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Welcome to Liquid, our web-based control for your SalesTouch System. This system is designed to provide

your dealership with inventory / key control as well as providing automated marketing, customer management

and sales solutions. In this packet you will find:

ACCOUNT EXECUTIVE
THERESE SPARBY

DIRECT (952) 767.1010 DIRECT
EXT 106 EXT
FAX (612) 677.3580 FAX
EMAIL Therese@1micro.net EMAIL

Contact information for the 1Micro team to call or email with any questions

Levels of user authority for employees
Liquid user’s Guide

IMPORTANT CONTACGTS

102

(612) 677.3580
Ryan@1micro.net

TECHNICAL

RYAN REIMERS
(952) 767.1010

MARKETING
ANGELA MCDONALD

DIRECT (952) 767.1010
EXT 114

FAX (612) 677.3580
EMAIL  Angela@1micro.net

For security purposes, employees are assigned one of four main user authority levels. These levels are
described in the chart below. Based on the authority, users will be granted access to the information they

need.

USER
AUTHORITY LEVELS

fi®

-

// Q?"? f/
/ ] i v
"lg/ o‘sé &§ 7
//éb’w ‘E{ra 0 (}go /K
/N G/ 4 3 o Sl
SN S y , S/
Ny /S I TR L S S A
88 /G /SF /6 /S /
X/ ¥ /S /T

I ADMINISTRATOR
System administrators level have
NO restriction for access.

I KEY MANAGER

The Key Manager may assign, unassign, remove and
return keytags. NO access to customers or users.

I VENDOR
Vendors will only have access through VENDOR/LOT
WORK button. Limited to key access ONLY.

I SALES

Sales personnel have access to customer data input
and key removal/return for test drives.

BC

ecee

cee ey,
-
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LOGIN:

Make sure you know your dealer number and the 4-digit password you entered on your Employee Bio. If you do not have this
information, please contact the person in charge of the SalesTouch machine at your dealership.

Like a cash machine
for an automotive retailer

quu ld Client Login
- AMIERDT

Username |

Password |

Login

i ] B ™

anu !d Client Login

1 IMICRIO"

Username [jamie_sparby_261

Password  [**4

( Login | )

—

* Your Dealership

Liq"u‘lg. Yo are iogged A o JAMIE_SPARBY_281 wih Admisivirater ooviegen. Logod

Tendrive

'ﬂ Go to WWW.TMICRO.COM. Under the Be Back Bus is a
Client Login button (Circled in red). Click CLIENT LOGIN
and that will direct you to the Login page.

2 At the Login page enter your username (firstname_
lastname_dealernumber) and password (4digits).

@ Click LOGIN on the bottom right.

4 This will bring you to the Inventory Screen. The Main
Menu is located on the left hand side of the page. The
body of the screen will hold your dealerships inventory.
To search for a vehicle use one of the following:

Make
Model
Stock #

VIN #

OR a part of one of those four.

From this page you may also Book-In a vehicle using the

blue BOOK-IN VEHICLE link.

© 1Micro LLC. All Rights Reserved



ADD A USER:

2 2 ™ ¥our Daealarship
Liguid =t e ﬂ Log into the site and refer to the Main Menu, located
o U ( on the left hand side of the screen. To add a user, click
USERS.

=T —
T —

o e A ks €1 [

2 The System Users screen appears. Click ADD NEW USER
in blue located under the people.

Administrater |delets
Administrator [calete
Administrater |oe
Administrator o
Administrator Relete
Administrator jge

@ The User Maintenance screen appears. Click on the box
next to First Name. Enter the user’s first name. In the
et regulred t ogin next box enter their last name etc. In the Nickname
O place enter the person’s title, ie: Salesperson, Vendor,

Last Nama:

L — General Sales Manager etc. You will also have to designate

| — the security clearance of the person you are entering.

ME— Administrators have all access, Sales, Vendor, No Access
ety evel [ o ecess <] etc. (View the first page in this manual to understand

Fields that will appear on letters access)
You Must have acministracive access to oy these.

You must have administrative access to modify these. . .
T T 4 If your dealership uses InstantResponse m.arketl.ng, ALL
Poliical Science and French.  Stucied In France as members of the sales staff should have this section filled
iwell as Washington, D.C. . .
Education: out. If the employee bio was not filled out and faxed

initially, make sure they fill one out and fax it, OR have

T enjoy spending time out on the lakes of | someone with Administrator security level edit or input
|Minnesota as well as riding horses, enjoying meals H H
iwith my family and taking vacations (to mountains the mformatlon-

Hobbles: | heaches).

T T T T T AT TR The Education, Hobbies and Personal Information sections
playground. WILL APPEAR in marketing for the entire Sales Team.
Personal Information:
Extra Fields
DMS Employee #I

ADD SALESPERSON CONTINUED ON NEXT PAGE...

3 © 1Micro LLC. All Rights Reserved



ADD A USER conr

5 Always remember to click SAVE RECORD located on the
bottom right (Circled in red). If you click on any menu
items or “Request New ID badge” your record will not be
saved.

Save Record I

Once you click SAVE RECORD, the User Maintenace
page will still appear to add a photo. Click BROWSE
under the dark grey area, or on the top right of the User
Maintenance page.

You must have administrative access to modify these,

Education:|

KX 7 7 Search your desktop for the employee photo and click

L ':"] (& §| ) (S8 PreOwned Sales . OPEN on the bottom right. On the User Maintenance
O T TV Page, click SAVE RECORD. The photo will appear. Use the
v pLACES _ I Main Menu on the left hand side of the page to navigate,
e [ DGreen.jpg | or click USERS to continue adding users.
N Appiicati... [F'1 ot |
e i # diodd.jpg I
%Mes [% dward.jpg
17 Music F-J IMoten. jpg
Pictures [#] kreecejpg
L [ Igiles.jpg
¥ MEDIA [%] igreen.jpg .
J3 Music [#] melvinw.jpg 1+
(| Photos ’ 4 L [% mikeb.jpg :
[uzs  (Ala T EEs——Y T
W /A
| N To Request an ID BADGE for a new user, on the User
pe— Maintenance page click REQUEST NEW ID BADGE.
e I Badges cost $2.95 a piece. Badge and reel cobo $6.79*
“Prices as of 5/2008 and are subject to change.
'S are my

Save Record 1

4 © 1Micro LLC. All Rights Reserved



SEARCH INVENTORY:

Uguld == e ﬂ By default your inventory page will appear when you log
uaua cape= T |

into the website with the main Search box. To search a
broad range of vehicles type the Make or Model into the
Search field. The best way to search inventory for a vehicle
is to use the Stock #. You also may use the VIN or the last
5 characters of the VIN. Click GO.

2 The vehicle stock number, VIN number etc. will appear on
the screen. Click on any of the blue links for the vehicle
and that will direct you to the Stock # Information page.

Facr San 18 Auks CE (hat]

_ @ This is the Vehicle Information page. This is where you
will edit information such as stock number, VIN #, Trim

o — Levgl, cglor, etc.. From this page you may also.emall the
= = vehicle information, manage vehicle images, view the key
- (e history and view the test drive history.
cairy [ =]
tammris sian ||
Wew s v |

e

e

4 If you enter the stock number and the vehicle does not
come up, try checking the box under the Search field to
Show Sold Vehicles. If the vehicle is no longer sold and
you need to change the status from sold to in stock,
follow the directions on the following page.

5 © 1Micro LLC. All Rights Reserved



CHANGE STATUS:

RX 350 AWD 4dr |
(354
0

Z
Lef Lo

New <]
_Save Changes |
View key history
Miew Testdrive History

Search for the vehicle by entering the
Make Model Stock # OR  VIN #
into the Search field.

In order to broaden the search to include vehicle marked
as sold, click in the box below the search field marked
SHOW SOLD VEHICLES. Click GO.

If the vehicle is in the system it will appear on the screen.
Look at the vehicle STATUS, located on the right hand side
of the page. Click on the blue Sold text to change it from
Sold to In-Stock or if it is marked as In-Stock click In-Stock
and that will mark the vehicle as Sold.

“This is one of the main issues on the Support Line.

Search for the vehicle from the Inventory page using
directions above. Select the vehicle you need to edit by
clicking the blue stock # link. This will bring you to the
Vehicle Information page. To edit vehicle information,
focus on the upper right had area tinted gray.

The gray area holds the vehicle basics. Areas that are
white are dynamic. If incorrect information was used
when booking in a vehicle or importing data the trim
level, color etc. Correct it here. Use the drop down menu
to select the correct Trim/Sytle, Exterior and Interior
color, and whether the vehicle is new or used. Click SAVE
CHANGES.

© 1Micro LLC. All Rights Reserved



BOOK IN INVENTORY:

After you log in the main page will appear. Click on BOOK
IN under Inventory on the left hand side of the screen.

2 2 ™ ¥our Daealarship
Liqu rm g Ty nﬂ

2 This is the Book In Vehicle page. Enter the vehicle Stock
Number and VIN, use the drop down menu to verify New
or Used status, enter the mileage, use the drop down
to select the color of the vehilce and enter price. If the
vehicle has several trim levels a separate page will appear
to use the drop down menu and select the correct Trim.
Click BOOK IN at the bottom of the page.

@ Once you click BOOK IN, the Book in Vehicle Sucess
page will appear. From here you may either continue
adding inventory or use the menu on the left hand side to
navigate through the site.

7 © 1Micro LLC. All Rights Reserved



REPORTS:

L Your Daalership
qu_;g L o iy ey

Inventory Customers
+ 5ol Venicle List - this reports shows vehicles + Recent Testdrives - shows 2 list of most recent
either marked as sold or missing from the RBR testdnives.
Import that have keys still assigned to them. * Solg Customers - shows sold customers filzered
= Mo photos - lists all vehides that are currently In by cate of purchase.
stock but have no photos taken. (Manufacturer's » Sold Customers by Mocel
maocel photos are still available.) + Ungald Customers

« Unsalg Customers by Mogdel
+ House eals

Activity Personnel
+ Most Active Salespeopie - sales people testdrive + Time Clock - timeclock activity log, shows clock
summary. in and out times as lm ocour.
. - vehiges testdrive weekly timeeard for il
SUMAFyY. eﬂlplmes With totats.
+ Employee Key Activity - key mavement by + Time Repert with custom dates - same as
employee. weekly Ume repor except the date range is

.
& Daily Tasks - task list for each salescerson,

[er1551574/0AVID_SONG_260
fHS] [CAVID_SONG_260

1572 |Ace MOODY 260
184012092 |ALBERT_WALKER_260

|BH 537171 |ARIC_WOODS_260

] |_SONGER_260

After you log in the main page will appear. Click on

REPORTS on the left hand side of the screen.

This is the reports page. Once here you will find several
options. Inventory, Activity, Keys, Customers, Personnel,
and SalesTouch. Click the blue link of the report you
would like to view. For example | will click on “Keys
Checked Out” under Keys.

That will bring you to the Keys Checked Out page. The
vehicles that are in this list shows the keys that are
currently checked out by users. It will also show the
reason checked out in the right hand column. Once a
vehicle is sold and the keytag is unassigned they will no
longer be on this list, but will still be in the system.

“Here you can see the stock number of the vehicle with
keys currently checked out, who they are checked out to,
when they were checked out, how long they have been
checked out as well as the vehicle make and model, vehicle
status, tag number and the reason the key was checked
out. By clicking on the blue column title you can rearrange
the list.

Another report is the Sold Vehicles List. This list shows
the vehicles that are sold and still assigned to keytags.
This list should be kept at a minimum. Once a vehicle is
sold, unassign the keytag from the Machine.

© 1Micro LLC. All Rights Reserved



MENU OPTIONS:

These are the options on the Main Menu, located on the left hand side of the Liquid site.

ate marge: [ ey x][1 xi[ 700 s[mer =ffz =f[2mea -]

Salos funnel

il I

5 )
[ o T mactivs e o o s peried

Sales force detail

n

z
fie ]
I~ =

T FiS
2 34K
6 78 9101112
13141516171813
2021222324 2536
27282930

Today: 11 Apr 2008

Calendar events for 4/11/2008

:00 am

= =8

00 am

100 am

100 am

54:00 am

00 am

100 am

100 am

100 am

:00 am

[apr ]| 2008 x|
Go

10:00 am

25

11:00 am

[11:00 am Meet Nick Ranumn to discuss options for
[trade-in. Delete

2
&
B

12:00 pm

Search for events:

Search

01:00 pm

02:00 prm_|P2:00 pm Follow up with Mike Robinson, test drove the new
*00 P™ Imercedes 4/10. Tell him 1 found the one he wanted. Delete

03:00 pm

04:00 pm

05:00 pm

Bl 5 [EE| L

06:00 pm_|06:00 pm Call Dave Dornbush at corporate. Delete

07:00 pm

08:00 pm

000 pm

10:00 pm

11:00 pm

d calendar event

[apr >i|f 22 xi[z00 =] [or xi[o0 =[[[am =]
Agd new customer Seledt origting qustomer

JAMIE_SPARBY_261

Nermal Priorty 7]

LIQUID CRM

Here you are able to download a PDF of the latest monthly
report, view your sales funnel and see the Sales force detail
including last testdrive, calendar events, tasks, sales funnel
and how they are doing at collecting customer data.

1. Logging in will bring you to the Main Screen displaying
Inventory and the Main Menu on the left hand side.

2. Click on the first menu link, LIQUID CRM.
3. This is the Administrator’s Dashboard. To Download the
monthly report, click the blue Latest monthly report (pdf)

link below the cop. That will download the report and you
can find it on your desktop.

4. To view all other information, use the drop down menu to
select your date range and click APPLY FILTER.

CALENDAR

1.Logging in will bring you to the Main Screen displaying
Inventory and the Main Menu on the left hand side.

2. Click CALENDAR, 2nd down from the top.

3. This will bring you to the Calendar page.

4. On the right hand side of the Calendar events for the date
selected click the blue ADD link.

5. Select the date and time of the event using the drop down
menu.

6. Attach a customer to the event, either click Add Current
Customer OR Create New.

7. Using the drop down menu, title it Low, Medium or High
priority.

8. In the white box, enter an event description

9. Click SAVE on the bottom right hand side to add the
event.

© 1Micro LLC. All Rights Reserved



TASK LIST

From here you can add, edit, and delete tasks. You can
also organize them alphabetically.

1.Logging in will bring you to the Main Screen displaying
Inventory and the Main Menu on the left hand side.

2. Click on TASK LIST (3rd from the top) on the Main
Menu.

3.To ADD a TASK, click on the blue link, Add New Task.

4.Enter the task due date by using the drop down date
menu.

5. Select the corresponding customer by either clicking Add
New Customer or clicking Select Existing Customer.

6. Click on the blue link of the customer name. That will
add the customer successfully to your task.

7. Those with ADMINISTRATOR access can change the

Salesperson to assign the task to someone else.
[Mlease select a customer from the following list. This page will allow for acditional sorting and searching optio:

8. Add a description of the task in the white description
box.

9. Click SAVE at the bottom of the page to record event.

10 © 1Micro LLC. All Rights Reserved



CUSTOMER LIST

From here you can add a new customer OR search for
existing customers. You can also organize them by date,
B — e i S name and address, primary salesperson and status.

Last Act.: [May ~|[1 xl[2008 =] -[May =I[2 =]
2008 ] '

1.Logging in will bring you to the Main Screen displaying
Inventory and the Main Menu on the left hand side.

Found 1 customer reco
Dates [ Name & Address Primary Staty H
. L —— - 2. Click on CUSTOMER LIST (4th from the top) on the
- = e Main Menu.

SEARCH FOR A CUSTOMER:

1. Use the drop down menus to select: salesperson,
customer status and a date range for the last activity. Click
FILTER.

Salesperson: | TI_LEONE 261 = mm«sm:] Inactive |
LastAct: [apr >[1 ~l[2008 =[l-[apr =i[31 ;||2m;| Search Customars

Filte

2. Once the date range is selected, enter the customer
information you know in the Search Customers field and
— : E— = click FILTER.

SRRy [dea - eone 251 e

1008 E. 4th St.
[ anta Anna rA 83901

ADD NEW CUSTOMER:

1. Click the ADD NEW CUSTOMER link in blue under the
business card.

|Added: 2008-04-22 09:20:37

2. The CUSTOMER INFORMATION page will appear. Enter
the information you would like to save.

7. Click SAVE on the bottom right corner.

EDIT A CUSTOMER:

1. Click on the customer name. when the Customer
Information page appears, edit the information and click
SAVE on the bottom right corner.

“**From the CUSTOMER INFORMATION page you can
also:

CREATE AN APPOINTMENT, CREATE A TASK, LOOKUP
INFO  SEND A CUSTOMER NOTIFICATION & SEND AN
E-MAIL

Just click on the blue link under the driver’s license photo
and follow the prompts.

On the bottom of the page you can also:

CREATE A NEW TESTDRIVE, CREATE A WORKSHEET,
ADD A NOTE & VIEW HISTORY

11 © 1Micro LLC. All Rights Reserved



Time period |Apr ][22 x||2006 x|-{may x|[2 x|[2008 x| Salesperson | JAMIE_SPARDY 2

JAMIE_SPARBY_261
05.02.08 09:54:58 AM -

W= " customer: Eric Patterson

JAMIE_SPARBY_261

04.26.08 11:53:31 AM - 04.29.08 12:48:58 PM

#11967A = 2005 BMW 6-50
545CH 28r Convertible
1017331

F119674 - 2005 BMW 6-5¢
BA5CI 2er Convertible

- Customer: 1033580
. Tneress Sparoy

JAMIE_SPARBY_261 #14287A - 2007 BMW S-S¢
04.22.08 06:13: 56 PM - 04.22.08 06:14:33 PM 4dr Sdn M5

m== T Customer: Joseph Crolaly il
JAMIE_SPARBY_261 #142B7A - 2007 BMW 5-Se¢
04.22,08 11:53:02 AM - 04,29.08 12:49:12 PM adr Sﬂﬂsﬂs

100305

o Customer: Wamen Butige

-1680811/15/ 2005 OMAR_ussum_ — - -
154_25_2301{1?{200?SHAN ] - P b - L |
154-3304812/05/2007 AURELIO g i S —

54-3300812/06/ 2007 MATT_ il _ e o — -
154-3308 12/11/2007MATT_&% w810 — - -
154-332412/20/ 2007 JORGE_Suiess 1o o -
%%—%%a'JZIZIIZDO?JEFF_--‘ 1 - s — - e
154-335 1901/15/2008JAMES _Ms 1 o e— b
154 3350803/10/ 2008AURELIO_@NSuiing_iis S & S 5 .

2/ 09/ 2008SAM_Ms 1w . — ]

3494 ,03/29/ 2008 MANUEL _ Ml _ bR Sassmsss

point 1647180
Standard Campaigns
Stancard campalgns are part of the standard Instant Response setup and can only be enabled or disabl

"After Testdrive”

I print: View letter sample Repot | | Phone: Listen to campaign Change Messace Reoort |

"Sold Thank You"
I print: View letter sample Report | | Phone: Listen to campaign Change Messace Report |

"Voice of Authority”
I print: View letter sample Report | | Phone: Listen to campaign Change Messace Report |

"Sales to Service"
I Print: View letter sample Report | |~ Phone: Listen to compaign Change Messace Report |

12

TESTDRIVE LIST: From here you can track Testdrives
and customers. You can also organize them by date and
primary salesperson.

1.Logging in will bring you to the Main Screen displaying
Inventory and the Main Menu on the left hand side.

2. Click on TESTDRIVE LIST (5th from the top) on the
Main Menu.

SEARCH FOR AN EXISTING TESTDRIVE:

1. Use the drop down menu to select a date range for the
last activity and salesperson and click FILTER.

2. The list of testdrives for that salesperson and throughout
that date range will come up. To see the Customer
Information, click on the blue link of the customer name.

WORKSHEET LIST: From here you can create a new
worksheet or view existing worksheets.

1.Logging in will bring you to the Main Screen displaying
Inventory and the Main Menu on the left hand side.

2. Click on WORKSHEET LIST (6th from the top) on the
Main Menu.

CREATE A NEW WORKSHEET:

1. To create a new worksheet, click the Create new
worksheet link on the top of the screen.

2. Select the customer.

3. Add any additional information.

4. Click SAVE AND GO TO PRINT on the bottom of the
page.

INSTANT RESPONSE & CAMPAIGN MANAGER

From here you will turn on and off your marketing
campaigns if your dealership is using SalesTouch,
InstantResponse marketing.

1.Logging in will bring you to the Main Screen displaying
Inventory and the Main Menu on the left hand side.

2. Click on INSTANT RESPONSE(2nd Grey) on the Main
Menu.

TURN ON MARKETING:

1. Check the box of the corresponding camaign. When
the box is checked, the marketing campaign is turned on
and will be sent out automatically. **As long as you have
signed off on all your marketing with your Marketing
Coordinator. In order for Voice campaings to go out, they
must be recorded. (See the next page for instructions to
record voice campaigns.)

© 1Micro LLC. All Rights Reserved



Campaign Description

Thank you for visiting our dealership response for & customer wha was just in the deslership and drove one of our
Campaign Settings

This I5 a standand InstantResponse campalgn which means that mast settings ane not editable.

Sound File

Current Message:

LISIEN B0 £ 2000 MESERRE

There are two ways to change the cutgoing message for this campaign:
Uplaad file here:

i _Browse... | | _uplose |

Mote: it may take up to 1 hour for your changes to take effect.

or record using your telephone:

1. Write cown your
3 Fall 1-RAA-231-an0%

on & plece of paper.

Suggested soript:

Sranaara vampaigns

Standard campalgns are part of the standard Instant Response setup i

"After Testdrive"

I+ print: View letter sample Report | | Phone: Listen to carr

"Sold Thank You"

I Print: View letter sample Report | | | Phone: Listen to cam

"Voice of Authority"

I print: View letter sample Report | | Phone: Listen to car

Phone number (including area code): l

Add to *Do Not Call* list |

Numbers currently on the list

[ Number | Added by

13

INSTANT RESPONSE/ CAMPAIGN MANAGER cont:
RECORD VOICE CAMPAIGNS:

1. On the Instant Response page, find the campaign
you would like to record the message for and click the
CHANGE MESSAGE link.

2. This is the Phone Settings page. If there is a message
recorded, click LISTEN TO EXISTING MESSAGE. If there
is not an existing message, follow the instructions on

the bottom of the page. If you would like to change the
message, upload from your files OR write down your
message and follow the instructions at the bottom of the
page. (Call the number, enter the ID (different for each
campaign) and follow the prompts.

VIEW REPORT OF OUTGOING MARKETING:

1. To see the campaigns that have gone out, click the blue
REPORT link.

2.To sort the History Report, click sort by date, letter type
or customer name by clicking on the corresponding blue
link.

“Do Not Call” LIST

From here you will block out certain numbers so they are
not contacted by the voice campaigns.

1. After logging in, click *Do Not Call” List on the main
menu on the left hand side of the screen.

2. Type the number into the white box, including the area
code ie: 7024543322 Do not use any dashes or spaces in
the number.

3. Once typed in, click the Add to “Do Not Call” list

© 1Micro LLC. All Rights Reserved
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CUSTOMER NOTIFICATION

From here you can quickly notify your customer that
their vehicle service is complete by sending an email, text
message and voicemail with a few simple clicks.

1. After logging in, click CUSTOMER NOTIFICATION on
the main menu on the left hand side of the screen.

2. Depending on what mode of communication you would
like to use (or all three) enter the customer phone number
and/or Email address. Enter your message. Check the box
of the communication desired and click SUBMIT.

OR:

Click on CUSTOMER LIST on the main menu located on the
left hand side of the screen.

1. Find your customer by selecting the date range and
entering the name in the white box to search customers
and click FILTER.

2. Click on the blue link of the customer name.

3. This is the Customer Information page. Enter any
missing information you may have including email address,
cell phone or phone number.

4. Click SAVE on the bottom right hand side of the page.

5. Click the CUSTOMER NOTIFICATION link under the
driver’s license.

6. On the Customer Notification page the information at
the top should be completed. Check which mode(s) of
communication you would like to use and click SUBMIT.

© 1Micro LLC. All Rights Reserved



ﬂ @ INVENTORY:

TO SEARCH INVENTORY SEE PAGE 4

TO BOOK IN INVENTORY SEE PAGE 5

Showing records 1 through 15 Prev | Next

ﬂ 'ﬂ BOOK IN VEHICLE:

TO BOOK IN INVENTORY SEE PAGE 5

IMPORT DATA:

Once your inventory is automatically imported from your
DMS it will be available online for trim level verification.

1. After logging in, click IMPORT DATA on the main menu.

2. If the vehicle has more than one option, when you click
on the down arrow of the drop down menu, select the
correct trim.

3. The color of the vehicle, (if it came through with the
inventory) will be listed in the dark grey, use the drop
down menu and select the correct color for the exterior
o - and interior of the vehicle. Click SUBMIT and continue to
oy e the next vehicle.

Trim Level | E Class 4dr Sén Luxury 35LRWD v
Color TR
Interior Color [ /A

_cminuel

4. When the trim level verification is complete and all
vehicles are booked in, the Import Inventory Data screen
will appear without a vehicle and say All records have been
processed. Call 1Micro (612)423-2700. NONEED TO CALL
unless you are having issues with your key machine.
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ﬂ @ REPORTS:

To View REPORTS, see page 5.

1. After logging in, click REPORTS on the main menu. Once here you will
find several options. Inventory, Activity, Keys, Customers, Personnel, and
SalesTouch. Click the blue link of the report you would like to view.

Inventory Customers

= Sold Vehicle List - this reports shows vehicles = Recent Testdrives - shows a list of most recent
either marked as sold or missing from the RER testdrives.
Iimport that have keys still assigned to them. Sold Customers - shows sold customers filtered
Mo photos - lists all wehicles that are currently in bty date of purchase.
stock but have no photos taken. [Manufacturer's Sold Customers by Model
model photos are still avallable.) Unsold Customers
Unsold Customers by Model
House Deals

Activity Personnel

+ Most Active Salespeople - sales people testdrive + Time Cleck - timeclock activity log, shows clock
SUMMary. In and out times as they oocur.
+ Most Active Vehicles - vehicles testdrive + Weekly Time Report - weekly timecard for all
summary. employees with totals.
» Employee Key Activity - key mowvement by + Time Report with custom dates - same as
employee. weekly time report except the date range Is
configurable.
Dally Tasks - task list for each salesperson.
Daily Calendar - today's calendar events for
each salesperson.

Keys Salestouch

= Key Locations - shows location of keys

+ Keys Checked Out - shows keys currenly held by
USEers

» Drawer Layout - shows keytags currently in the
machine. Allows key managers t identify
keytags without labels.

ROl Report
Letters semt

Calls placed
E-mails sent
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VEHICLE ACTIVITY:

This list will show you your most active vehicles for a certain
date range. This will help you decide which vehicles are best
to have on the lot. Also the vehicles with little to no activity
may not be placed properly on the lot.

1. After logging in, click VEHICLE ACTIVITY on the main
menu.

1

2. Use the drop down menu to select the date range.

3. Click any of the top blue links to arrange the vehicles in
that order. ie: Testdrives, which will bring the most active
vehicle to the top etc.

SALESTOUCH STATUS:

This list has the letters, emails and phone calls made during
the month broken out into different campaigns.

Month-to-date for April 2008

|| veice of

|| Testdrive || sold | Authorty |

Letters

Phone Calls.

|
Emails [1a1 [ [[137
|

G
s|=]
e

EXPORT LEADS TO ADF:
You can export the leads into ADF format here.

CONFIGURATION/DEALERSHIP INFO:
This area is for dealership setup.

1. Click on the corresponding field to enter Dealership name,
address, phone number, website and main email.

2. The next group of information is the Voice of Authority,
usually this is the General Manager. (This information will
be on the Voice of Authority print pieces and emails if you
are using InstantResponse marketing.)

3. Enter dealership hours, the first line is for Mon-Fri,
second is for Sat and the third line is for Sunday. ie: Mon-Fri
9:00am - 8:00pm.

DEALERSHIP INFO/CONFIGURATION:
This area is for dealership setup.
See Configuration above.
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RYAN REIMERS 261

[rdministrator

[Administrator_|elete

DAMIE SPARBY 261

{rdministrator

MIKE_STEVENSON 261 [1Micro

[Administrator

KRIS TERP 261 |iMicro

[Administrator |delete

Comamer |
Wamber of bestcrves showed per aatomer:
M sumer of aptned RIS

iy o2 alow nATOmer i b wece:

Prospect must have & valid fing & bt name
Prosgect mat have vl accres
Predpeer must have waldl emal
Progpect must hawe valkd phone
Prospect mest have walid DL #

- Cumomer

amier of iesmaits alowes per Qazamer:
Pax rumber of Gpenad testsves:
s 10 wiow cumtores 1o by sesected:

Prmasees must have 8 vae Arst & Lot same
Foceet it have vad adden

PSERRCT MUs hares VA emad

Frosce munt hawe v phose.

Prascnt st hive vatd BL 4

S Semegs |

|JFront Line

Jot &

Jot B

truck lot
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USERS:

To ADD USERS see pages 2 and 3.
To EDIT A USER:

1. Click on the users name in blue.

2. The User Information page will appear. Administrators
will be able to edit all user information.

3. All users can change their login name, enter their

DMS #, change their password and save a user photo.
Click SAVE RECORD before inputing photo as described on
page 3.

SALESTOUCH: ADMIN ONLY

This is where you control the TESTDRIVE LIMITS & DATA
COLLECTION requirements of the machine.

1. Enter the amount of testdrives you would like to allow
per customer.

2. Enter the amount of open testdrives you would like to
allow per salesperson at a given time.

3. Enter the amount of days you would like to allow the
customer to be selected.

For DATA COLLECTION under FORCE data validation:

1. Enter the requirements with the drop down menu on
the right. Choices, Not Required, Before Testdrive & On
Close Testdrive.

2. Click SAVE SETTINGS.

3. RESTART THE MACHINE TO PUT ANY CHANGES INTO
EFFECT.

INVENTORY LOCATIONS

This feature allows the dealership to track vehicles as they
are moved around the dealership for daily operations.
When the key is returned to the machine the system

will prompt the user for a location of the vehicles being
returned, allowing them to select a location from this
predetermined list. From here you can input the location
options as well as enable or disable the feature.

ENABLE FEATURE
1. Click ENABLE

2. ADD LOCATIONS by clicking ADD NEW LOCATION and
then typing in the field provided.

3. Click Save. Continue for the different locations you
would like to offer.
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2 REASONS FOR REMOVAL

This feature allows personnel to quickly specify why they
are removing a key to a particular vehicle. From here
you can input 10 different reasons for removal as well as
enable or disable the feature.

JService ENABLE FEATURE

[oetailing

e 1. Click the blue ENABLE link. To DISABLE click the blue
B2 ] ) DISABLE link.

Body shop

2. ADD REASONS by clicking typing in the fields provided.
3. Click SAVE CHANGES.

2@ HELP

This feature allows staff to download the machine
manual, download this manual, directs you to the FAQ
R ——— page, br!ngs you Fo the SupPort Request Page, and gives
Your current options are: ContaCt InfOI’matlon fOI’ 1N\IC|’O.

« Download Maching Manual
 Freouently Asked Questions
« Fill out support reguest form

« Frnrare TMiren

2 4 FAQ’s

The FAQ's are currently being updated. If you feel your
question may be common, before contacting 1Micro, give
this page a chance.

+ This web site
TurboKey™ related questions

TurboKey is beeping! Help!
It probably got unplugged. Turbokey has a built In uninterruptable power supply. When utility power
Is lost, the system will begin using the UPS battery and notify you of that by beeping. Simply plug
the system back Into the outlet, and the beeping will stop.

‘What type of power does TurboKey need?
TurboKey requires a standard 115V grounded outlet.

Questions about this website

2 5 CONTACT 1MICRO

If you are having a support issue, you can either fill out a
Support Request Form from the HELP page, or go ahead
1070 bl provies up to et ormation st he company, ew poducts and ueoring and call Support. Either the number listed on this page, or

events. Please visit www.1micro.com for more Information.
telephone 952.767.1010 ext 3.
sles@imicro.com

2@ DOCUMENTS AND FORM DOWNLOAD

This page has the Employee Bio Worksheet. Dealerships

o At P i e i, el o that use 1Micro’s InstantResponse marketing should have

SR all sales staff fill out this form and fax it to the number
provided on the bottom of the page.

19 © 1Micro LLC. All Rights Reserved



NOTES

20 © 1Micro LLC. All Rights Reserved



NOTES

21 © 1Micro LLC. All Rights Reserved



MMICRO

15153 TECHNOLOGY DRIVE | WWW.1MICRO.COM
EDEN PRAIRIE, MN 55344 [866.642.7650



