Using Tags with Autostar for Windows

In this document, you will learn to:

* Maintain your list of tags

» Use tags in Inventory

» Use tags in Sales

» Use tags with Cashier screens

» Use tags with Collections screens

* Use tags with Autostar for Windows reports
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Overview

Overview

What Are Tags?

Tags are a way to assign specific information to an account within Autostar for
Windows. A tag allows you to define information that isn’t already captured by the
system or to define information captured in the system in a way that you can use it.
Tags can be assigned to a vehicle or any type of account (e.g., receivable, cash,
wholesale, collections, etc.). Once you assign a tag to a vehicle or an account, you
can use the tags to generate reports with special scope options based on the tag
criteria.

For example, you can use tags to identify certain types of receivable accounts,
such as accounts in bankruptcy. You can also use tags to identify the service status
of a vehicle, such as a vehicle in the service department. Tags can also be used in
collections, where they can identify skips and vehicles out for repossession.

How Do Tags Work?

Autostar for Windows has a set of default tags that you can modify. You can add or
delete tags as necessary to meet your needs. You must first set up a group and then
assign each tag to a group. You can have multiple tags within each group. Each tag
has its own description. Tag names can be up to 8 alphanumeric characters. Group
and tag names must be unique. The box on the left in the screen below shows
examples of the default system tags available in the Collect 1 group.

Autustar For Windows 2.6.0.5 M - [Demo Company]
File Utlities Help
[Aview / Edit Assigned TAGS X

Leleld P Maintaining Tags For Contract: 5434C
Inven

Awailable Tags Aszigned Tags
Sales T i ||
+ACCTING ; 1= < "CASHIER
Custc | +-BADDERT | “NOCHK - No Chesks
Stand | +-CASHIER S COLLECT1
Custe | T"COLLECT1 J | *LEFTMSG - Left Phone Meszage
Recei AMENDED - Contract Has Been Amened ="REFO
HF - Home Phone |s Cell/pager: J *~A1 - Repo Under 90 Davs
Cash L - Mizsed Commitment
Colle: MOCALL) - Mo Calls On Jab
OC - Dutside/fiedd Collectar
Accol ONTIME - Ontime Device |
PASSTIME - Passtime Installed
Syste SEECOLL - See Callector
Docu SP - Spanich Speaking |
+"COLLECT2
+INSUR
+LEGAL
+-REPO 4|
To remowve an assigned tag, click the check box nest to To add a new tag, click the check bor nest to the tag to [ ]
the tag to be removed and then click the remove button be added and then click the add button.
Save Cancel |
T DOUBTE-CIER U 10 HECorT 15 Ean I I_l_
|
Data Path = |LAUTOSTAR-DE 1\ HOSTEDIDEMO|ASDATALCOL, |user = ast [10/19jz005 v
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Autostar has three system tags that are automatically assigned to accounts. The
system automatically assigns a tag to an account when you:

» Put a vehicle out for repossession
* Enter a bad check
* Place an account in bad debt

These tags will be automatically assigned and removed by the system based on
account activity. The only thing you can control for these tags is whether they
“pop” (see “Pop Feature” below). Other than the above scenarios, you must assign
tags to vehicles and accounts using the Tags function.

When you assign a tag to an account or vehicle, the tag information will appear on
designated Inventory, Sales, Cashier, or Collection screens. Tags appear in a
window on the following screens:

* Sold Inventory

» Past Sales

* Amend Contract

» Take a Payment (Cashier)

» Contract Write Off (Cashier)
» Contract Pay Off (Cashier)

* Add Side Note (Cashier)

* Collections Lite (Collector)
» Collector Pro (Collector)

Pop Feature

In addition to tags appearing on designated screens, you can designate certain tags
to “pop” on a screen. When you assign a tag, you can specify where and how you
want it to “pop.” Autostar allows you to define the following ways to “pop” tags:

* POP All - If you select this option, the system will pop a separate screen that
displays all tags upon entry into all of the screens listed in the section above.
POP All overrides POP Cashier and POP Collector.

* POP Cashier - If you select this option and not the POP All box, the system
will pop a separate screen that displays all tags only on the screens labeled
“Cashier” above.

* POP Collector - If you select this option and not the POP All box, the system
will pop a separate screen that displays all tags only on Collector screens in
Collections Lite and Collector Pro. If you select this option and the POP
Cashier option, then the tags will pop on Cashier and Collections screens only.

When you pull up an account or vehicle, the system pops one screen that displays
all tags assigned to the vehicle or account. If there are no tags, no screen pops.
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Maintaining Your List of Tags

Autostar provides a master list of system tags that are already available in the
system. However, you can add your own tags to this list or edit the existing tags.
You can print a list of available tags using the “Printing a List of Tags” procedure
on page 8. Refer to the appropriate steps in this section to maintain your list of
tags.

Adding a Tag to the Master List

Complete the following steps to add a tag to the master list.

1.
2.
3.

From the Autostar for Windows Home Page, click on System Utilities.
Click on Lookup Maintenance.
Click on Tag Codes Maintenance.

The Tag Code Maintenance screen appears.

File Utilities Help
Brtivitw Canters [ x
T
=
o Select d TE['D TagID: IJE— m |
i
o Search Field Seach Data Group: [2CCTING > ~
— Iﬁmup < || —
ik Level: |1 'l |
E Group ID | TaglD |Descnpt\on -
Re | [PACCTING JE JOURMAL EMTRY Descrptior: [GURNAL ENTFY B
Ci _|BADDEET BADDEBT ACCOUNT IN BAD DEBT r
o | |_|BADDEBT Cal COLLECTION AGENCY JU -
P | ||L BADDEBT CHGOFF BALANCE PENDING CHAF |
N _|BADDEET Cl COMFESSION OF JUDGEM
5 _|BADDERT DEFBAL DEFICIENCY BALAMCE PL B
l BADDEBT FORMJGMT  FOREIGN JUDGEMENT ~
— Spstem Onlw: 7
D¢ | |_|BADDEBT PREVGARN  PREMIOUS GARMISHMEN S -
T | |_|CASHIER ACHAUTO  ACH AUTOMATED PAYME FOP Eashier. o |
_|CASHIER ACHMANL | ACH MANUALLY PROCES e - E
| |cASHIER  BADCHK.  BAD CHECK e B
_|CASHIER  NOCHK NO CHECKS Added By SYSTEM Dn: 09/12/2005 @ ‘
_|CASHIER TAGREADY  TAG/PLATE/REG READY
| [COLLECT1  AMEMDED  CONTRACT HAS BEEM Ah
< | C
Print | Add New | Edit | Save | Cance] | Clase
‘Datd Path = \\AUTOSTAR-DE1\HOSTEDIDEMOIASDATAINC O, User = 451 |10,l'19f2005 4

4.

Click on the Add New button.
The system puts the fields in editing mode. The cursor is in the Tag ID field.

In the Tag ID field, enter the characters you want to represent the tag. For
example, enter WRECK to create a tag for wrecked vehicles. You can enter up
to 8 alpha and/or numeric characters in this field. The Tag ID must be unique.

In the Group field, click on the down arrow to select the group that this tag is
assigned to. If you need to add a new group, type the name of the new group in
this field. The Group name must be unique.
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7. In the Level field, click on the down arrow to select the priority level (1-5) for
the tag (1=highest priority, S=lowest priority). The priority level affects the
way the tags are sorted and displayed on the screen.

8. In the Description field, enter a description of the tag.

Note: The System Only field is checked for all default system tags. You can’t edit
or delete system tags. If a check appears in this box, then it’s a system tag.

9. Inthe POP All field, click on the box to check it if you want this tag to appear
on all designated screens (i.e., Inventory, Sales Maintenance, Cashier,
Collector). Leave this box empty if you don’t want tags to appear on all
screens.

10. In the POP Cashier field, click on the box to check it if you want to show the
tag only on the Cashier screens. Leave this field empty if you don’t want the
tag to appear on the Cashier screens, or if you selected POP All. The POP All
field will override this field.

11. In the POP Collector field, click on this box to check it if you want the tag to
appear only on the Collector screens (Collections Lite and Collector Pro).

Leave this box empty if you don’t want tag to appear on the Collector screens,
or if you selected POP All. The POP All field will override this field.

12. Click on the Save button.
The system tells you the tag has been added.
13. Click on OK.

14. Click on Close to exit Tag Maintenance.

Editing a Tag in the Master List

From time to time, you may need to edit a tag in the master list. For system tags,
you can only edit where the tag screens pop. For tags that you created, you can edit
the group, the level, the description, and the POPs. Once a tag is in the system, you
can’t edit the Tag ID.

Complete the following steps to edit a tag in the master list.
1. From the Autostar for Windows Home Page, click on System Ultilities.
2. Click on Lookup Maintenance.

3. Click on Tag Codes Maintenance.

11/7/05
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The Tag Codes Maintenance screen appears.

File Lkilities  Help

Artivite Cantare ]

x
o T S
1)
=
; Select ElTEl'D TagID: lJEi m |
1
o Search Field Search Data Group: [ACCTING = ~
P IGloup - || |
A Level: |1 'l |
9 Group 1D |TagID |Descnpt\on - -
Re | [PACCTING JE JOURNAL ENTRY Descripior: [IDURKAL ENTRY B
G | |_|BADDEBT  BADDEBT  ACCOUNT IN BAD DEBT =
C _|BADDEET Cal COLLECTION ARENCY JU -
| (| L BADDEBT  CHGOFF BALANCE PENDING CHAF |
A _|BADDEBT  CJ CONFESSION OF JUDGE
S _|BADDEET DEFBAL DEFICIENCY BALANCE PL B
l BADDEBT  FORMJGMT | FOREIGN JUDGEMENT -
= SpsternOnly. [T
D¢ || |BADDEBT  PREVGARN | PREVIOUS GARNISHMEN POPAI -
1 _|CASHIER ACHAUTOD ACH AUTOMATED PAYME FOp Eashier: o L
_|CASHIER ACHMANL  ACH MANUALLY PROCES POP Collsct ' r
| |CASHIER  BADCHK  |BAD CHECK e
_|CASHIER  NOCHK NOCHECKS Added By SYSTEM Or: 09/12/2005 @ l
_|CASHIER TAGREADY | TAG/PLATE/REG READY
| |COLLECTT  AMENDED  CONTRACT HAS BEEM Ak
-
1 »
Brint | Add Mew | Edit | Save | Catiee! | Lloze
Data Path = || AUTOSTAR-DBLHOSTEDIDEMOLASDATALLCO1 ser = as1 [107t572005 y

4. In the table on the left side of the screen, scroll to select the tag you want to
edit. Click on the tag.

Note: If you want to search for a tag instead of scrolling through the list, you can
use the search boxes above the tag box. To search for a tag, click on the
down arrow in the Search Field to select whether you’re searching by
Group or by Tag. Then, type all or part of your search criteria in the Search
Data field. For example, if you want to pull up a tag in the REPO group,
click on Group in the Search Field and then type “R” or “REPO” to jump to
that group of tags.

5. Click on the Edit button.

6. The Tag ID field shows the tag ID. You can’t edit this field. In the Group field,
click on the down arrow to edit the group that this tag is assigned to. If you
need to add a new group, type the name of the new group in this field.

7. In the Level field, click on the down arrow to select the priority level (1-5) for
the tag (1=highest priority, S=lowest priority). The priority level affects the
way the tags are sorted and displayed on the screen.

8. In the Description field, enter a description of the tag.

Note: The System Only field is checked for all default system tags. You can’t edit
or delete system tags. If a check appears in this box, then it’s a system tag.

9. Inthe POP All field, click on the box to check it if you want this tag to appear
on all designated screens (i.e., Inventory, Sales Maintenance, Cashier,
Collector). Leave this empty if you don’t want the tag to appear on all screens.
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10. In the POP Cashier field, click on the box to check it if you want to show this
tag only on the Cashier screens (i.e., Take a Payment and Payoft screens).
Leave this field empty if you don’t want the tag to appear on the Cashier
screens or if you selected POP All. The POP All field will override this field.

11. In the POP Collector field, click on this box to check it if you want this tag to
appear only on the Collector screens (Collections Lite and Collector Pro).
Leave this box empty if you don’t want this tag to appear on the Collector

screens or if you selected POP All. The POP All field will override this field.
12. Click on the Save button.
The system asks you to verify the change in the tag.
13. Click Yes to save the changes. Click No if you don’t want to save the changes.
The system tells you the changes have been completed.
14. Click OK.
15. Click on the Close button.

Activating/Deactivating a Tag in the Master List

The Activate/Deactivate button is used to tell the system which tags are available
to be assigned. All tags are active by default. If a tag is active, it appears in the list
and can be assigned to an account or vehicle. If a tag is deactivated, it will not
appear in the list of tags. You cannot delete a tag from the system, so the
Deactivate button is used to “delete” a tag from the list of tags so users can’t assign
it. You can then re-activate the tag at a later date if necessary.

For example, there may be a system tag in the master list that you don’t want to use
at your dealership. You can deactivate this tag, which will remove it from the list
and users won’t be able to assign it to accounts. However, if you decide to use that
tag at a later date, you can activate the tag to use it.

Complete the following steps to deactivate or activate a tag in the master list.
1. From the Autostar for Windows Home Page, click on System Utilities.
2. Click on Lookup Maintenance.
3. Click on Tag Codes Maintenance.

The Tag Codes Maintenance screen appears.

4. In the table on the left side of the screen, scroll to select the tag you want to
activate/deactivate. Click on the tag.

5. Click on the Edit button.
Note: You can also double-click on the tag to access editing mode.

6. Ifthe tagis active, click on the DeActivate button. If the tag is not active, click
on the Activate button. The Activate/DeActivate button changes depending on
the status of the tag.
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Note: All tags are active by default. When a tag is inactive, a red button on the
upper right-hand corner of the screen displays “Not Active.”

7. Click on the Save button.
The system asks you to verify the change in the tag.
8. Click Yes to save the changes. Click No if you don’t want to save the changes.
9. Click OK.
10. Click Close.

Printing a List of Tags

You can print a list of all tags in Autostar for Windows using the following steps.
1. From the Autostar for Windows Home Page, click on System Ultilities.

2. Click on Lookup Maintenance.

3. Click on Tag Codes Maintenance.

The Tag Codes Maintenance screen appears.

Click on Print.

Click on the printer icon.

Click on OK.

Click on the Close button.

N » ok
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Working With Tags in Inventory

Assigning a Tag to a Vehicle

When you assign a tag to a vehicle in inventory, the tag stays attached to the
vehicle record until the vehicle is sold. Once the vehicle is sold, the tag is attached
to the account the vehicle is assigned to.

Complete the following steps to assign a tag to a vehicle.

1. From the Autostar for Windows Home Page, click on Inventory.
2. Click on Maintain Vehicles in Inventory
3. Use the search function to pull up the vehicle.
4. Click on the Inventory Menu Options button.
5. Click on View Tags.

The View/Edit Assigned Tags screen appears.

& view / Edit Assigned TAGS

Autos Company: Demo Company
Invent Contract: StockNo: 1030
”' = Tags Assigned | I
Custo . m
stand! Pop All| Pop Cash|Pop Coll{ D escription Date Added(Added By|Tag ID (Level |Group ID j |
custe |ML - - -
Recei
Cashl|
Collec
Accou
Systel ﬂ
Docun

r— Tag Assignment

TaglD
Group: Level: I —
D escription
POP All: Show All Locations  POP Only Cash: Show Take & Payment Only  POP Only Coll: Show Collections Only [ |
Add/Remove | Cloze
| Double-Click On Tag Record To Edit | _|
|
[pata Path = WALTOSTAR-DBLHOSTED|DEMOLASDATALYCOL, User = A1 10/19t2005 4
6. Click on the Add/Remove button.
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The Maintaining Tags screen appears. The left side of the screen shows the
available tag groups. The right side of the screen shows the tags assigned to

the vehicle.

File Utlities Help
PEview / Edit Assigned TAGS

Autos Maintaining Tags For StockMNo: 1030 E
[
un Awailable Tags Aszigned Tags
I Ec I
: +-ACCTING
Sales +-BADDEBT
Custc | +-CASHIER
Stand | t"COLLECT1 J B
Custe +"COLLECT2 B
- |+ INsuR J
Recei f"LE GAL
Cash | +-REPD
Colle | *"SALES
Accor +"SERVICE
+TITLES
Syste |+ wARNTY
Docu

Ta remove an assigned tag, click the check bax next to
the tag to be remaved and then click the remove button

To add & new tag, click the check box next to the tag to
be added and then click the add button

Save Cancel |

DOUBTE-LIICK UR Tag Hocord 10 Ear |

| |

[pata Path = WALTOSTAR-DBLHOSTECADEMOLASDATALICOLY

|user = as1 (10/19/2005

7. Click on the check box (+) next to the group that contains the tag you want to

add.

The system displays the tags in that group. An example is shown in the screen

below.

Fille Utlites Help
P& view / Edit Assigned TAGS

Autos Maintaining Tags For StockNo: 1030
Inven

E3

Aesigned Tags

Livailable Tags

-
Sales |+-BADDERT
Custc | +-CASHIER
stand | *"COLLECT1 J
Custt *"COLLECT2
- |*"INSUR J
Recei +LEGAL
Cash *-REPO
Colle: |1 SALES
Py SERVICE
BODYDME - Body D amage
Syste MECHCP - Mechanical Cost-custamer To Pay
Docul MECHCR - Mechanical Cost-appraved For Side Mote
MECHPOL - Mechanical Cost-policy Expense
MECHWTY - Mechanical Cost-warranty |
WSERVICE - Vehicle In Service Dept.
+-TITLES =l
Toremove an assigned tag, click the check box next to To add a new tag, click the check box nest to the tag to
the tag to be remaved and then click the remove button, be added and then click the add button,
Save | LCancel |
I DOUDIE-CITK O 130 Recora 1o e

i

Data Path = Y1AUTQSTAR-DE1 HOSTED|\DEMOIASDATALLCOLY

|ser = a5t [1op19/z005
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8. Double-click on the tag you want to assign to the vehicle.

Note: You can also click on the tag and then click on the add button,
which is between the Available Tags box and the Assigned Tags
box. This button will become active with a blue arrow pointing to
the right when you click on a tag to add it.

The tag you assigned appears in the Assigned Tags box on the right. The screen
below shows an example.

File Utlities Help
P& view / Edit Assigned TAGS
Autos Maintaining Tags For StockNo: 1030
|
nuen Awailable Tags Aizsigned Tags
Inv E B
+ACCTING | ~"SERVICE
Sales |+-BADDEBT “SERVICE -Wehicle In Servics Dept.
Custc | +-CASHIER
stand |t COLLECT1 | g
Custt *t"COLLECTZ2 |
= |+ InsuR |
Recei |+-LEGAL
Cash |+ REPO
Coller |1 SALES
Bccot ERVICE
O0YDMEG - Body Damage
Syste ECHLCF - Mechanical Cost-customer Ta Pay
Docul ECHLCF - Mechanical Cost-approved For Side Mote
ECHPOL - Mechanical Cost-policy Expense
ECHWTY - Mechanical Cost-warranty
+-TITLES o
+WARNTY
Toremove an assigned tag, click the check box next to To add a new tag, click the check box nest to the tag to
the tag to be remaved and then click the remave buttan. be added and then click the add button.
Save Cancel |
I DOUDIE-CICK. O Tag Hecord 10 e | | |
|
|Data Path = WAUTOSTAR-DEL\HOSTEDIDEMOIASDATALICOLY |User = A3l ‘10)‘19,!’2005 v

9. Click on the Save button.

11/7/05 Autostar for Windows User’s Manual 1



Working With Tags in Inventory

The system displays the tag assigned on the View/Edit screen.

& view / Edit Assigned TAGS

Autos Company: Demo Company
Invent Contact: StockMo: 1030
s | Tags Assigned | [
Sales
Custo N
stand Pop AlllPop Cash|Pop Coll|Description Date Added | Added By| Tag ID (Level |Group ID j ||
custe |MT 0 ¥ |Vehicle In Service Dept 10/19/2005  ASI WSERWIC 1/SERVICE -
Receit
Cash|
Collec
Accou
Systel j
Docun

r— Tag Assignment

Tag ID: |¥YSERVICE
Group: |SERVICE Level |1 =
Description: [V ehicle In Service Dept.
POP All: Show All Locations  POP Only Cash: Show Take A Papment Only  POP Only Coll: Show Collections Only [ ]
Add/Remave Llase
| Double-Click On Tag Record To Edit | _|
|
|Data Path = {AUTOSTAR-DE1HOSTEDIDEMOYASDATALLC O, ‘User = A3l |10,l'19f2005 4

10. From the View/Edit screen, you can tell the system where to display the tag.

I1.

12.

13.

14.

Double-click on Pop All to check the box if you want the tag to appear on all
designated screens (e.g., Inventory, Sales Maintenance, Cashier, Collector).
Leave this box empty if you don’t want the tag to appear on all screens.

Double-click on Pop Cash to check the box if you want the tag to appear on
Cashier screens only (i.e., Take a Payment and Payoff screens). Leave this box
empty if you don’t want the tag to appear on Cashier screens, or if you selected
Pop All. The Pop All field will override this field.

Double-click on Pop Coll to check the box if you want the tag to appear on
Collector screens only (Collections Lite and Collector Pro). Leave this box
empty if you don’t want the tag to appear on Collector screens, or if you
selected Pop All. The Pop All field will override this field.

Click on Close.
The system asks you to confirm the change.

Click on Yes to save the changes. Click on No if you don’t want to save the
changes.

12
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The tag appears on the Inventory screen.

File Utlities Help

Activity Centers | W Optionis | Eciting Vehicle - Stk # 1030 - 2003 ACURA LEGEND X |

Autostar Home

Descrintion | options | Purchase Inormation | Costs /Expenses | Miscelaneous | image Gallery | otes |

Inventory
03 / W LM, and Stock Number
Sales Stock: {1030 V| Lat: | 3]
ETECEy Decorke V.IN.
Standard Reports
Custom Reports ehicle Description
Eeceables Year: |2003 " New (% Used  Vehicle Type -|
Sl Make: [cURa -] o 0
Collections
: ILEGEND l ine: Si I

Accounting Mrliche: hd Engine Size: -
System Utilities Biody Style: I VI Tranzmission 'I
Document Setup Exterior Color: I VI Fuiel Type: vl

Interiar Color: I vl Ifile=: i} IACTUAL 'I

Inventory Tags: SERVICE:VSERVICE

= Previous | Mext = | Delete Vehicle | Save | Cloze
[pata Path = WALTOSTAR-DBLHOSTED|DEMOLASDATALYCOL, |user = ast 10/19t2005 4

15. Click on Close to exit Inventory.

Editing a Tag Assigned to a Vehicle

From time to time, you may need to edit a tag. Once a tag has been added to a
vehicle, you can only edit the tag description to make it more specific, or you can
edit where the tags pop.

For example, you may want to edit the description of a tag to provide more specific
information. If you had a vehicle being repaired that had a VSERVICE tag, you
could edit the description to say “See Bob in body shop” to provide additional
notes about the vehicle.

Complete the following steps to edit a tag assigned to a vehicle.
1. From the Autostar for Windows Home Page, click on Inventory.
2. Click on Maintain Vehicles in Inventory.

3. Use the search function to pull up the vehicle.

4. Click on the Inventory Menu Options button.
5. Click on View Tags.

The system displays the tags assigned.
6. Double-click on the tag you want to edit.
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7. Edit the description for the tag in the Description field. The tag for this record

will remain the same, but the description can be specific to this record only.
The description you enter for this record will override the default description
for this tag.

If necessary, edit the Pop check boxes to indicate which screens the tag should
pop on.

Click on Close.

The system asks if you want to save the changes.

10. Click on Yes to save the changes. Click on No to cancel the changes.

11. Click on the Close button to exit Inventory.

Removing a Tag from a Vehicle

Occasionally, you may need to remove a tag from a vehicle. For example, if you
had a vehicle that was tagged for repairs, but now it’s fixed, you can remove the
repair tag.

Complete the following steps to remove a tag assigned to a vehicle.

1.
2.
3.

From the Autostar for Windows Home Page, click on Inventory.
Click on Maintain Vehicles in Inventory

Use the search function to pull up the vehicle.

Click on the Inventory Menu Options button. [ options |
Click on View Tags.

The View/Edit Assigned Tags screen appears.
Click on the Add/Remove button.

14
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The Maintaining Tags screen appears. The left side of the screen shows the
available tag groups. The right side of the screen shows the tags assigned to
the vehicle.

File Utiities  Help
P& view / Edit assigned TAGS X]
Autos Maintaining Tags For StockNo: 1030 | x|
I
Available Tags Assigned Tags
Inv Er . T B
: T ACCTING | ~"SERYICE
Sales | +-BADDEBT “YSERVICE - Yehicie In Service Dept
Custc | +-CASHIER
Stand | *"COLLECT1 | ||
Custe |1 COLLECTZ |
- | *"INSUR |
Recel |+-LEGAL
Cash | +“REPD
Coller | 1T"SALES
‘Accor ERVICE
ODYDMEG - Body Damage
Syste ECHCF - Mechanical Cost-customer To Pay
Docul ECHCR - Mechanical Cost-approved For Side Mote
ECHPOL - Mechanical Cost-policy Expense
ECHWTY - Mechanical Cast-warranty
T TITLES =
*WARNTY
To remove an assigned tag, click the check box nest to To add a new tag, click the check box nest to the tag to
the tag to be removed and then click the remove button. be added and then click the add button.
Save Cancel |
DOUBIE-CIEE UN T30 HECora 10 EaiT I | |
|
|Data Path = \1AUTOSTAR-DBE1\HOSTED|DEMO|ASDATALICOLY |User = A3l ‘IUJ'I‘B,I’ZUUE 2

7. In the Assigned Tags box on the right side of the screen, double-click on the
tag you want to remove. Make sure you click on the tag and not the group.

Note: You can also click on the tag and then click on the remove button,
which is between the Available Tags box and the Assigned Tags
box. This button will become active with a blue arrow pointing to
the left when you click on a tag to remove it.

The tag is removed from the vehicle.
8. Click on the Save button.

The system displays the changes on the View/Edit screen.
9. Click on the Close button to exit the Tag screen.
10. Click on the Close button to exit Inventory.
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Working with Tags in Sales

Assigning a Tag to a Past Sale

You can assign tags to an account once the sale is completed. Complete the
following steps to assign a tag to a past sale.

1. From the Autostar for Windows Home Page, click on Sales.
2. Click on Maintain Past Sales.

3. Use the search function to pull up the account.

4. Click on the Stock # button (Maintain Past Sales Menu). L stockt set0 |

5. Click on View Tags/Flags.
The View/Edit Assigned Tags screen appears.

File Utlities Help

& view / Edit Assigned TAGS
Autos Caompany: Demo Company |
Invent Contract: 5660 StockMo: 5660 SHITH. BILLY
Sal -
il | Tags Assigned |

-
Custo -
stend! Pop All|Pop Cash(Pop Coll| Description Date Added|Added By|Tag ID |Level (Group ID j
Custo IMLI ] [
Receil
Cash|
Collec
Accou
Systel ﬂ =
Docun —

r— Tag Assignment

TagID:
Graup: Lewvel:
Description:
POP All: 5how All Locations  POP Only Cash: Show Take A Pagment Only  POP Only Coll: Show Collections Only B
Add/Remove | Lloze | |
[ Double-Click On Tag Record To Edit | _|
|
[Data Path = YALTOSTAR-DBL|HOSTED|DEMO}ASDATALICOL User = &3] 10/19t2005 4

6. Click on the Add/Remove button.
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The Maintaining Tags screen appears. The left side of the screen shows the
available tag groups. The right side of the screen shows the tags assigned to

the account.

Using Tags with Autostar for Windows

File Utlities Help
PEview / Edit Assigned TAGS

Inven

Sales:
Custc
Stand
Custc
Recel
Cash
Colle

Accon
Syste
Docw

Awailable Tags

Autos Maintaining Tags For Contract: 5660 [x]

Assigned Tags

+-ACCTING
+"BADDEBT
+"CASHIER
+"COLLECT
+-COLLECT2
+INSUR
FLEGAL
+"REFD
F'SALES
+"SERVICE
STITLES
FWARNTY

|
_

To remove an assigned tag, click the check box nest to

the tag to be removed and then click the remove button.

DOUBTE-LTICE UR T ag Hecord 10 Ear

To add a new tag, click the check box next to the tag to
be added and then click the add buttan.

Save Cancel | ||

|Data Path = \IAUTCSTAR-DEHOSTEDIDEMOLASDATALICOL,

|user = as1 10/19j2005

7.

Click on the check box (+) next to the group that contains the tag you want to

add.

The system displays the tags in that group.

Double-click on the tag you want to assign to the account.

Note: You can also click on the tag and then click on the add button,
which is between the Available Tags box and the Assigned Tags

box. This button will become active with a blue arrow pointing to
the right when you click on a tag to add it.
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Working with Tags in Sales

The tag you assigned appears in the Assigned Tags box on the right. The screen
below shows an example.

File Utilities Help
PEview / Edit Assigned TAGS

Autos Maintaining Tags For Contract: 5660

Awailable Tags

Assigned Tags

+
+-CASHIER
+"COLLECT1
+"COLLECT2
+“INSUR
+-LEGAL

<"REPD

Rz - Repo Over 90 Daps

REFOHOLD - Repo On Hald

HS - Retained Salvage
“40LREPD - Yoluntary Repo

“SALES

“SERVICE

+-TITLES

*WARNTY

e [ [

REFO - Repo Pending Wehicle Dispozal

~-REPO
*F1 - Repo Under 90 Days

[ [j

To remove an assigned tag, click the check box next to
the tag ta be remaved and then click the remove buttan.

To add a new tag, click the check box next to the tag to
be added and then click the add buttan.

Save LCancel

DOUGTE-CICE U Tafg Recold 10 Eair

s

|Data Path = \AUTOSTAR-DELHOSTEDIDEMC ASDATALICO L, User = AST

[10/19t2005

4

9. Click on the Save button.

The system displays the tag assigned on the View/Edit screen.

File Utlities Help

dit Assigned TAGS

Autos: Company: Demo Company

Invent Contract: 5660 StockNo: 5660 SHITH, BILLY
el | Tags Assigned |
Mairt -
Custo m
stand] Pop All| Pop Cash|Pop Coll| Description Date Added|Added By|Tag ID |Level |Group ID j
custo M T r [ ERepo Under 90 Days 10/18/2005 | AS1 R1 1|REFD
Recen
Cash|
Collec
Accou
Systel ﬂ B
Docun —
r— Tag Assignment
TaglD: |R1
Group: |REPD Level: Il
Description Repo Under 90 Days
POP All: Show All Locations  POP Only Cash: Show Take A Payment Only  POP Only Coll: Show Collections Only B
Add/Remave | Clase |
f Double-Click On Tag Recard To Edit | _|
|
Data Path = WAUTOSTAR-DE 1 HOSTED\DEMO\ASDATALYCOL, User = ASI ‘10;‘19,!’2005 v
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10. From the View/Edit screen, you can tell the system where to display the tag.
Double-click on Pop All to check the box if you want the tag to appear on all
designated screens (e.g., Inventory, Sales Maintenance, Cashier, Collector).
Leave this box empty if you don’t want the tag to appear on all screens.

11. Double-click on Pop Cash to check the box if you want the tag to appear on
Cashier screens (i.e., Take a Payment and Payoff screens). Leave this box
empty if you don’t want the tag to appear on Cashier screens, or if you selected
Pop All. The Pop All field will override this field.

12. Double-click on Pop Coll to check the box if you want the tag to appear on
Collector screens (Collections Lite and Collections Pro). Leave this box empty
if you don’t want the tag to appear on Collector screens, or if you selected Pop
All The Pop All field will override this field.

13. Click on Close.

The system asks you to confirm the changes.

14. Click on Yes to save the changes. Click on No to cancel the changes.

The Alerts button appears on the Sales screen, indicating there’s a tag on the

account.

File Utilities Help

Activity Centers

| ¥ Stock# 5660 ‘ [ 1968 CHEYROLET SUBURBAM ]

Demo Company

x |

Autostar Home

Inventory

Sales

Customer

Standard Reports
Custom Reports
Receivables
Cash Receipts
Collections

Accounting
System Wilities
Document Setup

“eh. IFa| |Trd1 |Trd2 | Customer | Cosigner | Reierl Ins/Lien | UserDef 1 | UserDef 2 | Washout | Motes |

Stock Mumber;  [3660 ;kl

Inspection Expiration: (0304

ks

PazsTime Serial # |4

Miles:

Pas=sTime Device:

Lot Code: O New (% Used
Year: 1988 W LM: 1GKERTEK2JF5253895
Make: CHEVROLET “Wehicle Type:
Maclel: SUBLIRBAR it ]
Body Style:  SUY Engine Size: 8
Exterior Colar: WWHITE Transmission:
Interior Colar. Fuel Type:
— Registration Information
Licenze Number: |SEER] License Validstion #: |0950B65E6WE
License Expiration: IW License State: m

66035 [EXEMPT 2
PazsTime Plus -

Refresh Wehicls |

Vehicle Notes |

Contract # S660

Owed On - Finance Co

Save | Close

[Data Path = YALTOSTAR-DBL|HOSTED|DEMO}ASDATALICOL

|ser = as1

10/19t2005

4

15. Click on the Alerts button to view the tags assigned to the account.
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Working with Tags in Sales

The system displays the tags screen. You can move and size this window. The
screen below shows an example of a tag screen.

Autnstar For Windows 2.6.0.5 M - [Demo Company]

File  Ukiities Help

Activity Centers | | ¥ Stock# SE60 | [ 1988 CHEVROLET SUBURBAN | Demo Company X |
Autostantiome Weh IF&I | Tridt |Trd2 | Customer | Coslgnerl Refer | InsiLien | UserDef 1 | UserDef 2| Washoutl Notasl
Inventory
Sales a movable and sizable panel

Account Tags: R1
Customer
Standard Reports F1BK2JF525395
Custom Reports
Receivables i}
Cash Receipts
Collections Exterior Color: wWHITE Transmission:
Accounting Irteriar Color: Fuel Type:
System UWilities
Document Setup r— Registration Information
License Mumber: [SL6-193 License Yalidation #: [09506658WE
License Expiration: [03/04 Licenze State: |TH - TEXAS vl
Inspection Expiration: W Mile:s: m Im
PassTime Serial #: 44— PazsTime Device: m
Befresh Vehicls | vehicle Notes |
Cantract # 5660
[flers] e | g |
‘Data Path = \\AUTOSTAR-DELHOSTEDIDEMOIASDATALLCOT, User = AST |10,I’19I2UDS 4

16. Click on Exit to exit the tag window.

17. Click on Clese to exit Sales Maintenance.

Editing a Tag Assigned to an Account

From time to time, you may need to edit a tag. Once a tag has been added to an
account, you can only edit the tag description to make it more specific, or you can
edit where the tag pops.

For example, you may want to edit the description of a tag to provide more specific
information. If you had an account that had a LOW BALANCE tag, you could edit
the description to say “payoff due in one month” to provide additional notes about
the account. Then you could use this information to run a report showing
customers with payoffs coming up soon.

Complete the following steps to edit a tag assigned to an account.
1. From the Autostar for Windows Home Page, click on Sales.
2. Click on Maintain Past Sales.

3. Use the search function to pull up the account.

4. Click on the Stock # button (Maintain Past Sales Menu).
5. Click on View Tags/Flags.
6. Double-click on the tag you want to edit.
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Using Tags with Autostar for Windows

7. Edit the description for the tag in the Description field. The tag for this record
will remain the same, but the description can be specific to this record only.
The description you enter for this record will override the default description
for this tag.

8. Ifnecessary, edit the Pop check boxes to indicate which screens the tag should
pop on.

9. Click on Clese.
The system asks if you want to save the changes.
10. Click on Yes to save the changes. Click on No to cancel the changes.

11. Click on Clese to exit Sales Maintenance.

Removing a Tag from an Account

Occasionally, you may need to remove a tag from an account. For example, if you
had an account that was tagged for low balance, but now the customer has paid off
the vehicle, you can remove the tag.

Complete the following steps to remove a tag assigned to an account.
1. From the Autostar for Windows Home Page, click on Sales.
2. Click on Maintain Past Sales.

3. Use the search function to pull up the account.

4. Click on the Stock # button (Sales Option Menu).
5. Click on View Tags/Flags.
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The View/Edit Assigned Tags screen appears.

File Utlities Help

dit Assigned TAGS

Autos Company: Demo Company
Invent Contract: 5660 StockNo: 5660 SMITH, BILLY

Sales |

Tags Assighed |

it

Custo
Stand: Pop All| Pop Cash|Pop Coll| Description Date Added|Added By|Tag ID |Level (Group ID ﬂ
custo M T [ " iAepo Under 90 Days 10/18/2005 | A5 R1 1|REPD

Receit
Cash|

Collec

Accou

Systel =

Docun

i Tag Assignment
TaglD: |R1

Group: [REPO Level: Il

Desciiption: [Repo Under 90 D ays

POP All: Show All Locations  POP Only Cash: Show Take A Payment Only  POP Only Coll: Show Collections Only

Add/Remave | Clase

| Double-Click On Tag Record To Edit |

LI

|Data Path = \IAUTCSTAR-DEHOSTEDIDEMOLASDATALICOL, User = A1 ‘IUIIQIZUUS

7

6. Click on the Add/Remove button.

The Maintaining Tags screen appears. The left side of the screen shows the
available tag groups. The right side of the screen shows the tags assigned to

the vehicle.

File Utiities  Help
FEview / Edit Assigned TAGS x| -
Aot
I
Available Tags Assigned Tags
I Ex T B
i [.aCCTING ~-SEAVICE
Sales |+ BADDEBT “YSERVICE - Vehicie In Service Dept
Custc | +-CASHIER
Stand | t"COLLECT1 | | |
Custe |+ COLLECTZ |
- | *"INSUR |
Recel |- EGAL
Cash |+REPO
Colle: |1 SALES
‘Accor SERYICE
O0YDMG - Body Damage
Syste MECHCP - Mechanical Cost-customer To Pay
Docul ECHCR - Mechanical Cost-approved For Side Mote
ECHPOL - Mechanical Cost-policy Expense
~MECHWTY - Mechanical Cost-warranty

T TITLES =

T WARNTY

T remove an assighed tag, click the check box nest to To add a new tag, click the check box nest to the tag to

the tag to be removed and then click the remove button be added and then click the add button

Save Cancel |
DOUBIE-CIEK UM Tag HEcora 10 £ I | |
I
Data Path = {|4UTOSTAR-DE|HOSTED| DEMOLASDATALYCO1 |ser = as1 10/19j2005 4
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Using Tags with Autostar for Windows

7. In the Assigned Tags box on the right side of the screen, double-click on the
tag you want to remove.

Note: You can also click on the tag and then click on the remove button,
which is between the Available Tags box and the Assigned Tags
box. This button will become active with a blue arrow pointing to
the left when you click on a tag to remove it.

The tag is removed from the vehicle.
8. Click on the Save button.

The system displays the changes on the View/Edit screen.
9. Click on Close to exit the Tag screen.

10. Click on Clese to exit Sales Maintenance.
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Working with Tags on Cashier Screens

You can view, assign, edit, and remove tags from accounts on the following
Cashier screens:

» Take a Payment

» Contract Write Off
* Contract Pay Off

* Add Side Note

You can also designate which screens you want tags to pop on. Refer to the
appropriate section for more information on working with tags on Cashier screens.

Assigning a Tag to an Account

You can assign a tag to an account from the Cashier screens listed above. For
example, you can assign TAG READY to an account so that this information will
pop on the screen when the customer comes in to make a payment and the cashier
can tell him.

Complete the following steps to assign a tag to an account.
1. From the Autostar for Windows Home Page, click on Cash Receipts.
2. Click on Take a Payment.

Note: You can also assign a tag from the other screens listed above using this
same process. Select the screen you’re using instead of the Take a Payment
screen and complete the remaining steps.

3. Use the search function to pull up the account.
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If there’s a tag assigned to the account, a Special Tag Status Alert screen pops.

The screen below shows an example.

utostar For Windows 2.6.0.5 M - [Demo Company]
File Utiities Help

Activity Centers | | ¥ Options | Take A Payment Demo Company

Autostar Home -
Custorner |nformation |A.:.:num Information | Process Payment | Customer Notes | Alerts /PTP | invoices |

Inventory )
Cugstomer Perzonal Information Customer Contact Information

Sales (F\rst Mame:  BILLY |7Home Fhane /Ext. (817) 222.2222

Customey,

Special Tag Status Alert

Standard
Custom |
Receivab |Dascliplian |Data Added |Addad By |Tag D |Level |Group |
ﬂ Repo Under 30 Days 10/15/2005 AS1 R1 1 REPO

Take a P
Collectio
Accounti
System L
Documer

Contract: 5434C

Save Pt | Edit Customer | Lloze

Data Path = |\ AUTOSTAR-DBL {HOSTEDYDEMOLASDATALLCON user = ast [top19/z005

4. Click on the Close button.

Note: You can click on the Print button if you want to print the alert.

The system displays the account screen. The tags on the account appear in the

window at the bottom of the screen.

Autostar For Windows 2.6.0.5 M - [Demo Company]

File Utilities Help

Activity Centers ‘ [ options | Take A Payment Demo Company x
Autostar H
O e Customer Infarmation I Accourt Information | Process Payment | Custamer Motes I Aletts JPTP | Invoices |
Inventol
ks i Customer Personal Information——— |~ Customer Contact Information

Sl First Mame:  BILLY Home Pharie f Ext: (817) 222-2222
Eustomen Middle hame work Phone JExt.:
Standard Reports Last Mame:  SMITH wireless Phone f Bxd
Custom Reports .

P St Pager fExt.:
L VWork E-Mai:
Cash Receipts Hame E-hiail:

S5 Ma: 555-55-5555
— Customer Residence & Employment
Collections DL Mo BE66666666 Address 1
Accounting DL State: Adress 2
System Hilities Date Of Birth: City:
Document Setup State: Zip Codle:
Marital Statuz: HOT AVAILABLE
Emplayer:
Account Tags: R1
Save Pmt | Edit Customer | Llose
Data Path = |} AUTOSTAR-DB1YHOSTEDYDEMOIASDATALLCO, luser = At 1011972005 4
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Working with Tags on Cashier Screens

5. Click on the Options Menu button. L options |

6. Click on View Tags.

The View/Edit Assigned Tags screen appears. The tags on the account appear
on the screen.

Autostar For Windows 2.6.0.5 M - [Demo Company]
File  Ltiities Help
& view / Edit Assigned TAGS

Autos Company: Demo Company

Invent Contract: 5434C StockMo: 5434C SHITH, BILLY
Sall =
i | Tags Assigned | ]
Custo
Stand: a =
Enenl Pop AlllPop Cash| Pop Coll| Description Date Added|Added By(Tag ID |Level (Group ID j
recen ||M_ ¥ ¥ ¥ |Repo Urder 90 Daps 10/19/2005 | ASI R1 1|REFD
Cash|
Collec
Accou
Systel ﬂ
Docun —
— Tag Azsighment =
TagID: |R1 —
Group: (REPD Lewvel: |1
Desciption: [Repo Under 90 Days
POP All: Show All Locations POP Only Cash: Show Take A Papment Only  POP DOnly Coll: Show Collections Only —
Add/Remove Lloze
| Double-Click On Tag Record To Edit | J
l
|Data Path = || AUTOSTAR-DB 1Y HOSTEDDEMOVASDATALLCOLY, User = ASL |10119)’2005 4

7. Click on the Add/Remove button.

The Maintaining Tags screen appears. The left side of the screen shows the
available tag groups. The right side of the screen shows the tags assigned to
the account.

8. Click on the check box (+) next to the group that contains the tag you want to
add.

The system displays the tags in that group.
9. Double-click on the tag you want to assign to the account.

Note: You can also click on the tag and then click on the add button,
which is between the Available Tags box and the Assigned Tags
box. This button will become active with a blue arrow pointing to
the right when you click on a tag to add it.
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The tag you assigned appears in the Assigned Tags box on the right. The screen
below shows an example.

tostar For Windows 2.6.0.5 M - [Demo Company]
File Utilities Help
PR view / Edit Assigned TAGS

aintaining Tags For Contract: 5434C

Available Tags Aszighed Tags
G ~ACCTING. ~"CASHIER :|
Custc |1 BADDEBT i “NOCHK - Mo Checks

;T "CASHIER ~"REPD ]
ACHAUTO - &ch Automated Payment J A1 - Repo Under 30 Daps
FACHMAML - Ach Manually Process Payment J

t TAGREADY - Tag/plate/reg Ready For Customer Fickup

*"COLLECT1

*"COLLECT2

+"INSUR

*-LEGAL

t"REPD

+"SALES

+"SERVICE =

*-TITLES
WARNTY

Colle:

Accot
Syste
Docuwt

[T

Ta remove an assigned taa, click the check box next to To add a new tag, click the check box next to the tag to
the tag to be removed and then click the remowve button, be added and then click the add button.

Save | Lancel .

I DOUDTE-LTIEK OT Tag Record 10 Eain | I_l

|Data Path = AUTOSTAR-DEIHOSTEDYDEMOVASDATALICOTY User = Asl 1011972005 v

10. Click on the Save button.
The system displays the tags assigned on the View/Edit screen.

utostar For Windows 2.6.0.5 M - [Demo Company]
File  Ukiities  Help
Yiew / Edit Assigned TAGS x

Autos Company: Demo Company

Invent Contract: 5434C StockNo: 5434C SMITH, BILLY
Sal =
ales Tags Assigned | ]
Custo
Stand: - —
= Pop All| Pop Cash|Pop Coll| Description Date Added|Added By|Tag ID |Level (Group ID j
Recen |1 M ol ¥ iMoChecks 10/19/2005 | A51 NOCHEK 1|CASHIER
Cashl I I ¥ |Repo Under 90 Days 10/19/2005 | AS1 R1 1|REFD
Accou
Systel ﬂ
Docun —
— Tag Assignment =
Tag ID: |NOCHK = |
Group: [CASHIER Level: |1
Description: [Ma Checks
POP All: Show All Locations POP Only Cash: Show Take A Payment Only  POP Only Coll: Show Collections Only ]
Add/Remove | LClose | |_
| Double-Click On Tag Record To Edit | J
|
Data Path = YAUTOSTAR-DE1IHOSTED|\DEMOLASDATALICOLY User = AST ‘10;‘19,!’2005 4
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11. From the View/Edit screen, you can tell the system where to display the tag.
Double-click on Pop All to check the box if you want the tag to appear on all
designated screens (e.g., Inventory, Sales Maintenance, Cashier, Collector).
Leave this box empty if you don’t want the tag to appear on all screens.

12. Double-click on Pop Cash to check the box if you want the tag to appear on
Cashier screens (i.e., Take a Payment and Payoff screens). Leave this box
empty if you don’t want the tag to appear on Cashier screens, or if you selected
Pop All. The Pop All field will override this field.

13. Double-click on Pop Coll to check the box if you want the tag to appear on
Collector screens (Collections Lite and Collections Pro). Leave this box empty

if you don’t want the tag to appear on Collector screens, or if you selected Pop
All The Pop All field will override this field.

14. Click on Close.
The system asks you to confirm the changes.

15. Click on Yes to save the changes. Click on No to cancel the changes.
The tag appears on the bottom of the Take a Payment screen.

16. Click on Close to exit Take a Payment.

Editing a Tag Assigned to an Account

From time to time, you may need to edit a tag. Once a tag has been added to an
account, you can only edit the tag description to make it more specific, or you can
edit where the tag pops.

For example, you may want to edit the description of a tag to provide more specific
information. If you had an account that had a TAG READY tag, you could edit the
description to say “called customer to tell them vehicle tags ready” to provide
additional notes about the account.

Complete the following steps to edit a tag assigned to an account.
1. From the Autostar for Windows Home Page, click on Cash Receipts.
2. Click on Take a Payment.

Note: You can also assign a tag from the other screens listed above using this
same process. Select the screen you’re using instead of the Take a Payment
screen and complete the remaining steps.

3. Use the search function to pull up the account.

4. Click on the Options Menu button.

5. Click on View Tags.
6. Double-click on the tag you want to edit.
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7. Edit the description for the tag in the Description field. The tag for this record
will remain the same, but the description can be specific to this record only.
The description you enter for this record will override the default description.

8. If necessary, edit the Pop check boxes to indicate which screens the tag should
pop on.

9. Click on Clese.
The system asks if you want to save the changes.
10. Click on Yes to save the changes. Click on No to cancel the changes.

11. Click on the Close button to exit Take a Payment.

Removing a Tag from an Account

Occasionally, you may need to remove a tag from an account. For example, if you
added a TAG READY tag to an account, then you would remove the tag once the
customer picks up the tags.

Complete the following steps to remove a tag assigned to an account.
1. From the Autostar for Windows Home Page, click on Cash Receipts.
2. Click on Take a Payment.

Note: You can also assign a tag from the other screens listed above using this
same process. Select the screen you’re using instead of the Take a Payment
screen and complete the remaining steps.

3. Use the search function to pull up the account.
4. Click on the Options Menu button.
5. Click on View Tags.
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The View/Edit Assigned Tags screen appears.

utostar For Windows 2.6.0.5 M - [Demo Company]
File  Ltiities Help
it Assigned TAGS

Autos Company: Demo Company

Invent Contract: 5434C StockMo: 5434C

SHITH, BILLY

Sales

Tags Assigned |

Custo

Stand:

Enenl Pop All|Pop Cash|Pop Coll| Description

Date Added|Added By|Tag ID |Level (Group ID ﬂ

Receil 44 ¥ ¥ Repo Under 30 Days

10/19/2005 |ASI R1 1/REPD

Cash|

Collec
Accou
Systel =
Docun J
— Tag Azsighment
TagID: |R1
Group: (REPD Level |1_

Description: [Repo Under 90 Daps

POP All: Show All Locations POP Only Cash: Show Take A Papment Only  POP DOnly Coll: Show Collections Only

Add/Remove Lloze

| Double-Click On Tag Record To Edit |

LTI

I_| Kl

|Data Path = |\ AUTOSTAR-DE1HOSTEDDEMOIASDATALLCOLY

User = ASL [10j1912005

4

6. Click on the Add/Remove button.

The Maintaining Tags screen appears. The left side of the screen shows the
available tag groups. The right side of the screen shows the tags assigned to

the vehicle.

utostar For Windows 2.6.0.5 M - [Demo Company]
File Utilities Help
& view / Edit Assigned TAGS

Autos Maintaining Tags For Contract: 5434C

FACHAUTO - Ach Automated Payment

ACHMANL - Ach Manually Process Payment

- TAGREADY - Tag/plate/req Ready For Customer Pickup
+-COLLECT
+ COLLECT2
+INSUR
+"LEGAL
+"REPD
"
+
+
+

Colle:

Accon
Syste

Docun

+-SALES

+-SERVICE

+-TITLES
WARNTY

Isnullen Available Tags Azsigned Tags

s +ACCTING | < CASHIER

Custc +-BADDEBT i "NOCHK - Ma Checks
"CASHIER ="REPO

A1 - Repo Under 90 Daps

To remove an assighed tag, click the check bow next to
the tag to be removed and then click the remove button

To add a new tag, click the check box nest to the tag to
be added and then click the add button,

Save | LCancel

DT

i

Data Path = || AUTOSTAR-DE 1 {HOSTEDYDEMO ASDATALCO1,

User = ast [top19/z005
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7. In the Assigned Tags box on the right side of the screen, double-click on the
tag you want to remove.

Note: You can also click on the tag and then click on the remove button,
which is between the Available Tags box and the Assigned Tags
box. This button will become active with a blue arrow pointing to
the left when you click on a tag to remove it.

The tag is removed from the vehicle.
8. Click on the Save button.

The system displays the changes on the View/Edit screen.
9. Click on Close to exit the Tag screen.

10. Click on Close to exit Cash Receipts.
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Working with Tags in Collections Lite

You can view, assign, edit, and remove tags from accounts on Collections Lite and
Collector Pro screens. You can also designate which screens you want tags to pop
on. Refer to the appropriate section for more information on working with tags on
Collector screens.

Assigning a Tag to an Account

You can assign a tag to an account from the Collections Lite screens. For example,
you can assign a NO CALLS ON JOB tag to a customer’s account so that this
information will pop on the screen when a collector pulls up the account.

Complete the following steps to assign a tag to an account.

1. From the Autostar for Windows Home Page, click on Collections.
2. Click on Contract Collections Lite.

3. Use the search function to pull up the account.

If there’s a tag assigned to the account, a Special Tag Status Alert screen pops.
The screen below shows an example.

Autnstar For Windows 2.6.0.5 M - [Demo Company]
File  Ukiities  Help
Activity Centers | | ¥ Options | Collections Demo Company '3
Autostar Hi
ostar Home Custamer |Coswgner | Reierl InsLien I Accourt Info | Customer Notes | Aletts { PTP I Invoices |
Inventory
Sales Customer Personal Information Customer Contact Information
Special Tag Status alert

e |
Custom| Caontract 5434C

Receivab Description |Date Added |Added By [TaglD |Level |Group [ = |

Cash Rec | p|No Checks 10/18/2005 A5l NOCHE 1 CASHIER

|| Repo Under 90 Daye 10/19/2005 451 R1 1 REPO Print |

Contract

Accounti |
System L

Documer

LI
Eclit Customer
Add Customer Mate | Llozse

Data Path = W AUTOSTAR-DE1\HOSTEDIDEMOIASDATALLCOTY, User = AST |10,l'19,|'2005 4

4. Click on the Close button if necessary.
Note: You can click on the Print button if you want to print the alert.

The system displays the account screen. The tags on the account appear in the
window at the bottom of the screen.
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5. Click on the Collections Menu Options button. [ options |
6. Click on View Tags.

The View/Edit Assigned Tags screen appears. The tags on the account appear
at the bottom of the screen.

Autostar For Windows 2.6.0.5 M - [Demo Company]

File Utilities Help
[ view / Edit Assigned TAGS

Autos Company: Demo Company

Invend Contract: 5434C StockMo: 5434C SHITH, BILLY
Sal q [
ales Tags Assigned |
Custo
Stand: m
Custa Pop All|Pop Cash|Pop Coll|Description Date Added|Added By|Tag ID |Level (Group ID j
Recenn ||M_ ¥ 3 W |MoChecks 10/19/2005 | AS| NOCHK 1|CASHIER
Cash | ¥ e ¥ |Repo Urder 90 Days 10/15/2005 | ASI R1 1|REFD
Collec
Accou [
Systel ﬂ
Docun
i Tag Assignment
TagID: |NOCHK
Group: [CASHIER Level |1
Desciption: (Mg Checks _—
POP All: Show All Locations  POP Dnly Cash: Show Take A Papment Onlpy  POP Only Coll: Show Collections Only

Add/Remove Cloze
| Double-Click On Tag Record To Edit | J
[
|Data Path = |\ AUTOSTAR-DELHOSTEDADEMOLASDATALLCOLY Uset = AST |10119;2005 v

7. Click on the Add/Remove button.

The Maintaining Tags screen appears. The left side of the screen shows the
available tag groups. The right side of the screen shows the tags assigned to
the account.

8. Click on the check box (+) next to the group that contains the tag you want to
add.

The system displays the tags in that group.
9. Double-click on the tag you want to assign to the account.

Note: You can also click on the tag and then click on the add button,
which is between the Available Tags box and the Assigned Tags
box. This button will become active with a blue arrow pointing to
the right when you click on a tag to add it.
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The tag you assigned appears in the Assigned Tags box on the right. The screen
below shows an example.

Autustar For Windows 2.6.0.5 M - [Demo Company]
File  Utiities  Help
PR view / Edit Assigned TAGS

hinitisd [ Maintaining Tags For Contract: 5434C

Inven

Awailable Tags Aszigned Tags
Sall : g B
2% [ AEETiNG ! = - CASHIER
Custt | +-BADDERT © *“NOCHK - Mo Checks
Stand | +-CASHIER <"COLLECT1
custe |7 COLLECT1 i *LEFTMSG - Left Phone Message

Recei

AMENDED - Contract Has Been Amened J = REPOD
HF - Home Phone |5 Cell/pager: J R - Repo Under 90 Days
ML - Missed Camrmitment

NOCALLL - Mo Calls OnJob
OC - Outside/field Collector
OMTIME - Ontime Device |
PASSTIME - Passtime Installed
SEECOLL - See Collector

5P - Spanish Speaking

Cash

Colle:

Contl
Accon
Syste
Docwn

+-COLLECT2
+-INSUR
+"LEGAL
+-REPO 4|
To remove an assigned tag, click the check box nest to To add a new tag, click the check box next to the tag to [
the tag to be removed and then click the remaove button, be added and then click. the add button.
Save Cancel |
T DOUDTE-CICK UM Tag Hecora 10 £ I I_l
l
|Data Path = WaUTOSTAR-DELHOSTED\DEMOVASDATALYCOLY, User = ASI ‘10,;'19,!’2005 4

10. Click on the Save button.
The system displays the tags assigned on the View/Edit screen.

11. From the View/Edit screen, you can tell the system where to display the tag.
Double-click on Pop All to check the box if you want the tag to appear on all
designated screens (e.g., Inventory, Sales Maintenance, Cashier, Collector).
Leave this box empty if you don’t want the tag to appear on all screens.

12. Double-click on Pop Cash to check the box if you want the tag to appear on
Cashier screens (i.e., Take a Payment and Payoff screens). Leave this box
empty if you don’t want the tag to appear on Cashier screens, or if you selected
Pop All. The Pop All field will override this field.

13. Double-click on Pop Coll to check the box if you want the tag to appear on
Collector screens (Collections Lite and Collections Pro). Leave this box empty
if you don’t want the tag to appear on Collector screens, or if you selected Pop
All. The Pop All field will override this field.

14. Click on Close.
The tag appears on the Collections screen.

15. Click on Close to exit Collections Lite.
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Editing a Tag Assigned to an Account

From time to time, you may need to edit a tag. Once a tag has been added to an
account, you can only edit the tag description to make it more specific, or you can
edit where the tag pops.

For example, you may want to edit the description of a tag to provide more specific
information. If you had an account that had a NO CALLS ON JOB tag, you could
edit the description to tell the collector the best time to call the customer when he’s
not at work.

Complete the following steps to edit a tag assigned to an account.
1. From the Autostar for Windows Home Page, click on Collections.
2. Click on Contract Collections Lite.

3. Use the search function to pull up the account.

Click on the Options Menu button.
Click on View Tags.

Double-click on the tag you want to edit.

NS » Bk

Edit the description for the tag in the Description field. The tag for this record
will remain the same, but the description can be specific to this record only.
The description you enter for this record will override the default description
for this tag.

8. If necessary, edit the Pop check boxes to indicate which screens the tag should
pop on.

9. Click on Close.
The system asks if you want to save the changes.
10. Click on Yes to save the changes. Click on No to cancel the changes.

11. Click on the Close button to exit Collections.

Removing a Tag from an Account

Occasionally, you may need to remove a tag from an account. For example, if you
had an account that had a NO CALLS ON JOB tag and then the customer changed
jobs, you could use this procedure to remove the tag from the account.

Complete the following steps to remove a tag assigned to an account.
1. From the Autostar for Windows Home Page, click on Collections Lite.

2. Use the search function to pull up the account.

3. Click on the Options Menu button. L options |
4. Click on View Tags.
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The View/Edit Assigned Tags screen appears.

utostar For Windows 2.6.0.5 M - [Demo Company]

File Utiities Help
iew / Edit Assigned TAGS

Autos Company: Demo Company

Invent Contract: 5434C StockMo: 5434C SMITH, BILLY

Sal = L
ales Tags Assigned |

Custo

Stand: d

Custo Pop All| Pop Cash|Pop Coll| Description Date Added|Added By|Tag ID |Level (Group ID

Recenn || [ ¥ Mo Checks 10/19/2005_|45] NOCHK 1|CASHIER

Cashl 1T O [v _iLeft Phone Message 10/19/2005 _|AS| LEFTMSG 1|COLLECTY

e v v ¥ |Repo Under 90 Daps 10/19/2005 | AS| A1 1|REPD |

— Tag Assignment
TaglD: |LEFTHSG

Group: |[COLLECT1 Level |1
Desciiption: [Left Phone Message

POP All: Show All Locations POP Only Cash: Show Take A Payment Only  POP Only Coll: Show Collections Only

Add/Remove Clase |

| Double Click On Tag Record To Edit ‘

=1

|
Data Path = Y\ AUTOSTAR-DB1 HOSTEDYDEMOLASDATAL|COL User = ASI [top19/z005 Y

5. Click on the Add/Remove button.

The Maintaining Tags screen appears. The left side of the screen shows the
available tag groups. The right side of the screen shows the tags assigned to
the vehicle.

utostar For Windows 2.6.0.5 M - [Demo Company]

File Utlities Help
¥iew / Edit Assigned TAGS ®

Maintaining Tags For Contract: 5434C

S Available Tags Assigned Tags

ales —
- ACETING = CASHIER

Custt |..gADDEBT ~NOCHE, - No Checks

OLLECT1
“LEFTMSG - Left Phone Message
REPO

*~A1 - Repo Under 30 Days

MENDED - Contract Has Been Amened
F - Home Phone s Cell/pager:

ML - Missed Cammitment

OCALL) - Mo Calls OnJob

C - Dutside/field Collector

NTIME - Ontime Device

PASSTIME - Passtime Installed

EECOLL - See Collector

F - Spanish Speaking

[

COLLECT2
+-INSUR
+LEGAL
+-REPO 4|
To remove an assigned tag, click the check box nest to To add a new tag, click the check box nest to the tag to [
the tag to be remaved and then click the remave button, be added and then click the add button.
Save Cancel |
| TDOUBTE-CIICK. O Tag Hecold 1o car | I_l
[
Data Path = 1| AUTOSTAR-DE 1\HOSTED|DEMO\ASDATA LYCO LY, |user = ast [10/19jz005 4
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6. Inthe Assigned Tags box on the right side of the screen, double-click on the
tag you want to remove.

Note: You can also click on the tag and then click on the remove button,
which is between the Available Tags box and the Assigned Tags
box. This button will become active with a blue arrow pointing to
the left when you click on a tag to remove it.

The tag is removed from the vehicle.
7. Click on the Save button.

The system displays the changes on the View/Edit screen.
8. Click on Clese to exit the Tag screen.

9. Click on Close to exit Collections Lite.
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Using Tags with Autostar Reports

Tags can be used in two different ways with Autostar reports. Certain standard
reports have a Tags Scoping tab that allows you to select the tags you want to
scope by. In addition, Autostar has a group of Tag Reports that you can use to see
vehicles and accounts with specific tags assigned to them. This section provides
instructions for printing both kinds of reports.

Using Tags to Run Standard Reports
1. From the Autostar for Windows Home Page, click on Standard Reports.
2. Click on the report you want to print.

Note: Not all reports have tag scoping available. Tag scoping can only be used on
applicable vehicles and accounts.

3. Iftags are available for the report, the Tags Scoping tab appears. Click on the
Tags Scoping tab.

The Tags Scoping screen appears.

Autustar For Windows 2.6.0.5 M - [Demo Company]

File Utlities Help

Activity Centers Additional Expense Report X |
futostanliome) Special Scoping I Inventory Scoping  Tags Scoping | Sorting § Grouping I Query |
Inventory
Sales Scope By Tag Elements Tag Inclusion Options
Customer (¢ Tag Groups: ( Tag tems ' Include Selected Tags
StandardiReports " Exclude Selected Tags
Sa & Additional Expens Select Al Unselect All

Custom Reports

L [EAccTNG
Receivables FEIADDEEIT
Cash Receipts X CasHIER:
Collections [XcoLLECTY
Accounting ¥ COLLECTZ
System Wilities

Document Setup

Preview Close |

[Data Path = {4AUTOSTAR-DE1|HOS TED|DEMO|ASDATALICOLY |user = st [1019j2005

4. 1In the Scope By Tag Elements field, select one of the following:

* Click on Tag Groups if you want to sort the report by tag groups. The tag
groups appear in the box below the field.

» Click on Tag Items if you want to scope the report by tag items. The tag
items appear in the box below the field.
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Select one of the following:

* Click on the Select All button to select all of the tags or groups shown in
the box.

* Click on Unselect All to deselect all of the tag items or groups in the box.
Once you deselect all of the items, you can click on only the tags you want
to include.

In the Tag Inclusion Options field select one of the following:

* Click on Include Selected Tags if you want to include the selected tags in
the report.

* Click on Exclude Selected Tags if you don’t want to include the selected
tags in the report.

Select all of your other sorting a scoping options for the report.
When you’ve selected your report criteria, click on Preview.

Click on the printer icon to print the report.

10. Click on OK to print.
11. Click on Close to exit the Report Activity Center.

Printing Tag Reports

Available in Future Release
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