inventory Item: This allows the employee to delete a vehicle from inventory.

e Access Mobile Application: This allows the employee to access FLEX DMS F&lI
using the FLEX Mobile application for mobile phones and devices.

e Ignore Save Dialog: This allows the employee to move between screens without
clicking Save. The program will automatically save the information entered on the
screen before moving to the next screen. However, when data is incorrect or
incomplete, a warning will appear and prompt the user to correct the issue before
moving on.

¢ Remote Access: This allows the employee to access FLEX DMS F&l from any IP
address or location regardless of the whether the IP address is on the whitelisted IP
address list.



Chapter 1 System Setup

e Show Dealer Pack: This allows the user to view the amount of overhead being
deducted from the gross profit on the deal prior to calculating the sales person’s
commission.

e Show Holdback: This allows the employee to view the holdback paid to the dealer
by the manufacturer for the vehicle’s sale.

e Edit Deal Total Book: This allows the employee to edit the total book cost on the
deal.

22. Click Save. A green “Success” message verifies the information has been saved.

Viewing Employee Information

1.

2.

Click Employees. A list of employees added to the program displays at the top of the screen.

Click an employee in the list. The employee’s information displays at the bottom of the
screen.

Click the tabs as needed to view information.

Editing Employee Information

1.

2.

Select the employee.
Edit the information as needed.

To remove an address, phone number, or e-mail address, click the red X button next to the
item.

Click Save to save the information. A green “Success” message verifies the information has
been saved.
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Making a User Inactive

Flagging an employee as inactive removes the employee from the employee list. The employee will
only display if you select to include inactive employees by clicking the Include Inactive box when
viewing the list. The employee will not be able to log into the program.

1. Select the employee.

2. Click to clear the Active field.

Active
R

3. Click Save to save the information. A green “Success” message verifies the information has
been saved.

Disabling Employees
Only users with administrative rights can disable users. The employee remains in the Employee list
but will have an Account Status of Disabled. An employee with a disabled account will still display in
employee lists throughout the program, but the user will not be able to log into FLEX DMS F&lI.

1. Select the employee.

2. Click the Account tab.

3. Click Disable User.

Account Information

| Disable User | | Lock Account |

4. Click Disable User when prompted to verify you want to disable the user. The Restore User
button will replace the Disable User and Lock Account buttons.

Restoring Employees

Only users with administrative rights can restore users. This returns the employee’s account to an
Enabled status, and the employee can log into FLEX DMS F&lI.

1. Select the employee.
2. Click the Account tab.

3. Click Restore User.



Locking Accounts

Locking an account prevents a user from logging on to FLEX DMS F&I. Only users with
administrative rights can lock accounts.

1. Select the employee.
2. Click the Account tab.
3. Click Lock Account.

4. The Unlock Account button replaces the Lock Account and Disable User buttons. A green
“Success” message verifies the action was successful.

Account Information

| Unlock Account |

Unlocking Accounts
If you lock an account, you must unlock it before the user can log on to FLEX DMS F&l. In the event
an account is locked due to inactivity or three unsuccessful attempts at logging on to the program,
you will also need to unlock the account for the employee.

1. Select the employee.

2. Click the Account tab.

3. Click Unlock Account.

4. The Unlock Account button is replaced by the Lock Account and Disable User button. A
green “Success” message verifies the action was successful.

Understanding the Account Status

The Account Status column displays the account status. This simply identifies which accounts are
locked (due to log on errors, inactivity, or manual locking), unlocked, not setup, enabled, and
disabled.

Employees

Last Name | First Name | Title | Employee Number | Status ‘ Account Status
Talbet James Salesperson Active Mot Setup
Talboo Kim Salesperson Active Locked
Taylor Philip Salesperson 19 Active Enabled
Team Sales Salesperson Active Enabled
Test Test Salesperson Active Enabled
4 <« Page[iT[of19 w m[5 v View B1 - 85 of 91
Include Inactive |W|




Integrations Tab

The Integrations tab is where the employee’s Autosoft-assigned employee number will be displayed,
along with usernames for any third-party integrations to which the employee has access.

Deals Tab

The Deals tab is where you can reassign active deals from an employee to one or more different
employees based on role. This functionality is helpful when an employee has left the dealership or is
on extended leave. You can choose to reassign all the employee’s deals to one selected employee or
to assign them to a group of selected employees using a round robin method. If the employee has
deals assigned to them under different roles, you can reassign the deals based on role.

1. Select the employee from the list of employees.

2. Click on the Deals tab.

l Information I Setup I Integrations ” Account ” Roles & Permissions || Deals

Deal Reassignment

Assigned to Deal as Available Selected

Salesperson v it
Adam Gwin

Number of Active Deals: 5 Adam Gwin
Alissa Williams
Amanda Rosipko
Amy Gibbs
Andrea Harvey
Benson Honeydew
Bill Egbert

Bilh: Thartan

save |

3. Use the Assigned to Deal as drop-down menu to select the role under which the employee
was assigned to the active deals you would like to reassign. The number of active deals
assigned to the employee under the selected role will be displayed below the field.

4. Depending on whether you choose Salesperson, Sales Manager, Finance Manager, or
Assignee, the Available box will be populated with a list of available employees matching
that role to whom the selected employee’s deals can be transferred. Click on an employee to
whom you would like to assign one or more of the current employee’s deals.

5. The name you clicked on will be moved to the Selected box.



6. If you wish to reassign the employee’s deals under that role to more than one employee,
repeat steps 4 and 5 as often as you would like. The deals will be divided among the
employees you choose using a round robin approach.

l Information I Setup I Integrations I Account l Roles & Permissions | Deals

Deal Reassignment

Assigned to Deal as Available Selected
Assignee v 5t Amy Gibbs
Adam Gwin Billy Thorton
Number of Active Deals: 2 Adam Gwin

Alissa Williams
Amanda Rosipko
Andrea Harvey
Benson Honeydew
Bill Egbert

Bob Britting

Rnhby 2rabhe

save |

7. Click Save to reassign the active deals. A green “Success” message verifies the action was
successful.



Adding Sales Information

You will add source and lost reasons using the Sales section. This is information required when

starting a deal or closing a deal without completing a sale. This information is used to track traffic and
sales.

Sources

Sources allow you to track how customers learn about your dealership. Each source is categorized by
type to help you organize your sources. For example, source types consist of TV, Print, Internet, and
so on. Within the TV source type, sources include television stations with which your dealership has
purchased advertising. Creating these codes is extremely important for tracking the effectiveness of
your various advertising methods

- 3

Source Name = | Source Type | Status

Other Active

Ad ™ Active
Anniversary Mailsr Mailing Active
Credit Union Other Active
Direct Mail Mailing Active

Page[l Jof4 w> w5 v] View 1 -5 of 16
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Adding Sources
1. Click Sources from the Sales section of the left navigation panel.
2. Click Add New.
3. In Deal Source, type the name/description of the source.

4. Use the Type list to select the source type: Data Import, Internet, Mailing, Other, Phone,
Print, Radio, or TV.

5. The Active field is automatically selected. You should leave this box checked for new
sources.

6. Click Save to save the information. A green “Success” message verifies the information has
been saved.



Removing Sources

You cannot delete sources once you create them. You can, however, flag the source as inactive so it
no longer appears in the source list when selecting sources for customers. The source will also not
display in the Source list in the Setup unless you choose to include inactive items by clicking the
Include Inactive box when viewing the list.

1.

2.

Click Sources from the Sales section of the left navigation panel.

Click on the source you wish to mark as inactive in the source list.

Click to clear the Active field.

Click Save to save the information. A green “Success” message verifies the information has

been saved. The source will disappear from the Source list unless you have the Include
Inactive box checked.

Lost Reasons

This area of the Setup allows you to create codes that indicate why the dealership lost a sale. This
serves as a valuable tracking tool that allows you to analyze your sales team’s performance and
identify areas where improvements can be made.

oo ——————

Lost Reason = | Status
Bad Credit Active
Bought Elsewhere Active
Casual Quote Active
No Match Active
No Rebates Active
Pagel  of2 w> w5 v View 1-5of 9
Include Inactive [ Add New |

Adding Lost Reasons

1.

2.

Click Lost Reasons from the Sales section in the left navigation panel.

Click Add New.

In the Lost Reason field, type the description that identifies why a sale would be lost.

The Active field is automatically selected. You should leave this box checked for new entries.

Click Save to save the information. A green “Success” message verifies the information has
been saved.



Removing Lost Reasons

You cannot delete Lost Reason codes once you create them. Your only option is to flag the code as
inactive so it no longer appears in the lost reason list. The code will also not display in the Lost
Reason list in the Setup unless you select to include inactive items by clicking the Include Inactive
box when viewing the list.

1.

2.

Click Lost Reasons from the Sales section in the left navigation panel.
Click the code in the list.
Click to uncheck the Active box.

Click Save to save the information. A green “Success” message verifies the information has
been saved.

The code will disappear from the Lost Reason list unless you have the Include Inactive box
checked.



Adding Finance Setup Information

The Finance section contains setup options used by your Finance Department. This is where you will
add the banks used for financing deals. You will also add information for the front and back adds your
dealership offers, as well as details about additional coverage you sell.

Setup

The Finance Defaults Setup window determines the default entries that are automatically applied
when you start a new deal. The defaults can be changed when working the deal. This setup is
optional, but adding defaults here can save time while working a deal if most deals use the same
information.

Finance Defaults Setup

General Defaults Retail and Lease Defaults
Deal Type Vehicle Type Selling Price Retail Term Retail Rate Retail Monthly DTFP
| Reail v| [ New v| [ intemetPric. v | | 60 | 1zo00| | 30|
Next Deal Number Trade Stock Numbering Retail Term Offset  Retail Rate Offset
‘ 11726] | ABC v | 5] | 0500
Default Sales Manager Default Finance Manager Lease Residual %
| Billy Thorton v| [oake Novomiak v 500000
Default Up Type Default Source Store Defaults
‘ Other hd | | google ads i | New Vehicles Demo Vehicles
| v| [ Asiauto saes v
Default Inventory View
Used Vehicles Certified Used Vehicles
| v | [ Asiauto sales v
« Show Finance Charge On Disclosure
Use Enhanced Workflow |« Show Form Preview
« Show Gross by Default | Use Deal List MTD
Suppress Deal Name Prompt
Save

1. Click Setup under the Finance header in the left navigation panel. The Finance Defaults
Setup screen will open.

2. The General Defaults section allows you to set default information that applies to all deals.

e Use the Deal Type menu to select the default deal type: Balloon, Cash, Lease,
Retail, or Wholesale.

e Use the Vehicle Type menu to select the default vehicle type: New or Used.

e Use the Selling Price menu to choose if the selling price is based on the MSRP or
Internet Price.

e Inthe Next Deal Number field, type the deal number you want to use as the starting
point. Once you set the starting number, this field will increment as deals are created
and will display the next deal number that will be used. The importance of this field is
twofold. In addition to serving as a reference for the deal numbers, it allows you to
start a new numbering system at the beginning of each year as required by your
dealership.



e The Trade Stock Numbering menu allows you to determine how stock numbers are
assigned to trades. If you select ABC, the program will assign a stock number to the
trade vehicle that consists of the selling car’s stock number with an alpha character
suffix (starting with A for Trade 1 in a deal and M for Trade 2 in a deal). If you select
Last Six of VIN, the program will use the last six characters of the vehicle’s VIN as
the stock number. If you select Manual, you will need to manually assign stock
numbers to trade vehicles.

e The Default Sales Manager and Default Finance Manager menus allow you to set
the default Sales Manager and Finance Manager for deals. The selected employees
will be added to every deal. These entries can be edited as needed for each deal.

e The Default Up Type menu allows you to set a default “up” greeting method. The list
includes Internet Up, Other, Phone Up, and Walk-In. While this default will be applied
to all deals, you can edit the up type as needed for each deal.

e The Default Source menu enables you to set a default source for consumers. The
list includes all of the active sources you've entered during your Sources setup. While
this default will be applied to all deals, you can edit the up type as needed for each
deal.

e The Default Inventory View setting determines which inventory search (Search or
Filter) is initially available when you access the vehicle inventory in both the
Inventory section of the program and in a deal. Selecting Search will default to
search options that allow you to search for a vehicle based on stock number, VIN,
invoice number, or order number. This default search method is most useful if you
have a specific inventory vehicle in mind when searching.

Filter will default to filter options you can use to filter the inventory list based on
vehicle type, inventory status, year, make, model, color and price. This option is more
useful when conducting generic searches for inventory vehicles that may meet a
variety of customer requirements.

Inventory Search Inventory Search
Search By| Stock Number k S(atu5:|
| Stock Number i
Invaice Number
| Crder Number | End Year:l
Fiter [_Clear | ( Search | 4 Fiker | Clear | [ Fiiter |
Search Filter

e Click to select the Show Finance Charge On Disclosure field to make the finance
charges print on the disclosure form. Click to clear this field to prevent the finance
charges from printing on the disclosure form.



The Use Enhanced Workflow option determines how the workflow for deals is
presented. If you use the enhanced workflow, the options available for the deal are
based on the stage of the deal (desk, working, finance, etc.). If you select not to use
the enhanced workflow, all deal options are available as soon as you create the
desk.

Click the Show Form Preview field to show previews of any deal forms prior to
printing them.

With the Show Gross by Default option, you can default the program to display the
gross for deals within the Desking portion of the Deals section for users with desking
roles. You can hide the gross as needed on each deal by clicking the Gross
checkbox on the bottom right corner of the Desking main screen. When the Show
Gross by Default field is not checked in Setup, the gross will not be visable
automatically in the deal unless you click the unmarked (Gross) box in the bottom
right corner of the Desking main screen.

Click the Use Deal List MTD field to default the deal list available on both the
Dashboard section’s Home tab and the Deals section’s main screen to those deals
with Start Purchase Dates within the current month. Otherwise, the deal list will be
comprised of deals with Start Purchase Dates that precede the current date by up to
30 days.

Click the Suppress Deal Name Prompt checkbox if you would like to assign generic
names to deals upon deal creation. If this box is checked, when a new deal is
created, the tab will be named “New Deal.” Once you assign an applicant to the deal,
the name on the deal tab will be changed to the applicant’s last name.

3. The Retail and Lease Defaults section allows you to set default information for all retail and
lease deals in the program. These defaults can be edited as needed for each deal.

4.

In Retail Term, type the number of months you want to set as the default financing
term for retail deals.

The Retail Rate field allows you to set a default financing rate. Enter the desired rate.

In Retail Monthly DTFP, type the number of days before the first payment will be
due.

Use the Retail Term Offset and the Retail Rate Offset fields to specify the default
offset value you want to use.

Use the Lease Residual % field to specify the default residual for lease deals.

If you have multiple stores set in the system, use the Store Defaults section to select the
default store that should be used for the vehicle types listed (New, Demo, Used, and
Certified Used Vehicles).

Click Save to save the information. A green “Success” message verifies the information has
been saved.



Forms

When your dealership’s FLEX DMS F&I account is established, Autosoft will work with you to create
and format the necessary deal and up forms your dealership will employ within the program. Once the
forms have been established, Autosoft will make them accessible in your FLEX DMS F&I account.
You can change their ranking and the names by which the forms are displayed in the program in this
portion of Setup.

Rank  Copies Display Name Assigned Name Form Number Revision Date
[- | 1 H MAPFRE Life Insurance St MAPFRE Life Insurance Schedule LASER  AG2423CB-0386 09/01/06
H |-| 2 M [Purtnase orer | Purchase Order D013
[Test22 | Test22 » 02102002
| ‘ | Ford ATPI Laser | Ford ATPI Laser FC-FL-PR 18208 12101105
|. |1 [~ ‘ Fort Knox FCU Buyers Sun Fort Knox FCU Buyers Summary Laser 01/01/00
|' -| 1 H Purchase Order Purchase Order VBO-88190 00198
| -1 ,:‘ Bobilya Buyers Order DEI18A4
|' =E _," Mitch Test 1 Miteh Test 1 1 00101
- [~ | | ‘ First Commanwealth Bank First Commonwealth Bank Retail PA 123DC-5LC 1200114
- | | | ‘ [ Ally Smart_ease Agreemer | Ally SmartLease Agreement AFST1FL 080112
| ‘ Generic Purchase Order - 1 | Generic Purchase Order - Laser 01/01/00
| ‘ | Ford E5P | Ford ESP National VSC App EBREI Nataoe | ioouia
|. |1 [~ ‘ Bankers Systems S| Retail Bankers Systems S| Retail RS-SI-MV-CH 0arioiiz
|' -| 1 H Agreementto Provide Insui R o s o 0101/00
| -1 ,:‘ IRS Report of Cash Payments - Laser 8300 02
|' =E |_, ‘ LAW 553 Retail Installmen LAW 553 Retail Installment Contract LAW 553 0401A4

Organizing Forms
1. Click Forms under the Finance heading in the left navigation panel.

2. Choose the category of form you would like to work with using the drop-down menu at the top
of the screen.

Deal Forms
| Up Forms

3. The list of forms in that category appears.

4. To change a form’s ranking within the list, click on the Rank field for that form and type the
rank within the list at which you’d like the form to appear.

5. Use the Copies field to determine the default number of copies (from 1 to 9) the program will
print for each form. Either use the up and down arrows to arrive at the desired number of
copies for an individual form or type the desired default number of copies in the Copies field.



6. While each form has an assigned name, you can create a display name that differs from the
assigned name and will appear when the form is referenced in the program. The Display
Name field defaults to the assigned name. Click on the Display Name field and type the
name by which you'd like the form to be referenced in FLEX DMS F&l.

7. When you have finished making changes to a form’s ranking, copy count, and/or display
name, click Save. The form will appear in the list at the rank you entered, moving the form
that previously held that rank to the rank immediately after the moved form.

Banks

When you add a new bank to the Setup, you must first add the information for the finance company.
Then, you can specify the defaults for the finance company that will be used to make calculations
when you select to apply this bank to a deal. Once you add the finance company, you can add the
lien holder and loss payee.

Bank Name ~ D Address city State Zip Status | Outside Lien

A4 Bank BK1029 123 Street Rd BROOKLYN NY o 11231 Active Yes

Ally Financial BK1000 |1407 Rosmer Bivd Farrel PA 16121 Active No

merican Honda Financial BK1031 |1 Honda St New York NY  |02010 Active No

Balloon Finance Test BK1014 |123 Bank Bivd city PA 12285 Active No

Bank 1 BK1022 DUNGAN ok 7as3 Active No
Page[l_[of7 > ..E View 1 -5 0f 32

(] Include Inactive

Information
¥ OutsideLien [# Active
Type | Name | Address ‘ City | State | Zip | Delete ‘
Finance Company AAA Bank 123 Strest Rd BROOKLYN NY | 11231
| | \ [ |
| | \ [ 1 |
Address
Type Bank Id
‘ Finance Company v | | ‘
Name Display Name
| AAA Bank | [AaaBankt |
Address. city state 7P
[123 StrestRa | [BrOOKLYN | [Ny w] [11231 |

B o




Adding Banks

1.

2.

10.

11.

12.

13.

Click Banks under the Finance heading in the left navigation panel.
Click Add New under the bank list.

The Type field defaults to Finance Company. You cannot edit this field for the first entry
added for the bank because all bank entries require information for the finance company.

Use the Bank ID field to type the ID number for the bank.

Type the bank name in the Name field. This is a required field. A name is the minimum
information required to add a bank.

In the Display Name field, type the name you want to appear for the bank in the Bank
selection list in the deal. The Display Name can be used to help differentiate branches of the
same bank you may use for financing.

The address is optional, but if you select to add address information for the bank, the State
field is required.

Type the work and fax numbers for the bank. These are optional entries.

Use the Outside Lien checkbox at the top right of the Information tab to flag the bank as the
lien holder.

The Active field is automatically selected. You should leave this setting for new banks.

Click Save to save the information. A green “Success” message verifies the information has
been saved.

The bank you added appears in a secondary table inside the Information tab, and the
Defaults tab is now available. The information you enter on this tab determines how the
program makes calculations. Enter the information as needed for the bank.

| Information | Defaults 1
Ca\cula[mnType‘ Standard - Fees
30 Day Monthi360 Day Year
Do Not Tax Rebates Purchase Option
Include Negative Equity In Total Down
S
Reserve
Acquisition
Calculation Participation % 4 o3
[ Ratio Method o] [ oo
Account Number Control #
| | —
Mileage
Excess Mileage Charge
Miles Over Threshold Mileage Adjust
From Z
Save

Click Save to save the information. A green “Success” message verifies the information has
been saved.



Adding a Lien Holder or Loss Payee

In addition to adding the bank’s primary address, you can also add addresses for the bank’s lien
holder and loss payee departments. The lien holder is the address for the department that actually
holds the title for the vehicle until the loan is paid in full. The loss payee department is where the
payments for any insurance claims against the loss of the vehicle will be made.

1. Once the finance company appears in the secondary table under the Information tab, click
Add New under the table.

2. InType, select if this is a Lien Holder or Loss Payee for the bank. As you add addresses to
the bank, the list will only display the remaining options.

Information | Defaults —

| Type ‘ Name | Address City ‘Stale‘ Zip ‘ Delete H

Outsidelien || Active

Finance Company Ally Financial 1407 Roemer Bivd Farrell PA 16121

| cancel |

Address

Type Bank Id
| Lien Holder v ‘ ‘

Loss Payee T
[
Address City State zIP

| | I
Work Fax

Save

3. Type the name associated with this branch of the bank.
4. Complete the address and phone fields as needed.

5. Click Save to save the information. A green “Success” message verifies the information has
been saved.

6. The Default tab is now available. Enter the information as needed.

7. Click Save to save the information. A green “Success” message verifies the information has
been saved.



Removing a Bank
You cannot delete the finance company. Your only option to remove a finance company is to flag it as
inactive so it no longer appears in the bank list when adding a bank to a deal. The bank will also not
display in the Bank list in the Setup unless you select to include inactive items by clicking the Include
Inactive box when viewing the list.

1. Click Banks under the Finance heading in the left navigation panel.

2. Inthe Banks list, click on the bank you wish to make inactive.

3. Click to clear the Active checkbox at the top of the Information tab.

Information | Defaults -

OutsideLien |¢# Active

Type | Name ‘ Address City ‘ State ‘ Zip | Delete ‘
Finance Company Ally Financial 1407 Roemer Blvd Farrell P& 16121
Lien Holder GMAC P.O. Box 555 Farrel PA 16121 @
Loss Payee General Motors 3241 East State St Hermitage PA 16148 (:J

4. Click Save to save the information. A green “Success” message verifies the information has
been saved.

Removing a Bank’s Lien Holder or Loss Payee

While you cannot delete a finance company, you can delete the lien holder or loss payee for a bank.
1. Click Banks under the Finance heading in the left navigation panel.
2. Inthe Banks list, click on the bank for which you wish to delete the lien holder or loss payee.

3. Inthe list inside the Information tab, the lien holder and loss payee each have a red X button
in the Delete column. Click the red X button to delete the entry.

Information | Defaults ‘

OutsideLien |# Active

Type | Name ‘ Address. City ‘ State ‘ Zip | Delete ‘
Finance Company Ally Financial 1407 Roemer Bivd Farrell PA 16121
Lien Holder GMAC P.O. Box 555 Farrel PA | 18121 Q
Loss Payee General Motors 3241 East State St Hermitage PA 16148 Q

4. The program prompts you that this action will permanently delete the bank company. Click
Continue to acknowledge the message and to delete the bank.

5. Click Save to save the information. A green “Success” message verifies the information has
been saved.



Trade Lien Holder

The Lien Holder option allows you to create a list of lien holders. In the event there is still a lien on a
trade vehicle involved in a deal, you can select the appropriate lien holder. This ensures there is a
record of whom the dealership needs to pay in order to obtain the title for the vehicle.

Lien Holder

Lien Holder = | Status

Ally Bank Active

Bank of the South Active

CHEMICAL BAMK Active

COLT FINANCE Active

Ford Motor Credit Active
Page[i [of2 w» m E View 1-5of 8

Include Inactive | Cancel |

Lien Holder

| ‘ +| Active

Address City State e
| | | | [_~]|

Work

C I

Save

Adding a Trade Lien Holder

1. Click Trade Lien Holder under the Banks link in the Finance section of the left navigation
panel.

2. Click Add New.

Lien Holder

Lien Holder ~ | Status
Ally Bank Active
Bank of the South Active
CHEMICAL BANK Active
COLT FINANGE Active
Ford Motor Credit Active
Page[l_|of2 »» HE View 1-5of 9
Include Inactive [ Add New |

3. Inthe Lien Holder field, type the lien holder's name.

4. The address is optional, but if you select to add address information for the bank, the State
field is required.

5. Inthe Work field, type the lien holder’'s phone number.
6. The Active field is automatically selected. You should leave this setting for new lien holders.

7. Click Save to save the information. A green “Success” message verifies the information has
been saved.



Removing Trade Lien Holders

You cannot delete lien holders once you've created them. You can, however, flag a lien holder as
inactive so it no longer appears in the lien holder list. The inactive lien holder will not display in the
Lien Holder list in the Setup unless you select to include inactive items by clicking the Include
Inactive box when viewing the list.

1.

2.

Click Trade Lien Holder under the Finance header in the left navigation panel.
In the Lien Holder list, click on the lien holder you wish to make inactive.
Click to clear the Active field.

Click Save to save the information. A green “Success” message verifies the information has
been saved.

Taxes & Fees

The Taxes & Fees setup is where you will specify the state tax schemes you will use. You can select
to add all the states whose taxing you will need to use. Once you add a state and set the taxing
defaults, you can add the fees for the state. When you select the state for a deal, the taxing and fees
automatically pull to the deal.

fomsromse ]
State ~ Default Primary Rate Default State Remove
California 9.00000000% [¢] (%]
Colorado 1.00000000% o] (%]
Guam 6.00000000% @ (%]
Ilinois 6.25000000% @ (%]
Minnesota & 50000000% [¢] [x]
Ohio 5 75000000% [e] (%]
Pennsylvania 6.00000000% (C] g
Tennessee IWLL 7.000D0D000% o g
‘Wisconsin L_r 5.00000000% Q@ e

Tax 1

Description | Tax1 |

Primary Lease
Rate 6.000000% Rate 9.000000%
Alternate Rate 0.000000% Alternate Rate 0.000000%
Zipcode Tax Decoder
¥ Default Additional Tax In Payment hate
|| Default Upfront Lease Tax In Payment County -
Tax1 v
|| Default Tax On Cap Reduction In Payment -
|| Default Tax Vehicle Wholesale (==




Adding States

1.

2.

10.

11.

Click Taxes & Fees under the Finance heading in the left navigation panel.
Click Add New.

The Add State window opens containing a list of states that have not been added to your
FLES DMS F&l. Click on the state you wish to add. To add multiple states at once, hold the
CTRL button on your keyboard and click on all the states you'd like to add using the left
mouse button.

Click Add State.
A box will open below the Tax and Fees Setup table. The Taxes tab within that box displays

the taxing the state uses. Each state will use different taxes, so the fields displayed on this
tab may vary from the image below. You can type a description for each tax if desired.

I Taxes I Fees I Accounting §

Tax1

Description ‘ Tax1

Primary Lease
Rate £.000000 % Rate 5.000000%
Alternate Rate 0.000000% Alternate Rate 0.000000%
Zipcode Tax Decoder

| Default Additional Tax In Payment State

Default Upfront Lease Tax In Payment =

Default Tax On Cap Reduction In Payment

Default Tax Vehicle Wholesale Local

‘. Save ‘

Click to select the Default Additional Tax In Payment box to include the tax in the payment.
Click to select the Default Upfront Lease Tax In Payment to include this tax in the payment.

Click to select the Default Tax On Cap Reduction In Payment to include this amount in the
payment.

Click to select the Default Tax Vehicle Wholesale if the state taxes wholesale sales.
If the state has multiple taxes, use the ZIP Code Tax Decoder State, County, Local, and
Other lists to specify the rate that should be used for each tax. The program will

automatically assign the state and states taxes to a deal based on the applicant’'s ZIP code.

Click Save to save the information. A green “Success” message verifies the information has
been saved.



12. Click the Fees tab. The Fees tab displays the fees the state charges. Again, each state
charges different fees, so the fields displayed on this tab may vary from the screen shot
below.

Local Fees

> \f & - W
Fee Description Amount o d?b ® | \}b“w «* " < | e |t | | ¥

Documentation |D0cumentat\on

44455‘1«.1.’«.1.1.1.’«

LienfFiling | | Lien/Filing W) (@9 9| 9 @ @\ @ @ @l e

Electronicionline | | Electronic/Online mn| (@@ @\ @ @ e @ @ @ @

ntransit | | Inransit 000) (@ | % || @ | @@ ||| @@

Deputy |Deput-,- nnn‘ e 2 I 2 T 2 R 2

Piate | [Plate RN AR A R R R R R

Wheelage |'Nheelage 222nn\ e I 2 2 T 2 7 = 2 )

|| 1
|| 1
||
||
sw|sp\f ||22209‘-’¢¢¢¢444¢¢
||
||
||
|

misc | [ Misc mn| |@ | @ |9 | @ @8 @@ @ @
Licensing Fees

License Registration Certificate of Title 22200
Default Total Licensing Fees In-Payment
#| Retail
#| Lease
«| Balloon

Save

13. In the Local Fees section, enter the fees and amounts charged by the state.

14. Click to select the deal types that require the fee and specify if the fee should be added to the
payment.

15. Click to select the taxes that apply to the fee.
16. In the Licensing Fees section, enter any licensing fees that apply.

17. In the Default Total Licensing Fees In-Payment section, click to select the deal types that
require the licensing fees to be included in the payment.

18. Click Save to save the information. A green “Success” message verifies the information has
been saved.



19. Click the Accounting tab. The Accounting tab displays all of the taxes and fees available for
deals. Use the drop-down lists next to each item to indicate how the item should post in the
deal when transferred to Accounting.

Taxes | Fees | Accounting

Taxes (Retail, Cash, Balloon and Whalesale)

Tax2 | Ssles Tax

Agartional Tax | Other Tax

II

Taxes (Lease)

Up Front Tax In Paymant | Bank Pays Taxes ¥

Up Front Tax Notin Payment | Bank Pays Taxes ¥

Tax On Cz2p Reduction In Payment | Bank Pays Taxes ¥
Tax On Cap Reduction NotIn Payment | Bank Pays Taxes ¥
Agaitional Tax in Payment nk Pays Taxes ¥

Addttional Tax Not n Paymant | Bank Pays Taxes ¥

m
o

Local Fees.

Documentation | Misc Income ¥

Lian/Filing State Fees T

-«

ElectroniciOniing | Stste Fees

ntrangit | State Fees ¥

-«

5PV | Stete Fees
Deputy | Stste Fees ¥
Plate | State Fees ¥
Wheslage | Stste Fees ¥

Miec | State Fees ¥

Licensing Fees

Licenss | Stste Fees ¥
Regletration | Stste Fees ¥
Cartificats of Title | State Fees ¥

Tranefar | Stste Faes

-«

Increass State Fees b

Notary State Feas \j

TempTag | Stete Fees ¥

20. Click Save to save the information. A green “Success” message verifies the information has
been saved.

Removing a State
1. Click Taxes & Fees under the Finance heading in the left navigation panel.
2. Click the red X button in the Remove column for the state you wish to delete.

3. The program prompts you that this action will permanently delete the state. Click Continue to
acknowledge the message and to delete the state.



Insurance Companies

Use the Insurance Companies setup to add all of the vehicle insurance companies you deal with. This
pertains to vehicle insurance only. Life, accident, and health insurance information is set up under
Life A&H. Once you add companies to the Setup, you can add insurance agents.

e

Insurance Company = | Status
ADD Insurance Active
AllState I}, Active
AutoSoft Insurance Active
AllState
Erie Insurance Active
Eyrie Active
Page[i |of4 w> w5 v ] View 1 - 5 of 20
Include Inactive |W\

Name NAIC

| austate | | ) Active

Address City State rald

[1231ns Co Address | [eirarD | [or  v] [42420

Work

0 | | [ |

Save

Adding Insurance Companies
1. Click Insurance Co under the Finance header in the left navigation panel.
2. Click Add New. Fields display on the bottom of the screen.
3. Type the insurance company name in the Name field.

4. Enter the insurance companies National Association of Insurance Commissioners number in
the NAIC field.

5. The Active field is automatically selected. Leave this setting for new insurance companies.

6. The address is optional, but if you select to add address information for the insurance
company, the State field is required.

7. Type the insurance company phone number in the Work field. This information is optional.

8. Click Save to save the information. A green “Success” message verifies the information has
been saved.



Removing an Insurance Company
Once you have added an insurance company to the Setup, you cannot delete it. You can, however,
flag the insurance company as inactive so it no longer appears in the Insurance Companies list. The
insurance company will also not display in the Insurance Companies list in the Setup unless you
choose to include inactive items by clicking the Include Inactive box when viewing the list.

1. Click Insurance Co under the Finance header in the left navigation panel.

2. Click the company you wish to make inactive from the Insurance Companies list.

3. Click to clear the Active field.

4. Click Save to save the information. A green “Success” message verifies the information has
been saved.

Adding Insurance Agents
1. Click Insurance Agent under the Finance header in the left navigation panel.

2. Click Add New.

Insurance Company = | Insurance Agent | Status

ACME Insurance John Williams Active

ADD Insurance Jim Smith Active

AllState Bilty Baker Active

AllState Paul Lynd Active

AutoSoft Insurance .Mark Simpson | Active
Page[l Jof8 > w5 v| View 1- 50738

Include Inactive | Add New |

3. Fields display on the bottom of the screen. Type the insurance agent’s name in the
Insurance Agent field. This is a required entry.

|

Insurance Company = ‘ Insurance Agent ‘ Status

AllState Billy Baker Active
AllState Paul Lynd Active
AutoSoft Insurance Mark Simpson Active
Erie Insurance Jake Stanford Active

Erie Insurance John Jones Active
Page[i ]of6 w mifz v] View 1- 5 of 28

Include Inactive | Cancel |

Insurance Agent Insurance Company

‘ | | '| #| Active

Address City State ZIP
\ | | L ]

Work

LI ]

Save




4. Use the Insurance Company drop-down menu to select the company for which this agent
works. The list includes all the insurance companies you added during Setup. This is a
required entry.

5. The Active field is automatically selected. You should leave this setting for new agents.

6. The remaining information is optional. However, if you add an address, the State field is
required.

7. Click Save to save the information. A green “Success” message will verify the information
has been saved.

Removing an Agent
Once you have added an insurance agent to the Setup, you cannot delete the agent. You can,
however, flag the insurance agent as inactive so he or she no longer appears in the Insurance Agent
list. The insurance agent will also not display in the Insurance Agents list in the Setup unless you
select to include inactive items by clicking the Include Inactive box when viewing the list.

1. Click Insurance Agent under the Finance header in the left navigation panel.

2. Select the agent from the list.

3. Click to clear the Active field.

4. Click Save to save the information. A green “Success” message will verify the information
has been saved.



Front Adds

This is where you enter the front adds you will apply to deals. You can enter an unlimited number of

front adds.

Name = 1D Retail Cost MSRP Deal Default Status
14" Chrome Wheels Fa1021 $995.00 $95.00 $0.00] Mo Active
16" Alloy Wheel FA1008 50.00| $0.00] 50.00 No Active
227 Wheels FAa1T $1,500.00 599.00 S0.00] No Active
Bedliner Falni4 5350.00 5125.00] 50.00 No Active
Body Side Molding Fat1007 $0.00| $0.00| 50.00| No Active
Pagei Jofd w w5 v] View 1-50f19
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Adding a New Item

1. Click Front Adds under the Finance heading in the left navigation panel.

2. Click Add New. Fields display on the bottom of the screen.

Front Adds Setup
Name ~ i) Retail Cost MSRP Deal Default Status
14" Chrome Wheels FA1021 '$995.00 $95.00 '$0.00 Mo Active
16" Alloy Wheel FA1D08 50.00 50.00 50.00/ No Active
22" Wheels FAID17 51,500.00 580.00 50.00| No Active
Bedliner FA1D14 $350.00 5$125.00 50,00 No Active
Body Side Molding FA1007 50.00 50.00 S0.00 No Active
14 <o Pagell Jof4 e mis v View 1-50f 19
|| Include Inactive

Name

| || Default In Payment | | Default In Deal |« Active | |Use Alternate Tax

Retail Cost MSRP

| oo | oo | 000

Tax Defaults

[ Tax1 | |Tax2 | |Tax3

3. Type a name/description for the item in the Name field.

4. Click Default in Payment if this item should be added to the payment.

5. Click the Default In Deal checkbox to automatically add this item to new deals.

6. The Active field is automatically selected. You should leave this setting for new adds.



7. The Use Alternate Tax field allows you to apply the alternate tax rate to the front add. If you
select this option, instead of the standard tax rate, the alternate tax rate set for the taxing
state will be used to calculate the tax for the front add.

8. Next, specify the Retail price, Cost, and MSRP for the item.

9. Use the Tax Defaults section to specify the taxing that applies to this item.

10. Click Save to save the information. A green “Success” message will verify the information
has been saved.

Removing Items
You cannot delete front adds once you have added them to the Setup. However, you can flag the
item as inactive so it no longer appears in the list when adding front adds to a deal. The item will also
not display in the Front Adds list in the Setup unless you select to include inactive items by clicking
the Include Inactive box when viewing the list.

1. Click Front Adds in the left navigation panel.

2. Select the item from the Front Adds list.

3. Click to clear the Active field.

4. Click Save to save the information. A green “Success” message will verify the information
has been saved.



Back Adds

This is where you enter the back adds you will apply to deals. You can enter an unlimited number of
back adds.

Back Adds Setup

Name = Type [n] Retail Cost MSRP Deal Default | Status
Credit Guard 1 Credit Guard BA10DT £101.00 $1.00] 1.0 No Active
Credit Guard 2 Credit Guard BA101D 50.00 50,00 $0.00 No Active
Dent Protect 1 Dent Protec tion BA1DDS $102.00 52.00] 5202 No Active
Dent Protect 2 Dent Protec tion BA1013 5100.00| $0.00 $0.00 Mo Active
Environment Protect 1 Environmental Protection | BA1002 $103.00 $3.00] $3.03) Mo Active
Page[i |of8 > w5 v| View 1- 5 of 37
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Adding a New Item

1. Click Back Adds under the Finance header in the left navigation panel.

2. Click Add New. Fields display on the bottom of the screen.

Back Adds Setup

Name ~ Type D Retail Cost MSRP  |Deal Default | Status
Gredit Guard 1 Credit Guard BAIDOT | 510100 51.00 5101 No | Active
Credit Guard 2 Credit Guard BAIDID 5000 5000 5000  No | Active
Dent Protect 1 Dent Protection BATD0S | 510200 52,00 5202 No | Actve
Dent Protect 2 Dent Protection BA1D13 | 510000 $0.00 5000 No | Active
Environment Protect | Environmental Protection | BA1003 | 510300 53.00 5303  MNo | Active

4 <o Pagel  of8 > m[5 v] View 1-50f37

[/ Include Inactive

Name Type
| | v| [ |Defauitin Payment | | Default In Deal
|# Active | | Use Altemate Tax
Description
Retail Cost MSRP
o] | oo | 0.00
Account Number Setup

New Retail Account#  New Cost Account#  Used Retail Account#  Used Cost Account#  Payable Account#  Control

Tax Defaults

[ Tax1 | |Tax2 | |Tax3

3. Type a name for the item in the Name field.



10.

11.

12.

13.

Use the Type list to select a type/category for the item.

Click Default in Payment if this item should be added to the payment.

Click the Default In Deal checkbox to automatically add this item to new deals.

The Active field is automatically selected. You should leave this setting for new back adds.
The Use Alternate Tax field allows you to apply the alternate tax rate to the back add. If you
select this option, instead of the standard tax rate, the alternate tax rate set for the taxing
state will be used to calculate the tax for the back add.

Use the Description field to provide an explanation for the back add.

Specify the Retail price, Cost, and MSRP for the item.

The Account Number Setup section allows you to specify the general ledger account
numbers used to post this item to the books in the Autosoft FLEX DMS Accounting module. If
you specify the account numbers here, the item will automatically post to the specified
accounts using the selected control.

Use the Tax Defaults section to specify the taxing that applies to this item.

Click Save to save the information. A green “Success” message will verify the information
has been saved.

Removing Items

You cannot delete back adds once you have added them to the Setup. However, you can flag the
item as inactive so it no longer appears in the list when adding back adds to a deal. The item will also
not display in the Back Adds list in the Setup unless you select to include inactive items by clicking
the Include Inactive box when viewing the list.

1.

2.

Click Back Adds in the left navigation panel.
Select the item from the Back Adds list.
Click to clear the Active field.

Click Save to save the information. A green “Success” message will verify the information
has been saved.



Coverage Providers

Coverage providers are the vendors who provide the services you sell to customers during the deal.
Once you add coverage providers to the Setup, you can then add the Gap, service, warranty, and
maintenance plans the providers offer.

Coverage Providers

Type = ‘ Name ‘ Status |
Gap Test Active
Gap Test Gap Active
Gap TX Gap Provider Active
Gap Zuric Active
Maintenance ABC Maintemrp Active
e <o Pagef Jof6 w m[5 7] View 6 - 10 of 27

Include Inactive | Add New ‘

Name Dealer Number Coverage Type

‘Zuric | |Z'23455 | | Gap A ‘ Manufacturer |« Active
Address City State a2

564 East Trade Street | [Faren | [Pa +] [18121 |

Contact Name Work Number Fax Number

[Miteh Andersan | - frseo | [T ][] oebitcancelation
Account Number Setup

New Retail Account#  New Cost Account#  Used Retail Account#  Used Cost Account #  Payable Account#  Control
232 | EE | [323 | [836 ‘ [1008 ] [v v

Tax Defaults

o Tax 1 Tax2 Tax3 Use Alternate Tax Calculation Gap ~ Gap Reserve 30.000000%

| Save

Adding Providers
1. Click Coverage Providers under the Finance header in the left navigation panel.
2. Click Add New. Fields display on the bottom of the screen.
3. Enter the provider's name in the Name field. This is a required entry.
4. Type the provider’s dealer number.

5. Use the Coverage Type list to select the type of coverage this provider offers. This is a
required entry.

Coverage Type

zap

Maintenance
Service -
Warranty




10.

11.

If this is a manufacturer coverage provider, click to select the Manufacturer box.
The Active field is automatically selected. Leave this setting for new providers.

The remaining information in this section is optional. However, if you add an address, the
State is required.

The Account Number Setup section allows you to specify the general ledger account
numbers used to post services to the books in the Autosoft FLEX DMS Accounting module. If
you specify the account numbers here, the item will automatically post to the specified
accounts using the selected control.

Use the Tax Defaults section to specify the taxing that applies to this item. (The Calculation
Gap and Gap Reserve fields apply to Texas only.)

Click Save to save the information. A green “Success” message will verify the information
has been saved.

Removing Providers

You cannot delete providers once you have added them to the Setup. You can, however, flag the
provider as inactive so it no longer appears in the list when adding services to a deal. The provider
will also not display in the Coverage Providers list in the Setup unless you select to include inactive
items by clicking the Include Inactive box when viewing the list.

1. Click Coverage Providers from the left navigation panel.
2. Select the provider from the Coverage Providers list.
3. Click to clear the Active field.
4. Click Save to save the information. A green “Success” message will verify the information
has been saved.
Adding Plans
1. From the list of plans under the Coverage Providers link in the left navigation panel, click the
plan type you wish to add.
Cowverage Providers
Gap Plans
Se Flans
Warranty Plans
Maintenance Plans
2. Click Add New under the plans list that opens. Fields display on the bottom of the screen.
The fields that display vary based on the type of plan you are adding.
3. Type the Plan Name.



4. Use the Coverage Provider list to select the provider. This list displays all the active
coverage providers flagged as the selected provider type (Gap, Service, Warranty, or
Maintenance) in Setup.

Coverage Provider

Martheast GAP L

Mortheast GAP
©ld Republic GAP. Lo
| Ownerguard Caorp »

5. The Active field is automatically selected. Leave this setting for new plans.

6. Click the Default In Deal checkbox to automatically add the plan to new deals.

7. Type a description for the plan in the Description field.

8. Use the Retail field to enter the coverage plan’s retail price to be applied to the deal.

9. Enter the cost of the coverage plan in the Cost field.

10. Click Save to save the information. A green “Success” message will verify the information
has been saved.

Removing Plans
You cannot delete plans once you have added them to the Setup. However, you can flag the plan as
inactive so it no longer appears in the list when adding services to a deal. The plan will also not
display in the selected plan list in the Setup unless you select to include inactive items by clicking the
Include Inactive box when viewing the list.

1. Click the plan type in the left navigation panel.

2. Select the plan from the list of plans of that type.

3. Click to clear the plan’s Active field.

4. Click Save to save the information. A green “Success” message will verify the information
has been saved.



Life A&H

Autosoft installs the Life A&H providers for you. This is where you create the life rate plans your
dealership sells. You can obtain the information for life insurance and disability from the life insurance

provider.

Life A&H Plans

Provider Name = ([n] Deal Default | Status

American Mational American Mational GA Laiom7 Mo Active
American Matienal American Maticnal GU LA1038 Ng Active
American Matienal American Mational NC LA1D44 Mg Active
American Naticnal American Maticnal ND LA1D49 No Active
American National American National TX LA1D37 No Active
Page[l [of12 > ME View 1- 5 of 59

| Include Inactive

Adding a New Plan

1. Click Life A&H under the Finance header in the left navigation panel.

2. Click Add New. Fields display on the bottom of the screen.

3. Inthe Information section, select the provider from the Provider list. This is a required entry.

If your provider is not listed, contact Autosoft.

Life A&H Plans

Provider Name = 1D Deal Default | Status
American National American National GA LA1017 No Active
American Mational American National GU LA1038 Mo Active
Americ an Mational American Mational NC LA1044 No Active
American Mational American MNational ND LA1048 No Active
American National American National TX LA1037 Mg Active
4 <a Pagell ol 12 m mi[5 7] \iew 1- 5058
(| Include Inactive
Information
Provider Calculation
‘ v | | v| @ Active [ | Defaultin Deal
Name Group Number
Address City State ZIP
\ | | | ]|
Contact Work Fax




10.

11.

12.

13.

14.

15.

16.

17.

Use the Calculation list to select the calculation method this provider uses for this plan. This
is a required entry. If your calculation is not listed, contact Autosoft.

The Active field is automatically selected. Leave this setting for new plans.
Click the Default In Deal checkbox to automatically add the plan to new deals.
Enter the plan name in the Name field, which is a required entry.

Enter the group number in the Group Number field.

The remaining information in this section is optional. However, if you add an address, the
State is a required entry.

In the Life Insurance Setup section, type the name for the life plan in the Name field. This is
a required field.

Life Insurance Setup

Name Reserve %

| 0.00%

Description

Life Type

| Decreasing - Gross v | Cover Applicant Cover Co-Applicant

Enter the reserve in the Reserve field. This is an optional field.
Add a Description of the plan as needed. These are optional entries.

Choose the appropriate plan type from the Life Type menu. The field automatically defaults
to Decreasing - Gross if not changed.

Use the Cover Applicant and Cover Co-Applicant boxes to default the coverage you wish
to set for this provider.

In the Accidental & Health Insurance Setup section, enter the name for the plan in the
Name field. This is a required field.

Accidental & Health Insurance Setup

Name Reserve %

| | | 0.00%

Description

A&H Type Days Critical Period
| Retro v‘ ‘ 7 v| | None v Cover Applicant Cover Co-Applicant

Enter the reserve in the Reserve field.

Add a Description of the plan as needed. This is an optional field.



18.

19.

20.

21.

22.

The A&H Type defaults to Retro. Leave this entry or select Non-Retro as needed.

Select the length of the waiting period using the Days field, which defaults to 7. Leave this
selection or choose 14 or 30 as needed.

The Critical Period defaults to None. Leave this entry or select 12 Month, 24 Month, 36
Month, or 48 Month.

Use the Cover Applicant and Cover Co-Applicant boxes to default the coverage you want
for this plan.

Click Save to save the information. A green “Success” message will verify the information
has been saved.

Removing Plans

You cannot delete plans once you have added them to the Setup. You can, however, flag the plan as
inactive so it no longer appears in the Life, Accidental & Health Insurance Provider list when adding
Life A&H coverage to a deal. The plan will also not display in the Life A&H Plans list in the Setup
unless you select to include inactive plans by clicking the Include Inactive box when viewing the list.

1.

2.

Click Life A&H from the left navigation panel.
Select the plan from the Life A&H Plans list.
Click to clear the Active field.

Click Save to save the information. A green “Success” message will verify the information
has been saved.



Commissioning

The Commissioning Setup is where you add general commission defaults. This information will be
used to calculate commission unless an individual employee has his or her commission set in their
employee Setup. The program always uses the individual employee commission settings first. The
program only uses the settings entered here if no individual commission settings exist.

Front Gross Setup

«|Include Holdback «| Include Pack «| Include Advertising «|Include Dealer Charges

Commission Setup

H ack|Advertisil L[:]EI;;S Front End (Front End Flat| BackEnd |Back End Flat| Reserve Reserve Flat
salesperson 2 7 ([ 2500w [ 1o000]|| ooow]l[ ool poaw][  ooo]
Sales Manager [ sooow||[ ool ooow]l[  ooof|| ooow]|[ oo
P L= | sooow||[  ooo|||  zsoow|[  ooo||[  zsoow||[ oo

Management Accounting Commission Setup

Sales Manager Debit | Ancillary Debit1

Sales Manager Credit | Ancillary Credit1 v

Finance Manager Debit | Ancillary Debitz  +

Finance Manager Credit | Ancillary Credit2 +

Save

1. Click Commissioning under the Finance header in the left navigation panel.

2. Inthe Front Gross Setup section, click to select the items that should be included in the
front gross.

3. Under Commission Setup, click to select the items (holdback, pack, advertising, and dealer
charges) available for commission for the salespeople, sales managers, and finance
managers.

4. Specify the percentages and flat rates that apply for front end, back end, and reserve portions
of deals.

5. The Management Accounting Commission Setup section allows you to specify the
ancillary accounts used to post commissions to the books in the Autosoft FLEX DMS
Accounting module. Choose the appropriate ancillary accounts, and the commissions will
automatically post to the specified accounts.

6. Click Save to save the information. A green “Success” message will verify the information
has been saved.



Finishing up

As your dealership’s needs change, you can edit the setup information at any time, adding or
removing information as necessary. Simply return to the corresponding area in the Setup and add,
edit, or remove the information as described in this chapter.

When you are finished in the Setup, click the Dashboard link at the top of the screen. You are ready
to begin learning how to use the program. The remaining chapters will cover each feature in the

program.
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Dealer Management System

Chapter 2

Chapter 2 Customers

You will use the Customers option to add customers to the program. FLEX DMS F&lI provides
flexibility when adding customers. You can add anyone as a customer and can distinguish between
individual customers and organizations. The program even lets you link individual customer records
to organizations, providing comprehensive tracking.

ABC Motors Sales Tools | My Account | Admin | Logout
F.VAutosoft —

Dealer Management System Dashboard Customers Deals Inventory Reporting

Last Name Phone Number Customer Number
To avoid duplicate entries, you are required
CH ] R T R ey
before entering a new one.
First Name Nots

‘ ‘ ‘ ‘ Organization

|_clear | [ search |

Customers
Last Name = ‘ First Name ‘ Address ‘ City ‘Smlel Zip | Home Number ‘ Cell Number

Page[ ol 1 [av] No Records

Customers vs. Ups

Customers in FLEX DMS F&l are records of information. A salesperson can add anyone to the
database whose information he/she wishes to keep on record. Anyone can be added as a customer.
This could be an old customer with whom the salesperson is still in touch, a prospect the salesperson
is currently working with, or a long-term prospect who may be buying a car sometime in the future. A
customer does not need to be associated with a deal to be added to the program. A customer may
have purchased a car at another dealership but brings the vehicle to your dealership for service.

An up is a sales opportunity. When you add a customer as an applicant to a deal, this creates the
up—the potential deal. The up is more about the opportunity it represents to the dealership than the
individual.

Individuals vs. Organizations

You have the option of adding individuals and organizations as customers. Individuals are records of
individual people whose information you want to keep in the program. When an individual is
associated with a deal, the individual becomes an up.

An organization is the record of a business that you want to keep in the program. Once you add the
organization, you can link individual customers or add individuals as representatives of the
organization. Organizations are actually the customers. The organization is responsible for the terms
associated with the deal. Representatives added to the organization are not actually the customers
but merely representatives acting on behalf of the company.



F.VAutosoft [ Deals

Dealer Management System
Chapter 4

Searching for Customers

The Search screen is the foundation of the Customer database. You are required to search for a
customer before you can select to add a new customer record. This ensures duplicate customer
records are not added to the program.

1. Click Customers on the blue toolbar at the top of the screen.

, ‘ Autosoﬂ. ABC Motors

Dealer Management System board Customers Deals

2. The Search screen opens. Click to select if you are searching for an Individual or
Organization. The fields that display depend on the option you select.

# Individual

Organization

3. Type the information you wish to use to search for the customer. Keep the following
guidelines in mind.

¢ When typing partial entries in the Name fields, the program will provide results for all
customer names containing the partial search criteria.

e If you select to search by a phone number, you must type at least three digits in the box.

e When searching for an organization using the Notes field, you must type three
consecutive characters, uninterrupted by spaces.

4. Click Search. A list of customers who meet the criteria you specify opens.



Chapter 2 Customers

, ‘A tosoft ABC Motors Sales Tools | My Account | Admin | mm == Logout
‘ wﬂ%wmmﬁmm Dashboard Customers Deals Inventory Reporting
Last Name Phone Number Customer Number . To avoid duplicate entries, you are required
1] [ ] comavaa oS brmecisone oensaion
before entering a new one.
First Name: Notes
[ | [ | . Organization Add New
Add New wl Scanner
) (atazan)
Customers
Last Name First Name Address City state | Zip Home Number Cell Number
Smith Jason FARRELL PA | 1812 (685) B76-8768
[ Smith John
Smith John IRWIN Pa | 15842
[smith joseph MONROEVILLE PA | 15148
SMITh Mike BEVERLY HILLS ca | so210
[ smith Paul
[smith smith
[ smit Tom 152 Deal Drive PITTSBURGH PA | 15226 (724) 526-6332
Smith Crawford 101 Main St NILES OH | 44448 (330) 5440123
SmiTH DALE BAGDAD KY | 40003
Page[i|of2 »> .‘ View 1 - 10 0f 17

5. Double-click a customer in the list to view the customer’'s summary.

Adding an Individual
1. Search for the individual as explained in the previous section.

2. If the individual is not found during the search, click the Add New link that appears in the
bottom right corner of the search portion the window.

Last Name Phone Number Customer Number " : - "

* ity

s 1T [ ] v o search for he customerorganizaion
L S

First Name Notes

Add New
Add New w/ Scanner

Lo [omar)

Last Name = First Name Address. City State zZip Home Number Cell Number

‘Janine ‘ ‘ | ) Organization

Page[i_Jof 1 Mo Records

55 | Page



Autosoft FLEX DMS F&l

3. The Customer Information tab opens, containing only the information you entered as
search criteria.

‘Customer Information

Basic Information

Prefix First Name Middle Name Last Name Suffix
\ v [Jaine | [ | [smitn | \ |

Gender Nickname Date of Birth Marital Status SSN

L______1 | | [ | | )
Apt./Suite County County Code Type Primary
— | | [ | [P ] ©
Qo
Phone Numbers Email Addresses
L L Jeel ] o | | [Persona
]

4. Use the Basic Information section to add the customer’'s name, gender, date of birth, marital
status, and social security number. The information in this section is not mandatory.

5. Enter an address for the customer in the Address Information section. Use the Type field,
which defaults to Physical, to select the appropriate description for the address. You can add

as many as four addresses per individual: physical, mailing, garage, and work. Click the
green + button to add additional addresses as needed.

56 | Page



6. Add a phone number in the Phone Numbers section. The Type defaults to Home. Select a
different option as needed. You can add as many as four phone numbers per individual:

home, cell, work, and fax. Click the green + button to add additional phone numbers as
needed.

Cell
Work
| Fax

7. Add an e-mail address in the Email Addresses section. The Type defaults to Personal.
Select a different option as needed. You can add two e-mail addresses per individual:
personal and work. Click the green + button to add an additional e-mail address if required.

Persocnal r
Personal

| Work |

8. Click Save to save the information. A green “Success” message verifies the information has
been saved.



Adding Credit Information

Once you add customer information, the Credit Information tab becomes available. Here, you'll
enter credit information that will be used to run credit checks and complete financing. This is optional
based on the customer’s needs from your dealership.

1. Click the Credit Information tab.

2. Use the Employer and Previous Employer sections to record the customer’s employment

l Customer Information I Credit Information I Driver's License }

Employer Previous Employer

Name Name

Address Apt./Suite Address Apt./Suite

City State P city State pald

| [ | \ [ ] \
Phone Phone

N o, I N I I o

Occupation Occupation

Years Worked Months Worked Self Employed Years Worked Months Worked Self Employed
Income Payment Frequency Income Payment Frequency

[ ooo] | v ‘ 000] | v

3. Inthe Income section, enter the financial information requested.

Income

Previous Financing Additional Yearly Income  Additional Income Sources Checking Savings

‘ | 000 | | | o00] | 0.0

4. Use the Current Residence section to add the financial information pertaining to the
customer’s current address. This section only appears if you have added a physical address
for the customer.

Current Resi Previous Residence

Mortgage Co. / Landlord Address Apt.ISuite

Payment/Rent Occupancy Type Mortgage Balance City State 2P
\ ooo] | ] 000] | L ] |

Market Value Years Months County

\ o] | | | \ L |
| ] | | | \

5. Inthe Previous Residence section, enter the appropriate addresses and residency
information.



6. Inthe Reference 1 and Reference 2 sections, enter the information for the references the
customer wishes to use.

Reference 1 Reference 2

First Name Last Name First Name Last Name
Address Apt.iSuite Address Apt.iSuite

City State P City State P

| [ \ | [ \
Phone Phone

I N . I I N

Relationship Years Known Months Known Relationship ‘Years Known Months Known

‘ Save

7. Click Save to save the information. A green “Success” message will verify the information
has been saved.

Adding Driver’s License Information

1. Click the Driver’s License tab.

| Customer Information I Credit Information “ Driver's License

Driver's License Image Download Software

| Delete Images |

| Scan License |

| Print. |

No Image Available

Driver's License Information

Driver's License Number  State Expiration Date Issue Date

Save

2. The Driver’s License Image section will display the images added through the driver’s
license scanner. See Appendix D Driver’s License Scanner for information about using a
driver’s license scanner with FLEX DMS F&l.

3. If you scanned the customer’s driver’s license, the fields in the Driver’s License Information
section will automatically populate with the information taken from the scan. However you can
use this area to enter the driver’s license information manually without scanning.

4. Type the license number in the Driver’s License Number field.

5. Use the State list to select the licensing state.

6. Enter the expiration and issue dates in the corresponding fields.

7. Click Save. A green “Success” message will verify the information has been saved.



Adding an Organization

1. Search for the organization as explained in the earlier section, “Searching for Customers.”

2. If the search does not result in a match to your customer search, click the Add New link in
the bottom right corner of the search area.

3. The Organization Information tab opens containing the search criteria you entered for the
organization.

Basic Information
Organization Name: Type EIN
[Bob's Tree service | [ v ‘ |
Date Of Incorporation ~ Years Monthly Income
Address Information
Address. city State zIP
—— | | | (s
Apt./Suite County County Code Type [« Primary
1] | | | | [Psea -] ©
e
Phone Numbers Email Addresses
L L Jel ] o | | [V o
(]
[T

4. Add the remaining organization information in the Basic Information section.

5. Use the Address Information section to add an address for the organization. Use the Type
field, which defaults to Physical, to select the appropriate description for the address. You
can add as many as three addresses per organization: physical, mailing, and garage. Click
the green + button to add additional addresses as needed.

Type
Physical




In the Phone Numbers section, enter a phone number for the organization. The Type
defaults to Work. However, you can choose Fax as needed. You can add both work and fax
numbers for the organization. Click the green + to add an additional phone number as
needed.

| Fax

Enter an e-mail address in the Email Addresses section. The only e-mail address type for an
organization is Work, and you can only add one e-mail address.

Click Save to save the information. A green “Success” message will verify the information
has been saved.

Adding Representatives to an Organization

Once you save an organization’s information, the Representatives tab becomes available. This is
where you will link individual customers to an organization.

1.

2.

Click the Representatives tab.
Click Add New.
Use the search fields that appear under the Organization Representatives table to enter

search criteria, and click Search. Remember, you always have to search for a customer
before adding new customer information.

I gt o i I Representatives -
Organization Representatives

First Middle | Last Title ‘anarv‘ Status

Page[i ]of1 E Ne Records

Include Inactive | Cancel |

Last Name Phone Number Customer Number
To avoid duplicate entries, you are required
C ] T s rh cusionsrganzaton
before entering a new one.
First Name Notes.

[ cear | [ searcn |

Customers

Last Name = First Name: Address | City ‘smel Zip ‘ Home Number ‘ Cell Number

Page[ Jof 1 E No Records




4. The bottom of the screen displays a list of customers who meet your search criteria. Double-
click the customer you want to add to the organization, or click Add New if the customer
record does not exist. (This link will not appear until you have searched for a customer.)

Last Name

jones

First Name Notes.

Phone Number

L]

[ea

Customers

Last Name + | First Name

‘ Address

Customer Number

To avoid duplicate entries, you are required

® Individual

| State ‘ Zip ‘

to search for the customerforganization

before entering a new one.

Home Number

Add gsw

Add New wi Scaririer

Clear | | searcn |

| Cell Number

Page[l  |of

! [or]

No Records

5. Additional fields will open at the bottom of the screen in place of the Customers list. Under
Basic Information, type the customer’s information.

Basic Information

Prefix First Name

Middle Name

Last Name

Title

\ B | | [eerw | |
Gender Nickname Date of Birth Marital Status SSN Primary () Active
\ o | | 1 |
Address Information
Address City State 2P
[ ] \ | \ ] =
Apt.iSuite County County Code Type & Primary
| I | [P ] ©
w
Phone Numbers Email Addresses
I el o | = o
(+] W

Save

6. Use the Title field to identify the representative’s title within the organization.

7. If you will be adding more than one representative to an organization, use the Primary box to
flag the primary representative for the organization.

8. The Active field is automatically selected. Leave this setting for new representatives.

9. Inthe Address Information section, enter the representative’s address. The Type defaults
to Physical. Select a different option as needed. You can add as many as four addresses per
individual: physical, mailing, garage, and work. Click the green + button to add additional
addresses if required.



Chapter 2 Customers

10. Add a phone number in the Phone Numbers section. The Type defaults to Home. Select a
different option as needed. You can add as many as four phone numbers per individual:

home, cell, work, and fax. Click the green + button to add additional phone numbers as
required.

11. In the Email Addresses section, add up to two e-mail addresses: personal and work. When
you enter an e-mail address, the Type defaults to Home. Select a different option as needed.
Click the green + button to add a second e-mail address as needed.

12. Click Save to save the information. A green “Success” message will verify the information
has been saved.

Editing Customer Information
1. Search for the customer.
2. Double-click the customer in the Customers list.

3. Click Edit at the bottom of the Customer Information or Organization Summary section.
The customer’s record opens.

Customer Information

Cust No  AAS1000345

Name EdJones

J&J Landscaping
Address 11 Main St.
City WEST MIDDLESEX

State FA

County MERCER

P 16159

Phone (724) 555-9576 (Home)

Email edjones@jjlandscaping.com (Wark)

E

4. Edit the information as needed.

5. Click Save to save the changes.

6. A green “Success” message will verify that the information has been saved.
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Adding Notes

Notes allow you to add pertinent information to a customer’s record. This can be general information
about the customer that you want to keep on hand or information you want to make available to
others who view the record. Notes are also a way of keeping a running history of the contact you
have with the customer. Since notes cannot be removed, this serves as an important tool for
collecting information relevant to the customer.

1. Search for the customer.
2. Double-click the customer in the Customers list.
3. The customer’s summary appears.

Upsivens

CustNo  AAGIDO0345 Status. | Customer ‘ Type ‘ Date .. ‘ Vehicle ‘ Sales Rep
Name Ed Jones
J&J Landscaping
Address 11 Main St
City WEST MIDDLESEX
State
County  MERCER
2P 16159
Phone (724) 555-9876 (Home)
Email edjones(@jjlandscaping.com (Work)

Page[i Jof1 E| No Records

New Deal

CE i 5o o

[ Add Note |

Date . | Note | Owner

Page[_Jof 1 E No Records

4. Inthe Notes box, click Add Note.
5. Type the note you wish to add.

Enter Note

Co-owner of J&J Landscaping

Save

6. Verify the information is correct. You cannot edit a note once you have added it.

7. Click Save. The note appears under the Notes section.



Viewing Notes

In the Notes box, click on the note you wish to view from the list. The detail will display in the window
at the bottom of the Notes section. You cannot edit notes.

Notes
[ Add Note |
Date | Note | Owner
04/01/2015 Co-owner of J&J Landscaping. Elissa Teto
Page[i |of1 EI Wiew 1-10of1

Co-owner of J&J Landscaping.

Viewing Ups/Deals

When you add a customer to a deal, the program links the deal and the customer. You can view the
customer’s deal history under the Ups/Deals section. This includes lost, sold, and working deals. For
sold or lost deals, you can click a deal in the list to view the detail. For working deals, you can click
the deal to go to the Deals section of the program to work the deal as needed. The program will
continue to keep a running tally of the money the dealership has earned from this customer. You can
start a new deal for the customer by clicking the New Deal link under the Ups/Deals box. This opens
a new deal and automatically adds the customer as the applicant. (See Chapter 4 Deals for details
about working a deal.)

Ups/Deals
Status | Customer | Type | Date _ | Vehicle | Sales Rep
Finished Organization Retail | 04/01/2015 |2013 Chevrolet Siverado Elissa Toto
Page[l |of 1 E| Wiew 1-1of1
Total Sold: 1 Total Front Gross: $3,199.00 Total Back Gross: $1,100.00 New Deal
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Chapter 3 Inventory

The Inventory area of FLEX DMS F&I allows you to view and edit vehicle information. If you integrate
with Autosoft FLEX DMS, the inventory added in FLEX DMS Accounting will automatically be added
to FLEX DMS F&l, and the inventory added in FLEX DMS F&l is added to your FLEX DMS
Accounting. Similarly, changes made to vehicle records will transfer between the programs to ensure

the inventory information is current in both locations.

Inventory

Chapter 3

Dealer Management System

I YAutosoft ?ecteer

Dashboard = Customers Deals

Sales Tools | My Account | Admin | ~=m= == Logout

Inventory Reporting

Inventory Reports

Iventory Search
i Body Color Price

Stock® | Type Status = Year Make Mods! Trim
O
230828 Used | Ininventory 2005 |Suberu LEGACY OUT sw Siver 753200
Search By| Stock Number v

528004 Used | Ininventory 2004 |PONTIAC |GRANDAMG son Siver 58.452.00
cuoos | SEES i inventory 2000 |Kia Optima sE SEDAN Red 514,095.95
428178 Used | InInventory 2006 |DODGE  |DAKOTAST i Red 58,523.00
41209 Used | Ininventory 2010 [MERCEDES- |cagn 4 mar son Red 529,532.00

Page[i  |of23 »» ..E View 1-50f 112




Filtering the Inventory List

By default, the screen displays all vehicles in the inventory. The fields in the Inventory Search box
on the left side of the screen allow you to filter the inventory list based on as much or as little
information as you like. This makes it easy to find vehicles that match the customer’s needs.

1. Click Inventory from the blue toolbar at the top of the screen.

, ‘AUtOSOﬂ ABC Motors Sales Tools | My Account
. Dash

Dealer Management System board Customers Deals Inv:zhnhry Reporting

2. Inthe Inventory Search box, click the Filter checkbox.

3. Type or use the drop-down menus to select the search criteria you wish to use. You can
enter as much or as little information as you want.

Type| |
5tatus| r |
Begin ‘fear| T |
End Year| T |
Make| T |
Mndel| r |
Calar| r |

Min Price| |
Max Pric:»e| |

¢ Fiter | Clear | | Filter |

4. Click Filter.

5. The Inventory box to the right of the Inventory Search box lists the dealership’s vehicles
that match your search criteria.

6. Click on a vehicle to view its detail. The detail displays on the bottom of the screen.



Searching Inventory

While the filtering options allow you to enter basic information to locate any vehicle in inventory that
meets various criteria, the search option allows you to search using specific information. This is useful
when you are looking for a particular vehicle in inventory.

1. Click to clear the Filter box in the Inventory Search section if it is currently selected. The
filtering drop-down menus are replaced by two fields.

Inventory Search

Smt:k#‘ |

Search B‘j" Stock Mumber r |

Filter | Clear | | Search |

2. Use the Search By drop-down menu to select the specific data you want to use for the
search: stock number, last six characters of the VIN, invoice number, or order number.

3. The label for the top field changes based on the search criteria you select. Type the
appropriate data in this field.

4. Click Search.

6. The Inventory list to the right of the Inventory Search box contains the vehicle in inventory
that matches your search criteria.

7. Click the vehicle to view the detail. The detail displays on the bottom of the screen.



Adding a Vehicle

When adding vehicles through FLEX DMS F&I, you cannot add certain accounting values. This
information will not be added to the vehicle’s record until the Accounting Department purchases the
vehicle and posts the purchase to the books. The information will then be added to the Finance
inventory record through the FLEX DMS inventory sync.

1. Click Inventory.
2. Click Add New under the Inventory list.

3. Use the Information tab to add the basic vehicle information. The Stock Number, Type,
Year, Make, and Model are required fields.

You can add an item to any drop-down menu with a green + button next to it. Click the +
button, type the information you wish to add, and click Add. The item is added to the menu.

[ Information I Details I Options I] Pricing H llanufacturer Data || Repair Orders | Accounting || Photos |
Inventory Item Information Stock Number | |
Stock Number Type | New :l status | In Inventory :
MSRP
\IIN| || Decode

Year |

Make |

C

Model |

Trim |

Days On Lot 1] Body |
Lot Location I:I Exterior Color | [F]
Additional Serial Humbers Interior Color |

C

K | I | |
C

Odometer | | |

Save |

Tip: Once you type the VIN, you can click the Decode button to use the VIN decoder to fill in the
year, make, and model for the vehicle. If you type an invalid VIN, the system will notify you.

4. If additional serial numbers are associated with the vehicle, such as a trailer or other
equipment, click the Additional Serial Numbers link at the bottom of the Inventory Item
Information box.

5. Inthe Additional Serial Numbers box, click the green + button to add a serial number
associated with the vehicle.

6. Enter a description of the inventory item associated with the vehicle in the Description field.
7. Inthe Serial Number field, enter the inventory item'’s serial number.

8. Click Save.



9. If you know the location of the vehicle on the lot, use the Lot Location field to enter that

information.

10. Click Save. A green “Success” message will verify that the information has been saved.

11. The Details tab is where you will add additional information, such as acquisition information,
warranty details, etc. Note that the Stock In Date defaults to the current system date. This is

the date you entered the vehicle into the program.

I Information I Details I Optionsl Pricing I Manufacturer Data I Repair Orders I Accounting I Photos -

Title Nu mber|

Previous Owrler|

Acquisition Source |

Acquisition Type|

|
|
|
]

Description

Warranty infc||

Vehicle Weight|

Cylinders |

Seating C.apacrl]r|

Truck (‘apau:rl)r|

Transmission Type |

Engine Serial Hu mber|

I 7 |

Enlarge | Invoice Iiumber‘

In-Service Date ‘ 08M1/2015

Exterior Color Code ‘

Interior Color Code ‘

Certification Number ‘

Stock In Date ‘ 08111/2015

Order Date ‘

Order Number ‘

Invoice Date ‘

lgnition I(e'y‘

Trunk Key‘

I-lodelCode‘

Trim Code ‘

12. Click Save to save the information entered on this tab. A green “Success” message will verify

the information has been saved.

13. The Options tab is where you can add the options available on the vehicle.

I Information I Details I Options I Pricing I Manufacturer Data I Repair Orders I Accounting I Photos -

MSRP

Remove

Page D of 1

EE

No Records




14. To add an option, click Add New.

15. Add the information for the option. You must add either an option code or option name for
each option.

I Information I Details I Options I Pricing I Manufacturer Data I Repair Orders I Accounting I Photos -

Code + Hame Cost MSRP Remove

Page[l_ |of1 E Mo Records
Code“ ‘ Cost‘ 0.00 ‘
Name‘ ‘ MSRP‘ 0.00 ‘
Description

16. Click Save. The option will display in the options list.

17. The Pricing tab is where you add the pricing information for the vehicle. The lightly shaded
fields are unavailable for editing because these fields display accounting figures that must be
updated through the FLEX DMS Accounting module or through manufacturer vehicle invoice

interfaces.

I Information I Details I Options I Pricing I Manufacturer Data I Repair Orders I Accounting I Photos -

Car Line| | Sutﬁx‘ |

MSRP| 0.00 | Dealer Prep‘ 0.00 |

acv| 0.00] Dealer Pack| 0.00]

nvoice Price 0.00] Holdback | 0.00]

Internet Pribe| 0.00 | Advertising‘ 0.00 |

Pending Repairs| 0.00 | Appraised \hlue‘ 0.00 |

Book \hlne| 0 00| Internals ‘ 0.00 |

18. Click Save to save the information entered on this tab. A green “Success” message will verify
the information has been saved.



19. If you use manufacturer inventory integration, you can view additional data on the
Manufacturer Data tab. You cannot enter information on this tab.

Ho Manufacturer Data Provided

I Information I Details I Options I Pricing I Manufacturer Data I Repair Orders I Accounting I Photos -‘

20. The Repair Orders tab allows you to view the repair orders that have been created for the
vehicle. Click a repair order in the list to view a summary of the RO.

I Information I Details I Optionsl Pricing I Wanufacturer Data I Repair Orders I Accounting I Photos -

Repair Orders

ROs = Date Status Type Service Advisor Total ‘

Page[l|of1 ﬂ Mo Records

21. The Accounting tab displays the vehicle’'s accounting schedule detail, as shown in the
Accounting Vehicle Internals screen.

I Information I Details I Options I Pricing I Manufacturer Data I Repair Orders I Accounting I Photos -

Calendar Month: Movember December Schedule:
Original Inventory: 0.00 0.00
Total of Internals: 0.00 0.00
Total Inventory: 0.00 0.00 Floor Plan: 0.00 0.00

Ho Line Items to Display

22. Use the Photos tab to view, add, and delete images for the inventory vehicle. (See Adding
Photos to an Inventory Record for full details.)



Adding Photos to an Inventory Record

Adding photos to an inventory record for a vehicle can be useful when browsing through inventory
with customers. Photos of the interior and exterior of the vehicle will provide customers with a better
idea of the vehicle’s equipment and options.

1. Click Inventory in the blue toolbar at the top of the screen.
2. Search for the inventory vehicle for which you would like to add photos.
3. Click on the vehicle to open the inventory tabs.

4. Click on the Photos tab.

l Information I Details I Options || Pricing H Manufacturer Data || Repair Orders || Accounting || Photos

Primary Photo
\oy Add Photos

@ Remove Photo

5. To add a photo, click the green + button next to Add Photos. The Upload Photos window
opens.

Upload Photos 8

Drop files here or click to upload.

‘ Done ‘
Z

6. You can add one image at a time or a batch of photos. To add images to the box, either drag
and drop image files (JPGs and PNGs) from your desktop into the window, or click on the text
in the Upload Photos window to access your computer’s files.

When you choose to upload using the latter method, a file upload window will open, providing
you with access to your computer’s various libraries and file systems. Navigate to the
appropriate drive and folder and click on the image you wish to upload. If you would like to
upload multiple images this way, hold down the CTRL key on your keyboard while clicking
the various images you would like to upload. When you've selected all the images you'd like
to load for the vehicle, click Open.

7. The image or images will appear in the Upload Photos window. Click Done.



8. If you've uploaded multiple images for a vehicle, click on the image you would like to make
the primary photo and click to check the Primary Photo box. If you upload only a single
image for the vehicle, the Primary Photo box will automatically be checked. For batch
uploads, this box is automatically checked for the first photo in the batch.

9. Toremove a photo from the Photos tab, click the red X button next to Remove Photo. The
photo is removed from the tab.

Creating a Desk for a Vehicle

When viewing an inventory record in the Information tab, you can use the New Deal link on the top-
right side of the Information tab to create a new desk for the vehicle. The vehicle is automatically
added to the desk.

1. Click New Deal.

I Information I Details I Options H Pricing ” Manufacturer Data ” Repair Orders H Accounting l

New Deal

Inventory Item Information Type | Certified Use » ‘ Status ‘ In Inventory ¥ | @

Stock Number CL0DG
MSRP $14,005.00

V|N| || Decode |

2. Type a name in the Desk Name field and click Add.

3. A new desk opens with the vehicle already added.



Generating Inventory Reports

1. Click Inventory.

2. Click the Inventory Reports link above the Inventory list.

InventoiReions

Stock # | Type | Status =~ | Year | Make | Model ‘ Trim | Body | Color | Price |
930628 Used In Inventory 2005 Subaru LEGACY OUT sw Sitver §7532.00
928094 Used In Inventory 2004 |PONTIAC |GRAND AM G SON Siver $8,452.00
CUDDS Certiied | in inventory 2008 |Kia Optima se SEDAN Red 514,995.99
42817 Used In Inventory 2006 |DODGE  |DAKOTAST TR Red $8,523.00
21208 Used In Inventory 2010 |MERCEDES- 6300 4 mat SDN Red 26,532.00
Page[l  |of23 ws m E| View 1-5eof 113

[ Add New |

3. The program takes you to the Reporting section of the program. Inventory is already
selected as the report type.

ABC Motors Sales Tools | My Account | Admin | Logout
F.VAutosoft
Dealer Management Systern Dashboard = Customers Deals Inventory Reporting
Inventory v

E Borrowing Base Certificate - Cars
:E Borrowing Base Certificate - MC
E Borrowing Base Certificate - PAULS1

E Custom Inventory Report FLAN12

B B B

E Inventory Age Report

4. The left side of the screen lists the available reports.

5. Click the report name you wish to generate. (You can also click the PDF icon on the right to
view the report in a PDF viewer.)

6. The report displays on the screen.

7. Use the report toolbar to view and print the report as needed.
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Chapter 4

Chapter 4 Deals

The Deals area is where you manage your deals. Ups are referenced here because ups represent a
sales opportunity—a potential sale. However, it is possible to work parts of a deal without applying an
up. This gives you the flexibility of working numbers for a potential deal for a customer who walked
into the dealership before adding the customer information to the program.

You can create five types of deals: balloon, cash, lease, retail, and wholesale. You create deals by
selecting the deal type and filling in information on the corresponding screen. A majority of the default
financial information automatically fills in from the information you entered in the setup (dealership
fees, banks fees, tax information, etc.), so it is important that you finish entering setup information
before attempting to create any deals. Once you enter information in the setup, you will not have to fill
in every piece of information necessary to complete the deal. Instead, the program will automatically
pull the information. If you do not enter the information in the setup, you will have to manually enter
the necessary information for each deal you create.

The information available when working a deal depends on the user’s access rights. This affects what
a user can add to a deal and what information a user can see. Below is a summary of the information
available to each access right level.

e Dealer Principal, Finance Administrator, and Finance Restricted: These users have
access to all options available for a deal. They can add, view, and edit all information.

e Sales Administrator: These users can add customer information to a deal (Applicant,
Insurance, Trade, etc.) and can add all items under Desking. They also have access to
integrations. They do not have access to deal forms, gross information, or commission
information.

e Sales Desking: These users can add customer information to a deal (Applicant, Insurance,
Trade, etc.) and can add all items under Desking. They do not have access to integrations,
deal forms, gross information, or commission information.

e Sales Restricted: These users can only add customer information to a deal (Applicant,
Insurance, Trade, etc.).

Deals progress through five stages based on the opportunity status: desking, working, finance, sold,
and finalized. Desking is simply manipulating the numbers on a worksheet. Working is actually
creating an up by adding an applicant. Finance is when the up becomes a deal. Sold is when the deal
has been closed. Finalized is when the closed deal is updated to Accounting. If you've clicked the
Use Enhanced Workflow checkbox in Setup, you'll walk through the deal process, stage by stage.
However, if you've left the Use Enhanced Workflow box unchecked, you'll have access to every
step of the desking process at once.

The order you choose to progress through the desking process is up to you. For example, you may sit
with a customer to work numbers first, and then add the customer information to the deal. Another
salesperson may always choose to add the customer information first before working any numbers. It
is all personal preference, and the program provides the flexibility required for either approach. There
is no right or wrong order. The only requirement is that an applicant must be added to the up before it
can be sent to finance.
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The information presented n this chapter is not intended to recommend a workflow. Any process 2016

represented is offered as a way to present the necessary information needed to understand how to
use the program. While certain pieces of information are only available to certain users and during
certain stages of the deal, the process you will use will depend on your dealership’s sales practices.

As you work through the screens, you should always click Save to save any information you have
added to the deal. Safety measures have been added to the program to warn you when you attempt
to navigate away from a screen without saving information. It is important that you read all prompts
that appear to ensure you know exactly what will happen when you leave the page.



Using the Deals List

When you click Deals in the blue toolbar at the top of the screen, the screen displays a list of all the
deals in the program (pending deals and deals sent to Accounting). This is the same list that displays
when the programs opens.

,‘ q toSO FF ABC Motors Sales Tools | My Account | Admin | Logout
Dealer Management Systerp Dashboard = Customers Deals Inventory ~ Reporting
New
Deal Type Deal Status. Deal Source Start Purchase Date End Purchase Date Employes
[ v [ Active v v][03m12015 [0513112015 [ v
Advanced Search | Clear | [ Filter |
Deal # | Status. ‘ Type ‘ Customer ‘ Stack £ | Vehicle Information ‘ Purchase | Amiv\w,‘ Source |Sa\e5per§ur| Assignee ‘ In Use ‘
1523 Finance Retsil  |TestDeal, Greg | CUDD3 2007 Cadilac XLR 03/25/2015 | D4/07/2015 |The Herald Salesperson
11522 | Finance | Lease | Harmer,Jason 12768 2010 CHRYSLER SEBRING | p3jnamnts | pamiz01s |ad Harmer
11434 Finance Retw | pe0eAl 967533 |2014 Chevrolet Camaro 031172015 | 04/031201 Wiliams  |Fridley
11528 | Finance | Relai | HanssonDave | 021672 (7213 Chevrolet Siverado 0410172015 Hansson
1517 Finance | Lease |abe t
;| Shopinsky 1672|2013 Chevrolet Siverado - .
1337 Finance Retai [ [AOPTD 021672 |liog 0373012015 | Ad Shopinsky
11521 Finance. Lease ,‘;‘T‘?ﬁ‘gﬁk'f 15 | Ad Shopinsky
1520 Finance Retsil | Smith, John 031572015 | 03M8/2015 |Ad t
11518 Finance Retal | TESTICOM 123154 |2011 Chevroket Corvette 0311012015 15 |Ad t
11516 Finance Retal | prothO P13456 2000 AM GENERAL HMC4 | 03/08/2015 | 03/15/2015 |Ad t
Page[l ]of2 w» w10 v view 1 - 10 of 11

Once you start working with deals, you will not see this list when you click Deals. Instead, you will see
the deals you have opened for viewing. The tab will display the applicant’s last name or the name you
assigned to the deal when you started it. The last tab will always be the + tab. You can return to the
Deals list by clicking the + tab.

’ ‘ ft ABC Motors Sales Tools | My Account | Admin | Logout
1 VAutoso
Dealer Management System Dashboard Customers Deals Inventory Reporting
CIEC—m—D
Information DeleteDeal MarkasLost  Retail - Finance - 011480
Applicants =
Applicant Applicants store
Co-Applicant
Inszr'xz‘;a" Applicant Russel James ASI Auto Sales v
Vehicle Type
. Walk-in v
Activities NoVehicle Insurance Entersd
l;p Forms Deal Source
— Walk in v
Desking Vehicle 2010 MERCEDES-B C300 4 MAT VIN WDDGFEBB4AF451270 Stock # A1200
Front End Type Used Color Red Mileage 27,243 ol
lesperson
Taxes MSRP $20,532.00 Selling Price $25,000.00 Cash Down $2,000.00 "
Bk Adds Deal Type Retal  Term &0 (Morthiy) Rate 3.900% Payment $36374
Coverage Sales Manager
Life ASH Trade Billy Tharton v
Inception iptic | Allowance |  Payoff | Net
Mileage A12084 - 2004 Chevtoiet Siveraco | saooom] wo|  saoopp | Finance Manager
Integrations Iy $0.00 $2.000.00
Menu Assignes
T L
Deal Forms Name ‘Wind Spoiler Retail $519.00 MSRP $500.00 ——
Recap Cost 521500 \ Save

The Deals list displays information in columns. You can use the column headings to sort the list. Click
a heading to sort the list based on that piece of information. You can also filter the list using the fields
displayed above the list. Select the filter options and click Filter. The list will display only the deals
that meet your criteria. The system will save your last search, so if you leave this screen, the system
will display the results of your last search when you return to the Deals list. To view and edit the deal,
double-click the deal in the list. The selected deal opens on the screen.
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Creating a New Deal for a New Up
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1. Click Deals in the blue toolbar at the top of the screen.

2. Click New.

I.\Autoso

Dealer Management Systery

ABC Motors

Dashboard  Customers Deals Inventory

Sales Tools | My Account | Admin |

Reporting

Logout

[ I
New

Deal Type Deal Status Deal Source Start Purchase Date End Purchase Date Employee
[ v [ Active v v][03m12015 [0513112015 [ v
) Advanced Search | Clear | ((Filter |
Deal# | Stats Type Customer | Stack# Vehicle Information | Purchase | Activity .| Source Assignee | In Use
11523 | Finance | Retal |TestDealGreg | CUOD3 2007 Cadiac XLR 032572015 | 04/07/2015 | The Herald Salesperson
11522 Finance Lease  Harmer, Jason 127684 %‘gOCHR“LER SEBRING | 537412015 | 040712015 [Ad Harmer
143 | Framce | Rewi [0l 87533 [2014 Chevrolet Camaro 031872015 | 04/032015 | Drive By wiisms | Fridkey
11528 Finance Retal |Hensson, Dave | 02172 |33i3Chevrolet Siverado 0410172015 | 040212015 |Ad Hansson
11517 | Finance | Lease |abe OH0E201S | D4ID12015 |Ad ¢
11337 Finance Retai E’;‘;f:"‘ﬁ 021672 ,2({1’15%"““’“‘ ST 03/30/2015 | 03/30/2015 |Ad Shopinsky
11521 Finance Lease | SNOPISI, 031672015 | D325/2015 |Ad Shopinsky
11520 | Finance | Retsi |Smith, John 031572015 | 0M82015 |Ad t
11518 | Finance | Retai | TESTICOM 123154 |2011 Chevrolet Corvette 03102015 | 0ana015 |Ad B
1S16 | France | Resl miec P13456 (2000 AM GENERALHMC4 | 03082015 | 031512015 |40 t
Page[i  |of2 »» .. View 1 - 100f 11

3. Type a name for the desking opportunity and click Add.

4. A blank deal opens.

Page

Enter Deal Name

Deal Name

|Wi|kerson




5. Click Applicant.
Sales Tools | My Account | Admin | Logout
’A‘AUTOSOT:[ ABC Motors ; My Account Logout
'“""f“ﬂﬁ"" |Nu\/emcIESe\euleu H Change ‘ Retail - Desking
:?:hui::ce Purchase Date 04/08/2015 EHenmAPR Divsquwrs(Pav Piym:ntDiie
Trade
Activities - S —
';5;::;;‘: Dez\TypE sme ————tl A
vonger [ No vk selecizs ]
Desking Memo Ba:::sdds
Front End Serviee
Taxes Gap
Fees Life ABH
Back Adds
Coverage Subtotal
Life A&H
Inception Payment Matrix  Truth In Lending Cash
Mileage 52 Payments s 443
Roll . Final Payment 5
Integrations Trade Allowance
Menu Finance Charge s Zlace A owance
Total of Payments s Trade Payoff
Deal Forms Total Down 5 ¥l Gross
Recap Total Sales Price B Total T o Acv Buy Rate
Gross —
Commission Payment Schedule D0 Cash From Customer R — Back Gross
i 1€9.00 0.00
Cancel | | Save
6. Search for an individual or organization. Remember, you are required to search for an
applicant before you can create a new record to ensure the applicant doesn’t already exist in
the program.
7. If the applicant is not already in the system, click Add New. If the applicant is in the system,
see the following section, “Creating a New Deal for an Existing Customer.”
8. Add the applicant’s basic information as described in Chapter 2.
9. Click Save to save the customer’s information.
10. The program prompts you to select the up type, referral source, and salesperson for the up.

These are required to start a working deal. Use the Type list to select the type of up: Internet,
Other, Phone Up, or Walk-In. These are preset in the program. Use the Deal Source list to
identify the source for this up. These are the sources you created in the system setup. Use
the Salesperson list to select the salesperson for the up. The field will default to the logged
in user.

11. Click Save.

Applicant Information [ x|
Please select a Type and Source to continue.
Type Deal Source Salesperson
| Walk-In v| | Ad v | [ Blissa Toto v
[ cancel | [ save |




12. You can add additional customer information (such as credit information and driver’s license
information) by clicking Applicant in the left navigation panel. Use the appropriate tabs to
add the information as needed and click Save.

13. Click any of the links in the left navigation panel to continue building the deal.

14. The top-right corner displays three pieces of information. First, it displays the deal type. This
is the default deal type set in the setup. This will change if you assign the deal a deal type
other than the default. Second, it displays the deal status as “Desking.” This will change to
“Finance” when the deal is sent to the Finance Department. Finally, it displays the deal
number. The program automatically increments the deals starting with the deal number set in
Setup.

" ft ABC Motors Sales Tools | My Account | Admin | Logout
" VAutoso .
Dealer Management System Dashboard = Customers  Deals Inventory | Reporting
Information Retail - Finance - 011530 ’
Applicants
Applicant
Co-Applicant CustNo  AA91000328
e Name Mir Samuel Wilkerson
. Address
Vehicle city
Trade g?:f‘w
Activities
Up Forms Change

Scenarins

Retall - Finance - 011530

15. Continue to add information to the deal as needed.



Creating a New Deal for an Existing Customer
1. Click Deals in the blue toolbar at the top of the screen.

2. Click New.

3. Type a name for the deal, and click Add.

4. A blank deal opens.
5. Click Applicant.
6. Search for an individual or organization, and double-click the customer in the search list.

7. The Applicant Information window will open, and it may contain several different pieces of
information depending on the applicant and information entered in FLEX DMS F&lI. At the top
of the window, the program prompts you to select the up type and referral source for the up.
Use the Type list to select the type of up: Internet, Other, Phone Up, or Walk In. These are
preset in the program. Use the Deal Source list to identify the source for this up. These are
the sources you created in the system setup. The Salesperson field will contain the name of
the person logged in to the system, but you can use the drop-down menu to select a different
dealership employee.

If the customer data contains a ZIP code that does not match the city and state you entered,
the bottom of the Applicant Information window will display an Address Information message
asking to replace the entered city and state with the city and state determined by the ZIP
decoder. The box next to Replace Address will be checked by default. If you wish to retain
the city and state originally entered for the customer, uncheck the Replace Address box.

Please select a Type and Source to continue.

Type Deal Source Salesperson
Other v| [Ad v| [ Blissa Toto v

This applicant's state is not setup. Please verify the taxes and fees for this
deal.

Address Information: ¥ Replace Address

Replace CORTLAND, OH TRUMBULL with NATICK, MA MIDDLESEX




If the tax rate associated with the ZIP code in the customer’s record should be overridden
based on state or local tax rates, the bottom half of the window will contain a Taxes
Information section notifying you of the need to replace the existing tax rate for the
customer’s address with the applicable rate. The Replace Tax Rates box will be checked by
default. If you do not wish to replace the rate, uncheck the Replace Tax Rates box. This will
ensure the appropriate tax rate is applied to the deal based on the customer’s address.

Applicant information

Please select a Type and Source to continue.

Type Deal Source Salesperson
Other v| [Ad v| | Biissa Toto v
Taxes Information: ¥ Replace Tax Rates

Replace Tax 1 Rate 5% with 7.25%

8. Click Save.

9. The program adds the customer to the deal.

10. Continue to add information to the deal as needed.




Adding a Co-Applicant

A customer is also considered an applicant since there may be financing involved in the deal. Once
you add a customer to the deal, you can add a co-applicant.

1. Click Co-Applicant from the left navigation panel.

Wilkerson xf+
Information Retail - Finance - 011615
Applicants
Applicant Last Name Phone Number Customer Number e
(o T I T
Insurance customeriorganization before
Vehicle entering a new one.
T First Name Notes
Activities \ | |
Up Forms e e
Scenarios | cear | | search |

2. Search for an individual or organization.

3. Double-click the existing customer in the search list, or click Add New to add information for
a new customer.

4. The customer is added to the deal as the co-applicant.

Wilkerson x|+
Information Retail - Finance - 011615
Applicants =
By =t Applicant
Co-Applicant Cust No QA%DGUSWA i
Name r Thomas A Wilkerson
e Address 123 Main St
Vehicle City \l:l’\;\MIDDLESEx
State
e County  MERCER
Activities e 16159
Phone (724) 555-1441 (Cell)
dp FD[!‘I]S Email dwilks@email com [’Persnnal;
Scenarios Change
Desking [Svan |
Front End T
Taces
Fees CustNo  AABIDOD319 [%]
Back Adds Name Mr William A Wilkerson
Address 123 Main St
Coverage City W MIDDLESEX
State PA
o fo! County  MERCER
Incepticn P 16159
Mileage Lhatys
Roll

Removing a Co-Applicant
1. Click Applicants in the left navigation panel.
2. Click the red X button in the Co-Applicant box.

3. Click Continue when prompted to verify you want to remove the co-applicant.



Swapping the Applicant and Co-Applicant
1. Click Applicants in the left navigation panel.
2. Click Swap.

3. The applicant becomes the co-applicant and vice versa.

Editing Customer Information

You can edit the customer information for both the applicant and co-applicant by clicking on the
respective option under Applicants in the left navigation panel, making any changes to the
information, and clicking Save. Any changes you make are saved to the customer’s record.

Information Retail - Finance - 011615
Applicant [ Customer Information I Credit Information l Driver's License ]
Co-Applicant
Insurance ,
Vehicle Basic Information
Trade Prefix First Name Middle Name Last Name Suffix
Activities [mr 3 [Thomas | [A | [witkerson | \ |
Up Forms
Scenarios Gender Nickname Date of Birth Marital Status SSN
| Male v ‘ ‘Tnm ‘ ‘ 10/10/1980 ‘ ‘ Single '| ‘, |
Desking
Emnt kod Address Information
Taxes
Fees Address City State P
Back Adds [123 Main st | [whioDLESEX | [Pa N EEE | [[Decode |
Coverage S
Life ASH Apt.Suite County County Code Type @ Primary
Inceptien \ = =
e [ | [mERCER | [ | [Physica ] [x)
Rell
Integrations [+]
Menu
Phone Numbers Email Addresses
Deal Forms _ =
Recap --‘ 1441 |5,¢,‘ | ‘ Cell A ‘ [*] |dww\ks@emai\ com ‘ ‘ Personal '| w
Gross
Commission W .
I Save |

Changing a Customer

Once you add an applicant or co-applicant to a deal, to remove the customer, you must use the
Change link to search for and select another existing customer or create a new customer to add to
the deal.



Adding Vehicle Insurance

The Insurance option in the left navigation panel is where you add the customer’s vehicle insurance
carrier. You added the insurance companies and insurance agents in Setup using the Insurance Co
and Insurance Agent options, but you can also add new insurance companies while working on this
screen, and the company will be added to the setup for future use.

1. Click Insurance from the left navigation panel.

Wilkerson x I + i
Information Retail - Finance - 011615
Applicants.
Applicant Insurance Company Policy Number
Co-
Co-Applicant [P
" v
Vehicle L | - Effective Date
Trade
Activities
Insurance Agent
Up Forms Expiration Date
v
Desking Collision Deductible
Taxes
Fees 5
Back Add Comprehensive Deductible
ack Adds
Corerage

Life AZH
Inception FireTheft
Mileage

Roll [ save |

2. Use the Insurance Company list to select the insurance company. The list includes all
companies added to the system setup. If the company you need is not in the list, click the
green + to add a company from this screen. Type the insurance company name, and click
Save. The company will now appear in the list. The company is also added to the setup.

3. Use the Insurance Agent list to select the insurance agent. The list includes all agents
associated with the selected insurance company that have been added to the system setup.
If the agent you need is not in the list, click the green + button to add an agent from this
screen. Type the insurance agent’s information, and click Save. The agent will now appear in
the list. The agent is also added to the setup. You can also use the Edit Agent link to edit the
agent’s information.

4. Enter the policy number.



5. Inthe Effective Date and Expiration Date fields, type the date or use the calendar that
appears when you click inside the fields to select the date.

Effective Date
| 08/01/2015 |

Expiration Date

| |
[ s

S5u Mo Tu We Th Fr S5a

N Y Y )
el 7 el sl o]l a[ 2]
15[ 16| 17][ se][ 1s]
[20][ 2i][ 2] z2][ 24][ 25 2]

6. If the customer has a collision deductible, click to select the Collision Deductible box, and
add the deductible amount.

7. If the customer has a comprehensive deductible, click to select the Comprehensive
Deductible box, and add the deductible amount.

8. If the customer has a fire or theft coverage, click to select the Fire/Theft box.

9. Click Save to save the information.



Adding a Vehicle to the Deal

You can add a vehicle to the deal using the Vehicle option in the left navigation panel or directly from
the Vehicle field in the Desking screen. Adding a vehicle using the Vehicle option allows you to
search your inventory for all the vehicles that meet specific criteria. You can then view the vehicle
information. When adding a vehicle on the Desking screen, you can scroll through a general
inventory list and select a vehicle. (Please see “Desking a Deal” for information about adding a
vehicle to a deal using the Desking screen.)

Adding a Vehicle Using the Vehicle Option
1. Click the Vehicle option in the left navigation panel.

2. The search fields that display are based on the Default Inventory View setting on the
Finance Defaults Setup screen in the Admin section.

If your system is set up to default to the Search setting, you can search the inventory based
on the stock number, the last six characters of the VIN, invoice number, or order number.
This is helpful if you are searching for a specific vehicle within the inventory.

The Filter setting allows you to search the inventory for vehicles that meet more general
criteria, such as inventory status, make, model, model year range, color, type, odometer
range, and price or payment range. If your default is set to Filter, the associated fields will
automatically appear when you click on the Vehicle option. However, you can switch to the
Filter view from the Search format by checking the Filter box.

Enter or select the search or filter criteria you wish to apply, and click Search or Filter,
respectively.

3. The bottom of the screen lists the vehicles in inventory that meet the specified criteria.

Wilkerson x| +
Information Retail - Finance - 011615
Applicants
Applicant Status Begin Year Make Min Odom Min Price
Co-Applicant | In Inventory v ‘ | 2010 v ‘ ‘ v | ‘ | ‘ ‘ Paymsot
Vehicle Type End Year Modei Max Odom Max Price
| Eo— afl | | o
Activities
Up Forms Color
Scenarios
Desking g —
Front End 2o (SEERER R
1aes Inventory
bee Stock#< | Type | status | Year [ Make | Model | Tim | Body | Color | Prce
Back Adds o
Coverage 021678 New In Inventory 2016 |Chevrolet | Colorado T o
Life ABH 125484 New In Inventery 1 Honda FIT spoRT  |HATCHBACK Igye
i 223 New In Inventory 2015 |Chevrolt  Tahos LT WAGON4 | gk
Mileage = = el =t < * DOOR el
Roll 45518N New In Inventory 1 Nissan FRONTIER S Crew LAVA RED
Integrations 456485 New In Inventory 1 Ferari F1 FRESH POWD 00|
Menu
Page[l Jof4 m »[5 v] View 1-50f 19
Deal Forms
Recap
Gross
Commission




4. Double-click the vehicle you wish to select from the list. The vehicle detail displays, and the
vehicle is added to the deal.

Wilkerson

Information Remove  Retail - Finance - 011615

Applicant I Information I Details I Options. I Pricing I Manufacturer Data ] Repair Orders H Accounting H thos}
Co-Applicant

Insurance
Vehicle Inventory ltem i Type [ New v ] status [ InInventory v] @
ol Stock Number 21678
Activities
Up Forms
Scenarios

VIN | 1GCGTCE37G1103298

Year 2016

Make | Chevrolet v

Desking
Front End
Taxes
Fees
Back Adds

Coverage Days On Lot 4 Exterior Color |
Life A&H

Inception Gimedren l:l Interior Color | v

Mileage

Roll
Integrations
Menu

Model | Colorado v

Body | CREW PICKUP v

|

|

| ©

| ©
Trim | LT v ‘ (]

| @

| ©

| ©

|

Additional Serial Numbers Odometer | 50 ] i

Save

Deal Forms
Recap
Gross
Commissien

Removing a Vehicle from a Deal
1. Click the Vehicle option from the left navigation panel.
2. The vehicle information displays.

3. Click Remove.

Remove  Retail - Finance - 011615

ﬂ Accounting H Photos |

4. When prompted to verify you want to remove the vehicle from the deal, click Yes.

=

Vehicle Confirmation B8

Are you sure you want to remove this vehicle from the deal?

— |£|

5. The program displays the search fields so you can search for another vehicle.



Adding a Trade to the Deal

Use the Trade option to add details for the trade vehicle. A deal can contain multiple trade vehicles.
Although the trade detail must be entered here, the trade allowance and trade payoff can be entered
directly on the deal’s Desking screen.

1. Click Trade from the left navigation panel.

2. Click Add New.

Wilkerson x|+
Information Retail - Finance - 011615
Applicants =
Applicant | Add New
Co-Applicant
Insu.rauce Vehicle
Vehicle
Trade Stock Number | 021670 | Year | |
Activities o ‘ ‘ Mak | "
ake
e -
Scenarios Title Number | | Mode! | 2
— vag | swe | 7] o | g
Desking
Front End Description Loy | T’ ‘V
Taxes ot o | ‘
v
Fees erior Color [+ ]
Back Adds Interior Color | 3L+)
Coverage
L P e I S R a
Inception
Mileage Financial Information Lien Holder
Roll
Menu
—_— City
Deal Forms L State
Recap -
Trade is a Lease 7P
Gross
Commission _— Ehonc
ax
form | [ et \
Good Until ‘ | Daily Interest | ‘
Vi Contat | \
| save |

3. Inthe Vehicle Information section, add the vehicle’s information.

4. If you added a vehicle to the deal and selected to have the program automatically assign
stock numbers to trade vehicles, the Stock field fills in with an assigned stock humber. The
stock numbering used will depend on the trade stock numbering option you selected in
Finance Info in the Admin Setup.

e If you selected ABC as the trade stock numbering option, the stock number consists
of the selling car’s stock number with an alpha character suffix (starting with A for
Trade 1 in a deal and M for Trade 2 in a deal).

o If you selected Last Six of VIN as the trade stock numbering option, the stock
number will be the last six characters of the trade vehicle’s VIN.

e If you selected Manual as the trade stock numbering option, you will need to assign a
stock number to the trade vehicle.



5. Enter the VIN of the trade vehicle.

Tip:  Once you type the VIN, you can click Decode to use the VIN decoder to fill in the year, make,
and model for the vehicle.

6. Enter the model year of the trade in the Year field.

7. Use the Make, Model, Trim, Exterior Color, and Interior Color menus to add details about
the trade vehicle. If the respective menus do not contain the trade’s make, model, trim, or
exterior and interior colors, click the corresponding green + button to add a new item to the
menu from this screen. Enter the item and click Add to complete the addition. Select the
newly added item from the list.

8. Under Financial Information, enter the pricing details for the trade. The figures entered in
the Allowance and Payoff fields will display on the Desking screen. If the trade is a lease,
check the Trade is a Lease box, and if a tax rate should be applied, check the appropriate
box.

9. The Lien Holder section allows you to add information for the lien holder. Use the Lien
Holder menu to select the bank holding the lien. The list includes all trade lien holders added
to the system setup. If the lien holder you need is not in the list, click the green + button to
add a lien holder to the list directly from this screen. Type the lien holder’s information, and
click Add. The lien holder will now appear in the list. The lien holder is also added to the
setup. Complete the Term, Payment, Good Until, Daily Interest, and Lien Contact fields.

10. Click Save.

11. Repeat steps 2 through 10 for each trade on the deal.

Removing a Trade
1. Click Trade from the left navigation panel.
2. Click the red X button next to the trade.

3. Click Continue when prompted to verify you wish to remove the trade.



Viewing Activities

The Activities link allows you to track the activity with the up. This includes notes about conversations,
meetings, etc. that have taken place so you have a running record of contact. The notes you add here
will also be added to the customer notes attached to the customer’s record.

Wilkerson x|+

Information
Applicants
Applicant Activities

Retail - Finance - 011615

Co-Applicant
Insurance | Add Note |
Vehicle Activity
Trade -

P Note We worked basic numbers today to give Tom an idea of th... Elissa Toto 10/09/2015 02:44 PM EST
Activities
Up Forms
Scenarios

Description Owner Date .

Desking
Front End
Taxes o [F~] dew - tot |

Adding Notes

1. Click Activities from the left navigation panel.
2. Click Add Note.

3. Type the note.

Enter Note
We worked basic numbers today to give Tom an idea of the
payment. He is returning Friday to test drive different models to

see which one he prefers so we can start crunching numbers on
an actual deal.

Save

4. Verify the information is correct. You cannot edit a note once you add it.

5. Click Save.

6. The note appears in the Activities list.



Printing Up Forms

The Up Forms option displays the forms available for printing. They range from a “4 Square” form
used as a worksheet to work numbers for the deal to deal disclosure forms you are required by law to
provide to the customer.

1. Click the Up Forms option in the left navigation panel.

2. The screen displays the list of available forms.

I
Wilkerson x|+
Information Store AS| Auto Sales [v]
A;ph‘éﬁmts Purchase F&1 forms from Dealermarket.com S e ance TG
pplicar
Co-Applicant
Insurance
Vehicle Unable to print forms from mobile dev
Trad ile Java led or not installed
e Download Java here. [ Show Form Preview
Activities
SCeuos Up Form Test 1 £ 11111900
Desking Up Form Test 2 2 111/1900
Front End
S Four Square CARS25 B 1 21512015
Fees
Back Adds Sales Worksheet Custom TIPT96 1 9i202015
C_uverage Four Square (Blank)
Life A&H
Inception 4 Square
Mileage
Roll Used Vehicle Appraisal 1 51212015
Integrations
Menu Sales Worksheet 1 8127/2015
Deal Disclosure
Deal Forms

3. From the Name column, click the form you wish to generate. (You can also click the PDF
icon on the right to view the form in a PDF viewer.)

4. The form displays on the screen.

5. Use the toolbar to view and print the form as needed.



Viewing Deal Information

The Information option in the left navigation panel provides an overview of the deal. You can also
use the right column of the Information screen to choose a store (if your dealership has multiple
locations), and change the up type and deal source. You will also use this screen to assign a sales
manager, finance manager, and assignee to the deal. Select the individual from the list.

Information Delete Deal  Mark as Lost Retail - Finance - 011615
Applicants m

Applicant fppiconts Store

oot Applicant  Mr Thomas A Wilkerson ASHARG Saies =]
Insurance
Vehicle Co-Applicant Mr William A Wilkerson Type
o T
Activities Vehicle Insurance
Up Forms o Deal Source

: olicy .
Scenarios Company  Erie Insurance Namiber Collision None H
Effective .
Agent John Jones 09/01/2015 Comprehensive None

Desking o Date P

Front End Phone (987) 887-8788 E:fe[’a"“ Fire/Theft None Salesperson

Taxes Elissa Toto :

Fees >

Back Adds e

E:“T&g: Vehicle 2016 Chevralet Colorado LT VIN 1GCGTCE37G1103208  Stock # 021678 Billy Thorton =]

e

Inception Type New Color Black Mileage 50 e Mer

FF:Ii\ITage MSRP $20,00000 Selling Price $15,462.00  Cash Down $0.00 Dale Navotniak H
: s Deal Type Retail  Term 48 (Monthly) Rate 13.000% Payment $309.61

g Assignee

Menu
Dkl Boms Description | Allowance | Payoff | Net save |
Recap 02167D - 2005 Jeep WRANGLER UNLIMITED SAHARA | $5,500.00 5000 $5,500.00

Gross $5,500.00 50.00 $5,500.00

Commission




Desking the Deal

The Desking screen is where you work the numbers for the deal. Only users with Dealer Principal,
Finance Administrator, and Finance Restricted permissions have unlimited access to the options in
this section. Sales Administrators have access to options related to the sale (Desking, Front Adds,
Taxes, Fees, Mileage, and Integrations) but do not have access to anything pertaining to finance
(Backs Adds and Coverage).

You have the option of working completely on this screen or using the options in the left navigation
panel to navigate through the different aspects of the deal. Click the options under the Desking
heading to add front-end adds, taxes, fees, inception, and mileage (for leases) information. The links
available next to each item on the Desking screen will also navigate you to the appropriate screen
where you can add or edit information. For example, you can click Taxes under Desking in the left
navigation panel or click the Taxes link on the screen to access the Taxes screen.

[]esking Inception . . . Financed

Selling Price 15,452.00

Frant End 0.00 Front Adds 0.00
0.00 Taxes 927.72

Taxes 0.00 ﬁ 0.00
F 0.00 Back Adds 0.00
0.00 Service 0.00

Back Adds e Gap o
CD‘.«'ETEQE Life AZH 650.92

Each option will be covered in detail. The basic workflow for the deal is outlined in the following
pages. This is a generic workflow, as each salesperson and finance representative will have his or
her own method for working a deal. This workflow assumes that all applicant, insurance, and trade
information was added when the deal was created.



Understanding the Basic Process

1.

2.

Click the Desking option in the left navigation panel.

The Deal Type defaults to the type selected in the setup. Use the list to select a different deal
type as needed. The deal type determines the fields that display, so it is important to ensure

you select the correct deal type.

Information
Applicants
Applicant
Co-Applicant
Insurance
Vehicle
Trade
Activities
Up Forms
Scenarios

Desking
Front End
Taxes
Fees
Back Adds
Coverage
Life AGH
Inception
Mileage
Raoll

Integrations

Menu

Deal Forms
Recap
Gross
Commission

| 021678 - 2016 Chevrolet Colorado LT

H Change ]

Selling Price 15,462.00 AP
Purchase Date. 09M5/2015 | Effective APR 13.0004

R 13.000% Term
£

Deal Type
Lender [ No Bank Selected H
Memo
Payment Matrix  Truth In Lending
47 Payments ] 309.61
Final Payment H 30961
Finance Charge s 332064
Total of Payments. H 14,861.28
Total Down s 5,500.00
Total Sales Price H 20,381.28

Payment Schedule

Days to First Pay

Inception F\—rlam:ed
Selling Price 15,462.00
0.00 Front Adds 0.00
0.00 Taxes 92772
0.00 Fees 0.00
0.00 Back Adds 0.00
0.00 Service 0.00
0.00 Gap 0.00
Life ABH 650.92
0.00 Subtotal 17,040.64
10 e _om
Rebates
000
Tade Allowsnos

5,5600.00|
5,500.00 Trade Payoff -5,500.00
5,500.00 Total 11,540.64

0.00 Cash From Customer

Retail - Finance - 011615

Payment Type | Monthly  [+] Roll
Payment Date 10152015

Gross

Acv Buy Rate

Front Gross Back Gross
-10,038.00 2155

((cancel | [ save |

Retail Desking

Information
Applicants
Applicant
Co-Applicant
Insurance
Vehicle
Trade
Activities
Up Forms
Scenarios

Desking
Front End
Taxes
Fees
Back Adds
Coverage
Life A&H
Inception
Mileage
Roll

Integrations

Menu

Deal Forms
Recap
Gross
Commission

‘ 021678 - 2016 Chevrolet Colorada LT

H Change ]

Selling Price 15,462.00 |  Money Factor [ 0.00000000

Purchase Date 09/15/2015

Lender | No Bank Selecied -]

Meme
Truth In Lending
Payment s 0.00
Total Wonthly Payments s 0.00
Amount Due S 550000
Disposition s 0.00
Total of Payments $ 550000

Lease - Finance - 011615

Term ljl Payment Type _Murnh\y H i

Days to First Pay Payment Date 10152015

Inception Financed
Selling Price 15,462.00
0.00 Front Adds 0.00
0.00 Taxes 0.00
0.00 Fees 0.00
0.00 Back Adds 0.00
0.00 Service 0.00
0.00 Gap 0.00
Life AZH 0.00
0.00 Payment
0.00 Subtotal 15,462.00
LT e 11
Rebates
s [ o0q 0.00
Trade Allowance
5,500.00)
000 Teade Payoff -5,500.00
0.00 Total 9,962.00

0,00 Cash From Customer

Residual
MSRP 20,000.00
MSRP Adds 0.00

Package Dxcounts

Residualized Amount 20,000.00

Resial %

(=] Base Residual 10,000.00

Wileage Adjustment 0.00
Total Residual

10,000.00

Gross

Buy Rate

0.00000000

Back Gross

Acv
Front Gross

-10,038.00 0.00

[concel | [ sme |

Lease Desking




Information ‘ 021678 - 2016 Chevrolet Colorado LT |[ Change ] Cash -Finance - 011615
Applicants
Applicant Sk ving Roll
Co-Applicant -
Insurance Purchase Date
Vehicle
Trade
Activities -]
Up Forms Selling Price. 15,462.00
Scenarios tenaer H % 92333
Fees. 0.00
DEEkillg oo Back Adds 0.00
Bt Serviee e
Taxes
Fees
B Subtotal 16,389.72
Coverage ——
Life A&H Ey
Inception Ml
Mileage [0 0
Roll Trade Allowance
Integrations
Menu Trade Payoff -5,500.00
Deal Forms Total 10,889.72
Recap Front Gross Back Gross.
Gross -10,038.00 0.00

Cash Desking

erson

Information |U2167EI—201H Chevralet Colarada LT H Change ] Wholesale - Finance - 011615
Applicants

Applicant Salling Price 1545200
Co-Applicant
Insurance Purchase Date 09M5/2015

Vehicle
Trade
Activities
Up Forms
Scenarios

Selling Price 15,462.00
Front Adds 0.00
Tuces 27
Fees 0.00

Desking
Front End
Taxes

Fees
Back Adds
Coverage
Life A&H
Inception
Milzage
Roll
Integrations

I—
Menu Total 16,389.72 @ oross

Subtotal 16,369.72

Front Gross,

Deal Forms 4530

R
o Lsme

Commission

Wholesale Desking



Chapter 4 Deals

Wilkerson ®
Information ‘021 &7B - 2016 Chevrolet Colorado LT ‘[ Change ] Balloon - Finance - 011615
Applicants
ot Selling Price 15,462.00 PR 0.000% Term El PaymentType | Montly |+ Roll
Co-Applicant —_—
Insurance Pumotrss Flats 09/15(2015 | Effective APR 0.000%]| Days to First Pay Payment Date 1011512015
Vehicle
Trade )
s o[t o[ o] e o [
Up Forms Selling Price 15,462.00 MSRF 20,000.00
. Lender | No Bank Selected 0.00 | Efced B ui .00 MSRP Add 0.00
Scenarios H 0.00 Tazes 92772 i
= 0.00 Fees 0.00 Package Disoounts [ 000
Wema
Deﬁklng 0.00 Back Adds 0.00 _—
0.00 Service 0.00
Front End 0.00 o 0.00 Residualized Amount 20,000.00
Taxes Life AZH 0.00 Residusl %
Fees i
Back Adds
2 0.00 Subtotal 18,389.72 Base Residual 10,000.00
LiEELE Truth In Lending S
0.00 Cash - Mileage Adjustment
Life ABH 1 Payment s 538972 =
Inception SEe =
- Final Payment s 10,000.00
Mileage i 000 Total Residual 10,000.00
Roll Finance Charge s 0.00
000  Trade Allowance
Integrations Total of Payments 5 16,389.72
bt
Menu Total Down s 0.00 Top Jmde Payot 0.00
= Total Sales Price s 16,389.72 i it
Deal Forms Total 16.389.72 0/000%
Recap Front Gross. Back Gross.
Gross 000. [CeRERTRS _4538.00 0.00
Commission

Balloon Desking

3. The state for the deal defaults to the default state selected in the system setup. However, if
you selected to use the ZIP decoder and added an applicant to the deal, the state will
populate based on the applicant’s ZIP code.

4. If no vehicle has been added to the deal, click Change and use the vehicle list to select a

vehicle.
. No Vehicle Selected - ]
[ al
MNo Vehicle Selected =

2015 Chevrolet Silverado
2012 ACURA ILX

2012 ACURA ILX

2016 Chevrolet Colorado LT

|Et\ﬁ|:|||:| rado LT

2012 Chevrolet Cruze LTZ
0

5. Enter the information required for each field.

9 | Page



6. Enter additional deal information using the options under the Desking heading in the left
navigation panel or by using the links embedded in the Desking screen.

7. If you are using the enhanced workflow (set in Admin Setup by checking the Use Enhanced
Workflow box), once all of the vehicle sale information is complete and the deal is ready to
go to the Finance Department, click Ready for Finance. However, if you are not using the
enhanced workflow, you will be able to access all areas of the desking screen for which you
have the necessary permissions at any time during desking.

Wilkersan ®

Information \2015 Chevrolet Calorado LT H e ] Ready for Finance  Retail - Working - 011615
Applicants

Applicant

Co-Applicant Selling Price | 26,22000‘ APR ‘ ZQDD%| T=m Payment Type | Monthly L4 Roll
Insurance
i Bumbase nm| 09/ 5/2015\ Effective APR \ 2900%| Dy ke Fam By 1 ke 10M52015

Trade

8. The finance options in the left navigation panel are now available, and additional fields will
display on the screen. Remember, only users with financing access rights will be able to
access this information. The Finance representative will add additional information to the deal
(Back Adds, Coverage, and Life A&H). The deal status will change from Working to Finance.

_
Information ‘2515 Chevrolet Colorado LT H Change ‘ Roll Back to Working  Retail - Finance - 011615
Applicant
Co-Applicant Selling Price | 26,220.00 | APR ‘ 2.900% ‘ Term Payment Type | Monthly v Roll
Insurance
R et Daks | oo 512ms| Effiective AFR \ 2 900%\ Days o bt Py Payment Date 10152015
Trade
Activities =
5‘; 2 Selling Price 26,220.00
narios
Lender | No Bank Selacted v . i
axes :
Deski 0.00 Fees 0.00
ekl Memo 0.00 Back Adds 0.00
Front End 0.00 Service 0.00
Taxes 0.00 Bap 500.00
Fees Life ABH 0.00
Back Adds
Coverage 0.00 Subtotal 27,993.20
Life ASH
Inception PaymentMatrix  Truth In Lending 000 Cash -[_oog
Rebates
Mileage 47 Payments L 49688
Roll [N 20
. i Final Payment s 4838
megrallons Trade Allowance
Finance Char s 1,357.04 e
Menu = 5.500.00
Total of Payments s 23,850.24 - o
s Total Down s 550000 ' [__oon o
Recap Total Sales Price 5 25,350.24 e Total 2249320
_Payment Schedule 000 Cash From Customer

9. Once all the information has been added to the deal, use the Deal Forms screen to print the
necessary forms.

10. Use the Recap option in the left navigation panel to view the gross for the deal.



11. Click the Mark Sold link next to the deal status information in the top right corner to flag the
deal as complete and the vehicle as sold.

Wilkerson x|+
Print Deal Recap ~ Print Deal Commission Mark Sold Retail - Finance - 011615
Applicants I
Applicant Recap
A Vehicle 2015 Chevrolet Colorado LT Trade(s) 2005 Jeep WRANGLER UNLIMITED SAHARA
Insurance
Vehicle iz nd Ce an Totals
Trade
Activities . Front - BMk, - Resmvg Spiff Total
Up Forms
R FrontGross  -54,280.00 Billy Thorton s000 5000 5000 5000 5000
Back Gross §250.00 Elissa Toto 5100.00 $10.00 50.00 50.00 $110.00
Total Gross  -54,030.00 Dale Novotniak 575.00 $65.00 50.00 50.00 $140.00
Desking Total Comm $25000 Total Commission 5175.00 $75.00 50,00 $0.00 525000
Front End Total Net -§4,280.00
Taxes

12. When the deal is ready to be sent to Accounting, click Deal Finished on the Recap screen.
This flags the deal as finished.

T I
i Print Deal Recap  Print Deal Commi Roll Back to Finance Retail - Sold - 011615
Applicants
Applicant Recap
Co-Applicant Vehicle 2015 Chevrolet Colorado LT Trade(s) 2005 Jeep WRANGLER UNLIMITED SAHARA
Insurance
Vehicle Gross and Commission Totals
Trade
Activities o from | Back | Reseve Spiff Total
Up Forms
e FrontGross  -§4.280.00 Billy Thorton 5000 50.00 50.00 50.00 50.00
Back Gross $250.00 Elissa Tolo $100.00 §10.00 $0.00 $0.00 $110.00
Total Gross -$4,030.00 Dale Novotniak $75.00 §65.00 $0.00 $0.00 $140.00
Desking Total Comm 25000 Total Commission $175.00 $75.00 50.00 50.00 5250.00
Front End Total Net -$4,280.00
Taxes
b Vehicle Sold
Back Adds
Coverage || Funded
Life ABH ] Delivered
Inception
Mileage —_—
Roll Save
Integrations B




Front End

Use this option to change or apply discounts to the selling price and to add front adds to the deal. You
can access this screen by clicking the Front End option under Desking or by clicking the Selling
Price or Front Adds links on the Desking screen. Be sure you click Save to save any changes you
make to these fields.

Wilkerson x|+

Information Retail - Finance - 011615
Applicants
Applicant Selling Price

Co-Applicant
Insurance Base Selling Price 26,220.00
Tradb iscount

Activities Net Selling Price 2622000
Up Forms

Scenarios Front Adds

= Name Retail Cost Pmt Py
Desking

Front End
i v 0.00 0.00 X
L 1@ | | | || Q@
Back Adds Total Additions 0.00
Coverage
Life A&H =
Inception
Mileage

Cancel | | save |

The Base Selling Price field displays the MSRP for the vehicle. If you add an amount in the
Discount field, the Net Selling Price will change to reflect the discount. This amount will now display
as the Selling Price on the Desking screen.

Selling Price

Base Selling Price 26,220.00
Discount 220.00

Net Selling Price 26,000.00

To add front adds, in the Front Adds section of the screen, click the down arrow to reveal the drop-
down menu in the Name column. The list displays all front adds that were added to the system in
Setup. Select the appropriate front add from the menu. The information that displays pulls from the
information added in the setup for this item. Edit any field as needed.

Front Adds

Hame Retail Cost Pmt =

o[ [[_ow ©

14" Chrome Wheels
16" Alloy Wheel

| 22" Wheels =
Bedliner — .
Body Side MD\dln ﬂ.l ‘ﬂl
Car Cover
Chrome Mirrors
Door Edge Guards
DVD Headrests
Etch
H&H demo

| Roof Rack

[~ Running Boards

Test1
tint
Tonnaeu
Wind Spoiler
Windshield Wipers
Wing i




If the menu does not contain the item you wish to add, click the green + button next to the drop-down
menu and type the item you wish to add in the blank Name field. Type the name of the front add in
the blank field, and add the Retail and Cost pricing information. Any front add items you add to this
screen in this way will be saved only for this deal and are not added to the Front Adds setup.

As you enter the information for a front add, another front add line will automatically appear for use if
needed. Add additional front adds using the same process. To remove a front add, click the red X
button next to the item.

When you have finished adding or removing front adds, click Save to save the changes. The total for
the front add items you added will display next to Front Adds on the Desking screen.

Incepticn Financed

Selling Price
Front Adds

Taxes

Fees
Back Adds
Service

Gap
Life A&H

0.00 Subtotal 27,931.00

000 cam o[ 000

Rebates

Jei}
=
[==]

Trade Allowance

nonn Trade Payoff 0.00

0.00 flcal 27,831.00

000 Cash From Customer




Taxes

You can access this screen by clicking the Taxes option under the Desking header in the left
navigation panel or by clicking the Taxes link on the Desking screen. The taxes applied to the deal
are based on the state you select on the Desking screen. The tax added to the deal is based on the
taxing entered in the setup for that state. You can view and edit the details for the taxing on the
Taxing screen. Tax for any taxable items added to the deal will also display on this screen. If you
make any changes, be sure to click Save to save the changes. The total taxes applied to the deal
display next to Taxes on the Desking screen.

Wilkerson x|+
Information Retail - Finance - 011615
Applicants = P i
e ‘axes - Pennsylvania
Co-Applicant Tax1
I Pmt
Mehicle Toxfate | GO0 Acaional Tax v
Trade
trade| Tt [-omono)
Up Forms Rates for 16159
Scenarios State: | 6.000%
County: | 0.000%
Desking Local: | 0.000%
Front End
O Other: | 0.000%
axes
b Financed Taxes
Back Adds
Coverage Tax1 Alt Tax Rate
:‘r"f;”‘t’?‘;‘ Vehicle 1560.00 1560.00
& Bediiner 2100 2100
Mileage
Roll Total 1,581.00 1581.00
Integrations Additional Tax 0.00
Menu Total Financed Tax 1581.00
Inception Taxes
Deal Forms i
Recap ‘ Tax1 ‘
Total 000 | 0.00
Additional Tax 0.00
Total Inception Tax 0.00
Total Taxes
Total Tax 1,581.00
Cancel | | save
Wilkerson x|+
Information Cash - Finance - 011615
Applicants = e e
s axes - Pennsylvania
Co-Applicant Tax 1
Insurance Rates for 16159
Nemici Jaxbide State: | 6.000%
Trade
A Alt Tax Rate | | 0.000000% Alt Tax Rate County: | 0.000%
Up Forms Vehicle 1,560.00 | 1,560.00 Local: | 0.000%
Scenarios Bedliner 2100 | 2100 i
- Total 1,581.00 | 1,581.00
Desking -
=l Additional Tax
Taxes Total Tax 1,581.00
Fees _— —
Back Adds | cancel | | save |

Cash Tax Screen



Information Lease - Finance - 011615
Applicants T Pennsylvania (Monthi
Applicant axes - nsylvania (| ly)
Co-Applicant Tax1
b Pmt
Vehicle e TaxOn Cap Reduction ¥
Trade
Alt Tax Rate - =
Activities Additional Tax @
Up Forms Monthly Tax 4739
Scenarios Rates for 16159
State! | 6.000%
Desking County: | 0.000%
Front End
Local: | 0.000%
Taxes
Fae Other: | 0.000%
Back Adds
Cwerage Financed Taxes
Life ASH Tax1
Inception
fhinase Tax On Cap Reduction 0.00 00 |
Roll Total 00 00 |
Integrations Additional Tax 000
Menu Total Financed Tax 0.00
Deal Forms Inception Taxes
Recap Tax1
Tax On Cap Reduction 0.00 0.00 \
Total 0o 0o |
Additional Tax 0.00
Total Inception Tax 0.00
Total Taxes
Total Tax 0.00
Information Wholesale - Finance - 011615
Applicants T Pe o
App\lcan! ‘axes - Pennsylvania
Co-Applicant Tax Vehicle ¥
Vehicle Tax Rate Rates for 16169
Trade Al Tax Rate Alt Tax Rate State: | 6.000%
U Eoras Vehicle 156000 | 156000 | County: | 0.000%
Scenarios Total 1,560.00 | 1,560.00 ‘ Local: | 0.000%
— p— |
sking
—— Total Tax 1,560.00
Taxes
Cancel
Fees Cancel

Wholesale Tax Screen



Information Balloon - Finance - 011615
Applicants =
Applicant flatee,
Co-Applicant
Pmt
i Tax Rate
pehice Additional Tax “
Trade Alt Tax Rate
Up Forms Rates for 16159
Scenarios State: | 6.000%
—_— County: | 0.000%
Desking Local: | 0.000%
Front End
Other: | 0.000%
Taxes
Fees z
Back Adds Financed Taxes
Coverage Tax1 Alt Tax Rate
:'r';z’qm Vehicle 1,560.00 1,560.00
e Bedliner 21.00 21.00
Mileage
Roll Total 1,581.00 1,581.00
Integrations Additional Tax 0.00
Menu Total Financed Tax 158100
Inception Taxes
Deal Forms e
Recap Tax1 ‘
Total | oo | 000
Additional Tax 0.00
Total Inception Tax 0.00
Total Taxes
Total Tax 1,581.00

Balloon Tax Screen



Fees

You can access this screen by clicking the Fees option under the Desking heading in the left
navigation panel or by clicking the Fees link within the Desking screen. The fees added to the deal
are based on the state you select on the Desking screen. The fees added to the deal are also based
on the fees in the setup for the selected bank. Therefore, the fees displayed on this screen will vary
by bank and deal type. You can view and edit the details for the fees here. If you make any changes,
be sure to click Save to save the changes. The total fees applied to the deal display next to Fees on
the Desking screen.

Wilkerson x|+
Information Retail - Finance - 011615
Applicants
Applicant Local Fees -
Co-Applicant N
:?:hui::::e Amount Payment <
Trade =
Activities Documentation 100.00 Cd
Scenarios
Tire| 80.00 Cd
Desking Messenger| 70.00 td
Frent End B
T Electronic/Onling| 40.00 CJ
Fees Misc| 0.00 i
Back Adds
Total 380.00
Coverage
Life AGH S
Licensing Fees
Inception
Mileage A it p: it
o moun aymen
Integrations License| 70.00 Plate Issued Plate Issued
i Registration 6000 Permit Number 1 PERMIT?
Centificate of Title| 50.00 i _
Deal Forms Permit Number 2 PERMIT2
RZCﬁF Transfer| 40.00 Permit Number 2 Date 08/082015
ross
Commissicn Ly 30200
Notary| 20.00
Total 260.00 vl
Total Fees ee0.00
Cancel | | save




Back Adds

The Back Adds screen is where you add back adds to the deal. If you are using the enhanced
workflow, the Back Adds option is only available in the left navigation panel when a deal has been
sent to Finance. Otherwise, it is always available to users with the necessary roles and permissions.
You can access this screen by clicking the Back Adds option under the Desking heading in the left
navigation panel or by clicking the Back Adds link within the Desking screen.

To add a back add to the deal, click the drop-down menu in the Type field and select the category of
the back add item you wish to add from the list. This determines which items display in the Name
column menu, which only displays the items that were assigned to the selected Back Add Type in the
Back Adds setup. Select the desired back add item from the Name menu. The retail amount, cost,
and taxing populate using the information added for this item in the setup.

As you enter a back add, a new back add line will automatically appear on the screen to allow you to
continue to add back adds without having to click the green + button.

You can edit any field as needed. Click the red X button next to an item to remove it. The total for the
back adds you add will display next to Back Adds within the Desking screen.

Wilkerson x|+

Information Retail - Finance - 011615
Applicants

Applicant Back Adds

Co-Applicant

Pmt
Insurance

Vehicle
Trade | Theft Deterrent v
Activities
Up Forms | L ‘
Scenarios

Type ‘ Name ‘ Retail ‘ Cost

| Low Jack v |

| 34 |

[ mzoooo] | | 3000

C (%)
()
Q

[ 00| || 000]

Desking R
Front End | cancel | | save |




Coverage

The Coverage screen is where you add additional coverage the customer will be purchasing. The
customer can purchase additional service plans, warranty plans, maintenance plans, or GAP
coverage. If you are using the enhanced workflow, the Coverage option is only available when a deal
has been sent to Finance. Otherwise, it is always available to users with the necessary roles and
permissions. You can access this screen by clicking the Coverage option under the Desking heading
in the left navigation panel or by clicking the Service and GAP links within the Desking screen.

Wilkerson x|+
Information Retail - Finance - 011615
Applicants
Applicant Service | Warranty | Maintenance
Co-Applicant
Service Provider Plan Name Retail Cost e
Vehicle \ ] ] ] ] 000 | 0.00] | Payment
Tmf"f y Contract Number  Term  Mileage Deductible  Disappearing
Activities ’—‘ E' ’—E—|D ’—‘u 00 v
Up Forms 0
———  Waranty Provider Plan Name Retail Cost S
Payment [ *
Desking \ o] | W[l osolff ool
Em”' End Contract Number  Term Mileage Deductible  Disappearing
axes [0 o 000 =
Fees -
Back Adds L)
Coverage Provider Plan Name Retail Cost B
Life A&H ‘ ] ] 00 | oo | | Peoment
Inception
> Contract Number  Term _ Mileage Deductible  Disappearing @
— o o
Menu Total Service | Warranty | Maintenance 000
Guaranteed Asset Protection
Deal Forms
Recap Provider Plan Name Retail Cost -
‘ v | +|[ oo][ oo | Pament
Contract Numb
ontract Number @
Cancel | | Save |

The screen is divided into two sections: Service/Warranty/Maintenance and Guaranteed Asset
Protection. The Service/Warranty/Maintenance section is broken down further into separate areas for
each of the three coverage options.

For the Service/Warranty/Maintenance section, use the respective Provider drop-down menus to
select the coverage provider for each type of coverage. The list displays all the coverage providers
that were added to the setup. Next, use the Plan Name menu to select the coverage plan. Again,
these are all the coverage plans added for the selected provider during setup for the selected
provider. The information that displays populates from the information added in the setup for the
selected plan.

You can edit any field as needed. Click the red X button next to an item to remove it. The total for the
service, warranty, and maintenance plans will display next to Service on the Desking screen, while
the total for any GAP coverage will display next to GAP.



Life A&H

The Life A&H screen is where you add any life or accident and health insurance the customer will be
purchasing. If you are using the enhanced workflow, the Life A&H option is only available when a
deal has been sent to Finance. Otherwise, it is always available to users with the necessary roles and
permissions. You can access this screen by clicking the Life A&H option under the Desking header
in the left navigation panel or by clicking the Life A&H link within the Desking screen.

When you select a provider from the Provider drop-down menu, the screen populates with the
defaults set for the selected provider in the setup. You can edit the information as needed. Be sure to
check the appropriate box for each type of coverage on the screen to note whether the coverage is
for the Applicant, Co-Applicant, or both.

Wilkerson *
Information Retail - Finance - 011615
Applicants
Applicant Life, Accidental & Health Insurance
Co-Applicant P
Vehicle bt
Trade
Activities Life Insurance
Up Forms =
Life T
Scenarios Applicant =Ll
Co-Applicant
Desking
Front End e
Taxes
Fees Accidental & Health Insurance
Back Adds = 5
Coverage Applicant ASH Type Days Critical Period
Life ARH it ] ] ] v
Inception
Roll
Integrations i .
Menu Total Premium 0.00 Override Premium
Deal Forms
Recap
Gross
Commission




Inception

Use the Inception screen to add the cash and rebates that will be applied to the deal. To access the
Inception screen, click the Inception option under the Desking heading in the left navigation panel or

the Cash or Rebates links within the Desking screen.

Use the Cash section to add Cash Down, Cash Deposit, and Deferred Cash amounts. The total for

any applied cash will display next to Cash on the Desking screen.

To add rebates to the Rebates area of the Inception screen, type the name of the rebate in the Name
field. Enter the rest of the rebate information, including Amount, Program #, and Certificate #.

Check the Manufacturer box if the rebate is provided by the manufacturer.

Add an additional rebate in the rebate line that appears automatically when you enter the name of the
rebate in the existing line. Click the red x button next to a rebate to remove it. The total for the rebates

will display next to Rebates on the Desking screen.

Wilkerson

Information
Applicants
Applicant
Co-Applicant
Insurance
Vehicle
Trade
Activities
Up Forms
Scenarios

Desking
Front End
Taxes
Fees
Back Adds
Coverage
Life ASH
Inception
Mileage
Roll

Cash

Retail - Finance - 011615

Cash Deposit

Total Cash

Rebates

000

Name

Amount

Program #

Certificate %

Manufacturer

[ 000 |

[ 000

e e

Total Rebates

000

L]

| cancel | | save |

Balloon, Cash, and Retail Inception

Wilkerson

Information
Applicants
Applicant
Co-Applicant
Insurance
Vehicle
Trade
Activities
Up Forms
Scenarios

Cash

Lease - Finance - 011615

Cash Cap Reduction

Total Cash

Rebates

0.00

Name

Amount

Program &

Certificate %

Manufacturer

Desking
Front End
Taxes
Fees
Back Adds
Coverage
Life A&H
Inception
Mileage
Roll

Integrations

Menu

Deal Forms
Recap
Gross
Commission

‘ 000

\ 000

oo

Total Rebates

Lease Payment

0.00

C

Base Payment
Monthly Tax

78691
4739

Total Payment

837.30

Cancel save |

Lease Inception




Mileage

For lease deals only, you will add the mileage details that will affect the lease residual using the
Mileage option under the Desking heading in the left navigation panel or by clicking Mileage
Adjustment within the far right panel of the Desking screen. The information you add on the Mileage
screen displays next to Mileage Adjustment on the Desking screen. The Mileage option will only be
available in lease deals and will be grayed out for all other deal types.

Wilkerson x|+
Information Lease - Finance - 011615
Applicants
Applicant Mileage
o appkcag Standard Miles Per Year Total Miles Per Mile Over Charge
Vehicle U\ \ U\ Override \ 000
Trade
Activities Mileage Adjustments
Up Forms
Scenarios Existing Miles 50
= Miles Over Threshold - 0 From Zero
Desking
FrontEnd Miles Adjusted 50
Taxes Per Mile Adjustment Charge X 0.00
Fees Total Existing Miles Adjustment 0.00
Back Adds }
Total Extra Miles 0
Coverage
Life Ag&H Per Extra Mile Purchased Charge X 0.00
Inception 3
Mileage Total Purchased Miles Adjusted 0.00 Refund Per Extra Mile
Rall Total Miles Adjustment 0.00

Integrations
Menu | cancel | | save




Rolling

Rolling allows you to hit target amounts as you work. All negotiable products added to a deal are
available as rollable items within the Roll screen. The price of any front add, back add, or coverage
that is not directly associated to a rate table can be used to roll the deal to a desired payment,
amount financed, inception, or total gross. You specify the target amount, and the program rolls the
available numbers up or down to hit the target. You then select which roll you want to accept, and the
program edits the deal accordingly. Rolling is only available for retail, balloon, lease, and cash deals,
and the items you can roll vary by deal type.

Rolling a Balloon or Retail Deal

1. Click the Roll option under the Desking heading in the left navigation panel or click the Roll
link in the top panel of the Desking screen.

Information \2015 Chevrolet Colorado LT \[ s ] Roll Back to Working Retail - Finance - 011615
s e Hackie forina

Applicant

Co-pplicant Selling Prive 26,000.00 APR 2.900% ot PaymentType | Monthly v Roll
Insurance
aas Piaciee A 08152015 | Effective APR 2.000%| Days to FirstPay Payment Date 10152015

Trade

2. For retail deals, you can roll to affect Payment, Amount Financed, Inception, or Total
Gross. Select the option from the drop-down menu. The Starting Amount auto-populates
with the amount currently in the deal for the category you selected.

T T
Information Retail - Finance - 011615
Applicants

i
Co-Applicant Payment .
Insurance ©

Amount Financed Front Front
Vehicle Inception Amount Before | Amount After | o5 Before | Gross After
Trade Total Gross Cash 5000 s000(  §132500| $1,32500| Apply
Activities [ Clear
Up Forms (o) (o) Trade 000 5000|  $1.32500 §4.32500| Apply
Scenarios Selling Price §2622000| 62522000  5132500| $132500 | Apply
I APR 2000% 2900%)|  $132500| 91,32500| Apply
Desking Bedliner $350.00 $35000|  $132500| $1325.00| Apply
Front End
Taxes
Fees Back Back.
Back Adds Amount Before | Amount After Gross Before | Gross After
Coverage Basic GAP $595.00 $60500|  $1610.00| $1610.00| Apply
Life ASH
Inception
Mileage

3. In Target Amount, type the target value.

4. Click Roll.



5. The roll will adjust the cash, trade, selling price, APR and any rollable front adds, back adds,
or coverage items that are not directly associated to a rate table to hit the target amount.

Wilkerson x|+
Information Retail - Finance - 011615
Applicants

Co-Applicant
Insurance Starting Amount $647.85 Front Front
Vehicle Amount Bafore | Amount After | . Before | Gross After
Trade Cash S000|  5216813|  §132500( 132500 | Appl
Activities [ Clear | [Roll | e
Up Forms s ) Trade $0.00 $2,04362 $1.325.00 (§718.62) | Apply
Scenarios Selling Price $26,220.00 $24,176.38 $1.32500| (§71862) | Apply
- APR 2.900 % NiA $1,325.00 NA
Desking Bedliner 5350.00 NA[  §132500 NA

Front End

Taxes

Back Back

Fees Amount Before | Amount After | o UEEE | - Bk

Back Adds

Coverage Basic GAP $605.00 A $1610.00 A

Life A&H

Inception Cancel

Mileage —

6. The table on the right side of the screen displays the values for the items in the deal that can
be rolled to meet the target amount. It displays the amount and gross before the roll and after
the roll.

7. Click Apply next to the roll you want to accept.

8. The program prompts you that the action will save the data and change the numbers of the
deal. Click Yes to continue.

9. The roll will be reflected in the deal.

Rolling a Lease Deal

1. Click the Roll option under the Desking heading in the left navigation panel or click the Roll
link in the top panel of the Desking screen.

2. For lease deals, you can only roll to affect the Inception or Total Gross. Use the drop-down
menu to select the item you wish to adjust with the roll. The Starting Amount auto-populates
with the amount currently in the deal for the category you select.

3. In Target Amount, type the target value.

4. To hit the target amount for inception, the roll will adjust the rebate, trade, and cash. Use the
drop-down menus in the far right column of the table to select the order in which you want the
items rolled: 1, 2, and 3. The program will start with the item flagged as 1 and roll it as much
as possible before moving on to items 2 and 3.

Wilkerson x|+
Information Lease - Finance - 011615
Applicants
Co-Applicant
Insurance Starting Amount 219832 Total Amount | Incept Reduction | Cap Cost Reduction
Vehicle =
Trade IR AR Rebate 5500.00 000 $500.00
Activities [
{ip Forme s (o) Trade $3,500.00 $0.00 53,500.00 E
Scenarios
Cash $200.00 $0.00 520000|| 3 ¥
Desking | =
Front End Cancel | ozl
Taxes




To adjust for a desired total gross amount, the roll will adjust trade, selling price, and any
rollable front add, back add, or coverage that is not directly associated to a rate table.

Wilkerson

Information
Applicants
Applicant
Co-Applicant
Insurance
Vehicle
Trade
Activities
Up Forms
Scenarios

Front End
Taxes
Fees
Back Adds
Coverage
Life ABH

Desking

Total Gross v

Lease - Finance - 011615

Starting Amount

Target Amount 2,835.00

$2,835.00

[ ciear | [ Roll

Amount Before | Amount After Gmgéugélure GmFs[:“Atﬂer
Trade $0.00 $0.00 $1,225.00 §1,225.00 | Apply
Selling Price $26,220.00 $26.220.00 $1,225.00 $1,225.00 | Apply
Bedliner $350.00 $350.00 $1,225.00 §1,225.00 | Apply
Amount Before | Amount After GmsBsaézlure Gm%gcAkﬂer
Low Jack $1,200.00 $1,200.00 $1,610.00 $1,610.00 | Apply
Basic GAP 69500 $695.00 $161000 $1,610.00 | Apply

(e

5. Click Roll.

6. When rolling for a target inception amount, the Inception Reduction column will reveal the
amount by which the total inception amount for the item was reduced. The Cap Cost
Reduction column will display the changes to the rebate, trade, and cash amounts. If you
wish to apply the roll, click Save. To discard the roll, click Cancel.

Wilkerson

Information
Applicants

Applicant
Co-Applicant

Inception v

Lease - Finance - 011615

Insurance
Vehicle
Trade
Activities
Up Forms
Scenarios

Desking
Front End
Taxes

Starting Amount

Target Amount

$2,198.32
[ 50009

() ()

Total Amount | Incept Reduction | Cap Cost Reduction
Rebate 550000 $500.00 5000
Trade $350000 522123 5327877
Cash 520000 50.00 5200.00

|

save

When rolling for a targeted total gross, the table displays the values for the items in the deal
that can be rolled to meet the target amount. It displays the amount and gross before and
after the roll. Click Apply to apply a particular rolled item to the deal. You will be prompted to
verify that you wish to save the data and change the deal numbers. Click Yes.

Wilkerson

Information
Applicants
Applicant
Co-Applicant
Insurance
Vehicle
Trade
Activities
Up Forms
Scenarios

Desking
Front End
Taxes
Fees
Back Adds
Coverage
Life A&H
Inception

Total Gross v

Starting Amount

Target Amount 225000

$2,835.00

| Clear | [ Ron

Lease - Finance - 011615
Front Front
Amount Before | Amount After | -« Berors | Gross After
Trade $0.00 $585.00 $1.22500 $640.00 | Apply
Selling Price $26,220.00 $25,635.00 $1,225.00 $640.00 | Apply
Bedliner $350.00 NiA $1,225.00 NA
Back Back
Amount Before | Amount After | . 'Berors | Gross After
Low Jack $1,200.00 $615.00 $1610.00 $1,025.00 | Apply
Basic GAP $695.00 $110.00 $1610.00 $1,025.00 | Apply
| cancel

7. Click Save.

8. The deal will reflect the roll.



Rolling a Cash Deal

1. Click the Roll option under Desking in the left navigation panel or click the Roll link in the top
panel of the Desking screen.

2. For cash deals, you can only roll to affect Total Cash and Total Gross. Use the drop-down
menu to select the item you wish to adjust with the roll. The Starting Amount auto-populates
with the amount currently in the deal for the category you select.

Wilkerson x|+
Information Cash - Finance - 011615
Applicants.

Applicant Total Cash v

Co-Applicant
Insurance Starting Amount 52476300 o Frant
Vehicle Amount Before | Amount After | roes Bafors | Gross After

Target Amount 24,763.00

Trade Cash $200.00 $200.00 (§2,275.00) | ($2.275.00) | Apply
doivitlcs | Clear | | Roll | Trade 53,500.00 $350000| (5227500 | (52.275.00) | Apply
Up Forms — 500, 5 5
Scenarios Selling Price $26,22000 $26,220.00 ($2.275.00) | ($2,275.00) | Apply
- Bedliner $350.00 $350.00 (§2,275.00) | ($2.275.00) | Apply
Desking

Front End o o

o cl c}

; axes Amount Before | Amount After | = Snorore | Gross After

ees

Back Adds Low Jack $1,200.00 $1,200.00 $1,110.00 §1,110.00 | Apply

Coverage

Life ABH Cancel

Incepticn

2. In Target Amount, type the target value.
3. Click Roll.

4. To hit the target amount, the roll will adjust the cash, trade, selling price, and any rollable
front add, back add, or coverage that is not directly associated to a rate table.

5. The table on the right side of the screen displays the values for the items in the deal that can
be rolled to meet the target amount. It displays the amount and gross before the roll and after

Information Cash - Finance - 011615
Applicants

Applicant Total Cash v

Co-Applicant
Insurance Starting Amount 524,763.00 Front Front
Ahicle Amount Before | Amount After Gross Before | Gross After
Trade Cash 520000 §146300| (52275.00) | ($2275.00) | Appl!
eyt [ Clear | | Roll | Trade s3m0000|  s4s0151| (5227500)| (5346551 | Appl
Up Forms . d < e
Scenarios Selling Price $26,220.00 $2502849 | (82.275.00) | ($3488.51) [ Apply
— Bedliner $350.00 NA| (82275000 NA
Desking

Front End e i

Taxes Amount Before | Amount After | oo o éelm\e Gmas&\ﬂer

Fees

Back Adds Low Jack $1,20000 $349| 5111000  (86151) [ Apply

Coverage

Life ASH | cancel
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Click Apply next to the roll you want to accept.

The program prompts you that the action will save the data and change the numbers of the
deal. Click Yes to continue.

The deal will reflect the roll.
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Integrations

The integrations available for your dealership are available here. Refer to the corresponding
appendices at the end of this manual or the supplemental manufacturer integration documentation
available from Autosoft for instructions on using various integrations.

Printing Deal Forms

1. Click the Deal Forms option in the left navigation panel.

2. Locate the form you wish to print, and in the left column labeled Copies, use the up and
down arrows to specify how many times you would like the system to prompt you to print that
form.

3. Click the form you want to print.

4. The form displays on the screen.

5. Use the toolbar to view and print the form as needed.

Viewing the Recap

The Recap screen displays the breakdown of the gross and commission for the deal. This information
is for viewing only. To edit information, return to the appropriate part of the deal, and edit the
information.

_
i Print Deal Recap  Print Deal C: Mark Sold Retail - Finance - 011615
Applicants
Applicant Recap
L odpricet Vehicle 2015 Ghevrolet Golorado LT Trade(s) 2006 Jeep WRANGLER UNLIMITED SAHARA
Insurance
L Gross and Commission Totals
Trade
Activities Front Back Reserve Spiff ‘ Total
c ions | Commissions | Commissi
Up Forms
i By FrontGross  -52,275.00 Billy Thorien s0.00 s0.00 $0.00 s0.00 $0.00
Back Gross $1,610.00 Elissa Toto $100.00 $10.00 50.00 50.00 $110.00
i Total Gross. -$665.00 Dale Novotniak $75.00 §161.00 $0.00 §0.00 $236.00
F "l‘gEnd Total Comm $346.00 Total Commission §175.00 §171.00 $0.00 §0.00 $345.00
ron —_—
Total Net -51,011.00
Taxes
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Viewing the Gross

The Gross screen displays a breakdown of the front and back gross. You can edit the Cost and
Reserve sections, and you can add additional front and back adds by clicking the green + buttons in
the Front Gross and Back Gross panels. Simply type a description and cost for the add. You can also
choose to include or exclude items from the gross. Items with checked boxes will be included while
blank boxes are excluded. Click to check a blank box. Click to clear a selected box.

Wilkerson x
Information Retail - Finance - 011615
Applicants
Applicant Front Gross Back Gross
Co-Applicant
R Amount Amount
Vehicle Net Selling Price 26,000.00 Low Jack Gross + 1,110.00
b Dealer Charges + 000 Basic GAP Gross + 500.00
Activities . [overide Total Book - 25,000.00 Lender Fee - 0.00
Up Forms 8 Holdback - 0.00 Subtotal = 1.610.00
RS = Dealer Pack - 0.00
Advertising - 0.00 w Buy Rate 0.000%
Desking Trade Gross - 3,500.00 o
l:;“:ﬁ Bedliner Gross + 22500 '&J [] Reserve Override + 0.00
g Trade(s) ACV + 0.00 F— T
pe R
| | ooo] @
- el . .
Inception Holdback + 7 Add Adjustment +
Mileage Dealer Pack + oo M Total Back Gross = 1.810.00
Roll Advertising + 000 M
Integrations Total = 2,275.00
Menu
| —l
. Add Adjustment + (+]
e Total Front Gross = -2,275.00
Gross
Commission Lsere J
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Editing the Total Book

When checked, a check box labeled Override in the Front Gross panel on the Gross screen allows
users with the correct permissions to edit the Total Book value. This feature provides authorized
users with the ability to calculate deal profit and commission based on a manual vehicle cost entry,
thereby lending flexibility to structure a deal even if the vehicle is not yet in inventory or an error was
made in accounting during the vehicle purchase process.

When Override is unchecked, the Total Book value reverts to the system-calculated value,
overwriting any manual entry. A user can quickly identify whether the Total Book field is manually
entered or system-calculated by verifying if the Override check box is checked.

Front Gross Front Gross
Description Amount Description Amount
Net Selling Price 26,000.00 Net Selling Price 26,000.00
Dealer Charges + goo M Dealer Charges + o000 [
= [[] Override Total Book - 25.000.00 - [] Override Total Book - 25,000.00
w0
3 Holdback - 1.000.00 a Holdback - 1,000.00
o
o Dealer Pack - 200.00 Dealer Pack - 200.00
Advertising - 0.00 Advertising - 0.00
Trade Gross - 3,500.00 Trade Gross - 3,500.00




Viewing Commission

You can view and edit commission prior to finalizing the deal. Once the deal is finalized, you will not
be able to access the Commission option in the left navigation panel. The Commission screen
displays a list of individuals who are receiving commission on the deal and the commission totals.
Click on an employee in the list to view the details and to edit the commission for the deal.

The initial salesperson on the deal is flagged Primary. This means that this is the primary salesperson
for the deal. You can add another employee and set that employee as the primary commissionable
employee by selecting the Primary box for that employee.

The Commissionable box determines if the employee gets commission for the deal. For the primary

salesperson, this box is selected. If you clear this box, the commission calculations clear. If you add
additional employees to the deal, you will need to indicate if the employee receives commission by

selecting this box.

The commission values at the bottom of the screen are based on either the individual employee’s
commission setting entered in the employee’s setup record, or the general commissioning setup. You
can edit the percentages or flat rates as needed.

Wilkerson

Information

Retail - Delivered - 011615

Taxes
Fees
Back Adds
Coverage
Life ASH
Inception
Mileage

Roll

Commissioning Options

Applicants
Applicant Employee
Co-Applicant Name | Title ‘ Primary ‘ Commission ‘ Remove
i Elissa Toto Salesperson $110.00
Vehicle =
Trade Billy Thorton ISEIES Manager $0.00 (%]
Activities Dale Novotniak Finance Manager $236.00 [}
Up Forms
Scenarios
De kit Total Commission: $346.00 | Add New |
Front End

/ Primary (¥ Commissionable

Commissioning Information

Front Commission Gross

Front Flat

0.00

100.00

Menu

Deal Forms
Recap
Gross
G

Back Commission Gross

161000 x 0.00%

Back Flat

0.00

10.00

Reserve

0.00 x 0.00%

Reserve Flat

0.00

0.00

Spiff

Total Commission

Save

Tip:

rights can view and edit this screen.

Only users with Dealer Principal, Finance Administrator, and Finance Restricted access



Adding Another Employee

By default, the individual who started the deal is the only employee set to receive commission. You
can add additional individuals as needed.

1.

2.

Click Commission from the left navigation panel.

Click Add New. A Commissionable Employee popup will open.

Commissionable Employee n

Employee Type |

Employee |

Use the Employee Type list to select the job title from a list of commissionable roles.

Use the Employee list to select the employee from the category chosen in the previous step.
Click Save. The employee appears in the list.

Click the employee. The commission information displays on the bottom of the screen.

Edit the commission.

Click Save.

Removing an Employee

You can only remove an employee who was added for commissioning. You cannot remove the
individual who originated the deal.

1.

2.

3.

Click Commission from the left navigation panel.
Click the red x button next to the employee.

Click Continue when prompted to verify you want to remove the employee.



Finalizing the Deal

You also use the Recap screen to finalize the deal. You cannot finalize a deal until you have assigned
a Sales Manager and a Finance Manager to the deal. The program will display an error message if
this information is missing from the deal. Once you finalize the deal, you will not be able to adjust the
gross or commission detalils.

1.

Click the Mark Sold link in the top right corner of the screen to flag the vehicle as sold. At this
point, the deal status changes to “Sold.”

A Vehicle Sold box displays at the bottom of the screen.

Vehicle Sold

Funded

Delivered 1012712015 Deal Finished

Click to select the Funded and Delivered boxes if they apply, and use the date field to enter
the appropriate delivery date. If you select the Delivered box and click Save, the deal status
in the upper right corner of the screen changes to “Delivered.” If you do not click the
Delivered box, the status will remain “Sold.”

Click Deal Finished to complete the deal.

Click Continue when prompted to verify that you want to lock the deal for accounting. A deal
will not be updated to your Accounting Department until you complete this step.

The date and time at which the deal was finished will appear above the Edit Finished Deal
and Unwind Deal buttons that replace the Deal Finished button. The deal status will change
to “Finished.”

The Print Deal Recap and Print Deal Commission links at the top of the page will allow you
to print a deal recap or commission totals.



Editing or Unwinding the Deal

Once you've finalized the deal, you can still edit or unwind it using the Edit Finished Deal and
Unwind Deal buttons, which both become available after finishing the deal.

Vehicle Sold

Date Finished 10/27/2015 11:12 AM EST

|« Funded

|# Delivered 10272015

To edit the deal, click Edit Finished Deal. All the desking tools that were disabled after the deal was
finished become accessible again. However, the deal vehicle’s status will remain as ‘Sold.” When
you've made the necessary adjustments, return to Recap and click Finish Editing Deal. Finish by
clicking Save.

Wehicle Sold
|# Funded Date Finished 10727/2015 11:12 AM EST

|« Delivered 10/27/2015

To unwind the deal, click Unwind Deal. The system will prompt you that unwinding the deal will
restore the deal vehicle to inventory as active and the deal as editable. To continue, click Continue.
This will allow you to roll the deal back to Finance and edit the deal.

Unwind Deal

Unwinding the deal will restore the vehicle as active in the
inventory and the deal as editable. Do you wish to continue?




Marking a Lost Sale

If you wish to remove a saved deal from the deal list, you must mark the deal as a “lost deal.” You will
need to assign the deal one of the lost reason codes entered during the Admin setup.

After marking a deal as lost, you can delete the deal or reactivate it.
1. Open the deal.

2. Click the Mark as Lost link in the top right corner of the Information screen.

Wilkerson x|+

Information Delete Deal Mark as Lost Retail - Finance - 011615

Applicants
Applicant Store
Co-Applicant

Applicant  Mr Thomas A Wilkerson ABC Store 2 v
Insurance

Vehicle Co-applicant Mr William A Wilkerson

Type

3. Use the lost reason list to select the reason for the lost sale.

ﬁ

Please select the Lost Reason:

v

Bad Credit
Bought Elsewhere
| Casual Quote
l_ No Match
No Rebates
Not Enough Cash Down
Shopping s
Shopping Prices
| Upside Down E—

|

3 b

[
w

4. Click Save.



Reactivating a Lost Sale
Reactivating a sale removes the “Lost” status and returns it to “Working.”

1.

2.

Click Deals from the blue toolbar at the top of the screen.

Select Lost in the Status Type list.

Use the remaining fields to filter the list further as needed.

Click Filter.

The list displays the lost sales that meet your search criteria. Double-click the lost sale.
The deal opens to the Information screen.

Click the Reactivate Deal link in the top right corner of the screen.

| e gy _

Information Delete Deal  Reactivate Deal  Retail - Lost - 011615
Applicants Aol
Applicant pphc Store

o pnicad Applicant  Mr Thomas A Wilkerson ABC Store 2 b
Insurance
Vehicle Co-Applicant Mr William A Wilkerson Type

Click Continue when prompted to verify you want to reactivate the deal.

Desking a Deal without Adding a Customer

It is possible to work numbers for a potential deal without assigning a customer to the deal. This
allows you to work numbers for a vehicle for a customer who wants to get an idea of pricing before
actually working a deal. You cannot add any finance information to a deal when it is in this state. Also,
until you assign a customer to a deal, the deal will not be saved in the program. Deals without
customers are treated as worksheets that will be deleted once you choose to close the deal. The
program will warn you that the deal information will be lost if you attempt to close it at this point.

1.

2.

3.

Click Deals from the blue toolbar at the top of the screen.

Click New.

Type a name for the deal, and click Add.

4. A blank desk opens.



5. Add a vehicle.

6. Selectthe Deal Type. The fields that display on the Desking screen vary based on the deal
type.

7. For Retail and Lease deals, select the bank information from the Lender drop-down menu
and adjust the terms.

Dea'lType| Retail v ‘suu| oH v |
Lender | ACME Finance v
Memo
2012 ACURA ILX 'J Retail - Desking
Selling Price 20,000.00 | APR ‘ 4.000% Term Payment Type | Manthly - Rall

Purchase Date

1012772015 | Efective APR | 4800y

Days ki Fasteay Payment Dake 111262015

8. Add Front End, Taxes, Fees, Inception, and Mileage (for leases only) information as needed.

9. As you add and save information, the Desking screen adjusts to reflect the information, and
the Payment Matrix at the bottom left corner of the screen provides a breakdown of the deal

numbers.
Payment Matrix Truth In Lending
58 Payments 5 366.47
Final Payment s 366.47
Finance Charge s 2,521.70
Total of Payments 3 21,9688.20
Total Down 5 2,200.00
Total Sales Price 5 2418820




Viewing Multiple Deals

You can have up to six deals open at a time. They display as tabs with the deal name assigned when
the deal was created or “New Quote” if the Suppress Deal Name Prompt function has been enabled
in setup and an applicant hasn’t been added to the deal. When you click the + on the free tab, the
Deals list displays. You have the option of selecting a deal from the list or creating a new desk.

, ‘A ft— ABC Motors Sales Tools | My Account | Admin | Logout
A VAutoso

Diasla anagement ste shboard = Customers  Deals Inventory | Reporting
IWiIks-rsou xl Thomas. xl Smith Towing xm James x|+

Deal Type Deal Status Deal Source Start Purchase Date End Purchase Date Employes
[an v || Active i v |[ 10012015 |[11/3072015 [ v

Advanced Search | Clear | | Filter |




Understanding Deal Status

The deal status is an important piece of information that identifies where the opportunity is in the
sales process. While viewing the Deals list, the Status column will display six possible statuses
depending on how you choose to sort the list:

Working: Once an applicant is added to a desk, it becomes a working deal.

Finance: The deal has been sent to Finance using the Ready for Finance link on the
Desking screen. This status also occurs from the beginning of the desking process when the
person desking the deal has finance permissions and the Use Enhanced Workflow box is
unchecked in the system setup.

Sold: The deal has been flagged as sold using the Mark Sold link on the Recap screen.

Delivered: The deal has been flagged as delivered by selecting the Delivered box on the
Recap screen.

Finished: The deal has been finalized and updated to Accounting using the Deal Finished
button on the Recap screen.

Lost. The deal has been flagged as lost using the Mark as Lost link on the Information
screen.

When you choose to sort the deal list based on the deal status, you have additional options to help
you narrow the results down even further. The Deal Status sort options will sort the list as outlined

below:

Active: This option displays all Working and Finance deals. This is the default sort option.

Unfinished: This option displays all Sold and Delivered deals. It allows you to quickly identify
which deals must be updated to Accounting.

All: This option displays all deals.

New: This option displays new deals. This allows you to quickly display Web leads that have
been added.

Working: This option displays only Working deals.

Finance: This option displays only Finance deals.

Sold: This option displays all Sold, Delivered, and Finished deals.
Delivered: This option displays all Delivered and Finished deals.
Finished: This option displays all Finished deals.

Lost: This option displays all Lost deals.
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"‘AUtOSOﬂ' The Dashboard

Dealer Management System
m Chapter 5

Chapter 5 The Dashboard

The Dashboard is the first thing you see when you log on to FLEX DMS F&lI. It provides a screenshot
of your activities and traffic. The information displayed depends on the user’s access rights. Most of
the tabs display graphs on the top of the screen and statistics on the bottom. The graphs provide a
quick visual analysis of the information, while the statistics provide actual figures. The top of several
tabs provides fields you can use to filter the list as needed to access the information you want.

Home

The Home tab is the default tab. It displays the current Deals list. Users with Sales Restricted access
will only see their deals in this list. Users with Sales Administrator, Finance Restricted, Finance
Administrator, and Dealer Principal access rights will see all deals in the list.

I Home I ey I e I Clea s Rty I e A ] PG e _
New
Deal Type Deal Status Deal Source Start Purchase Date End Purchase Date Employee
[ v | [ Active 2 v | [1omiz01s |[+1m02015 [ 2
[7) Advanced Search [ Clear |
Deal # Status Type Customer Stock # Vehicle Information Purchase Activity Source Fin. Mgr. In Use
11644 Finance Retail Miller, Robert 10/268/2015 | 1012872015 |Ad Toto Arauje
11635 Finance Retail \Wilson, Mike 10/22/2015 | 1002712015 | Mailer Sweet Daugherty
11642 Finance Retail Air Gas 10/27/2015 | 10/27/2015 |Ad Lawman Hansson
11638 Finance Lease Adkins, Matt 123124 | 2013 LEXUS RX 350 10/27/2015 | 10/27/2015 |Ad Egbert Larimer
11640 Finance Retail Jones, Jeff A0/27/2015 | 102712015 |Ad  Toto Harvey
11630 Finance Lease | Shop, Mitch 101262015 | 1DR27/2015 |Ad Shopinsky | Novotniak
11634 Finance Retail Deal Swest 10/22/2015 | 10/26/2015 |Ad Sweet Hansson
11637 Finance Retail Harmer, Jason 10/23/2015 | 10/23/2015 | Drive By Harmer Hansson
11636 Finance Retail Smith, John 10/23/2015 | 1002372015 |Ad Sweet Daugherty
11633 Finance Retail Miller, Robert 02167C | 2014 Chevroket Cruze 10/22/2015 | 10/22/2015 | Autotrader Lehman Larimer
11631 ‘Working Retail Jones, Jeff 12172015 | 102272015 |Ad Sweet Harvey
11630 Finance Retail James, Russel 45518N | 2015 Nissan FRONTIER S 10/14/2015 | 10/20/2015 | Walk in Toto Araujo
11625 Finance Lease Darbunkle, Larry 2223 2015 Chevrolet Tahoe 10/09/2015 | 10M86/2015 |Ad | Simpson Daugherty
11629 Finance Retail \Wilson, Mike 2007 Nissan ALTIM SL 10/14/2015 | 101412015 |Ad Anthony Harvey
11628 Finance Retail Thomas, Joe 12312A | 2008 Chevrolet Malibu 10M3/2015 | 101372015 |Ad | Anthony Araujo |
11627 Finance Retail Wilkerson, Wiliam 021678 | 2016 Chevrolet Colorado 10/13/2015 | 10M3/2015 |Ad Anthony Novotniak
11620 Finance Retai Smith Towing 10/022015 | 10/02/2015 |Ad Toto Larimer
Page[i|of1 View 1-17 of 17




Prospect Summary

The Prospect Summary tab is an overview of the prospects based on the up type: Walk In, Phone,
Internet, and Other. These are assigned when you add an up to a deal. The information is broken
down for today, yesterday, month-to-date, and previous month-to-date.

I Home I Prospect Summary l Sales Summary I Salesperson Ranking ]l Source Ranking H Lost Sales Summary ‘
Prospect Summary
15
1 Range
= ® Today
£ Yesterday
2 ® MTD
5 | @ Previous MTD |
o . L . . — B
Other Wealk-In Phone Internet
Type Today [ Yesterday MTD Count [ Previous MTD Count
Other 1 3 14 8
Walk-In 0 0 5 1
Phone 0 ] 3 0
Internet o 1] 1 1
Total 1 3 27 10

Sales Summary

The Sales Summary tab provides sales counts and sales gross. The left side of the screen displays
sale counts, and the right side of the screen displays sale gross. The information is broken down by
vehicle type (new and used) and date (today, yesterday, month-to-date, and previous month).

I Home I Prospect Summary I Sales Summary I Salesperson Ranking m Source Ranking H Lost Sales Summary }
Sale Counts Sale Gross
150
15 Y
Type Type
& New 10000 ® New
1 Used Used
@ Total ® Total
0 T T T o
Today Vesterday MTD Previous Month Today Vesterday MTD Previous Month
Type Today Yesterday | MTD Count ‘ PreviousMonth | Todays Gross | Yesterdays Gross | MTDGross | Previous Month
New 1 00 $0.00
Used 0 0 1 1 $0.00/
Total ] 0 2 1 s0.




Salesperson Ranking

The Salesperson Ranking tab displays only statistical data. It provides the sales ranking for the
salespeople. In addition to up counts, it displays the number of sales, closing ratio, total gross, and
average gross for each salesperson. It also breaks the information down by vehicle type: new and
used.

| Home I Prospect Summaryl Sales Summary I Salesperson Ranking l Source Ranking ” Lost Sales Summary I

Status Type Gross Type Start Date End Date

[ Sold v| [BackGross v| [1omiz015 | [10nsn015 | ((Fiter]

Salesperson | ‘I.Ip Caunl‘ Sold _ ‘ Sy ‘Grss Total ‘ Agg:;e | ‘UD"C;:N‘SM New ‘ Gt | e | |Unugg:m‘ o | SRR | S
5t 2 2 100.00%| S2,040.00|  51,020.00 1 1 $1,690.00|  $1590.00 1 1 5350.00 5350.00
Mark Simpson 1 0 0.00% 50.00/ $0.00 1 0 $0.00] $0.00 (] 0 $0.00/ 50.00/
Chris Anthony 3 0 0.00% 50.00/ $0.00| 2 0 $0.00] $0.00| 4 0 $0.00] 50.00/
Elissa Toto 2 o 0.00% $0.00 0. DD. 1 o $0.00 0. L‘E. | o 0 | S0. DD. $0.00
Joe Stuckert 1 o 0.00% 50.00/ so.00| 0 o s0.00| soo|| © o so0| 50.00/

Page[l_]of 1 E v of 5

Source Ranking

The Source Ranking tab displays information about the sources that brought customers into the
dealership. The sources are added when adding an up to a deal. These are custom codes added to
the system setup. This information can be useful when you want to evaluate your advertising sources.

l Home I Prospect Summary I Sales Summary I Salesperson Ranking p Source Ranking | Lost Sales Summary
Status Type Gross Type Start Date End Date
[ Sold v| [BackGross v [10m12015 | [10m8r015 | [Fitter]
Prospect Total Gross by Source
WMaiter
Autotrader S
0 dl
—— i Type
® Previous Customer ek w
Ad B ® Total
® Drive By Drive By Used
® Walkin B | ® New |
Autotrader Ad
® Mailer b
75.0% - Previous Customer
S Up Count] Sold _ | Closing |G Total| Gross | |Up Ccunt‘s 1aN |GrcssTcla\ ‘ Gross Avg | |Up Caun(| Sold | Gross Total | Gross Avg
S || e e e e e e | | R Used
~d 15 2 13.33%| S2,04000  51,020.00) 4 1 51,691 3 1 $350.00 $350.00
Drive By 1 0 0.00%| $0.00, 50.00 0 0 50.00 0 o $0.00. $0.00.
Walk in 1 0 0.00% $0.00, 50.00 1 0 $0.00, 50.00 0 ] S0.01 S0.01
Autotrader 1 0 0.00% S0.00. 50.00 0 0 S0.00) 50.00 G 0 50,00 50,00
Maier 1 0.00% $0.00) 50.00 0 ] S0.00) $0.00 0 S0.00) S0.00)
i) 1 0 0.00% SD.00) 50.00 0 0 $0.00. 50.00 0 0 50,00 50,00




Lost Sale Summary

The Lost Sales Summary tab provides information about lost sales. The lost sales codes were
established in the system setup and are assigned to deals when a deal has been created but will not
be competed. This provides a look at your potential sales and the reasons for losing sales, allowing
you to evaluate both the internal and external reasons that led to the lost sales. You can then use the

information to make necessary adjustments to your sales or inventory practices.

I Home I Prospect Summary I Sales Summary I Salesperson Ranking n Source Ranking I Lost Sales Summary

MTD Lost Reasons MTD Lost Gross
Not Enough Gash Down |
- NoMatch |
@ Upside Doun Mare for Trade |
oug sewhere & 2
® Bad Credit Shoppng_ Type
@ No Deal No Rebates | ¥
Shopping Prices Casual Quote _| ® New
® Casual Quote Shopping Frices Used
No Rebates No Deal | ® Total |
® Shopping s
® Wlore for Trade Harf Gredi )
® No Math Bought Elsewhere |
Not Enough Cash Down Upside Down
L bl T
2 4 80 3 100
MTD MTD New MTD MTD Used
Teiani MTD | MTDGross [ , Mt PMCount| PMTotal |PMAverage | (MTD New | MTDNew | " e | MTDUsea | MU
ge verage s verage
‘ Count | Total kel Gross Gross Count |Total Gross | “pyerad Ceed. | Total Gross | Axerad
Upside Down 1 $0.00| $0.00 $0.00| $0.00 0 0.00 0.00
Bought Elsewhere 1 [ $0.00 E 50.00
Bad Credit 1 $0.00| S $100.00
No Deal 0 0 $0.00/ S $0.00
Shopping Prices 0 S0.00) s0.00 0 $0.00 S0 0.00
Casual Quote o $0.00| $0.00 o $0.00] S $0.00
No Rebates. o $0.00| $0.00 o $0.00| S $0.00
Shopping [ [ S0.00) E s0.00
More for Trade o o $0.00| S $0.00
No Match 0 0 $0.00| S $0.00
NotEnough Cash | | . | o — & = W=
Down | 0 | S0 00| $0.00 0 $0.00 S $0.00
Total 3 $100.00| $33.33 o $0.00 $0.00 1 $100.00 $0.00

Dashboard Reports

The Dashboard Reports link above the Dashboard tabs takes you to the Reporting screen and
automatically selects to display the dashboard reports. Click a report link or its PDF symbol to

generate the report. See Chapter 6 Reporting for more information about reports.
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Chapter 6 Reporting

The Reporting option allows you to generate reports for your dashboard activities, inventory, traffic,
and sales. The preformatted reports that come preloaded in the program provide a quick analysis of
key areas of interest to track your traffic. They also ensure you have crucial inventory information
available when you need it.

ABC Motors Sales Tools | My Account | Admin | Logout
F.VAutosoft =
Dealer Management System Dashboard Customers Deals Inventory Reporting
Dashboard i

E Lost Summary A

. oo ]

E Prospect Summary PS

| Por ]

EE Sales Ranking o

. =

EE Sales Summary PR

| Por |

Generating Reports

1. Click the Reporting option in the blue toolbar at the top of the screen.

2. Use the drop-down menu at the top of the screen to select the type of reports you would like
to generate. You can choose from dashboard, inventory, traffic, and sales reporting. The
system defaults to dashboard reports.

3. Once the list of reports opens for the category you've selected, click the name of the report
you wish to generate, or click the report’s corresponding PDF symbol.

Inventory v
#=al Authenticom Report _,SL
E PDE

E Available Inventory by Model Year
EE Bormrowing Base Certificate - Cars

EE Borrowing Base Certificate - MC

#=a Borrowing Base Certificate - PAUL51 )
3
#=a Custom Inventory Report FLAN12 A
]

4. The report opens in a new Web browser tab.

5. Use the report toolbar to view and print the report as needed.



Conclusion

That completes learning how to use FLEX DMS F&I. Until you are familiar with the program,
reference this manual to assist you as you work. If you have any questions that are not answered by
this manual, or if you are having a problem with the program, contact support at 800.473.4630.
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Appendix A My Account

The My Account section allows users to manage their personal information. Users can edit the address,
phone numbers, and e-mail address in their employee record. This ensures the information is current. In

addition, this section allows users to manage passwords and user-specific log in information for
integrations.

Accessing My Account

1. Click the My Account link at the top of the screen.

"‘Autosoft ABC Motors Sales Tools | My Account | (Ed Smith) Logout

Dealer Management System Dashboard  Customers Deals Inventory Reporting

2. The My Account section displays.

ABC Motors Dashboard | {Ed Smith) Logout
. VAutosoft e
Dealer Management Systerm Dashboard ~ Customers Deals Inventory  Reporting
My Account
Wtormaton .
Account
i Basic information
Pratix First Nama Middla Name Last Namo Suttix
| [ | [ smith
Gander Licensa Numbar Date of Birth Marital Status s8N
I B

Address Information

Address ity State Fid

“1.?3 Man St | :.WFST MIDDLESEX EiPﬂ 3 .16150 : ;Dﬁ:odl
AptIsuite County County Code Trpe ¥|Primary
[ [vexeen ] L] [ [ ©
L)
PRone Numbers Email Addressas
o 5 5 | [ ] O [sosmemmomen | v ] ©
(] W
Save

3. The section contains three pages.
e Information: Use this page to manage your personal information.
e Account: Use this page to manage your password.

e Integrations: Use this page to view your integration sign-on information.



Managing Information

Use the Information page to review and edit your personal information. This page displays information
added to your employee record in the setup. Changes you make here are saved to that record and vice
versa. You should review your information regularly and make the necessary edits to ensure your
information is current.

1.

2.

By default, the Information page displays when you access My Account.

Under Basic Information, verify your information. Only the First Name and Last Name fields
are required.

The Address Information section displays the addresses on file for you. Click the green +
button to add an address. Type the address, and use the Type drop-down menu to select the
address type. Each employee can have two addresses listed: a physical address and a mailing
address. Click the red x button next to an address to delete it.

Type
| Physical

_.I-;-‘-I-'lysic:.i_ I )
.dhing

The Phone Numbers section contains the phone number/s on file for you. You can list up to
three phone numbers: home, cell, and work. To add a phone number, click the green + button
and enter the phone number. The Type defaults to Home. Select a different option from the
drop-down menu as needed. To delete a phone number, click the red x button next to the
phone number.

. Home B

Home

Work

The Email Addresses section contains the email address/es on file for you. You can list two e-
mail addresses: personal and work. To add an e-mail address, click the green + button and
enter the address. The Type defaults to Personal. Select a different option as needed. Click the
red x button next to an e-mail address to delete it.

Click Save. A green “Success” message verifies the information has been saved.



Managing Account Information

The Account page displays important information about your login information for FLEX DMS F&I. You
will also use this screen to change your password when necessary.

1. Click Account in the left navigation panel. The Account screen displays.

’ ‘AutOSOf[' ABC Motors Dashboard | (Ed Smith) Logout
A

Dealer Management System Dashboard = Customers Deals Inventory | Reporting

My Account

Information
Account

Login Information

Login Hame: Password Last Changed

| ed_smith | | Change Basswiord | grai2015 400:00 P

Forgot Password Email
edwardsmith@abcmotors.com

Save

2. The Login Name is the login that was created for you when the administrator created your
account. You cannot edit this.

3. The Forgot Password Email displays the e-mail address set to receive messages regarding
resetting your password. You can edit this e-mail address as needed.

4. The Password Last Changed displays the date and time when the password was last reset.

Changing Your Password

Your administrator sets the number of days (between 90 and 270) that passwords will remain active. The
system will begin prompting you that you need to change your password five days before it expires. You
can change your password from this screen. You do not have to wait until your password expires to do
s0. You can change it whenever you like.

1. Click Change Password.

2. The Password Reset screen opens.

Password Reset 8

Old Password Password strength:

- Case sensitive

- At least 8 characters

- Atleast 1 number

- At least 1 capital letter

| | - Cannaot be your first or last name
- Cannot be your userid

Confirm New Password - Cannot equal any of previous 5

| | passwords

New Password

| cancel | save |




3. Your current password auto-populates the Old Password field.

4. Type the new password in both the New Password and Confirm New Password fields. The
password must meet the specific criteria listed on the screen.

5. Click Save.

6. The Password Last Changed information will reflect the current data and time.

Viewing Integration Information

The Integration page displays any integration-specific information that has been added to your account.
The administrator must add this information in the integration setup. You cannot edit the information on
this page. It is for informational purposes only.

ABC Mot Dashboard | (Ed Smith) Logout
I \VAutosoft #zcree:

Dealer Managernent System Dashboard = Customers Deals Inventory | Reporting

My Account
o Integrations
Information

Account
- - Autosoft

RouteOne

RouteOne Single Sign On

Save
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Appendix B Editing Frozen Deals

FLEX DMS F&l has a feature that allows you to edit deals that have been marked as finished. This allows
you to edit customer information, gross, or other deal information as needed. This functionality is only
available to users who have been given this privilege in the Roles & Permissions setup.

For a finished deal, the users with appropriate permissions will see an Edit Finished Deal button on the
bottom of the Recap screen.

James x ‘
]

Information Print Deal Recap  Print Deal Commission Retail - Sold - 011630

Applicants
Applicant Recap
S piett Vehicle  45518N - 2015 Nissan FRONTIER S Trade(s) No Trade Entered

Insurance

ohicln Front Gross Back Gross

Trade

Activities Description Amount Description Amount

Up Forms Net Selling Price 28,705.00 Key Replace 1 Gross + 100.00

Scenarios Dealer Charges + 100.00 PowertrainCARE Grass + 700.00

|| Override Total Book - 27,642.00 TX Gap Plan Gross + 34212
-

Desking < Holdback - 251.00 Lender Fee - 0.00
Front End a Dealer Pack - 10000 Subtotal = 114212
Taxes Advertising - 0.00
Fees Trade G - 0.00 |

eridd i = Buy Rate 0.000%
Back Adds Subtotal = 31200 i
Coverage XMiSirrius Radio Gross + 50.00 _[‘ Participation 0005,
L
:_\fe A;&H Etch Gross + 100.00 "] Reserve Override + 0.00
nception
e Trade(s) ACV + 0.00 e Tz
Gl Lender Fee - 0.00 0.00
of
. PR AR Lad Total Back Gross = 114212
Integrations
Holdback + 251.00
Menu
Dealer Pack + 100.00
TRl Advertising + 0.00
al Forms
Total = 1,313.00

Recap 0.00
Gross Total Front Gross = 1,313.00
Commission

Commission Totals

Front Back. Reserve Spiff Total
Billy Thorton $86.20 $0.00 $0.00 50.00 $86.20
Elissa Tolo $240.50 $10.00 $0.00 0.00 $250.50
Dale Novotniak $215.50 $114.21 $0.00 $0.00 $32071
Total Commission $542 20 $124.21 $0.00 $0.00 $666.41
Vehicle Sold
[] Funded Date Finished 10/30/2015 11:25 AM EST

[ Delivered | >[ Edit Finished Deal Jl Unwind Deal J
| cncel save




When you click this button, the previously frozen fields are available for editing. You can edit
information on any tab for the deal. Again, only selected users have access to edit the fields. The deal
remains frozen to all other users.

James x|+
Information Retail - Sold - 011630
Applicants
Applicant Front Gross Back Gross
N CD-AppMCEm Description Amount Description Amount
s Wet Selling Price 28,705.00 Key Replace 1 Gross + 100.00
. Dealer Charges + 10000 M PowertrainCARE Gross + 700.00
Activities [ override Total Boak - 27 642.00 TX Gap Plan Gross + 34212
Up Forms F Holdback - 251.00 e hiess 000
Scenarios Dealer Pack - 100.00 Subtotal = 114212
Advertising - 0.00
Desking Trade Gross - 0.00 w Buy Rate 0.000%
>
Front End Subtotal = 812.00 = o -
Taxes XMiSirrius Radio Gross + 50.00 7] i e i
gaei » Etch Gross + 100.00 3 B Resais Ovorride 0.00
ac S
G Trade(s) ACV + 0.00 Total= 1142.12
overage =
Life A&H tenderfee- | | 00| [ Il | ooo| €
Inception Dealer Cash + m Add Adjustment + [+]
Mileage Holdback + 251.00 @ e 114212
Roll Dealer Pack 10000 M
Integrations Advertising + oo ¥
Menu Total = 1,313.00
I | 0| @
Deal Forms =
i Add Adjustment + (¥}
Grocs Total Front Gross = 1,313.00
Commission
Save J

The fields remain available for editing until you click the Finish Editing Deal button on the Recap
screen or click the x in the deal tab to close the deal. The fields will return to their frozen state.

James

x|+

Print Deal Recap ~ Print Deal Commission

Applicants
Applicant
Co-Applicant

Insurance

Vehicle

Trade

Activities

Up Forms

Scenarios

Desking
Front End
Taxes
Fees
Back Adds
Coverage
Life A&H
Inception
Mileage
Roll

Integrations

Menu

Deal Forms
Recap
Gross
Commission

Recap

Retail - Sold - 011630

Vehicle  45518N - 2015 Nissan FRONTIER S

‘Commission Totals

Trade(s) N

o Trade Entered

Front Back Reserve Spiff Total
c. : 2
Billy Thorton $86.20 $0.00 $0.00 $0.00 586.20
Elissa Toto $24050 §10.00 $0.00 $0.00 $250 50
Dale Novatniak $21550 $114.21 $0.00 $0.00 $329.71
Total Commission $542.20 $124.21 $0.00 $0.00 $666.41

Vehicle Sold

[7] Funded

[] Delivered 101412015

Date Finished 10/30/2015 11:25 AM EST
| >\ Finish Editing Deal J | Unwind Deal ]

Cancel Save

Important:

You can resend the edited deal to Accounting as needed. However, you should always

communicate with the Accounting Department when you plan to edit and resend a deal.

Once Accounting has posted a deal to the books, you should not resend the deal to
Accounting to ensure the deal is not posted twice.
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Appendix C Deleting Deals

In some scenarios, an invalid deal is created in the system. For example, a salesperson may create a
desk and add a customer but never actually present the sales scenarios to the customer. In this
instance, the deal isn't a true deal. In this instance, you would not want to mark it as a lost deal
because it would cause your lost sales statistics to be incorrect. In this case, you will want to delete
the deal.

The delete deal feature is only available to users who have Dealer Principal and Finance
Administrator access rights. No other users will have access to this feature. When you delete a deal,
it is moved to a recycle bin. From this bin, you have the ability to restore the deleted deal or to
permanently delete it.

Important: The best practice is to mark valid deals that were never delivered as a lost sale using

the Mark as Lost in the deal. This ensures the deal will be included in the Lost Sales
Summary and allows you to search for the deal at a later date.

Deleting a Deal

Users with Dealer Principal and Finance Administrator access rights will see a Delete Deal link on the
Information screen for the deal.

1. Click Deals in the blue toolbar at the top of the screen.
2. Select the deal from the Deals list.

3. Click the Information option in the left navigation panel and click Delete Deal.

Information Delete Deal Reactivate Deal Retail - Lost - 011615

Applicants
Applicant Store
Co-Applicant

Applicant  Mr Thomas A Wilkerson ABC Store 2 x
Insurance

Vehicle Co-Applicant Mr William A Wilkerson

Type

4. The system will ask you to verify you wish to delete the deal. Enter an explanation for the
deletion in the Reason for Deletion textbox and click Delete.

[ @

Are you sure you want to delete this deal?

Reason for Deletion

[ Delete | [ Don't Delete |

5. You will be returned to the Deals list, from which the deal has been deleted.



Reviewing Deleted Deals

The deleted deals are moved to a recycle bin in the Tools area of the Admin section. Only users with

Dealer Principal and Finance Administrator access rights have access to this area.

1.

2.

Click the Admin link.

Click the Tools tab in the blue toolbar at the top of the screen.

,A ‘ Autosoﬂ- ABC Motors

Dealer Management Syster Setup Integrations Tooli

DEALERSHIP

3. Alist of deleted deals opens.

4.

Click a deal in the list to view the reason that was added when deleting the deal.

Deleted Deals
Deal # ‘ Status | Type ‘ Customer | Stock # ‘ Vehicle Information Purchase | Delete ‘ User ‘
11619 Finance Cash Smith, Simon 2015 Chevrolet Silverado 10/02/2015 | 100282015 elissa_toto
11643 Finance Retail Miller, Robert 12312A | 2013 LEXUS RX 350 1042812015 | 10/28/2015 clissa_toto
11626 Finance [ Retail Wilkerson, Thnmﬂs. 021678 2016 Chevrolet Colorado [ 101372015 | 1002712015 elissa_toto
11641 Finance Retail Jones, Ed 10/27/2015 | 10/27/2015 elissa_toto
11624 Finance Retail Banks, Bobby 2015 Chevrolet Silverado 10/06/2015 | 1002272015 david_sweet

Page[i  |of7 » = WView 1-50f 34

Reason for Deletion
Duplicate deal accidentally created.

Restore J Delete ‘

Restoring a Deal

Restoring a deal adds the deal back to the active deals list.

1.

2.

Click the Admin link.

Click the Tools tab in the blue toolbar at the top of the screen.
Click on the appropriate deal from the list of deleted deals.
Click Restore.

The deal will be restored and available in the Deals list.



Permanently Deleting Deals

Permanently deleting a deal removes it from the system. You cannot restore a deal once you delete
the deal from this bin.

1.

2.

6.

Click the Admin link.

Click the Tools tab in the blue toolbar at the top of the screen.

In the list of deleted deals, click on the deal you wish to permanently delete.
Click Delete.

Click Delete when prompted to verify you want to permanently delete the deal.

Permanently Delete Deal? n

Are you sure you want to permanently delete this
deal?

I Delete || Don't Delete

The deal is permanently deleted from the Deleted Deals list.

Viewing the Deleted Deals Report

Users who have access rights to delete deals will be able to run a Deleted Deals report in the Sales
reports. The report serves as an audit tool for the deleted deals.

1.

2.

Click the Reporting option in the blue toolbar at the top of the main FLEX DMS F&I screen.
Use the drop-down menu at the top of the screen to select Sales.

From the list of sales reports, click on Deleted Deals or on the report’s corresponding PDF
symbol.

The report opens in a new Web browser tab.
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Appendix D Driver’s License Scanner

FLEX DMS F&l provides the option of using a driver’s license scanner. This allows you to scan a
license to add customer information into the program and to store license images. The program only
supports the Scanshell 800R or the Snapshell IDR (available for purchase from Autosoft). No other
scanners are supported.

The scanner integrates with three areas of the program. In the Customer area, you can use the
scanner on the Search screen to add a new customer to the program or on the Driver’s License tab
in the customer’s record to store a copy of the customer’s driver’s license. In a deal, you can use the
scanner on the Search screen in the Applicant area to add a new customer to the program.

Installing Your Scanner

You will not perform any installation and setup for the scanner without assistance from an Autosoft
Customer Support Center representative. When you receive your scanner from Autosoft, contact the
Support Center. Do not install any software that may accompany the scanner. Autosoft will install the
necessary software and drivers required for integration with the FLEX DMS F&I program.

Using the Scanner to Add a New Customer

1. Click Customers in the blue navigation bar at the top of the screen.
2. Search for the customer as required.

3. Click Add New w/ Scanner.

4. The Driver’s License Information screen opens.

5. Insert the license into the scanner.

Tip: When scanning the back of the license using the Snapshell IDR, make sure the magnetic
strip is facing down.

6. Click Scan Front or Scan Back based on the side you are scanning. When the scan is
complete, the image will display in the corresponding window on the screen. If you do not like
the way a side scanned, place the license back in the scanner, and click the corresponding
Scan button to rescan the side.

7. Scan the other side of the license by repeating steps 5 and 6.

8. When you scan the front of the license, the license information will populate the fields at the
bottom of the screen. The boxes next to the completed fields are checked. If you do not want
to include a piece of information (including an image), click to uncheck the box. Review the
information, and edit it as needed.



9. When you are finished scanning the license and editing the information, click Save.
10. The program creates a new customer record.
11. Add any additional information as needed.

12. Click Save.

Scanning a Customer’s License

Once a customer’s information has been added to the program, you can scan and store the license
using the Driver’s License tab in the customer’s file.

1. Click Customers from the blue navigation bar at the top of the screen.
2. Search for the customer.
3. Select the customer.

4. Click Edit in the bottom right corner of the Customer Information box on the Customer
Summary page.

5. Click the Driver’s License tab.

l Customer Information I Credit Information ’ Driver's License

Driver's License Image Download Software

\_Delete Images |

[ scan License |

Print |

Driver's License Information

Driver's License Number  State Expiration Date Issue Date

| I | | [

Save

6. Click Scan License.

7. The Driver’s License Information screen appears.

8. Insert the license into the scanner.

9. Click Scan Front or Scan Back based on the side you are scanning. When the scan is
complete, the image will display in the corresponding window on the screen. If you do not like
the way a side scanned, place the license back in the scanner, and click the corresponding

Scan button to rescan the side.

10. Scan the other side of the license by repeating steps 8 and 9.



11. When you scan the front of the license, the information will populate the fields at the bottom
of the screen. The boxes next to the completed fields are checked. The program will update
the customer’s record with the information displayed. If you do not want to update a piece of
information, click to uncheck the box. Review and edit the information as needed.

12. When you are finished scanning the license and editing the information, click Save.
13. The program updates the customer’s information and displays the license images. In addition

to the front and the back of the license, the screen displays the customer’s photo and
signature from the license in separate windows.

| Customer Information I Credit Information | Driver's License

Driver's License Image

Download Software

‘ Delete Images ‘

‘ Scan License ‘

Print

Driver's License Information

Driver's License Number  State Expiration Date Issue Date

‘[I1f31f2tl13 | ‘DQIDM?D‘M

Save

Printing the Driver’s License

The printout will print the license images stored on the Driver’s License tab and the information on
the Customer Information tab.

1. Search for the customer.

2. Select the customer.

3. Click Edit.

4. Click the Driver’s License tab.

5. The top part of the screen displays the scanned images.

6. Click Print.



Deleting the Driver’s License Images

1.

2.

Search for the customer.

Select the customer.

Click Edit.

Click the Driver’s License tab.

The top part of the screen displays the scanned images.
Click Delete Images.

Click Continue when prompted to verify you want to delete the images.

Using the Scanner to Add a New Customer to a Deal

1.

2.

3.

Create a new deal.

Click Applicant.

Search for the customer as required.

Click Add New w/ Scanner.

The Driver’s License Information screen opens.

Insert the driver’s license into the scanner.

Click Scan Front or Scan Back based on the side you are scanning. When the scan is
complete, the image will display in the corresponding window on the screen. If you do not like
the way a side scanned, place the license back in the scanner, and click the corresponding
Scan button to rescan the side.

Scan the other side of the license by repeating steps 6 and 7.

When you scan the front of the license, the information will populate the fields at the bottom
of the screen. The boxes next to the completed fields are selected. If you do not want to

include a piece of information (including an image), click to clear the box. Review the
information and edit it as needed.

10. When you are finished scanning the license and editing the information, click Save.

11. Select the Type and Source for the applicant.

12. The program creates a new customer record and adds the customer to the deal.
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Appendix E

Menu Selling allows you to print fully customizable menus with a clean, professional presentation in
seconds. It allows your team to consistently offer all available F&I products in a simple, clear format
every customer can understand.

Setting Up Menu Selling

You will need to complete setup information for menu selling. This includes determining the

information you want to print on the forms and customizing the disclosures. You will also create your
menu selling templates. You can create unlimited templates. For each template, specify which back
end products pull to the template. You must have the appropriate administrative role to set these

defaults and create templates.

1. Click the Admin link at the top of the screen.

2. Click Menu Selling in the left navigation panel. The Menu Defaults screen opens.

Menu Defaults

3. Under Product Headers, type the descriptions you wish to print for each item.

4.

Product Headers

Service| Service Contract Maintenance | Maintenance Contract Lde
Warranty | Warranty Contract GAP ASBH| A&H Disability

Product Amount Options

S vt ProductAmount [@Poyment wriemeels |

‘@ Amount per Day

) Amount per Week

) Amount per Month

Printing Options

[/]Amount Financed [7| APR/Money Factor [V|Base Payment [| Deal Type [¥|Down Payment
[V|Fees [/] Original Term [V|Rebate [¥] selling Price [/| Taxes
[¥| Trade Allowance (| Trade Payoff

Save

In the Product Amount Options section, click to select the amount you wish to print per
product on the form: No Amounts, Amount per Day, Amount per Week, or Amount per

The Total Product Amount box allows you to allow or exclude the total product amount from
printing on the form. Click to select the box to include the total amount, or clear the box to
exclude it.



6. The Payment Variance box allows you to specify the variance. If you select this box, you can
specify the variance you would like to use on the form in the field to the right.

7. Use the Printing Options section to select the items you wish to print on the form.

8. Click Save to save the information. A green “Success” message verifies the information has
been saved.

Adding Disclosures

You have the option of using installed disclosures provided by Autosoft or typing your own
disclosures. You will need to set a disclosure for each deal type.

1. Click Disclosures in the left navigation panel.

2. Type the disclosure you want to print for each deal type.

Hatail isclosura
#skatall Disciosure mfo
Ruset
Lease Disclosure
Lease Disclosure Info
Feset
Cash Disclosure
Cash Disclosure Info
Feser |
Balloon Disclosure
Balloon Discloswre Info...
| Reset
Save

3. If you prefer to use the installed disclosures, click Reset to load the disclosure. The
disclosure will populate the screen. Edit these preloaded disclosures as needed. You can
click to reset the disclosure to the preloaded text at any time.

Menu Disclosures

Retail Disclosure

Retail. All terms, conditions, payments amounts and rate are estimates only that are subjectto a final lender approval. All options set forth
above have been fully explained to me. | selected the payment option indicated and fully understand that the purchase of any option is not
required, that options may be purchased separately, and that my decision to purchase or not will have no effect on my rate, credit approval,
or ability to obtain base financing. According to the Gramm Leach Bliley Act, | have been advised of the Dealer Privacy Notice Law, and
further authorize the Dealer to send my Nonpublic Personal Information to the Dealer's vendors.

‘ Reset

4. Click Save to save the information. A green “Success” message verifies the information has
been saved.



Creating Templates
Use the Templates setup to create your menu templates. You can completely control the templates
by assigning back end products to each template. You can add up to six options to a package. When
working the deal, choose the template you'd like to use in the menu. You can then edit the menu to
remove options as you work the deal.
Adding a New Template

1. Click Templates in the left navigation panel.

2. Click Add New.

3. Type a name for the template.

4. Use the Deal Type and Inventory Type drop-down menus to select the deal type and
inventory type for which this template applies.

Template Info

T s

Lease
Package Names i
Cash f

‘Option 1 | Option 1 ‘ Option 2| Option 2 |Balloon th\Uﬂ 3 | Option 4‘ Option 4 |

5. Under Package Names, type the names you want to assign to the four options. As you type
names in these fields, the names for the options in the Menu Products section change.

Template Info
Package Names
Option 1‘ —_— | Option 2| Siver | Option 3| Gold | Option 4‘ Option 4 ‘
Menu Products
Product Type Provider Plan [7]Bronze [¥] Silver [7]Gold [¥]Option 4
W

6. You can add up to six products using the Menu Products section. Click the green + button to
add a new product.

7. Inthe Select Product window that opens, select the Product Type, Provider/Name, and
Plan/Name.



8. Click Save. The product is added to the template.

Product Type

Select Product [ x |

Warranty

Provider/Name

| First Care Co.

=]
-]

Plan/Name

| BasicCARE

[E]

I Cancel E‘

9. Toremove a product, click the red X button next to the product.

10. Use the checkboxes to select the products you want to make available for each level of the
template. Checking a box will include the item. A blank box excludes the item.

Menu Products

Product Type Provider Plan [7|Bronze [7] Sitver [¥]Gold [7] Platinum

% Warranty First Care Co. BasicCARE ] ] 0 ] Q

ao z 2 — = %

oo Warranty First Care Co. PremiumCARE = 1 L} L} 9
v

11. You can arrange the products by clicking and holding the handles (dots) at the beginning of
the row. The cursor changes to the move symbol so you can drag and drop the item where

you want it in the list.

Menu Products

Product Type

Provider

Plan

o
a6
a0 arranty

First Care Co.

BasicCARE

<EE‘MI’&rranw

First Care Co.

PremiumCARE

12. When you are finished adding products, click Save to save the information. A green
“Success” message verifies the information has been saved.

Removing Templates

1. Click Templates in the left navigation panel.

2. Locate the template you wish to delete and click the red X button in the Delete column for

that template.



Using Menu Selling

You access menu selling from the Deals menu. These items should be added in the F&l office using
menu selling. The system will take the calculated payment (based on the vehicle price, rebates, cash
down, and financing terms) and use it to calculate the new payments with the back-end products.
Each package can be edited “on the fly” to accommodate the customer’s needs.

Once the packages are set, you print the package details. The system will print a clear form outlining
all the options available for the different packages and the payment information for each package.
Once the customer selects the desired package and package options, the system prints an
acceptance form that clearly lists the accepted and declined products. The form also includes a
disclaimer and customer signature line.

Working Menu Selling

1. The manager works the deal.

2. Once the deal is flagged “Ready for Finance,” the Menu option in the left navigation panel is
available.

3. Click Menu.
4. Use the Menu Templates list to select the template you wish to use for the deal. The

templates that display in the list are based on the deal type and vehicle type set for the
template in the setup.

Menu Templates

El | Set Template

Retail2

TX GAP

Retail - Texas Template
Retail 3

Retail - Used

5. Click Set Template. The template populates the screen.

Tip: Once you begin editing package options for a template, you can select a menu template and
click Set Template to reset the screen to the original template options.



6. The Menu Products section displays the products added to the template. You can edit the
packages and products as needed before presenting the menu to the customer.

Menu Products

Selected Package

|Z| | Settings... ‘ Print Menu

Name [¥] Platinum [¥] Gold [¥] silver [¥|Copper

oo Service - - 5 - o=
2 Guee W| 149500 | [ 149500 | [A| 149500 | [#1| 149500 JQ
Basic Guard

oo GAP i
88 NEW GAP | so000 | @] 50000

NEW GAP

@[ sweo | [ sooo0 |&

o0 Life
&2 Protective OH @] 49044 I V] { 47154

Life

wl| assaz | | @

oo Maintenance
25 Five Star Service = | 175.00 I el t 175.00

Simple Care

)

oo ASH
S Protective OH
AgH

<

81146 | ( | [ | ( (%]

oo Back Add
85 Credit Guard
Credit Guard 2

<

25000 | ( | [ | ( (%]

To remove a product from a package, click the option price. Clear the check mark from the
Active box, and click Save.

%ﬂ\c‘live
Retail Cost

| 1495.00| | 595.00

[¥] Platinum

Term Mileage

_ | 36 | | 36,000 |

V1| 149500
Deductible

| 75.00

[]i= Disappearing

oo | sme

To remove an entire package, click to clear the check mark from the box in front of the
package name. To add a package back to the menu, click to re-check the box in front of the
package name.

Menu Products

Selected Package

|z| ‘ Settings... Print Menu

Name [¥| Platinum [¥|Gold [¥] sitver I:fglopper




You will need to click each individual blank option you want to include in the added package.
You will also do this to add an option to a package that does not exist in the selected
template. On the pricing screen that appears, verify the pricing. (The fields that display on the
screen will vary based on the product you are adding.) Click to select the Active box, and
click Save. This will add the option to the package.

%ﬂc‘tive
Retail Cost

| 1,495.00 | | 595.DD|

[7]Copper
Term Mileage

| 36| | 36,000

{b Deductible

| 75.00

[7]i= Disappearing

| Cancel H Save |

To edit the pricing for a product, click the price. The item’s details window opens. (The fields
that display on the screen will vary based on the product you are editing.) Edit the prices as
needed, and click Save.

To remove a product from the menu, click the red x button on the right side of the line. To
add a product, click the green + button. Use the drop-down menus to select the product you
want to add.

7. The Payments section identifies the payments for each package. The Term is based on the
Payment Variance set under Product Amount Options in the Menu Selling setup. You can
manually edit these values as needed.

Payments (Monthly) {M\
Term  APR Base Platinum Gold silver Copper  Print
o[6][ zom] [ mn] [ e [ wew] [ mw [ wnjw
o] o] [ wme] [ mw [ o] [ ww] [ oo
0[]z [ ww] [ s [ eew| [ mew [ wws
Comes ) (s ]

Tip: The Payments section for lease deals will include a Residual column for each line.

8. Click Save to save changes. A green “Success” message at the bottom of the screen verifies
the information has been saved.



9. Click Settings to verify the pricing of the products selected will appear as you desire in the
printed menu. Click OK to save any changes you make to the settings.

Menu Settings a

[¥] Disclose Total Product Amount
) No Amounts

@ Amount per Day

() Amount per Week

) Amount per Month

e [0

10. You can click the Print Menu link to print a copy of the packages. The menu opens in a new
tab in the browser window. All selected options for each package print when you print the
menu. The printout includes only the items specified to print on the printout in the Menu
Selling setup. The bottom of the printout includes a disclaimer and signature line for the
customer to sign. Click the Print icon, select your printer, and click OK to print the menu.

%t e

7
7

NEW AP _NEw AR
350000

T T e T




11. Once the customer reviews the menu, you can remove any declined options from a package
by clicking to clear the check box in front of the option price. This flags the option as declined
and ensures it prints on the menu acceptance form as a declined option.

Name [¥]Platinum

oo Service _——

22 upp ™| 149500 |
Basic Guard

2o GAP

3 NEW GAP %| 50000 |
NEW GAP

o Life

35 Protective OH &l 481.27
Life

2o Maintenance

32 Five Star Service | 47500

Simple Care
oo ASH P
8 [V]| 79628
oo Protective OH

A&H
20 Back Add _—
55 Credit Guard @] 25000 |

Credit Guard 2

12. Once the customer decides on a package, select the package from the Selected Package
list.

Menu Products

Selected Package

EI | settings.. |

[¥]Platinum

Silver
Copper
Basic Guard

@] 149500

13. Click the Print Acceptance link.

Menu Products

Selected Package

Pl El | Settings... Print Menu Print Acceptance | Apply |

Name [¥] Platinum [7]Gold [¥] sitver [¥|Copper




14. The acceptance form displays in a new tab in the browser window. The acceptance form
prints only information for the purchased package. It lists all the purchased and declined
products and the payment and total cost for each product. The bottom of the form includes a
disclaimer and signature line for the customer to sign. This ensures you have a record of
everything the customer accepted and declined along with the customer’s signature verifying
the information. Click the Print icon to print the form.

15. Click Apply on the Menu Selling screen to apply the menu option to the deal.

16. The system warns you that applying the menu will remove all Back Adds, Service, Warranty,
Maintenance, GAP, and Life A&H from the deal. Click Continue to finish applying the menu
options.

Apply Package Confirmation u

Ifthe Menu is applied to the Deal, all current entries for Back Adds,
Senvice, Warranty, Maintenance, GAP, and Life ABH will be erased
from the deal. Do you wish to continue?

[m. | Cancel |




Printing the Acceptance Form for a Frozen Deal

Once the deal has been closed, you can still print the menu selling acceptance form from the frozen
deal. Click the Print Acceptance link on the frozen Desking screen.

Miller x|+ |
Information Print Menu Acceptance Retail - Sold - 011644
Applicants
Applicant Financed Inception Terms and Conditions
| Cafprcan Description Amount Description Amount Payment Type Monthly
Vehicl Base Selling Price  + 10,250.00 Total :i 0.00 Payment Date 112712015
T;d': N ot Emueod e 71750 Purchase Date 10282015
Activities bl Ll Term a0
i Ftns Total = 10,967.50 Days to FirstPay 30
Scenarios Rate 10.000%
Effective Rate 10.000%
Desking
BN Truth In Lending
Taxes Description Amount
Fees 59 Payments = 233.03
Back Adds Final Payment = 23303
Coverage Finance Charge = 3,014.30
Life A&H Total of Payments = 13,981.80
Inception Total Down = 0.00
Mileage Total Sales Price = 132,081.80
Roll
Integrations Memo
Menu
No text entered.
Deal Forms
Recap
Gross
Commission
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Appendix F Deal Tools

Autosoft’'s Deal Tools can simplify finalizing a sale by providing easy-to-use tools that help you advise
customers and establish the best deals possible. This suite of tools provides you with more control,
which speeds the sales process and helps you tailor deals to your customers’ needs and budgets.
The Deals Tools suite includes Scenarios, Inventory Roll, Sales Tools, and Payment Schedule. Deal
Tools has the power to inform customers of a vehicle’s true value to their budget and the flexibility to
help you build the perfect deal.

Scenarios

The Scenarios feature allows you to present a customer with several different deal options side by
side. This provides you with the flexibility to make alterations to vehicle, deal type, financing, front and

back adds, and additional coverage within different scenarios in order to structure the most appealing
deal possible for the customer.

Enabling Scenarios

Scenarios functionality is permissions-based and must be enabled for each employee who will need

to use it. Enabling Scenarios can only be done by a dealership user with administrative rights in FLEX
DMS F&l.

1. Click the Admin link at the top of the screen.

2. From the left navigation panel, click on the Employees option, which will open a list of FLEX
DMS F&l users within your dealership.

Dashboard | My Account mu Logout
Autoso ABC Motors By Account Logout
Dealer Management System Setup Integrations Tools
DEALERSHIP
Dealership Info
Employees Last Name = ‘ First Name Title Employee Humber ‘ Status Account Status
— |Adkns Matt |internet Manager 64 Active Enabled
SALES Anderson Janet |Salesperson 76 Active Enabled
Sources Anthony Chris |salesperson 2 Active Enabled
pCstHeasons Araujo Philpe Finance Manager 7 Active Enabled
Bean Patrick |salesperson Active Enabled
SALES TOOLS &
Fuel C - Page[i_Jof22 »» »i [5=] View 1-50f 108
- [ Include Inactive | Add New
FINANCE

3. Once you've located the employee for whom you'd like to enable the Scenarios tool, click on
his or her name to open the employee’s user profile information.



4. Click the Roles & Permissions tab.

5. Check the box next to Scenarios.

I Information I Setup I Integrations I Account | Roles & Permissions J Deals |

Role Management Permission Management
~) Dealer Principal [#] Scenarios

() Finance Admin EIVIew SSN

(7) Finance Restricted Edit Finished Deal

(@) Sales Admin Unwind Finished Deal

() Sales Desking [7] Show Invoice

(") Sales Restricted [ Delete Inventory ltem

[¥]Access Mobile Application

[C]ignore Save Dialog

[7|Remote Access

[7] Show Dealer Pack  [/] Show Holdback

Edit Deal Total Book

[ sae |

6. Click Save to apply the change.



Creating Scenarios

Once Scenarios has been enabled for a user, the tool is accessible through the Deals tab in the blue
toolbar and can be used to fine-tune any deal. After you've established an initial deal based on your
conversation with the customer, you can use Scenarios to alter the details of the deal to offer the
customer options that may make finalizing the sale more likely.

1. While in the deal you are working, click the Scenarios option in the left navigation panel.

2. The Scenarios screen opens in a new window. The deal you've structured with your customer
on the Deals tab appears as the initial scenario.

You can make adjustments within the initial scenario here without affecting the original deal.
While the Scenarios window is open, you cannot make any changes within the original deal

screen.
Add Scenario &3 Print
witial r
Vehicle X 2
Ceal Type || Retad Ti
FIHHI’":N"]
Londer || ACME Finance [<]
15
APR 5500%
e |
e
Payment Type || Manthéy -]
15
Pricing $32.475.00
Base 32475.00
Disicount
Rebate |
cash| | zse 0
Traes | $500.00
Vehi icle 2000 GLOSMODILE BRAVADA |
Alloweane 500,00
Payolt
et Trade | 500.00
$606.19
pef month
Appiy 1o Deal
e

3. To add a new scenario, click Add Scenario or the green + button in the top left corner of the
Scenarios screen.

Scenarios

Add Scenario [F]

Initial

Vehicle 26046 - 2013 TOYOTATA... =

Deal Type || Retail IZ|




4. The Add Scenario window opens. The Name field will auto-populate with a generic name for
the scenario. However, you can edit this field if desired.

Add Scenario 8

Name |Scenari0 2 |

BaseScenario
| Add | Cancel |

5. The Base Scenario field is used to determine on which existing scenario a new scenario will
be based. In this case, Initial is the only choice; however, as you establish scenarios for a
deal, the Base Scenario menu options will grow. Select the base scenario from which you'd
like to create a new scenario.

6. Click Add. A scenario matching the initial scenario will appear to the right of the initial
scenario. You can change a scenario’s name at any time by clicking on the pencil icon to the
right of the scenario name, entering a new name, and clicking Rename.

I~
Add Scanaric L3 Print
Indtial Scenano 2
Vehicle 26046 - 2013 TOYOTA TA T604G - 2013 TOYOTATA.. =
Dial Type | | Retail Zl Retail Z
Financing
Lender | | ACME Finance 3 ACME Finance z!
PR 5900% 5900%
Term &0 80
Paymee Trpe | | Morthiy Z| Monthy Z
Pricing $32 475.00 532 475.00
Bage 3247500 3247500
Ciacount 0.00 no0]
Fenate .00 000
Cash 2,500.00 2,500.00
Trades $500.00 $500.00
Vahacles 1000 OL DAORIL F ARAVADA [ 1000 OLDAMORSLF ARAVADSA [
Miowance 500,00 500.00
Payolt 0.00 0.00
Net Trage 500,00 50000
$606.19 $606.19
D manth et month
Apply ta Deal gy to Dot
Hide Scenario €3 Hide Scenario &

7. Adjust the information from the existing scenario within the new scenario.

e Within the Vehicle section, you can use drop-down menus to select a different vehicle or
to change the Deal Type (Balloon, Cash, Lease, or Retail).

¢ Inthe Financing section, you can choose a different lender from the Lender menu and
adjust the Term and Payment Type.



e The Residual area, which is only accessible in lease or balloon scenarios, allows for
changes to MSRP and Residual Percentage.

e Within the Pricing portion of the scenario, you can alter Base, Discount, Rebate, and
Cash applied to the deal.

e Front and back adds can be removed or added by clicking on the checkbox next to each
item in the Front Adds and Back Adds sections.

e The Coverages area displays all insurance and extended warranty coverage added to
the deal, which can each be removed from or restored to the scenario by unchecking the
box next to an item.

e Life A&H, if added to the original deal, can be removed by checking the box in this
section of the deal or re-added if removed in the scenario’s base deal.

e You can remove trades or alter trade allowances within the Trades area of a scenario.

Tip: If the original deal and scenario did not contain front or back adds, or coverage and life A&H
plans, the corresponding sections will not appear in the subsequent scenarios.

As you make changes and enter through the fields, the price per month displayed at the
bottom of the scenario also changes. If you click once on the dollar amount at the bottom of
the screen, the displayed dollar amount will switch from monthly payment to the payment
total (for a lease) or total sales price (for a retail, cash, or balloon deal). To switch back to
monthly payment view, simply click the dollar amount again.

8. Repeat steps 3 through 7 to add as many scenarios as you like, choosing the base scenario
that is closest to the scenario you'd like create.

9. Only four scenarios may be viewed on screen at a time and printed side by side; however, to
allow for more than four scenarios to be created for a deal and various combinations of
scenarios to be compared side-by-side, you can hide scenarios by clicking on the Hide
Scenario link at the bottom of a scenario.

Once a scenario is hidden, you can choose to redisplay it by selecting the name or number of
the hidden scenario from the drop-down menu in the far left box at the bottom of the screen
and clicking Unhide. You can only unhide a scenario if you have an empty space on the
screen in which it can be displayed.

Higden Scenarios $606.19 $573.96

per month per month

$606.19 $573.96

per montn per month

Scenari

Appiy to Deal | Apply to Deal | Appiy to Deal Apply to Deal

Hide Scenario & Hide Scenario &3 Hide Scenario (%] Hide Scenario &3




Reviewing and Applying Scenarios

Reviewing scenarios with a prospect is easy. You can either view the Scenarios screen with the
prospect or print a hardcopy for review.

Printing Scenarios

You can print a printer-friendly, side-by-side hardcopy of the scenarios you've laid out to review with

prospects.

1. Click the Print link in the top right corner of the Scenarios screen.

Scenarios ]

Vehicle

Il

|| 26046 - 2043 TOYOTA Th

Dreal Trpe | | Retml

Seanan

] Balloon

anane 3

G046 - 2013 TOYOTA TA,

e

Seananc 4

26046 - 2013 TOYOTA TA

2. A printer-friendly version of the scenarios will open in a new Web browser tab.

3. To print, click the printer icon in the browser you're using, select the appropriate printer, and

click OK.

Buyer: Shirley Holmes ABC Motors ‘Sales Manager: Billy Bob Thorton
Ph: (330) 555-1212
Initial Scenario 2 Scenario 3 Scenario 4
Vehicle 2013 TOYOTA TACOMA 2013 TOYOTA TACOMA 2013 TOYOTA TACOMA 2013 TOYOTA TACOMA
Deal Type Retail Lease Balloon Cash
Financing ACME Finance ACME Finance ACME Finance
APRMoney Factor 5.90 0.00 5.90
Term 60 24 60
Residual 16,237.60 16,237.50
MSRP 32,475.00 32,475.00
Residual % 50 50
Pricing 32,475.00 32,475.00 32,475.00 32,475.00
Rebales
Cash 2,500.00 2.500.00 2,500.00 2,500.00
Trades $500.00 $500.00 $750.00
2000 OLDSMOBILE BRAVADA 2000 OLDSMOBILE BRAVADA 2000 OLDSMOBILE BRAVADA
Payment $606.19 §573.96 $378.30 $31,166.00

11M0M5 334 PM

4. After printing, you can close the printer-friendly version by closing only the tab in which the

document opened on your Web browser.




Applying a Scenario

Once the customer has decided on a scenario, you can easily apply the scenario to the deal.

1. Click the Apply to Deal button at the bottom of the scenario the customer has selected.

26046 - 2013 TOYOTA TA,

| Retail E|

| | [ ACME Finance Z|
r £.900%
I 60
o | [ Waantriy -
$32,475.00

3247500

1| 0oo
| .r:\.n.n
| 250000
S500 00

2000 CLDSMOBILE BAAVADA [
50000
1| 000
SU0.00

$606.19

par month

Appity 1o Deal

Hide Scenaric &3

2. A pop-up box will verify that you wish to apply the scenario to the deal and remove any
unchecked adds and coverages, as well as allowances and payoff values of any unchecked
trades. Click Apply.

Apply Scenario to Deal? u

Applying this Scenario to the deal will remove any unchecked Adds
and Coverages

Unchecked trades will have their allowance and payoffvalues setto
zero.

| appy | | Don'tapply |

3. The selected scenario will be applied to the deal, and the deal screen will reflect the options
and numbers established in the scenario.



Switching Scenarios on a Deal

If at any point before finalizing the deal the customer chooses a different scenario, you can easily
apply one of the other scenarios you've established for the deal.

1. While working in the deal in the Deals tab, click the Scenarios option in the left navigation
panel. The range of scenarios you've created for the deal will open, and the applied scenario
will be highlighted in gold.

Print
Initial r Scenatio 2 . Soenaio 3 Scenaio 4 4

Vehicle 26045 - 2013 TOYQTA TA, - 6046 - 2013 TOYOTA TA - Z6046 - 2013 TOYOTA TA - | Z6046 - 2013 TOYOTA TA

D Type || Retail -] Lease Z| Balloon 3 Cash 3

Financing |
Lender || ACME Finance 12| AchE Finance E|I
APR I \oney Factor | 000000000 [ =.500%| |
Term B 24 | |
Paymin Troe || Marthly =l | Manthiy [=]) [ Mentnty ] |
Residual - $16,237.50 $16,237.50 |
MSREF = 2347500 32.475,00 i
Resioual % - [ 50.00% | £0.00%| |

Pricing $32,475.00 $32,475.00 $32,47500 $32,475.00

Base [ namw| i 247500 2475.00] [ 247500

Discout 0.00 000 [ 00 000

Rebate ﬁi o I.‘J. 000 000

Cash '- 250000 L 2,500 00 ! 250000 |

Trades $0.00 $500.00 | $750.00

Vehacle 7000 OLOSMONLE SRAVADA .--': 000 OLOSAMOBILE BRAVADA 2000 OLOSMOMLE BRAVADA [ I 2000 OLOSMOMLE BRAVADA |/

Allowance [ soom) [ 500.00 50000 | 75000

Payh | 0.00 | 9,00 0.00 | 00

Net Trade 80000 500 00 500 00 ' 150 00

$606.19 $573.96 $378.30 $31,166.00
e monm por man por monm
Ml";_twl;d-| | ‘;ﬁﬂom_ \ M»le Aaply to Deal
Hide: Scanario 4G Hide Sconario € Hide Seenario € Hide Sconario £

2. Repeat the steps outlined in the previous section, “Applying a Scenario,” to apply a different
scenario to the deal.



Inventory Roll

Inventory Roll is a useful tool if you've added a vehicle to a deal but find that the consumer isn’t able
to secure financing to cover the price of the vehicle. Using this tool, you can easily search your
inventory for a vehicle that matches the appropriate specified payment range and sort results based
on gross profit. This will allow you to arrive at a vehicle that meets the customer’s needs while

maximizing your profits.

1. In an established deal, click on the Vehicle option in the left navigation panel.

2. Click Remove to remove the current vehicle from the deal.

Wilkerson

Information

Remove Retail - Finance - 011615

Applicant

Co-Applicant
Insurance
Vehicle
Trade
Activities
Up Forms
Scenarios

Desking
Front End
Taxes
Fees
Back Adds
Coverage
Life A&H
Inception
Mileage
Roll

Integrations

I Information I Details I Options I Pricing l Manufacturer Data E Repair Orders ” Accounting H Photos |

Inventory Item Information

Type | New j Status | In Inventory j @

Stock Number
MSRP

A30388

No Image
Available

Days On Lot 394

[ 1

ooyl husiet T

Lot Location

VIM‘1GCGTBE31F1‘HEZW ‘ Decode ‘

Year [2015

Make ‘ Chevrolet

Model ‘ Colorado

Trim | LT

Body | CREW PICKUP

Exterior Color ‘

Interior Color ‘

(| R | )
Ceo0CCC

Odometer |50 |

Save

3. A confirmation window will ask you to confirm that you wish to remove the vehicle. Click Yes.

4. The Inventory list will open. To search based on vehicle price or payments, check the box
next to Filter and choose to filter using either Payment or Price.

Wilkerson

Information
Applicants
Applicant
Co-Applicant
Insurance
Vehicle
Trade
Activities
Up Forms
Scenarios

Desking

Retail - Finance - 011615

Status Begin Year Make

Min Odom

Min Payment

L B[l  E[ [

Type End Year Model
Color

0 uu‘ (@ Payment

Max Odom

Max Payment

) Price

375.00]

| ciear | [ Fiiter

@Fitter

5. If searching based on vehicle price (the default search option), enter a minimum price in the
Min Price field and a maximum price in the Max Price field.

If filtering inventory based on payment, enter a minimum payment in the Min Payment field
and a maximum payment in the Max Payment field.

6. Click Filter.



7. The results meeting your search criteria will populate the Inventory list below. If the list is
blank, the inventory does not contain any vehicles meeting your search criteria.

If you search based on price, the results will be arranged by default in ascending order of
price in the Price column. To rearrange in descending order, click on Price in the column

header.

When you search based on payment, the results can be sorted by either Payment or Gross
by clicking on either column header. The vehicles, by default, will be arranged in ascending
order. Clicking either the Payment or Gross header twice arranges the results by payment or
gross in descending order, respectively.

Wilkerson

Information
Applicants
Applicant

Status

Begin Year

Make Min Odom

Min Payment

Retail - Finance - 011615

Co-Applicant

'l‘

| | 40000

= Payment

Vehicle
Trade
Activities.
Up Forms
Scenarios

Desking
Front End
Taxes
Fees
Back Adds
Coverage
Life A&H
Incepticn
Mileage
Roll

Integrations.

Menu

Deal Forms

Docan

Type

End Year

Max Odom

Max Payment

v ‘

'l‘

| | 65000 Price

Color

Stack #

Status

Year

Make Model Trim

| Filter

Body | Color | Price

Clear | |

Filter

Payment Gross .

123123

nN10D1

Sold
Sold

Sold
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8. Select and apply a vehicle to the deal by double-clicking on the vehicle from the results list.

9. The new vehicle’s Information tab will open. Click Save to retain the vehicle information.



Sales Tools

The suite of Sales Tools provides you with easy access to features that may help to demonstrate to a
customer that a vehicle is within his or her price range or allow a sales manager or finance manager
to quickly estimate payments on a vehicle without navigating away from the deal on which he or she
is currently working. The suite is comprised of Fuel Comparison, Refund Calculator, and Payment
Estimator.

Sales Tools is available from the Sales Tools link at the top of every page.

Sales Tools | My Account | Admin | Logout

ABC Motors
7.V Autosoft _

Fuel Comparison

Fuel Comparison provides a quick estimate of a vehicle’s fuel usage and a comparison against the
customer’s current vehicle’s gas usage. This sales tool may help to encourage a sale by
demonstrating a vehicle’s long-term value and cost savings.

Setting Up Fuel Comparison
To make using Fuel Comparison easier, a user with administrative access to FLEX DMS F&l can set
up the day’s fuel price, a default estimate for annual inflation and a default for the estimated miles
driven per year. These figures will auto-populate the Fuel Comparison tool when it's opened from the
Sales Tools link. However, the default figures can be changed within the tool to achieve the most
accurate snapshot of cost-savings possible for a customer.

1. Click on Admin at the top of the screen.

2. Under the Sales Tools heading in the left navigation panel, click on Fuel Comparison.

3. Enter the day’s fuel cost in the field labeled Today’s Fuel Cost.

4. Inthe Estimated Annual Inflation field, type the appropriate percentage for annual inflation.

5. You can also set a default mileage in the Estimated Miles Driven/Year field.

6. Click Save to save the settings.

Note: You may only need to update the default fuel cost on a weekly basis, rather than daily.
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Using Fuel Comparison

1.

2.

Click on the Sales Tools link in the top right corner of the screen, above the blue toolbar.

Because Fuel Comparison appears at the top of the Tools list in the left navigation panel, the
application will automatically open.

Any default figures that you've entered in the Fuel Comparison setup will automatically
populate the Fuel Comparison Analysis box when you open the tool. If these figures are
incorrect or out of date, you can enter updated figures in the Today’s Fuel Cost and
Estimated Annual Inflation fields to override the default figures.

Fuel Comparison Analysis
Today's Fus Cost
Estimated Annual Inflation
Estimated Miles Driven/Year
Curent Vetici PG 9
I e
Lookup Current Price http:fiwww.gasbuddy.com/

If you've entered a figure in the Estimated Miles Driven/Year field that does not match the
customer’s driving practices, enter a more accurate estimate in the field to override the
default figure.

Enter the miles per gallon of the customer’s current vehicle in the Current Vehicle MPG field.

Enter the miles per gallon of the deal vehicle in the New Vehicle MPG field.

7. The Fuel Consumption (in gallons) and Fuel Cost ($) tables will populate with the

calculations based on the information you've entered. Total Savings is also calculated.

Fuel Comparison Analysis FuelEconomy.gov Published Prices
e o |
T —
e e ———— B s
—— —

P— —

Total Savings §1,111.18
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Refund Calculator

The Refund Calculator can provide estimated refund amounts of optional products and/or finance
charges due upon early payoff or termination of a previous finance contract. The calculator can use
one of two methods to create the refund estimate: Pro-Rata or Rule of 78.

Pro-Rata Estimate

The Pro-Rata Estimate is the more commonly used of the two refund options. To use this method:

1.

2.

Click the Sales Tools in the top right corner of the screen, above the blue toolbar.
From the Tools list in the left navigation panel, click the Refund Calculator link.
The application will default to the Pro-Rata Estimate tab.

Enter the dollar amount of the insurance premium in the Total Premium field.
Type total periods in the loan in the Total Periods field.

Enter the remaining periods of the loan in the Periods Remaining field.

The Estimated Refund will display on the right side of the box.

TOOLS

Fuel Ce i
Refund Calculator l Pro-Rata Estimate | Rule of 78s Estimate

Payment Estimator

Totatpremiam Estimated Refund
Total Periods
$150.00

R

Formula used in Estimation

Estimated Refund = Periods Reamining X (Total Premium + Total Periods)
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Rule of 78 Estimate

The Rule of 78 Estimate can be used to find a refund of unearned finance charges for a customer’s
current vehicle if the account pays off before maturity.

1.

2.

176

Click the Sales Tools link above the blue toolbar on any page of FLEX DMS F&l.
From the Tools list in the left navigation panel, click the Refund Calculator link.
Click on the Rule of 78s Estimate tab.

Enter the total dollar amount of finance charges in the Total Finance Charges field.

Type the number of months in the total term of the financing in the Total Term (Months)
field.

Enter the months remaining in the loan in the Months Remaining field.

The Estimated Refund will display on the right side of the box.

TOOLS

Fuel Ce i
Payment Estimator

- _

Estimated Refund
Tota Tom (Wonthe) 112.00
P— $112.
Formula used in Estimation
Estimated Refund = (Total Finance Charges x Months Remaining x (Menths Remaining + 1)) + (Total Term x {Total Term + 1))

Page



Payment Estimator
The Payment Estimator can be used to provide an on-the-spot estimate of monthly payments for a
customer without fully desking a deal. This is just an estimate, and a range option may be enabled to
provide a payment range when presenting the estimate to a customer. The tool can be used to
estimate monthly retail, balloon, and lease payments or to display different monthly payment options
based on the terms of the financing.
Retail Estimate
1. Click the Sales Tools link above the blue toolbar on any page of FLEX DMS F&lI.
2. From the Tools list in the left navigation panel, click the Payment Estimator link.
3. The application will open to the Retail Estimate tab as a default.
4. Enter a rough estimate of the amount to be financed in the Amount Financed field.
Remember to take into account tax, title, add ons, and fees, not merely the price of the
vehicle and adds.

5. Inthe APR field, enter the APR at which the loan will most likely be financed.

6. Enter the number of months the customer wishes to take to pay off the loan in the Term
(months) field.

7. The Estimated Monthly Payment will display on the right side of the screen.

TOOLS
Fuel C i
Refund Calculator l Retail Estimate l Balloon Estimate H Lease Estimate |
Payment Estimator

e
APR Estimated Monthly Payment
Term (months) $470.51

8. If you would like to provide the customer with a payment range to help him or her understand
this is not the exact monthly payment they should expect, click to check the box next to
Range.

9. Nextto Type, select either $ or % to determine if the range will be calculated by dollar
amount or percentage, respectively.

10. In the Amount field, type the dollar amount or percentage on which to base the payment
range.

11. The Estimated Monthly Payment range will display on the right side of the screen.

ToOLS
Fuel C i
Refund Calculator I Retail Estimate l Balloon Estimate |] Lease Estimate |

Payment Estimator
T
APR Estimated Monthly Payment

$446.98 - $494.04
$

Amount [ 5/00%




Balloon Estimate

1. Click the Sales Tools link above the blue toolbar on any page of FLEX DMS F&l.

2. From the Tools list in the left navigation panel, click the Payment Estimator link.

3. Click the Balloon Estimate tab.

4. Enter the estimated vehicle MSRP in the MSRP field.

5. Type the amount the customer would need to finance in the Amount Financed field.

6. Inthe Balloon ($) field, type the dollar amount of the balloon payment that would remain at
the end of the payment term. The Balloon (%) field will then calculate automatically. If you
prefer, you can instead enter the percentage of the MSRP that will remain at the end of the
finance terms in the Balloon (%) field, and the Balloon ($) field will calculate automatically.

7. Enter the interest rate at which the loan will be financed in the APR field.

8. Inthe Term (months) field, enter the length of the loan.

9. The Estimated Monthly Payment will display on the right side of the screen.

10. If you would like to provide the customer with a payment range to help him or her understand
this is not the exact monthly payment they should expect, click the check box next to Range.

More options appear.

11. Next to Type, select either $ or % to determine if the range will be calculated by dollar
amount or percentage, respectively.

12. In the Amount field, type the dollar amount or percentage on which to base the payment
range.

13. The Estimated Monthly Payment range will display on the right side of the screen.



Lease Estimate

10.

11.

12.

13.

Click the Sales Tools link above the blue toolbar on any page of FLEX DMS F&l.

From the Tools list in the left navigation panel, click the Payment Estimator link.

Click the Lease Estimate tab.

Enter the vehicle’s estimated MSRP in the MSRP field.

Type the dollar amount of the gross cap cost in the Gross Cap Cost field.

In the Residual ($) field, type the dollar amount of the residual value of the vehicle at the end
of the lease term. The Residual (%) field will then calculate automatically. If you prefer, you
can instead enter the percentage of the MSRP associated with the value of the vehicle at the
end of the lease terms in the Residual (%) field, and the Residual ($) field will calculate
automatically.

Enter the rate at which the lease will be financed in the Rate/Money Factor field.

Type the length of the lease in the Term (months) field.

The Estimated Monthly Payment will display on the right side of the screen.

If you would like to provide the customer with a payment range to help them understand this
is not the exact monthly payment they should expect, click the check box next to Range.

More options appear.

Next to Type, select either $ or % to determine if the range will be calculated by dollar
amount or percentage, respectively.

In the Amount field, type the dollar amount or percentage on which to base the payment
range.

The Estimated Monthly Payment range will display on the right side of the screen.



Payment Schedule

With Payment Schedule, you can show customers their payments over the life of the lease
agreement or loan. The functionality is available on the main Desking screen within the Deals tab.

1. While in the Deals tab in the blue toolbar, click Payment Schedule in the bottom left corner
of the Desking screen.

Information ‘zma Chevrolet Silverado H Change | Retail - Finance - 011615
Applicants

Applicant

S Selling Prics ‘ 29,572.00 ‘ APR ‘ 2 gnu%‘ e Payment Type | Monthly v Roll
Insurance
Vehicle Furchase Date ‘ 08/15/2015 | Effective AFR ‘ 2 QDD%‘ Days to First Pay Fayment Date 10152015
Trade
Activities
Scenarios -

Lender | NoO Bank Selected v DDE Front Adds
7200 Taxes

Ineeption

. 000 Fees
esXirgy, Memo. 1,200.00 Back Adds
Front End 0.00 Service
Taxes 0.00 Gap
Fees Life ARH
Back Adds
Coverage 1272.00 Subtotal 3224402
Life AZH
Inception Payment Matrix  Truth In Lending ooo pEE 7
. Rebates
Mileage 47 Payments 5 63496
: [ oog 0.00
. Roll Final Payment s B398
ntegrations
2 Finance Charge s 1,734.06 e
Menu 3,500.00]
G 30,478,
Total of Payments s 30,478.08 asongo  TradePayom S
Deal Forms Total Down s 350000 ¥ Grose
Recap Total Sales Price s 33,978.08 T2 Total 2574400 2 HipRak
Gross
Commission Payment Schedule 1,272.00  Cash From Custemer PR Aack Grons

1,267.00 1,610.00

|_cancel save

2. When viewing the Payment Schedule for a retail deal, a pop-up screen will default to an
Amortization Payment Schedule, with which many consumers are familiar. To switch to the
Simple Payment Schedule, click Simple. If the deal is a lease, a single lease payment
schedule will open.

Amortization Payment Schedule Simple Payment Schedule
Intorest

i

36 1, S8

Y

4eEEAREEREEEORRARRERNS

3

Amorization || Simple

3. To exit the Payment Schedule, click the X in the top right corner.
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Appendix G Export Sequence Numbers Utility

The Export Sequence Numbers utility is used to export a full list of all your dealer-specific user-
defined list items, including Employees, Banks, Front Adds, Back Adds, and Coverages, for
submission to third-party integrations or dealership review of FLEX DMS F&I setups. The utility
exports the item’s name, object ID, object type, and type into a comma separated value (CSV) file
that is often opened in Microsoft Excel. You can then reference this list when manually synching
information in the third-party system.

Accessing Object IDs with the
Export Sequence Numbers Utility

In the Admin area, you may maintain various lists of dealer-specific information. To ensure that
employee, bank, front add, back add, coverage, and other such data that you've entered during your
dealership’s FLEX DMS F&I setup is accurately shared with third-party integrations, it is important
that you share with the third-party the unique object ID automatically assigned to each list item by
FLEX DMS F&l. For a third party to successfully submit a deal containing one of these list items to
your dealership’s FLEX DMS F&l, the third-party transaction MUST contain the correct object ID for
the item. You'll use the export sequence numbers utility to share a complete list of pertinent object
IDs with third parties.

When you add an item to a list of employees; banks; front and back adds; GAP, service, warranty,
and maintenance coverage; or life A&H plans within the Setup tab of the Admin area of your FLEX
DMS F&Il account, FLEX DMS F&I will automatically assign a unique object ID to that list item. The
object ID will appear in the column labeled ID (Employee Number in the Employee setup).

Front Adds Setup

Name = ‘ D ‘ Retail ‘ Cost ‘ MSRP |Daalnefauli| Status

14" Chrome Wheels Fa1021 S0.00/ No Active

16" Alioy Whee! FA1008 $0.00| No Active
22" Wheels Fatmy 50.00 No Active
Bedliner FA1D14 50.00 Nog Active

Bedy Side Molding FA1007

F‘E;El:lf)l-! e 5

50.00 Ne Active

fiew 1 - 5 0f 20

Include Inactive | Add New |

Once established in FLEX DMS F&l, all object IDs must be shared with third-party software that may
use those list items in deals, as this information is crucial for successful deal transmission to FLEX
DMS F&I. To ensure that the information is labeled and used appropriately by the third party,
Autosoft's Export Sequence Numbers Utility within FLEX DMS F&I can be used to export a report
containing all necessary information and compare field names and data.



Running the Export Sequence Numbers Report

1. Access the FLEX DMS F&I Admin screen by clicking the Admin link in the top right corner of
the screen.

2. Click on the Integrations tab in the blue toolbar.

C‘Autosoft ABC Motors Oashboard | My Account | Evssa Tow) Logous

3. From the Integrations list in the left navigation pane, click on Flex Connect.

4. Alink labeled Export Sequence Numbers will appear to the right of the left navigation panel.

ABC Motors
.V Autosoft

TOOLS
Deleted Deals
Exports

Export Sequelfce Numbers
%

5. The report will be generated in CSV format and typically saved in .XLSX format. It may be
accessible through a button labeled SequenceNumbers.csv that will appear in the bottom left
corner of your Web browser. Click the button to view the list.

6. Reference this list when synching information in third-party systems.
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Appendix H 700 Credit

FLEX DMS F&l integrates with 700 Credit, which can be used to pull customers’ credit reports and
follow mandatory compliance safeguards. An account must be established with 700 Credit prior to
using the integration. Once your 700 Credit account has been established, you can use the
integration to perform a variety of credit reporting functions and identity verification tasks.

700 Credit Integration Setup

1. Click the Admin link at the top right of the screen.

2. Click on the Integrations tab in the blue toolbar.

I VAutosoft 2 s

Dealer Management System Setu| lnteg;ﬁons Tools
DEALERSHIP
[ Information ] Storesl IPs _‘

Employees

Dealership Info
SALES Contact Information

3. Click on 700 Credit in the left navigation panel.

4. Click the Setup tab.

5. Enter a User Name and Password and click Save.

6. Click the Transactions tab to review the list of 700 Credit products that have been enabled

for your dealership by Autosoft. You cannot make changes to these settings; however, if you
believe there is an error, contact the Autosoft Customer Support Center at 800.473.4630.

700 Credit Check £

700 OFAC Check -
700 Red Flag Check

700 Prescreen Check

7. Click Save to finalize the setup process.



Using 700 Credit

You can easily complete the important credit check and identity verification portion of a sale using
700 Credit. The integration within FLEX DMS F&I allows you to run a credit prescreen, pull a full
credit report, screen customers against the U.S. Treasury’s Office of Foreign Assets Control (OFAC)
terrorist list, and check for any identity theft red flags within credit reports.

700 Credit can be accessed when working a deal within the Deals tab.

Running a Prescreen Check
A prescreen credit check allows you to get an idea of a customer’s credit profile early in the sales
process without obtaining their social security number or permission to pull a credit report. This allows
you to have an informed conversation with the customer during the sales process.

1. While on the Deals tab, click on the Integrations link in the left navigation panel.

2. From the Integration Organization list, select 700 Credit.

3. Choose 700 Prescreen Check from the Transactions list.

4. Inthe Prescreen Check box, click to select the applicant’'s name, co-applicant’s name (if
applicable), or Joint to request a joint report for married couples only.

5. Click Send.

6. The returned prescreen report(s) will display at the bottom of the Integrations screen in the
Prescreen Check Reports box. Click a report to view the full report.

Prescreen Check Reports

Reference Number ‘ Name | Type ‘ Date | User

7000000323154 Thomas Wilkerson Applicant 09/25/2015 03:59PM Chris Anthony

Page[i |of1 El No Retords




Running a Credit Check
Running a credit check using 700 Credit and FLEX DMS F&l is simple, as 700 Credit uses the

customer information you've already entered in FLEX DMS F&I. The application allows you to choose
one of the three major credit bureaus (Equifax, Experian, and TransUnion).

1. While in a deal, click on the Integrations link in the left navigation panel.

2. From the Integration Organization list, select 700 Credit.

3. Choose 700 Credit Check from the Transactions list.

4. Inthe Credit Order box, click to select the applicant, co-applicant (if applicable), or Joint to
request a joint report for married couples (if applicable).

5. Click to select the credit bureau or bureaus from which you’'d like to pull a report.

Credit Order
Thomas William Joint (Must
& Wilkerson Wilkerson be Married)
Equifax « Experian TransUnion
| Send |

6. Click Send.

7. The returned credit report(s) will display at the bottom of the Integrations screen in the Credit
Order Reports box. Click the report's Reference Number to view the full report.

dit Order Reports
Reference Number ‘ Name | Type | EQ ‘ EX | TU ‘ Date _ | User

7000000323205 Thomas Wilkerson Applicant X 09/25/2015 04:22PM Chris Anthony

Page[i |of1 El No Records




Running OFAC and Red Flag Checks

It is mandatory that your dealership screen every customer against the U.S. Treasury’s OFAC
terrorist list and check for any identity theft red flags when pulling credit reports. Both operations
require the same steps within the 700 Credit integration.

1.

2.

While in a deal, click on the Integrations link in the left navigation panel.
From the Integration Organization list, select 700 Credit.
Choose 700 OFAC Check or 700 Red Flag Check from the Transactions list.

In the OFAC Check or Red Flag Check box, click to select the applicant, co-applicant (if
applicable), or Joint to request a joint report for married couples (if applicable).

Click Send.

The returned OFAC Check and Red Flag report(s) will display at the bottom of the
Integrations screen in the OFAC Check Reports or Red Flag Check Reports box,
respectively. Click a report's Reference Number to view the full report.

OFAC Check Reports

Reference Number ‘ Name | Type ‘ Date _ | User

7000000323222 Thomas Wilkerson Applicant 09/25/2015 4:53PM Chris Anthony
7000000323208 Thomas Wilkerson Applicant 09/25/2015 4:45PM Chris Anthony

Page[i |of1 El No Records
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Appendix | Credco

The Credco integration allows you to pull credit reports from the three credit bureaus: Equifax,
Experion, and TransUnion.

Credco Integration Setup

You need to verify your FLEX DMS F&l program is set up to transfer deal information to Credco. This
includes verifying your Credco username and password are set in the integration setup.

1. Click the Admin link in the top right corner of the screen above the blue toolbar.
2. Inthe blue toolbar, click Integrations.
3. Click CredCo in the Integrations list in the left panel.

4. If Credco has been enabled for your dealership, the box next to Credco Request Credit on
the Transactions tab will be checked.

CredCo Request Credit o

Save

5. Click the Setup tab.

UserName

6. Type your dealership’s Credco username and password.

7. Click Save. The setup is now complete.



Requesting Credit Reports

1.

2.

From within a deal in the Deals tab in the blue toolbar, click Integrations.
Select Credco from the Organization Integration list.
Select Credco Request Credit from the Transactions list.

Click to select the applicant, the co-applicant (if applicable), or Joint to request a joint report
for married couples (if applicable).

Click to select just the credit bureau/s you wish to use.

Credit Order
Thomas William Joint (Must
() Wilkerson Wilkerson be Married)
«| Equifax « Experian TransUnion
| Send |

Click Send.
A new window opens and displays the pulled reports. View and print them as needed.

The returned credit report(s) will also display at the bottom of the Integrations screen. Click a
report’'s Reference Number to view the full report.

Credit Reports
Reference Number | Name | Type | EQ ‘ EX | TU | Date ‘ User
300127059940000 Thomas Wilkerson Applicant X X 10/10/2015 Chris Anthony

Page[i |of1 El No Records
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Appendix J CUDL

The CUDL integration allows you to transfer deal information for CUDL credit union members to the
CUDL Website. You will then log in to the CUDL Website and enter any additional information and
submit the credit application.

CUDL Integration Setup Verification
Autosoft's Customer Support Center will set up the integration between your FLEX DMS F&I account
and CUDL to allow you to transfer deal information to CUDL. You do not need to take any steps to
set up the integration. You can, however, verify that the integration has been established. To verify
the account, follow these steps:

1. Click the Admin link in the top right corner of the screen above the blue navigation bar.

2. Inthe blue navigation bar, click Integrations.

3. From the Integrations list in the left navigation panel, click CUDL.

4. Click the Transactions tab and verify that the CUDL Deal Transfer box is checked.

If the CUDL Deal Transfer box is not checked, contact a FLEX DMS F&I support
representative in the Autosoft Customer Support Center for assistance.

CUDL Deal Transfer L4

5. Click the Setup tab.
6. Verify that your dealership’s CUDL ID is entered in the ID field.

If the ID field is blank, contact a FLEX DMS F&l support representative in the Autosoft
Customer Support Center for assistance.

0

Save




Submitting Deal Information

Once Autosoft's Customer Support Center has established the integration between your FLEX DMS
F&l account and CUDL, you will use the Integrations link on the deal menu to transfer the deal
information. This process simply transfers the deal information to CUDL. You must log in to the CUDL
Website to complete and submit the application.

1. Create a deal.

2. Click Integrations in the left navigation panel.

3. Select CUDL from the Integrations Organization drop-down menu.

4. Select CUDL Deal Transfer from the Transactions drop-down menu.

Wilkerson x|+

Information Retail - Finance - 011615
Applicants
Applicant O T

Co-Applicant [ cunt v| [ CUDL Deal Transfer v
Insurance

5. Inthe Deal Transfer section, click Send.

6. You will see a Success message when the information has been sent, and the status will be
“Sent” followed by the time stamp for the transfer.

Wilkerson ® | . -

Information Retail - Finance - 011615
Applicants
Applicant Integration Organization Transactions
Co-Applicant [ cupL v| [ cupL Deal Transfer 2
paticle Credit Union Direct Lender Information
Trade
Activities Uni: http:liwww.cudl.com/
Up Forms
Scenarios Deal Information
- Applicant Thomas Wilkerson Vehicle 2015 Chevrolet Silverado
Desking Address 123 Main St VIN  6540654D854CDFCVC
et End City W MIDDLESEX Stock Number
Taxes
(G State Pennsylvania
Back Adds zIP 16150
Coverage
Life ASH Deal Transfer
Inceptien
Mileage | Send | status: Sent - 01/11/2016 04:23 PM Eastern Standard Time by Elissa Toto

Roll

7. If the information contains errors, the status will read, “Rejected,” followed by the time stamp
for the transfer, and the program will display an error message identifying the information that
must be corrected. Correct the information and send the deal again.

8. Click the URL on the screen to go to the log-in page of the CUDL Website. You will need to
review the deal information and add any additional information required. The credit
application is not compete until you finish submitting it through CUDL’s Website.



Reviewing the CUDL Transaction Log

Users with administrative rights (those who can access the system setup) can review the CUDL
transaction log. This allows you to review which deals were successfully transmitted and which deals
did not go through. You can submit deals from the log as needed.

1. Click the Admin link at the top right corner of the screen, above the blue navigation bar.

2. Click the Integrations tab in the blue navigation bar.

’ ‘ Autosoﬂ. ABC Motors

Dealer Management System lnh!gmhons Tools

DEALERSHIP
Dealership Info
Employees Information | Stores I IPs -
SALES Contact Information

3. From the Integrations list in the left navigation panel, click CUDL.
4. The History tab displays all the open deals.

5. The Sent Date column identifies the date the deal was sent. The column displays “Not Sent”
for deals that haven't been submitted or “Rejected” for deals that CUDL did not accept.

Transatmnns| CUDL Deal Transfer x| ‘ Start Purchase Date | 01/01/2016

End Purchase Date | 01/13/2016

Show Only Unsent | Filter |

Deal # | Stock # | Customer | Address | Vehicle Information ‘ VIN | Sent Date | User
1234 Ridge Rd
11540| 95730N |Jones, Samuel } LES, TH 2015 Missan ROGUE SL SNTAT2MYFFCBSE600 | 0170212016 Toto

5 Wilson Drive,
11665 Wilson, Mike CORTLAMD, OH |2015 Chevrolet Silverado 65406540654COFCYC | 01/02/2016 | Anthony
44410
283 Brower Lane,
11667 | 2223 | Bowers, Wiliam NEW CASTLE, PA | 2015 Chevrolet Tahoe 1GNSKBKCEFRS04604 | Mot Sent
(18101
111 Main Rd,
11684 | 42817A |ARAUJO, PHILIPE ORLANDO, FL  |2006 DODGE DAKOTA ST 1DTHE22K165885208 | 01/12/2016 Harvey
32824
1600 Pel sylvan
-\\’70!1 2009 MERCEDES-BENZ E3504M WDBUFE7X50B427965 | Rejected Anthony

Page[i |ofS w mi[5 7| View 1- 5 of 21

11694 | DAS1 | Smith, Adam v
|OH 45405

6. You can filter the list using the Start Purchase Date and End Purchase Date fields.

7. To view only the deals that have not been sent to CUDL, click to select the Show Only
Unsent box and click Filter.



8. Click a deal in the list to view a summary of the deal information below the list.

9. You can click Send in the Deal Transfer section to submit unsent deals right from this
screen.

Transactions ‘ CUDL Deal Transfer v | Start Purchase Dale[ 01/01/2016 End Purchase Dat

_| Show Only Unsent | Fille(l

Deal#| Stock # | Customer ‘ Address Vehicle Information | VIN Sent Date | User

1234 Ridge Rd
MILES, TN  |2015 Nissan ROGUE SL SM1ATIMVTFCBSE600 | 01/02/2016 Toto

11540 | 95730N |Jones, Samuel

| =5 | 1 1
11665 Wilson, Mike CORTLAND, OH |2015 Chevrolet Siverado 65408540654COFCVC | 01/02/2016 | Anthony
44410
263 Brower Lane
11667 2223  Bowers, Wiliam NEW CASTLE, PA 2015 Chevrolet Tahos 1GNSKEKCEFRS04604 | Mot Sent
16101
111 Mam Kd,
11684 | 42817A |ARAUJO, PHILIPE ORLANDO, FL 2006 DODGE DAKOTA ST 1DTHE22K165685208 | 01122016 Harvey
32824
1600 Pennsyivania
11694| DAS1 |Smith, Adam Avenue, DAYTON, | 2009 MERCEDES-BENZ E3504M WDBUFB7X58B427965 | Rejected Anthony
OH 45405
Page i of5 » i[5 v] View 1 -5 0f 21

Credit Union Direct Lender Information

Url: http://www.cudl.com/

Deal Information

Applicant William Bowers Vehicle 2015 Chevrolet Tahoe
Address 263 Brower Lane VIN 1GNSKBKCEFRE04604
City NEW CASTLE Stock Number 2223
State Pennsylvania
zir 16101

Deal Transfer

| send Status: Not Sent
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Appendix K Dealertrack

The Dealertrack integration allows you to transfer deal information to the Dealertrack Website. You
will then log in to the Dealertrack Website, enter any additional information, and submit the credit
application.

Dealertrack Integration Setup Verification
Autosoft's Customer Support Center will set up the integration between your FLEX DMS F&I account
and Dealertrack to allow you to transfer deal information to Dealertrack. You do not need to take
any steps to set up the integration. You can, however, verify that the integration has been
established. To verify the account, follow these steps:

1. Click the Admin link in the top right corner of the screen above the blue navigation bar.

2. Click the Integrations tab in the blue navigation bar.

3. From the Integrations list in the left navigation panel, click Dealertrack.

4. Click the Transactions tab and verify that the Dealertrack Deal Transfer box is checked.

If the Dealertrack Deal Transfer box is not checked, contact a FLEX DMS F&I support
representative in the Autosoft Customer Support Center for assistance.

DealerTrack Deal Transfer s

5. Click the Setup tab and verify that the ID assigned to your dealership by Dealertrack appears
in the ID field.

If the ID field is empty, contact a FLEX DMS F&I support representative in the Autosoft
Customer Support Center for assistance.

o

Save




Submitting Deal Information

You will use the Integrations link on the Deal menu to transfer the deal information. This process
simply transfers the deal information to Dealertrack. You must log in to the Dealertrack Website to
complete and submit the credit application.

1. Create the deal.
2. Click Integrations in the left navigation panel.
3. Inthe Integration Organization drop-down menu, select Dealertrack

4. Select Dealertrack Deal Transfer in the Transactions list.

Information Retail - Finance - 011615
Applicants

Applicant o O i T

Co-Applicant ‘ Dealertrack v ‘ ‘ DealerTrack Deal Transfer v

5. In the Deal Transfer section, click Send.

6. The deal information will be sent, and the status will read, “Sent,” followed by the time stamp
for the transfer.

Wilkerson x|+
Information Retail - Finance - 011615
Applicants
Applicant Integration Organization Transactions
Co-Applicant | Dealertrack v ‘ ‘ DealerTrack Deal Transfer v ‘
Insurance
AL DealerTrack Information
Trade
Activities ur: https://www.dealertrack.com
Up Forms
i Deal Information
Applicant Thomas Wilkerson Vehicle 2015 Chevrolet Silverado
Desking Address 123 Main St VIN  65406540654CDFCVC
hreey Eod City WMIDDLESEX Stock Number
Taxes
Eonn State Pennsylvania
Back Adds zIp 16150
Coverage
Life ASH Deal Transfer
Inception
Mileage | Send | Status: Sent- 01/122016 04:01 PM Eastern Standard Time by Elissa Toto
Roll

If the information contains errors, the status will read, “Rejected,” followed by the time stamp
for the transfer, and the program will display an error message identifying the information that
must be corrected. Correct the information and resend the deal.

7. Click the URL in the screen’s Dealertrack Information section to go to the log in page of the
Dealertrack Website. You will need to review the deal information and enter any necessary
additional information. The credit application is not complete until you finish submitting it
through Dealertrack Website.



Reviewing the Dealertrack Transaction Log

Users with administrative rights

(those who can access the setup) can review the Dealertrack

transaction log. This allows you to review which deals were successfully transmitted and which deals
did not go through. You can submit deals from the log as needed.

1. Click the Admin link in

the top right corner of the screen above the blue toolbar.

2. Click the Integrations tab in the blue navigation bar.

F.NAutosoft =re
Dealer Management System lnlngrahons Tools
DEALERSHIP
Dealership Info
Employees Information | Stores I IPs -
SALES Contact Information

Click Dealertrack in the Integrations list in the left navigation panel.

The History tab displays all the open deals.

The Sent Date column identifies the date the deal was sent. The column displays “Not Sent”

for deals that have not been submitted or “Rejected” for deals that Dealertrack did not accept.

Tran sammns| DealerTrack Deal Transfer

v ‘ Start Purchase Date| 01/01/2016

End Purchase Date | 01/13/2016

Show Only Unsent | Filter |

Deal # | Stock # | Customer | Address | Vehicle Information | VIN ‘ Sent Date | User
| 1234 Ridge Rd
11540| 95730N |Jones, Samuel L} MILES, TH 2015 Missan ROGUE SL SN1AT2MVTFCES8600 | 01022016 Toto
3 Wilson Drive,
11665 Wilson, Mike CORTLAND, OH | 2015 Chevrolet Siverado 65406540654CDFCVC | 01/02/2016 | Anthony
44410
283 Brower Lane,
11667 | 2223 |Bowers, Wiliam MEW CASTLE, PA | 2015 Chevrolet Tahoe 1GNSKBKCEFRS04E604 | Mot Sent
(18101
111 Main Rd,
11684 | 42817A |ARAUJO, PHILIPE ORLANDO, FL  |2006 DODGE DAKOTA ST 1DTHE22K165685208 | 01/12/2016 Harvey
32824
1600 F'Lnns,r.'ﬁma
11694| DAS1  [Smith, Adam AYTON, | 2008 MERCEDES-BENZ E3504M WDBUF&TX58B427966 | Rejected Anthony
Page[i |of5 s s[5 v View 1 - 5of 21

6. You can filter the list using the Start Purchase Date and End Purchase Date fields.

7. To view only the deals that have not been sent to Dealertrack, check the Show Only Unsent

box and click Filter.



8. Click a deal in the list to view a summary of the deal information.

9. You can click Send to submit the deal right from this screen.

Transaciions‘ DealerTrack Deal Transfer v | Start Purchase DaleE 01/01/2016 End Purchase Dat

_| Show Only Unsent | Filter |

Deal#| Stock # | Customer ‘ Address Vehicle Information | VIN Sent Date | User
| 1234 Ridge Rd
11540 | 95730N |Jones, Samuel NW, NILES, TN |2015 Missan ROGUE 5L SMAAT2MVTFCES2600 | 0110212016 | Toto
| 5236 Wilson Drive, | | |
11665 Wilson, Mike CORTLAND, OH ' |2015 Chevrolet Siverado 65406540654COFCYC | 01/02/2016 | Anthony
263 Brower Lang
11667 2223 Bowers, Wiliam NEW CASTLE, PA 2015 Chevrolet Tahos 1GNSKBKCEFRS04604 Mot Sent
16101
111 Mam Rd,
11684| 42817A |ARAUJO, PHILIPE |ORLANDO,FL  |2006 DODGE DAKOTA ST 1DTHE22K165559208 | 014122016 | Harvey
32824
16800 Pennsylvania
11694| DAS1 |Smith, Adam Avenue, DAYTON, 2009 MERCEDES-BENZ E3504M WDBUFSTX59B427955 | Rejected | Anthony
OH 45405
Page|i ofS s> w1 |5 ¥ View 1-50f21

DealerTrack Information

Url: https:/iwww.dealertrack.com

Deal Information

Applicant William Bowers Vehicle 2015 Chevrolet Tahoe
Address 263 Brower Lane VIN 1GNSKBKCGFRE04604
City NEW CASTLE Stock Number 2223
State Pennsylvania
zr 16101

| send Status: Not Sent
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Appendix L RouteOne

The RouteOne integration allows you to transmit deal information to the RouteOne Website. You will
then log in to the RouteOne Website, make any additions or changes, and submit the credit
application or eContract.

RouteOne Integration Setup Verification

An Autosoft Customer Support Center representative will establish the integration between your
dealership’s FLEX DMS F&l account and RouteOne. However, you may wish to verify your FLEX
DMS F&I program is set up to transfer deal information to RouteOne prior to your first use of the
integration. This includes verifying your RouteOne ID number is added to the RouteOne integration
setup. This is the ID number RouteOne assigned your dealership when you established an account
with the third party. This is also where you will choose to use the single sign-on feature available for
RouteOne.

1. Click the Admin link in the top right corner of the screen above the blue navigation bar.

2. Click the Integrations tab in the blue navigation bar.

I \VAutosoft ‘oot

Dealer Management System Integrahons Tools
DEALERSHIP

Dealership Info
Contact Information

Employees

SALES

3. If the RouteOne integration has been activated for your FLEX DMS F&I account, RouteOne
will appear in the Integrations list in the left column. Click RouteOne.

4. Click the Transactions tab and check to see that RouteOne Credit Application, RouteOne
SSO, and RouteOne EContract are checked.

RouteOne Inbound
RouteOne Credit Application v
RouteOne F&1 Log

RouteOne 550 "]

RouteOne EContract e




5. Click the Setup tab.

6. Check that your dealership’s RouteOne ID is entered and correct.

o C—

7. Click Save.



Employee Setup
You can add usernames for each employee who is permitted to access RouteOne. Adding the
username in the employee’s setup allows the employee to use the RouteOne single sign-on feature.
Instead of typing the username and password, the program will automatically pull the username from
the employee’s file and use it to sign in to RouteOne.

1. Click the Admin link in the top right corner of the screen above the blue navigation bar.

2. Click the Setup tab in the blue bar at the top of the screen.

3. Click Employees under the Dealership heading in the left navigation panel.

4. Alist of the dealership’s employees will open.

5. Select an employee from the list by clicking on his or her name.

6. The employee’s information populates the screen below the list.

7. Click the Integrations tab.

8. Autosoft provides a unique single sign-on username based on the employee’s FLEX DMS

F&I username. Check to see that it appears in the RouteOne section of the tab under
RouteOne Single Sign On and click Save.

| Information I Setup I Integrations I Account I Roles & Permissions _

Autosoft

RouteOne

RouteOne Single Sign On

Usemame | -

9. Repeat steps 3 through 8 for each employee who will use RouteOne.



Single Sign-On Setup

FLEX DMS F&l provides integration for the use of RouteOne single sign-on functionality. Following an
initial, one-time setup, RouteOne single sign-on will allow your employees to quickly and easily
access the RouteOne Website directly from FLEX DMS F&I with the click of a mouse.

1. Click the Admin link at the top right corner of the screen above the blue navigation bar.
2. Click on Employees under the Dealership heading in the left navigation panel.

3. Alist of employees will open. Locate the employee you wish to setup with single sign-on.
Click on the employee’s name.

4. The employee information populates a box below the list. Click on the Integrations tab.

5. If the RouteOne integration has been activated for your FLEX DMS F&I account, you'll see a
section titled “RouteOne” under the Integrations tab. In the RouteOne section, you'll see the
RouteOne Single Sign On section’s Username field. Copy this username, which you'll
paste into RouteOne in future steps for the initial setup.

| Information I Setup I Integrations [ Account ” Roles & Permissions I

Autosoft

RouteOne

RouteOne Single Sign On

| Save

6. Open another tab in your Web browser and type the RouteOne Website URL
(www.routeone.net). Log in to RouteOne using the User ID (Username in FLEX DMS F&lI's
RouteOne Single Sign On section for employee) and Password assigned to you by
RouteOne.

a EArne fes | PAriCinste Lnancs S | FArinte Gcr S P

@ RouteOne

Tip: Only users with Admin access in RouteOne will be able to configure users for single sign on
functionality.

7. Click on the Admin tab at the top of the RouteOne homepage to open a drop-down menu.


http://www.routeone.net/

8.

10.

11.

12.

13.

Select Users from the drop-down menu.

Rates & Forms Reports Admin~

Credit Bureau/DSP
Dealer Info
Finance Sources
Franchise/Brand
Preferences

Premium Services

U‘SEI’%

A list of your dealership employees with access to RouteOne will open. Select a user from
the list and click the Edit button on that user’s line.

In the Captive IDs for this User section, paste the unigue single sign-on username into the
Autosoft SSO — Autosoft User ID field.

[= captive IDs for this User 2 CUIDs set out of 10 Captive Dealer Finance Source Assotiations. =

Captive User IDs may be up to 20 characters in length. Listed below are some examples of Captive User IDs in their respective format

45G

TD Auto
Ford Cre
Ally Financial - JSmith01

Toyota Financial - PMILLER

Ford Credit
Autosoft S50 - Autoscft User ID TESTCOM1\
FMCTSteC FS

Toyota Financial Services

Click the Save Information button at the bottom of the page.

The user will receive an email notification at the email address entered in the User
Information section on RouteOne. The email message will contain a Token ID number that
the user will have to enter the first time he or she uses single sign-on.

Repeat steps 7 through 11 for all dealership employees who will need access to the
RouteOne single sign-on feature.



Single Sign-On Activation

Once the dealership administrator has completed single sign-on (SSO) setup for a RouteOne user,
the user will receive an email from RouteOne containing a Token ID number he or she must use to
activate the single sign on feature for his or her account.

1.

2.

Tip:

In FLEX DMS F&lI, navigate to an established deal in the Deals tab or create a new deal.
Once in the deal, click Integrations in the left navigation panel.
Select RouteOne in the Integration Organization drop-down menu.

Choose either RouteOne Credit Application or RouteOne EContract from the
Transactions drop-down menu.

Click the RouteOne Login link within the RouteOne Information.

Integration Organization Transactions

‘ RouteOne v | ‘ RouteOne Credit Application v |

RouteOne Information
RouteOne h't'x‘gin

\_f
Deal Information

Applicant Samuel Wilkerson Vehicle 2005 HYUNDAI ELANTRA

Address VIN
City Stock Number 930744
State

ZIP

Credit Application

| Send | Status: Not Sent

The RouteOne login screen will open, and you will be prompted to enter the Token ID
number that you received via email from RouteOne. You will only have to enter this
information the first time you use the SSO functionality.

After your initial use of SSO, you will merely click the RouteOne Login link in the
Integrations area when working a deal. You will not have to enter any RouteOne login
credentials.

Once you are logged in to the RouteOne Website, review the deal information, make any
necessary changes, and add any additional information as needed. See “Submitting Credit
Applications” and “Submitting Deals for E-Contracting” for detailed instructions.

If the username in the employee’s file is incorrect, the login will fail, and the employee will be
directed to a page indicating the page he or she requested was not found. If an employee
sees this page, the dealership’s FLEX DMS F&I administrator should verify the username in
the employee’s file is correct. If a user arrives at this error page but the username is correct,
contact RouteOne to identify the login issue.



Submitting Credit Applications

You will use the Integrations link on the deal menu to transfer the deal information. This process
simply transfers the deal information to RouteOne. You must log in to the RouteOne Website or use
the single sign-on function to complete and submit the application.

1.

2.

Open an existing deal or create a new deal.
Click Integrations.
Select RouteOne in the Integrations Organization list.

Select RouteOne Credit Application from the Transactions drop-down menu.

Wilkerson x|+

Information Retail - Finance - 011615
Applicants

Applicant Integration Organization Transactions

Co-Applicant RouteOne v | RouteOne Credit Application
Insurance i
Vehicle
Trade
Activities.

RouteOne Information RouteOne EContract

RouteOne Login

5. Click Send.

Integration Organization Transactions

| RouteOne A | | RouteOne Credit Application v |

RouteOne Information
RouteOne Login

Deal Information

Applicant  Thomas Wilkerson Vehicle 2015 Chevrolet Silverado
Address 123 Main St VIN 85408540654COFCVC
City W MIDDLESEX Stock Number
State Pennsylvania
ZIP 16159

Credit Application

| send | Status: Nt Sent

You will see a green Success message when the information has been sent, and the status
will change from “Not Sent” to “Sent,” followed by the time stamp for the transfer.

If the information contains errors, the status will display as “Rejected,” followed by the time
stamp for the transfer, and the program will display an error message identifying the
information that must be corrected. Correct the information and send the deal again.



Submitting Deals for eContracting

Dealerships employing Autosoft's FLEX DMS F&I have the ability to send a credit application from
FLEX DMS F&l to the RouteOne Website. From there, the user will submit the application to the
lenders. Once a lender buys the contract, the F&I user will finalize the deal in FLEX DMS F&l,
applying the lender information, adjusting the APR, selling back-end products, etc.

The following process assumes that the dealership has already fully desked the deal and is ready to
submit the finalized deal to the RouteOne Contracts module for the processing of the eContract.

1. Openadeal.
2. Click Integrations in the left navigation panel.
3. Select RouteOne from the Integration Organization drop-down menu.

4. Inthe Transactions field, select RouteOne EContract from the menu.

Integration Organization Transactions
RouteOne v ‘ | RouteOne Credit Application v
| RouteOne Credit Application |

RouteOne Information

RouteOne Login

5. Inthe E-Contracting section, click Send.

6. The transaction will display as “Sent,” followed by the time stamp for the transaction.

Integeation Organization Transactions
FouteCne | | RouteCre Eontract

RouteOne Information
RouteOne Login
Wehicln 015 Chewrciat Silvaracy

WIN  ESA0GS0ESACORCVE
Steck Humber

| Send | Status: Sent- 011142016 100 AM Eastern Standard Time by Evssa Toto

If the information contains errors, the status will read, “Rejected,” followed by the time stamp
for the transfer, and the program will display an error message identifying the information that
must be corrected. Correct the information and resend the deal.




7. Click RouteOne Login in the RouteOne Information section to connect to the RouteOne
Website.

8. Once logged in to the RouteOne site, click Contracts and click on Contract Manager from
the drop-down menu.

M News/info Deals~ New App~ Contracts ~ Credit Reports)|
Deal Manager Cnntratt{Sanager
| 4, SEARCH:| Applicant Last/Business Name ¥ Contract'distribution Advanc
|NOW SHOWING: [ 30 Days v |of[ Al " lvenicieas Ve SPOLBUY

Edit Custom Mapping ——]
APPLICANT (CO-APPLICANT) v

TESTC Lease, Mike
e

ABC Motors Inc
e

9. The Contract Manager screen will open and display a list of deals you've submitted from
FLEX DMS F&l.

NOW SHOWMG: | 30 Days ¥ ot AN ¥ vehisies

Ciontracts wihot Cresst Aps (1)

10. Click on the contract you wish to process electronically.

Important: The first time you use this integration to create an eContract, you will be prompted to
complete DMS mapping. Because RouteOne may use different names for some
contract fields than FLEX DMS F&I or your dealership, DMS mapping allows you to
match up your licensing fees and local charges with the appropriate fields in RouteOne’s
eContracting application. You will only need to do the DMS mapping once, and it will be
applied to all future eContracts you create with RouteOne. Once mapping is complete

and defaults have been established, only users with Admin access can modify the
default settings.

RouteOne will warn the user if a field from the FLEX DMS F&I deal does not match any
of the RouteOne eContracting fields and ask that the user map the field. For fields that

will be identical in every contract, such as fees, you can lock the field to ensure the data
you map to it is consistent in every contract.




11. The Contract Worksheet opens. The fields highlighted in yellow are required by RouteOne.
The integration will auto-populate all the required fields with information from FLEX DMS F&lI
to complete the eContract.

ntract Worksheet (A01-3-0J0833668639) [I——

12. Review the information to verify that the numbers are correct. If the eContract payment does
not match the FLEX DMS F&l-calculated payment, be sure to enter the FLEX DMS F&l
payment on the Contract Worksheet screen and verify.

L T ————

1 DM Cauteind ity Papment: § NS p—

13. Populate the eContract and have the customer sign.
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Appendix M TriVIN

FLEX DMS F&l integrates with TriVIN. Through the integration, you can select the deals you wish to
register, and FLEX DMS F&I will save the information to an XML file. TriVIN can then pick up the file
from the designated directory.

TriVIN Integration Setup Verification

Autosoft's Customer Support Center will set up the integration between your FLEX DMS F&I account
and TriVIN to allow you to share information to TriVIN. You do not need to take any steps to set up
the integration. You can, however, verify that the integration has been established. To verify the
account, follow these steps:

1. Click the Admin link in the top right corner of the screen above the blue navigation bar.

2. Inthe blue navigation bar, click Integrations.

F.VAutosoft e

Dealer Management Syster lﬂtﬂ!lf-“m"’-‘ Tools
DEALERSHIP
Information I Stores I IPs. _‘

Dealership Info
Contact Information

Employees

SALES

3. From the Integrations list in the left navigation bar, click TriVIN.
4. Click the Transactions tab.

5. Ensure that the TriVIN Send Deal box is checked and click Save.

TriVIN Send Deal v

Save




Generating the TriVIN XML Files

1. Click the Admin link in the top right corner of the screen above the blue navigation bar.

2. Inthe blue navigation bar, click the Integrations tab.

, ‘ Autosoﬂ. ABC Motors

Dealer Management Syster Setu lnmgmhons Tools
DEALERSHIP

Dealership Info
Employees Information | Stores I IPs _
SALES Contact Information

3. From the left navigation panel, click TriVIN in the Integrations list.

4. The History tab displays closed deals.

Transactions | TriVIN Send Deal v | Start Purchase Date| 12/01/2015 | End Purchase Date| 01/15/2018
Show Only Unsent [ Filter |

Save ‘ Deal # ‘ Stock # | Customer | Vehicle Information | VIN ‘ Saved

11592 | TES455 |bean, patrick 2015 Chevrolet Gruze 1G1PASSGEFT120057

11689| 123124 |Int 2013 LEXUS RX 350 2T2BK1BAIDC214274

11691| 26045 |Smith, Adem |2013 TOYOTA TACOMA | 3TMLU4ENTDM108134

11710| AAAA | Novotniak, Dale 2011 FORD F150 1FTFWIET1BFCTT760

Page[ ol E View 1-4of 4

Save Selected || Save All Unsaved

5. The system lists the deals from the beginning of the current month to date. You can edit the
date range as needed by typing the desired dates in the Start Purchase Date and End

Purchase Date fields or clicking in the fields to open a calendar from which you can select
the appropriate dates.

6. Click to check the Save box in front of the deals you wish to send.



7. Click Save Selected. You can also click Save All Unsaved if you wish to save all the
displayed deals to the xml file.

Transactions| TiVIN Send Deal v | start Purchase Date| 121012015 | End Purchase Date| 01/15/2016

(") Show Only Unsent | Filter

Save |Deal#| Stock # ‘ Customer | Vehicle Information ‘ VIN | saved
@ |11592| TES4%6 | bean, patrick 2015 Chevrolet Gruze 1G1PASSGEFT120057
M 123128 |mt 2013 LExus Rx 350 ‘z'r:amsmnczmzm:
¥ |11691| zeoss |Smih, Adem |2013 TOYOTA TACOMA 3ITMLU4EN1DIM106134 |
4 [11710] sassn  Novotnisk, Dake 2011 FoRD F150 1FTFWAETIBRCTTTED |
Page[l ol E View 1-4of 4

Save Selected || Save All Unsaved |

8. The file will be downloaded. Depending on your Web browser setting, you will access the file
in one of two ways.

In the first method, a download button will appear at the bottom left corner of your Web
browser window. Click the download button to open the file.

ABC Motors Dashboard | My Account | (Eissa Tow) Legout
I VAutosoft =
Deater M; ement Syster Setup Integrations. Tools
INTEGRATIONS
700 Credit
AZ EZFile History | Transactions | Setup
CredCo -
cupL
oRr Transactions| TriVIN Send Deal v | StnPurcnaseDate| 12012015 | Enct Purchase Date| 01152016
Dealertrack
g o ———
o RS S — - -
System
TivVIN
TX webDEALER

FLEX cooron © 2016 Autosat e For support ca 1-800.473.4530 or £

=) Jan)5 1053 elssataml

In the second method, a dialog box will open after you click one of the save options. Click to
select Open with, and click OK.

Opening Jan18_0409_elissa_toto_trivinaxml ot ]

You have chosen to open:
*| Jan18_0409_elissa_toto_trivin.xml
which is: XML Document (9.0 KB)

from: R O R Lo

What should Firefox do with this file?

© Qpenwith | Adobe Dreamweaver CS6 (default) -
) SaveFile

[] Do this gutomatically for files like this from now on

T ) (o]




10.

11.

12.

13.

In either method, the file will open in the default XML editor for your computer, which will most
likely be your Internet browser.

Click File, and select Save As.

In the Save As dialog, make sure the Save In location displays the designated folder. TriVIN
designates this location. You must ensure you are saving the XML files in this location in
order for TriVIN to pick up the files.

Click Save.

The Saved column on the TriVIN integration screen will identify the file name used for the file,
which consists of the date and user name for the user who generated the XML file.

The list defaults to the first five employees in your dealership based alphabetically on last
name. To expand the list, click the down arrow beneath the list and choose a different
number of employees to display from the drop-down menu. If the employee does not appear
on the first page of the expanded list, use the directional arrows beneath the list to navigate
to the appropriate employee listing.
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