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Chapter 1 - Administration 

1.0 Introduction 

 

Loaner Car Net is a Web based software program used to manage the loaner car fleet of an 

automobile dealership. Its principal purpose is to save time in the process of issuing loaner 

vehicles to customers that must leave their own car for service. Loaner Car Net maintains a list of 

customers once they have been entered into the system so that the process of issuing a car and 

printing a loaner contract can be accomplished with just a few clicks of the mouse. 

 

Because Loaner Car Net is a Web based program, no software needs to be installed or maintained 

at the dealership. All data is securely stored 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, Loaner Car Net may be operated by as many users as needed. Some 

dealerships have a single focus person for the issuing of loaner cars. For a little better customer 

convenience, other dealerships set up each Service Advisor with the system. Either way, Loaner 

Car Net can accommodate the preferences of the dealer. 

 

Each user of Loaner Car Net must 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 also have Adobe
®
 Acrobat 

Reader installed in order to view and print contracts and reports. (As of this writing, the current 

version of Acrobat Reader was 7.0.) 

 

1.1 Administrator 

 

When a dealership initially signs up to use Loaner Car Net, one person must be designated 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 setting up Loaner Car Net to suit their needs. A dealership is 

not limited to one administrator. Any additional persons 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: 

¶ Set Dealer Preferences ï This means setting one-time, constant information like time zone, 

daily rental rates, price per mile and some screen preferences. 

¶ Enter Additional Users ï This means assigning login names and passwords for additional 

people that will use the system.  

¶ Enter Employee Names ï 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.  

¶ Enter List of Loaner Cars ï Initially, all cars that the dealership has available for loan must be 

entered into the system. Make, model, VIN and license plate information is all that is 

required. Each car must have a unique identification number or letter-number sequence. 
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¶ Enter Customer List (Optional) ï You may want to enter an initial list of customers into the 

system. For example, if you know who may be scheduled for service in the next week, they 

may be added. This 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 until intentionally deleted. Note: If 

you wish to have a list of customers pre-loaded from a download file from your business 

system, contact Loaner Car Net by phone or email and arrange to have this done. 

The menu that appears for administrators only is shown below: 

 

 

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 a one-time process. The screen for 

maintaining Dealer Preferences looks is shown below. 
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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 it appears 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 the contract. 

 

Default State: The 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 put it in the 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 forth from Daylight Savings Time. 

 

Require Insurance: If 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. Otherwise, loaner 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 checkbox which will force the entry 

fields to become capitalized without regard to the setting of the Caps Lock key on the individual 

computers. 

 

Show Last Fuel Level: If 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 box and the level will show on the loaner 

screen after a car is selected. 

 

Require RO #: If 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 cannot take place 

unless the RO # is filled in. 

 

Always Print Return Form: When a vehicle is returned, one of two different documents may be 

printed for record purposes. The first is a Returned Vehicle Report which simply prints a record 

of the loan. It may have a comment that shows the condition of the vehicle upon return. Printing 

of the Returned Vehicle Report is optional. Some dealerships want to print such a document after 

every return for record purposes. If this is the case, you can check this box and the return report 

will print after each return. 

 

Always Create an Invoice: The second type of document that may be printed upon return of a 

vehicle is a Pro Forma Invoice. As with the Returned Vehicle Report, printing is optional. Some 

dealerships charge a daily fee 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 charge to be entered and, 

possibly, the amount of fuel to charge. 

 

Default Contract Note: There is a blank area on many contracts that allows for localized notes to 

be entered. For example, you may wish to tell loaner customers that they may not smoke inside 

the vehicle. 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 Parameters:  There are two parameters which will cause a loaner car to be identified as 

needing an oil change. You must enter both a mileage amount and a days amount as specified by 

your Service Manager.  When either of these values is exceeded by any loaner car, it will appear 

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 also a Delete function to remove users that are no longer employed in a capacity where 

they need access to Loaner Car Net. 

 

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

 

 
 

Login ID: This field is only available when adding a new user. When editing, it appears in a gray 

background and cannot be modified. If you need to change somebodyôs login ID, you must delete 

them and add in the new one. When adding, the login ID must be at least 5 alphanumeric 

characters long. It cannot 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 someone ï even at a different dealership ï the system will notify 

you and ask you to enter a different one. 

 

First Name & Last Name: These 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 will want to make the name of an employee entry exactly the same as the user 
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name. In doing that, the personôs name will appear by default in the Issue Loaner and Return 

Loaner screens. 

 

Password: The password must also be at least 5 alphanumeric characters long ï and 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 opposite setting. If you want help defining a password, just press 

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

 

You can change someoneôs password in this screen as well. 

 

User Access: There are two types of user access available to users. Administrators (which you 

are) and Loaner Agents. The difference between the two is that only Administrators will see the 

Administration menu which is show above on page 2. Loaner agents get all of the other features. 

 

1.4 Add/Edit Employees 

 

Just as with the user 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 employee. If an employee leaves or changes jobs and is no longer required by 

Loaner Car Net then you can delete them using the Delete function. 

 

 
You will notice that the selection screen shown has the additional feature of allowing your to 

select the list alphabetically by last name ï or you can enter a name in the search field 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:  This is not a mandatory field, but if you have employee IDôs assigned by your 

dealership, and wish to use them, they may be entered here. 

 

First Name & Last Name: These 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 both places. 

 

Department: You may enter the employeeôs department if you wish. This is only for reference 

and categorizing. It is not required. 

 

Employee Function: Employees are entered into the system so that their names will appear in 

relation to a loaner contract. 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 Advisors actually 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 is not checked as being active, their name 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 again appear 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 cars. When a car is removed from service as a loaner, you 

first need to mark its status as 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 service history for the car 

before deleting.  

 

To add a new car to the fleet, you press the Add Car button. 

 

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

 
Car ID: A dealership ID must be assigned to each car. This can be a format of your choosing with 

either letters or numbers or both. A simple sequence like 0001, 0002, 0003 é is most commonly 

used. 

 

Stock No:  You can optionally enter and maintain the carôs stock number. The stock number will 

appear on the inventory report and 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 returned from loan, 

its status will switch to ñOut of Serviceò rather than to ñAvailableò. This feature is to prevent a 

car that is due to be rotated out of the loaner fleet from being re-loaned. 
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License Plate: The license plate number is printed on the loaner contract so that 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 mis-identified, you can enter this screen via the edit and change its status. 

 

Current Mileage: When a new car is entered, it is important to enter the current mileage so that it 

appears on the first contract and so that the calculation of oil change intervals is correct. Loaner 

Car Net continues to update the current mileage value as cars are loaned out and returned. 

 

Date In Service: When entering a new car, this field will show todayôs date. This date can be 

changed if the appropriate date is different. 

 

Date Out-of-Service:  This field cannot be filled in manually. When a carôs status is set to Out Of 

Service, this date is filled in automatically. 

 

1.6 Add/Edit Customers 

 

Adding customers can be done in two ways. You can use the Customer Maintain feature of the 

main menu which will be described here - or, you can add customers óon-the-flyô as you issue 

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 of current customers will be refreshed 

with a listing that matches your selection. 

 

 
 

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 ID:  If your dealership assigns customer numbers or customer IDôs to customers, you 

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 

and zip 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 it your own working rule, 

but the software program does not require it. 

 

Drivers License: There is space to enter a customerôs driverôs license number as well as its 

expiration date. These items are not required in this screen because you may be pre-entering 

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

expiration date are required when issuing a loaner vehicle and, after entry, will be stored in this 

database. 

 

Insurance Company and Policy Number: Your dealership may or may not require insurance 

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

section 1.2 above.) As with the driverôs license, you will not likely have that information when 

filling out this form. If required for the loaner contract, though, it will be entered at the time of a 

loaner transaction and will be stored in this database. 

 

Alternate Driver Information: If the actual customer is not the person who brings their vehicle in 

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

alternate driverôs name, license number and expiration date are provided for here. As with the 

primary license information, this data will most likely be entered at the time of a loner transaction 

and will be stored in this database. 

 

Active and No Loaners Check Boxes: If, for any reason, you donôt want a particular customer to 

appear in the list during the loaner process, you can mark them as not active by un-checking the 

Active checkbox on the customer 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 on the loaner screen, 

but they will be identified as not being allowed a loaner. 

 

 

Deleting a Customer: A customer can be deleted from the database if they are known to no longer 

use the services of the dealership ï either because they have moved to a different city or 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 provide the most responsive operation. 

 

Export to 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 can tell the system 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 a mail-merge file with a word processing 

program to create mailing labels or form letters.
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Chapter 2 ï Process Cars 
 

2.1 Issue Loaner Cars 

 

The principal screen that will remain visible for most users of Loaner Car Net is the loaner screen 

as shown here:  

 

 
 

Note the Return Loaner Cars button in the lower right. This is a link to the second most common 

screen used in the system ï the 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 process of issuing a loaner car is to select or enter the 

customer. By pressing the blue image of two people in the upper left-hand corner, the customer 

selection screen is presented: 
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Just as with the maintain screens, you have several options on how to find the customer that is in 

need of a loaner. You can press the first letter of the customerôs last name which will limit the 

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 example, if you have a lot of people 

named Smith in your database, you could further sort them by city or zip code to help limit the 

number you have to look through. Possibly a quicker way to get to the exact customer you want 

to find is to enter all or part of their last name in the search box. Then, the list will be limited to 

just customers who have those letters in their last name. Still another search feature is the 

Reservations button ï located right next to the alphabet search. When you click on the 

Reservations 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 menu. If you have found the customer who needs the loaner car, press the blue Select link 

immediately to the left of the last name. You will be returned to the loaner screen with the 

customer filled in. 

 

 

If, after searching, you do not find the customer who needs the loaner car, you will have to enter 

them into the system 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 need a loaner, their 

name will be available. To enter a customer on their first loaner transaction, press 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 above, all necessary 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 have entered the required 

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: 

 

 
 

Notice that once the customer information is filled in, the red car selection button appears. To 

select an available car for this customer, press this car select button. The following screen appears 

with a list of available loaner cars: 

 

 
You may select one of the available cars and it will be reserved for you for the next 15 minutes. 

This will prevent some other person using the Loaner Car Net program from selecting the same 

car. If, however, you do not finish this transaction within 15 minutes, the car will be cycled back 

into the list of available 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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Notice that the Process Loaner button 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 the last time it was returned 

appears in the mileage box. If, for some reason, this isnôt correct, you may change it. Also, the 

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 would be appropriate. The current date and time is 

automatically filled in. For convenience and cross-checking, you should fill in the repair order 

number. This is not required, but may save some time with paperwork later on. 

 

The special conditions box is filled in with the dealershipôs default text. You may change it or add 

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: 

 

 
 

This is a very simple screen that displays the contract number to you so you can fill it in on any 

additional paperwork that may be required by your dealership. When 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 must select the 

number of copies that you want printed. 

 

When printing is complete, use the óXô in the upper right-hand corner of the contract screen to 

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 customer 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: 

 

 
As with other grid screens, you can sort on any column 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: 

 

 
 

When this screen appears, the cursor will be 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 reporting.  Lastly, 

there is a representation of a fuel gage on the right. You are required to click on the button that 

represents the fuel level of the vehicle when returned. When all of the required information is 

entered in this screen, the miles used box will be filled in with the number of miles driven during 

this loan event. 

 

The date and time that you actually process this screen are filled in automatically. If, for some 

reason, the date or time should be different than the current time, you can change them.  

 

The box marked Return 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 Form, a printable document 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 will 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 checked by default.  

 

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 mileage for that 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 who have, or are making 

appointments for their cars to be serviced. When you select the Future Reservation 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 whom you wish to create a reservation for, and select 

that customer, the following reservation screen will appear: 

 

 
 

You have the opportunity to categorize the reservation using the ñTypeò field. This is a maximum 

of 10 characters and is a free-form field. This can be used in the case of a multi-brand dealer 

where you have loaner cars of more than one model. 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 days ï starting with tomorrow ï 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 screen. If the reservation needs to be set up for a date 

further out than the buttons 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, some bit of information related to the customer, the 

customerôs service or the loaner car 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 

customerôs car. When a Service Advisor or a Service Manager looks at a duration report, they 

will undoubtedly have a question about a long term loaner. The Follow-Up Note feature of 

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

 

When you select the menu item for Follow-Up Notes, a grid screen just like the one for Return of 

Loaners appears: 

 

 
Identify the outstanding loaner for which you want to make a Follow-Up Note and press the 

Select link in the leftmost column. The following screen will appear: 

 

 
 

This simple screen allows you to make a new entry related to the loaner contract shown. If a note 

already exists for this loaner, it will appear and can be modified or 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 be seen in the loaner reports. You will be returned to the selection screen 

so that you can make additional Follow-Up Notes if needed. 

 

 

2.5 Create or Modify Invoice 

 

In many cases, it is desirable to create an invoice for a loaned vehicle. Maybe the dealership 

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 an invoice that has already been created 


