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Chapter 1 - Administration
1.0 Introduction

Loaner Car Nets aWeb based software program used to manage the loaner car fleet of an
automobile dealership. Its prin@ppurpose is to save time in the process of issuing loaner
vehicles to customers that must leave their own car for sebvde@er Car Nemaintains a list of
customers once they have been entered into the system swethadtess of issuing a car and
printing a loaner contract can be accomplished with just a few clicks of the mouse.

Becausd.oaner Car Nets a Web based program, no software needs to be installed or maintained
at the dealershidll data is securely sted in a central location and is backed up on a regular
basis. The system is hosted by a firm specializing in web services and has a better than 99%
record of uptime.

Within a dealership,.oaner Car Netnay be operated by as many ngsas needed. Some
dederships have a single focus person foriiselingof loaner carsk-or a little better customer
convenience, ther dealerships set up egsdrvice Advisor with the system. Either waypaner
Car Netcan accommodathe preferences of the dealer.

Each useof Loaner Car Netmust have a computer that is connected to the Internet by a high
speed, permanent connection. The computer must have browser access to the internet Microsoft
Internet Explorer 5.0 or higher is recommended.) Each computer must aésAdave® Acrobat

Reader installed in order to view and print contracts and reports. (As of this writing, the current
version of Acrobat Reader was J.0

1.1 Administrator

When a dealership initially signs tppuseLoaner Car Netone person must be dgsated as the
administrator for the system. This person will be assigned a user login name and password so that
they can then begin the process of settingagner Car Neto suit their needs. A dealership is

not limited to one administrator. Any additadrpersons that the administrator sets up with user

logins can be designated as administrators too.

The assigned administrator is responsible for setting up the following items in Loaner Car Net for
the dealership:

1 SetDealer PreferencdsThis means sihg onetime, constant information like time zone,
daily rental rates, price per migd some screen preferences.

1 EnterAdditional Userg This means assigning login names and passwords for additional
people that will use the system.

1 Enter Employee Nansd A list of employees that will appear in the reports and contracts
must be entered. This list consists of either Service Advisors or Loaner Agents.

1 Enter List of Loaner CaiisInitially, all cars that the dealership has available for loan must be
enteed into the system. Make, model, VIN and license plate information is all that is
required. Each car must have a unique identification number orrettelner sequence.
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1 Enter Customer Listdptiona) i You may want to enter an initial list of customer®itite
system. For example, if you know who may be scheduled for servicernexhaeek, they
may be addedrhis is not a necessary step as customers can be entered in as loaner cars are
issued. Once entered, the customer list will stay in place umtitiohally deleted. Note: If
you wish to have a list of customers fwaded from a download filgom your business
system, contadtoaner Car Neby phone or email and arrangehave thigone.

The menu that appears for admtrators only is shown belo

Administration

Maintain Cars

Maintain Users

Maintain Employees

Dealer Preferences

1.2 Dealer Preferences

The Dealer Preferences must be set up before the process of issuing loaner cars can begin. Dealer
Preferences may change occasionally, but this is typically-siraegorocess. The screen for
maintaining Dealer Preferences lookshown below.

Mileage Rate:

Daily Fuel Charge: [[15.00
Daily Rental Rate:  [¢5.00 Per Gallon Rate:
Late Return Fee: |[75.00
Default State: [CA

Time Zone: |Central Daylight E]I

Require Insurance: [V| Use All Caps: [V

Show Last Fuel Level: [V Require RO# [
Always Print Return Form: ||
Always Create an Invoice: [/]

NO SMOKING IN THE VEHICLE. IF SMOKING IS DETECTED =
UPON RETURN OF THE LOANER CAR, A CLEANING FEE
Default Contract Note: OF $135.00' WILL BE ASSESSED.

Loaner Car Service Parameters

Miles to Oil Change: 13000
Days to Oil Change: |180

I Save H Cancel
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The first 5 items represent monetary amounts that may or may not be used by your dealership. If
your contract is set up to utilize, for example, a Daily Rental Fee, then that fee should be entered
in this preferences screen so that jpegrs on the contract. If, on the other hand, you charge a
mileage rate for the use of a loaner car, then that amount should be entered. Leave a zero in any
of these 5 fields if you do not utilize that feature. Then, the amount will not print on thaatontr

Default StateThe Default State entry is simply a convenience when entering a new customer.
Typically, most customers of a dealership come from a single state, and entering that state
abbreviation in the preferences screen will automatically putlite customer screen.

Time Zone Your local time zone must be entered and maintained by you so that the times
assigned to loaner contracts are correct. You may need to go into this screen and change this entry
when the country switches back and fortnfrDaylight Savings Time.

Require Insurancdf you require that your customers provide the name, policy number and
expiration date of their automobile insurance in order to obtain a loaner car, and then make sure
that this checkbox is checked. Otherwisaner transactions can proceed without this

information.

Use All Caps Some dealerships prefer to use all capital letters when entering customer
information. As a convenience to users, you can check this chealtbclxwill force the entry

fields to beome capitalized without regard to the setting of the Caps Lock key on the individual
computers.

Show Last Fuel Levelf you do not fill the fuel tank on vehicles between loans, and you wish to
see what the fuel level was at last return, check this baxhenlevel will show on the loaner
screen after a car is selected.

Require RO #lf you want to require loaner agents to put the Repair Order number into the loaner
screen so it appears on reports, you can check the Require RO # box and a loan eaplaaitak
unless the RO # is filled in.

Always Print Return FormiWhen a vehicle is returned, one of two different documents may be
printed for record purposes. The first iRaturned Vehicle Repanthich simply prints a record

of the loan. It may have amment that shows the condition of the vehicle upon reRrnting

of theReturned Vehicle Repddoptional. Some dealerships want to print such a document after
every return for record purposes. If this is the case, you can check this box andrthes petd

will print after each return.

Always Create an Invoicdhe second type of document that may be printed upon return of a
vehicle is @ro Forma Invoice As with theReturned Vehicle Repogrinting is optional. Some
dealerships charge a dailyef or a fuel charge for each loaner/rental. If this is the case, you can
check this box and an invoice can be created after each return. Note: Creation of an invoice is not
totally automatic. It requires that the returning agent select the type of chdrgemtered and,
possibly, the amount of fuel to charge.

Default Contract NoteThere is a blank area on masgntracts that allows for localized notes to

be entered. For example, you may wish to tell loaner customers that they may not smoke inside
the \ehicle. This default note can be set up in the preferences screen. The note has a lot of space
in the preferences screen, but you need to be mindful of the actual space available on the contract
itself and tailor your note to fit.
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Service ParametersThae are two parameters which will causearler car to be identified as
needng an oil change. Yomustenter both a mileage amount and a days amount as specified by
your Service Manager. When either of these values is exceeded by any loaner cap flesill

on the appropriate screen.

1.3 Add/Edit Users

When you select Maintain Users from the Administration menu, you will first see a screen that
allows you to either select a user for editing, or press the Add User button to insert a new user.
There is als a Delete function to remove users that are no longer employed in a capacity where
they need access tmaner Car Net

Add User
Login ID Name Access
Select ACME1 LOANER AGENT Loaner Agent Delete
Select ACME2 ADMIN USER Administrator Delete

Whether you edit an existing user or add a new one, the following screen will appear:

Login ID: *
First Name: *

Last Name *

Password: [ Password Suggestion

User Access: = | Loaner Agent

- - ltems marked with * are required entires - -

[ Save ] [Cancel]

Login ID: This field is only available wheadding a new user. When editing, it appears in a gray
background and cannot be modified. I f you need t
them and add in the new one. When adding, the login ID must be at least 5 alphanumeric

characters long. tannot have punctuation or special characters except for the underscore

character. The login ID must also be unique throughout the entire country. If you enter a login ID

that has already been used by somédoeeen at a different dealershighe system vil notify

you and ask you to enter a different one.

First Name & Last NameThese fields are fairly straight forward. The only suggestion here is to
follow your dealership guideline for upper case or mixed case. Later on when you enter
employees, you wilwant to make the name of an employee entry exactly the same aseth
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name. In doing that, theer sonds name wi | | appear by default i
Loaner screens.

PasswordThe password must also be at least 5 alphanumeric charactgisand it MUST

have at least one numeric character as well as alphabetic characters. The password, like the Login
ID, will automatically translate to all upper case. This avoids the issue of users trying to log in

with the Caps Lock key in the oppos#tetting. If you want help defining a password, just press

the Password Suggestion button and one will be made up for you.

You can change someoned6s password in this screer

User AccessThere are two types of user access available to users. Atiaiais (which you
are) and Loaner AgentThe dfference between the two is that only Administrators will see the
Administration menu which is show above on pagedaner agents get all of the other features.

1.4 Add/Edit Employees

Just as with the &s maintenance, when you select Maintain Employees, you first get a screen
that allows you to select and edit existing employees. You can also press the Add Employee
button to add a new employdean employee leaves or changes jobs and is no longereddw
Loaner Car Nethen you can delete them using the Delete function.

Partial or Full Last Name: Y
ABCDEFGHIJKLMNOPQRSTUVWXYZ Other All Add Employee
Employee ID Name Department Active
Select Elanore Maney Service Yes Delete
Select Jerry Wickstrom Service Yes Delete

You will notice that the selection screen shown has the additional featalievaihg yourto
select the list alphabetically by last namer you can enter a name in the sedield and locate
an employee.

Whether you edit an existing employee or add a new one, the following screen will appear:
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Employee ID:
First Name: *
Last Name
Department:
Employee Function: * | LoanerAgent v
Phone:
Email:
Active:
- - Items marked with * are required entires - -
| save | [ cancel |
Employee ID This is not a mandatory fi el

dealership, and wish to use them, thagy be entered here.

d, but i f

First Name & Last NameThese fields are fairly straight forward. As mentioned in the

maintenance of Users above, if an employee is also a user of the system, you want to make sure
that their name is entered exactly the same in datlep.

Department

You may enter the employeeds

and categorizing. It is not required.

department

Employee FunctionEmployees are entered into the system so that their names will appear in

relation to a loaner corsct. Employees have three different function categories; Loaner Agent,
Service Advisor and Advisor/Agent. The third is a combination of both of the above. If, for
example, your Advisoractually issue the loaner cars, then they need to be identified as
Advisor/Agent so their name appears in both cases on the loaner screen.

Phone & Email These two fields are optional and are only for your reference. If you wish to use
them, it is your choice.

Active: When an employee iohchecked as being actitbgirname will not appear in the

dropdown list of the loaner car screen. You may wish to deactivate an employee, for example, if
they are on vacation or on an extended leave of absence. Then, when they return, you can simply
re-check the box and they will ageappear in the forms.

1.5 Add/Edit Cars

As with other maintenance forms, when you select Maintain Cars, you first get a screen that
allows you to select and edit existing cAkthen a car is removed from service as a loaner, you

first need to mark its stadtas Out Of Service. Then it can be deleted. To delete a car, you simply
press the Delete link on the rightmost column. When a car is deleted, all of its service records are
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deleted as well. If you want a record of its service, you must print the seistiogy fior the car
before deleting.

To add a new car to the fleegypress the Add Car button.

Add Car
Car 1D uense | pae Model Year Status
Plate
Select Lo01 TVW-887 Toyota Comey 2004 On Loan Delete
Select Loo2 VIPL-295 Toyota Cortry 2004 Avaiable Qeicte
Select  LOO3 SML-B37  Lexus RX300 2003 On Loan Deiete
Select Lood LWR-374 Tayola Avalon 2005 Avaisble Delete
Select LoOS SPG-732 Toyola Sclera 2004 Avaiable el
Select LO0& HAG-S88  Toyota Solora 2005 Avainble (oicte

Whether you edit an existing car or add a new one, the following screen will appear:

Dealer Car ID: * [0010 Stock No. |

VIN: © |980873LK8872C8K90 Retiring: ™

License Plate: © |089-‘v’Pl-.1

Make: “ |ACURA Model: * |RL

Model Year: * |2004 Color: |GR£‘-.Y
Current Status: ™ |ﬂ.vailable E‘ Current Mileage:|18205

Date In Service: 06/19/2005

Date Out of Service:

- ltems marked with * are required entires - -

| Save I Cancel

Car ID. A dealership ID must be assigned to each car. This camopeat of your choosing with

either |l etters or numbers or both. A simple seql
used.
Stock No:You can optionally enter and maintain the ¢

appear on the inventory repamd on the Loaner History report sorted by Car ID.

VIN: The VIN of the car is required for quick access to it in the event a car is in a collision or is
stolen.

Retiring When this check box is checked, then the next time this vehicle is returneldémmm
its status wil!/ switch to fAOut of Serviceodo rathe
car that is due to be rotated out of the loaner fleet from beilugned.
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License PlateThe license plate number is printed on the loaner cordeaitiat the customer can
find the car in a parking lot.

Make,Model, Color & Model Year These are obvious entries.

Current Status A newly entered car will have a status of Available unless you change it. If a car
gets misidentified, you carenterthis screen via the edit and change its status.

Current MileageWhen a new car is entered, it is importanemterthe current mileage so that it
appears on the first contract and so that the calculation of oil change intervals is tcoemaet
Car Netcontinues to update the current mileage value as cars are loaned out and returned.

Date In Servicee When entering a new car, this field wil/
changed if the appropriate date is different.

Date Outof-Service Thisfid d cannot be filled iissemmQuuoal |'y. Whe
Service this date is filled in automatically.

1.6 Add/Edit Customers

Adding customers can be done in two ways. You canhes€tistomer Maintain featuod the
main mem which will bedescribed hereor , you can amdl gdsaosmepos OO UE
loaner vehicles.

Similar to the employee maintain screen, you can select a customer to edit by using the alphabet
selector or you can enter a full or partial last name. The list cérucustomers will be refreshed
with a listing that matches your selection.

Partial of Full Last Name: )
ABCDEFCSHIJKLMNOPORSTUVWXY Z Other [ Add Customer |
Last Name Fust Name City Zipcode Phone Active

Select GAQISH DERICK WATERTOWN 75254 Yes Doiote
Select QLAY GECORGE WATERTOVW 74553 Yes Palte
Select  GLENILER DAVID WATERTOVWN 75258 Yes Dekte
Select  QLESADA ANTHONY GLBERT 75298 Yeg Delete
Sclect GLAIADA VALERIE GLENDALE 75308 Yes Jointe
Select  GUINLAN MERRIAH WATERTOWN 75254 460-699-4852 Yes e
Select QUINN JOHN SUN CITY 75373 Yes Dekte
Select  QUINN MARGOT WATERTOW 75258 Veas Dekde
Select  QUINN CATHY RANGEVLLE 75248 Yes Deiste
Select G BONNE WEST ORCHARD 75282 460-784-4089 Yes Dete
Select  (GUINT DERON WATERTOVW 75258 Yes Dekte
Select  GUINTANA BARBARA BOLTON 75020 Yes Dekte

Whether you select a customer to edit or press the Add Customer button to add a new entry, the
following screen will appear:
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Customer 1D:
Fir st Name: Last Name
Addiess Line 1 Active: [¥]
Address Line 2: No Loaners: [
City: Stte: © (MO 7

Home Phone: Day Phone:

DL Numnber Expir ation Date:
Insurance Co.

Policy Number: Expiration Date:
Alternate Driver:

Alternate DL Number Exgrit tion Dvte:

lems markad with * are required entires

| save | | Cancel

Customer ID If your dealership assignscustem number s or customer | D&6s
may add it for your convenience in this field. It is not a required field and many dealerships do
not use it.

Name & Address As you can see from the red asterisks, only first name, last name, city, state
andzip code are required entries. This is the minimum information that is needed to complete a
loaner contract. Some people do not want to give out their phone numbers or their street
addresses. If you wish to require these items on your own, simply make ibwn working rule,

but the software program does not require it.

Drivers License There is space to enter a customer b6s dr
expiration date. These items are not required in this screen because you magriterprg

customers to the system and will not know this information. Both the license number and the

expiration datarerequired when issuing a loaner vehicle and, after entry, will be stored in this

database.

Insurance Company and Policy Numb¥our dealershignay or may not require insurance

informationi either here on this form or on the loaner contract. (See Dealer Preferences in

section 1.2 above.) As with the driverds | icense
filling out this form. If require for theloaner contract, though, it will be entered at the time of a

loaner transaction and will be stored in this database.

Alternate Driver Informationlf the actual customer is not the person who brings their vehicle in

for service, there may be aed for saving the information about an alternate driver. The

alternate driverdds name, |l icense number and expi
primary license information, this data will most likely be entered at the time of a loner timmsact

and will be stord in this database.

Active and No Loaners CheckBoxes | f , f or any reason, you dondt w
appear in the list during the loaner process, you can mark them as not activehegking the

Active checkbox on theustomer screen. Sometimes because of an incident with a loaner car on a

previous visit, a customer needs to be indicated as not being allowed a loaner. To do this, check
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the box marked No Loaners. This customer will still show up in the listings ooaherlscreen,
but they will be identified as not being allowed a loaner.

Deleting a CustomeA customer can be deleted from the database if they are known to no longer
use the services of the dealershigither because they have moved to a differdptazi have

changed automobile makes. This is done in the grid screen for Maintain Customer. The rightmost
column in the grid has Delete links. It is a good practice to keep your database as lean as possible
to providethe most responsive operation.

Exportto Excel:The button in the lower right side of the Maintain Customer screen provides a
method for you to download a full list of your customers in an Excel® format. Press the button,
and in a few seconds, a dialog box will appear in which you canaedystem where to place the
downloaded Excel file on your computer. This format is useful for reviewing your customer list
for possible duplicate entries and can also be used as-maraji file with a word processing
program to create mailing labels orr letters.
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Chapter 271 Process Cars

2.1 Issue Loaner Cars

The principal screen that will remain visible for most uselsoainer Car Nets the loaner screen
as shown here:

Customer D.L. No.: Expir ation Date:
Inswrance Co.: Policy Number: Expire:
Alternate Diives: [_JLoan to Atternate Drtver
Atternate D.L. No.: Expiration Date:
Date:
Loaner Agent:
Service Advisor:
Repatr Order =
Special Conditions:
Daily Rate:
Mileage:
[ Cancel | | Return Loaner Cars |

Note the Return Loaner Cars button in the lower right. This is a lirletegcond most common
screen used in the systénthe Return Car screen. This is here just as a convenience so you do
not have to go back to the main menu before processing a return.

The first thing that must be done in the proaadssuing a loaner cas to select or enter the
customer. By pressing the blue image of two people in the uppéialedt corner, the customer
selection screen is presented:

Partial or Full Last Name: 2 Add
ABCDEEGHIJKLMNOPQRSTUYWXYZOther Reservations
Last Name First Name City Zipcode Phone No Loans  #
Select  AARON DEBORAH GARNER 70276 273-955-1454
Select  ABBASIAN SAID HAMPTON 70276 273-837-7090
Select  ABERG ROBERT SEDONA 70276 273-284-1452
Select  ABEYTA JOYCE EARTHLY 70276 273-986-388
Select  ABHYANKER VASANT GARNER 70276 273-267-7300
Select  ABHYANKER YIMAL GARNER 70276 273-267-7300
Select  ABMNEY DANYID RODEO 70276
Select  ABNEY SHERRY RODEO 70276 273-860-43
Select  ABOU-HAIDAR ADIB EARTHLY 70276 273-839-6196
Select  ABRE&HAM BADAR GARNER 70276 273-944-1258
Select  ABRAHAM BENNETTA, GARNER 70276 273-840-5737
Select  ABRAHAM DALE EARTHLY 70276 273-947-5328
Select  ABRAHAM WILLARD EARTHLY 70276 273-947-5328
Select  ABRAHAMS FLORENCE HAMPTON 70276 273-838-96
Select  ABRAMO QUENTIN RODEO 70276 273-991-7645
Select  ABRAMS HELENE RODEO 70276 273-991-6512 b

Total number of Customers: 214
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Just as with the maintain screens, you have several options on how to find the customer that is in
oaner .

need o

f a |

T User Manual

You

can

press

t he

fi

rst

listing to only customers with that letter. You can further click on any of the column headers
(underlined in blue) to sort the list by that column. For exampyou have a lot gpeople

named Smithn your database, you could further sort them by city or zip code to help limit the
number yal have to look through. Possitdyquicker way to get to the exact customer you want

to find is to enter all or part afeir last name in the search box. Then, the list will be limited to
just customers who have those letters in their last n&tileanother search feature is the
Reservations buttoinlocated right next to the alphabet search. When you click on the

Resevations button, the list will show you only those customers that have set up a reservation for
a loaner car for today. Reservations are set up using the Future Reservation form under the

process menuf you have found the customer who needs the loanepoess the blue Select link
immediately to the left of the last name. You will be returned to the loaner screen with the
customefilled in.

If, after searching, you do not find the customer who needs the loaner car, you will have to enter
them into thesystem manually. Please note, this will only have to be done this one time as the

system will maintain that customer from this point on, and the next time they nesteg, kbeir
namewill be available To enter a customer on their first loaner trarisacpress the Add button
on the search screen. A customer entry screen will appear that is an abbreviated version of the one

shown in the Maintain Customer section (1.6). Between the abbreviated customer entry screen
and the loaner screen shown abovenedlessary information can be entered and saved. Here is

the abbreviated customer entry screen:

As with the Customer Maintain screen, First Name, Last Name, City, State and Zip Code are
required in order to save this new customer entry. Once you htere@ the required

Customer I
First Name: Last Name
Address Line 1:
Address Line 2
City: * State: © X Zip:
ltems marked with * are required enfires - -
save || Cancel |

information and pressed the save button, you will be returned to the loaner screen with the
customer identified.
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The loaner screen after a customer has been selected or added looks like this:

JOHN SMITH ) ;
86319 N SKYLINE DRIVE Day Phone: Home Phone:

HAMPTON, TX 70276

Customer DL, No: 48833085 Expiration Date: 05/13/2009
Insurance Coz ALLSTATE Policy Number: 2933732 Expire: 10/22:2006
Alternate Driver: [ILoante Atternate Ditver
Alternate D.L. No: Expiration Date:
Date:
- Loaner Agent: -- Select Agent - v
Sepvice Advisor: - Select Advisor - v
Loanervehicles may not be drven info :
Mexco Repair Order =
Special Conditions:
Daily Rate: 27 85
Mileage:

(__Cancel _J | Retum Loaner Cars |
Notice that once the customaformation is filled in,the red car selection button appeais.
select an available car for this customer, press this car select button. The following screen appears
with a list of available loaner cars:

| Retum
Ca 1D License Make Model Year
Plate Make Model Year
Select Lo02 WHL-295  Toyota Camry 2004
Select LO04 LWR-374  Toyola Avaion 2005
el LooS SPG.732 Toyola Solsra 2004
Select LOOS HWG583  Toyola Solsra 2005

You may select one of the available cars and it wildserved for you for the next 15 minutes.
This will prevent some other person using ltlkaner Car Neprogram from selecting the same
car. If, however, you do not finish this tsaction within 15 minuteshe car willbecycled back

into the list of avable cars As with the customer selection, you select a car by pressing on the
Select link immediately to the left of the Car ID column. When you do so, the loaner screen
appears again with the car information included:
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A

JOHN SMITH :
86319 N SKYLINE DRIVE Day Phone: Home Phone:
HAMPTON, TX 70276

Customer D.L. No: 49833085 Expiration Date: 0571 22009
Insurance Co: ALLSTATE Policy Number: 2933732 Expire: | 10/22/2008
Alternate Driver: [“ILoan to Aternate Driver

Alternate D.L. No: Expir ation Date:
|Car # LOOG Date: 105252005 1517
|Plate # HWG-588 -
{2005 Toyota Solara Loanes Agent: — Select Agent - v
I':O'O'z Yellow Service Advisor: - Select Advisor - v

Loanervehicles maynot be dnven into

Mexico Repair Order =:
Special Conditions:
Daily Rate: 27 95
Mileage: 1493
[ Process Loaner 7] [ Cancel | [_RemrnLoanerlZ:aré-ﬁ

Notice that the Process Loarimrtton is now enabled so the transaction is almost complete. You

are required to select a Loaner Agent and a Service Advisor using the dropdown lists on-the right

hand side of the car area. The mileage of the car that was recorded tineelitsvas ratrned

appears in the mileage box. | f, f o Alsostlteme r eason,
fuel level at last return will show after the mileage if you have set it up the dealer preferences.

You can also change the date and time if that wbaldppropriate. The current date and time is
automatically filled in. For convenience and crobgcking, you should fill in the repair order
number. This is not required, but may save some time with paperwork later on.

The special conditions boxis®ld i n wi th the deal ershipbds default
to it. You must keep in mind the available space on your contract form when putting information

in this box. Each dealership has a somewhat different contract format and the amount of space

available for these comments varies.

When you press the Process Loaner button, the final screen in the loaner transaction appears:

The Loaner Contract must print on a blank contract page that has the terms and conditions on the
reverse side. Make sure the proper paper is in the printer and then press the “‘Create Contract’ button.
Contract # 1203

| Create Contract |

This is a very simple screen that displays the contract number to you so you can fill it in on any
additional paperwd that may be required by your dealershifhen you press the Create

Contract button, the contract will appear in a separate window as an Adobe PDF page. You can
view it and ultimately press the print button. After the print dialog appears, you mustiselec
number of copies that you want printed.

Whenpri nting is compl et e ;hand somer dfthe cordtrxcéscreentot he wuppe
close it. You will now be returned to the blank loaner car screen to begin another transaction if
necessary.
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2.2 Return of Loaner Cars

When a loaner car is returned to the lot, the only information you need to check it in is the current
mileage of the vehicle. Of course, you will need to be able to identify the vehicle either by its car
ID or by the name of the cumner that had it out.

The loaner car return function can be called up either from the main menu or from the loaner
screen. In either case, you will first get a grid showing all outstanding loaned cars:

| Return |
Out Date Comtract # Last Name Fit 51 Name Ca D
Saledt 10142005 1201 PACE MCHAEL LOD1
Salect 1072502005 1203 SMTH JOHN LO0S

As with other grid screens, you can sort on aviyrmn by clicking on the blue heading of the
column. When you have located the car to be returned, click on the Select link immediately to the
left of the Out Date column. The following return screen will appear:

Contract#  [556 Car #0015
Date: 08/26/09 6:08
Customer:  [PATRICIA ADAMS * Return Fuel
Out Miles: 17225 Return Miles: ™ [17632 @ Full
Miles Used: 408 ) 314
Checked In By: * [JORGE GONZALES [+] SR
Return Exceptions: 14
3 — ' Empty
| Print Returned Vehicle Form | Print Invoice

- - Items marked with * are required entires - -

Process Return ] I Cancel

When this screen appears, the cursdirtvei positioned in the Return Miles box so you can
immediately enter the return mileage of the car. If your name did not pop up in the list labeled
Checked In By, you will need to select an agent. This is required for future repdurdisidy,

there is aepresentation of a fuel gage on the right. You are required to click on the button that
represents the fuel level of the vehicle when retuditen all of the required information is
entered in this screen, the miles used box will be filled in witmtimeber of miles driven during
this loan event.

The date and time that you actually process this screen are filled in automaficitysome
reason, the date éime should be different than the current time, you can change them.

The box marked Retn Exceptions is a place where you can indicate and damage or
inconsistencies that are noted when the car is returned.
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There are two check boxes that appear below the exception box. If you check the one named
Print Return Vehicle Forpa printable docunme will be created that shows the details of the time
the vehicle was out and the condition of the vehicle upon return. If you check the box named
Print Invoice then you will be directed to the invoice maintain screen upon completion of the
return. This\ill allow you to create a Pro Forma Invoice for this loan event. See section 2.5 of
this document for details related to creating the invoice. Note: In the dealer preferences screen,
you can elect to have one or the other of these check boxes checkédaluity de

When the form is complete, simply press the Process Return button and the car will be checked in
and immediately be made available for loan again. The mileage you have entered in the Return
Miles entry box will be entered as the current mileageHat car and will be the starting mileage

for the next loan.

2.3 Future Reservations

Loaner Car Net allows you to set up future reservations for customers whohake making
appointments for their cars to be serviced. When you select the Futery&ies item from the
Process menu, you will see a customer grid similar to the one that appears in the Issue Loaner
Cars screen. When you find the customer whomwish to create a reservatifom, and select

that customer, the following reservationessm will appear:

ROBERT SMITH

Customer 2295 MERIDIAN WAY. )
Information: | WATERTOWN, MO 75259 Type:

To reserve for the selected customer, select a future date from the list below. ..
C Tomorrow { Wednesday ¢ Thursday  Friday { Saturday ¢ Sunday ¢ Monday

- OR - manually enter a reservation date in the date box below . . .

—

Set Reservation Cancel

You have the opportunitpyc at egori ze the reservation using
of 10 characters and is a fremm field. This can be used in the case of a riurkind dealer

where you have loaner cars of more thae odel. When you make a reservation, you can

indicate which model the customer has so that when you review the reservations, you will be able
to tell how many of which type are needed on a given day.

For convenience, the next 7 ddystarting with tomarow i are set up as pushbuttons. If the
reservation is planned for one of those days, simply press that button and then press the Set
Reservation button at the bottom of the scréfiehe reservation needs to be g for a date
further out tharthe butbns allow, you can manually enter a date in the date box. If you enter
both, the date entered manually will be used by default.
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2.4 Follow-Up Notes

During the time a car is out on loan, sobieof information related to the customer, the

C U st o mece 6r the leaaer calii itself may become important. For example: The loaned car
may be out longer than originally expected due to a delay in getting repair parts for the
cust omer 0 aSewieerAdvisaVbr @ Bervice Manager looks at a duration reet,

will undoubtedly have a question about a long term loaner. The FblfpiNote feature of

Loaner Car Nets used to make this information available on certain reports.

When you select the menu item for Folkbp Notes, a grid screen just like the doeReturn of
Loaners appears:

| Return |

Ot Date Comtract # Last Nome Fit st Name Ca lD
Sslect 1042005 1201 PACE MCHAEL LoDt
Salect 107252005 1203 SMTH JOHN LO0S

Identify the outstanding loaner for which you want to make a FellpNote and press the
Select link in the leftmost column. The following screen will appear:

This simple screen allows you to make a new entry retatéte loaner contract shown. If a note
already exists for this loaner, it will appear and can be neaddr added to. When you have

made a note or an addition, simply press the Save button and the note will be entered into the
database so that it will ls=en in the loaner reports. You will be returned to the selection screen
so that you can make additional Follip Notes if needed.

2.5 Create or Modify Invoice

In many cases, it is desirable to create an invoice for a loaned vehicle. Maybe théigealers
always charges a daily fee for loaners, or maybe the customer must be charged for fuel used to
refill the tank. When you select the menu item named Create / Modify Invoice, you can create a
new invoice for a previous loan event or you can modify acicevthat has already been created

August 2009 17



