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Mod 201: Sales Training (Full Version/Desking)

2a. Sales Pipeline Summary:

The Sales Pipeline Summary is located at the top of your Dashboard. The status of all customers on
a Sales Pipeline Summary will be Active. Active customers are currently in the market to purchase a
vehicle or a brand new internet lead.

e Flags: The first column on the Sales Pipeline Summary is the flags. To help set up your
pipeline to provide you with more visibility of your hot customers we have created a Flag
icon system. Each flag icon represents where each customer is in the buying process.
These customers are then placed in the pipeline according to how they are flagged.

e Type: The second column on the Sales Pipeline Summary is the type of customer
contact. i

o The person icon 23 stands for an In-Store lead
o The world icon ﬁstands for an Internet lead

o The phone icon %% is a Phone lead

¢ Clients Name: In the third column you will find the clients name.

e Salesperson’s initials: The forth column is your initials.

e Date Entered: The fifth column is the date that the customer was entered into the
system. This is the day the last client contact ticket was entered into the system or
automatically came into the system as an internet lead.

e Last Event: The sixth column is the last event that has happened with this client.

e  Quick Links: On the right hand side of the Pipeline you will find our Quick Links.

B4 &E (& These icons are directly linked to the customer.

Create a Phone Call
4 send an E-mail
] Create a New Task

5 Create an Appointment.
Create a New Note or general comment for the customer.

O O O O O

2b. Following up your leads from the Sales Pipeline Summary:

If you would like to follow-up with your daily leads from the Homepage you can view your most
current Active leads from the Sales Pipeline Summary. To help set up your pipeline to provide
you with more visibility of your hot customers we have created a Flag icon system. Each flag
icon represents where the customer is in the buying process. These customers are then placed in
the pipeline according to how they are flagged.
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e To view detailed information on a customer account click on the arrowed box to the left of the
clients name 4.
e  This will launch a Customer Pop-Up window displaying Client Information. This page includes:
o The Client Menu:
=  File: Where you can edit your clients information
= Action; Where you can do the following:
e New: Note, Face-to-Face Note, Email, Tasks, Appointment, Word
Document (letter), Credit Application, Client Contact
e Change the Flag: @0 T rvTa ® e W
Note: See your dealership for flag definitions.
= View: Where you can refresh the clients information
o The Client Information Column: This has the customers contact information. You can
follow-up with your clients by phone call or email by simply clicking on their phone
number or their email address.
o The Recent Activity Column: This details the last 5 points of contact. The recent activity
is chronologically ordered so that the last activity is listed at the top of the column.

.
2 customerPopup -- Web Page Dialog

File Ackion Wi

Bob Weaver [Active) '. Fecent Adtivity DiShow systern generated activity

bweaver@earthlink. net 12/27/2006 E From 12/27/2006 3:00 PM to Dec 27 2006
FPhone Humbers 3:00 PM S:qum L

Subject: Carning into purchase 23424
[475] 645-7475 (Home, ]

[475] 847-5847 (Busines=z, 1 12/26/2006 [view) purpose - Choose -

12:21 PM Synopsis: spoke w' him today and they are
Address corming in on the 27th to see about getting the
475 Magnalia Lane BRI
Frisco, O 47554 12/26/2006 [35 Assigned to Brent Magouirk
Hote 12:00 AM Detail: Call on stips
1172472006 [view] purpose - Choose -
10:17 AM Synopsis: No Answer, Left Vaicermail

EEEEEEE R E RS B E R R R R

11/24/2006 [ [view) from brent@profitable. com
10:17 AM Subject: Thank you for visiting

2c. Create a Phone comment:

You can create a phone comment in the system by clicking on the customer’s phone number or by
clicking on the Create New Phone comment icon in the Quick Links Bar.

e When you click on the customer’s phone number or the Create New Phone comment icon you will
see a phone dialog box appear.

o  What is the Purpose of the call: where you can select the purpose of the call from a
drop down menu.

o Which Number do you wish to dial: where you can select the number you wish to dial
form a drop down menu.

o Quick Notes: If you didn’t reach the customer simply select what you did from the drop
down menu and click Add. This will create your selection in the notes field and will be
your phone comment.

o Notes: If you did reach the customer type the notes you have from your conversation in
the notes box.

o Are there any Follow-up actions required?: Once you have finished logging the call
you have the option of setting up follow-up actions. To setup a follow-up action click on
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the action you would like to perform. The system will open up the specified follow-up
action as soon as you save the phone comment.
o Save: When you have finished click on Save and Close.

23 AutoClick Dialog - Microsoft Internet Explorer

Record a Phone Call

Make a Phone Call to Terry Green

What is the purpose of this call? |- Choose - w
which number do you wish to dial? | -Choose- w
-Quick Notes | add

Are any follow -up actions required?

Send an Ernail  Schedule an Appointrnent  Create s Tash

[ H Save ] [ héSave.f'Close

@ Cancel ]

2d. Create an e-mail:

You can create an e-mail in the system by clicking on the customer’s e-mail address or by clicking on
the Create New E-mail icon 2 in the New or Quick Links Bar.

e When you click on the customer’s e-mail address or the Create New E-mail icon you will see a
Send a New E-mail box appear. Unless you are using the e-mail icon in the New Bar, the e-mail
will be pre-addressed to the client. You have two options for creating an email:

o  Write your own e-mail: by entering a subject and writing a message
o Choose from an existing template: To choose a pre-made template select one from the
template drop down. You can find these listed under Templates.

e Click send when you are ready to send your e-mail.

e You will see a Mail Sent confirmation at the top of the window when completed.

e Click close when you have confirmation the email has been sent.

Autoclick Training Module 201 3



T Send a New [-Mail - Microsoft Internet Explorer ’:! E |
! SEND AN E-MAIL
From: brent®profitable.com

| 10w ¢ | lsamtab@aocl.com

f"’ﬁ?:;’,;
Item Info:
Template:
Subject:

Messaoe: |'g 7 1 W W WSS9 B @) Time:  ¥[ 100t ¥ Block_+

No Attachments

oG Creote Task | 3 Create Appointment [ % phone Comment

L Preview i) Attach = send ‘ ‘ E3 ciose

2e. Edit the Clients Information:
You can edit the client’s information by clicking on Edit anywhere in the system.

In the Customer Pop-Up Screen click on File and select Edit to open the window.

In this window you will be presented with all your customers’ data in fields which can be edited.
To edit type in the information you would like to add or change in the proper field.

Click Save and Close at the bottom of the screen to save your data and close the window to return

to your main page.
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| Editing Terry Green - Microsoft Internet Explorer

£ EDIT CLIENT

. LY
Personal Information: Home Address: G- Copy To Mailing &ddress
First Name: |Terry | Street 1: |33 West wind Blvd |
Middle Name: | | Strest 2: | |
Last Marme: |Green | City: |Da5rtc|n |
Title: | | State:
Caompany: |Sears | Postal Code:
Salesperson: |Gaski|lJ Dan vl
T
Status: | Active Vl Mailing Address: 83 copy To Home address
5.5, #: - - Street 1: |33 West Wind Blvd |
Birthdate = ity [Dayton |
Anniversary: l:l E State:
Credit Score: NFA NEW Postal Code:
Follow-up: [ No Sold Follow-up
[ No Un-Sold Follow-up E-mail Address: |tgreenﬂl@waldnrph.cnm
Mote: Phone Numbers:
He likes Roller Derby and is on the committee to Extension Besttime to call:
rebuild Cole Park. |
Home: |(489) 578-5857|| || Evening v
Business: |(945) 785-8575/ | ||oay v|
Fax: | || ||(—Se|ect—) Vl
Mobile: |489-331-7511 || || anytime v|
Pager: | || |[(-select-)  ~|

2f. Create a Letter:

You can create a letter by clicking on Create New Word Document anywhere in the system.

e  Select Create Word Doc
The first option you are presented with is a check box to decide if you would like to

o

include an envelope. This is only if you have a printer that is set up for printing

envelopes. Check with others in your dealerships if you are unsure if your printer is set

up properly.
Next select a template from the drop down menu

If you would like to create a comment for your own records regarding this letter do so in

the comment box now.
Lastly click on create document.
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2 Create a Word Document - Microsoft Internet Explorer g@l

@ CREATE A WORD DOCUMENT

Directions: Select a Template and enter any extra comments,

Include Envelope? {Click to Include an Envelope in the Document)

Termnplate: |1 day unsold letter %

Comment: | Also including weh brochure with letter]

Create Document

o IfaWindows Pop-up box appears asking if you want to Save or Open the document,
select to open it.

o The next screen will have your envelope and letter in Microsoft Word formatting. You
are able to make any changes or additions to the letter at this time.

o When you are ready click on the printer icon or File -> Print to print the envelope and
letter.

o Close document to return to the main page.

29. Flags Icons

Remember: To help set up your pipeline to provide you with more visibility of your hot customers we
have created a Flag icon system. Each flag icon represents where each customer is in the buying
process. These customers are then placed in the pipeline according to how they are flagged.

e To change the Flag icon associated with your customer from the Customer Pop-up Window Go to
Actions and choose Change Flag

e Choose the flag icon that best represents the status of the customer within the buying process.
‘. * vy @ & @ @ @ Note: See your dealership for flag definitions.

2h. Sorting the Sales Pipeline Summary

Remember: The flag icon represents where each customer is in the buying process. The Sales
Pipeline Summary is defaulted to order according to how they are flagged. You can also sort the
Pipeline Summary by clicking on any of the Headings at the top of each column.

e Tosort by the date the customer was entered into the system click on Date Entered in the heading
column of the Sales Pipeline Summary.
o By clicking on Date Entered Once the customers will order from the oldest to the newest
customer.
o Byclicking on Date Entered Twice the customers will be ordered from the newest

customer to the oldest. Note: The Contact Log is defaulted to show the last 7 days of client contact tickets
with the newest one at the top.

e Additional Sort Options at the top of the page are Type of Client Contact and Client Name.
e To provide a more efficient way for you to search, we have designed the Pipeline summary to display
only 100 active clients at a time. This will prevent you from searching through multiple screens. To
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insure this process remains a benefit you will need to flag clients that are no longer in the market to
purchase a vehicle with an inactive flag to make room for you new Active clients.

2i. Client Information Screen:

By clicking on the Clients name you will be taken to the Client Information screen. In this screen
you can view all of the customer details and their complete client history.

e Create A Phone Comment: On the Client Information screen you can record a phone call by
clicking on the client’s phone number.

e Create An E-Mail: Create an E-mail by clicking on the clients email address.

e Flag the Client: Open up the flag drown down menu and selecting a new flag.

e Client History: At the bottom of the Client Information Screen you can view the customers
complete Client History. This is chronologically ordered so that the last thing that happened with
the customer shows at the top of the list.

e Actions Menu: In the Actions menu in the top right hand corner of the screen you can Edit your
Client, Create a New Comment for your Client, Create a New Face-to-Face comment for your
client, Create a New Word document for your client, Create a New Appointment for your Client,
Create a New Task for your Client.

New: L (3 2 8 &5 & o0 v Seeert | Sontact Us | o
& Bob Weaver ¥ L Paootate]

HMATION

Salespenion: frent Magowmirk Phone Mumbers:

Status: | Actwe - Home! (4785) 645-7475
SLatUS v

- Busineys: (A75) Bd7-5047
Aag: |¥ =
Nome Bob Weaver Mading Addrass 475 Magnolia Lane
Title Han Prisco , €D 47584

Company: United Telephone
Home Addrasy: 475 Magnobia Lane

e Frisco , CO 47584

E-Hall Address: hweaver@oarthlink.net

HISTORY ] side System Comments S HOW, Al Ttems

o 12/27/200¢ T trom: 2:00 PK To 4100 P9
J’ Created By: Brant Mugouark
Description: © " 159

Synapese: ipak m todas aod thay ss coming In on the 27% te res about getting the veruda

¢ ‘_';- For: Brant Mag
Completod: 12
Descriptions ¢l ¢

2j. Clients Section on the Navigate Bar:

This is the only place in the system where you are able to view your Managed, Dropped and Inactive
Clients. To view these clients:

e Click on Clients from the Navigate Bar.
e All Active Clients records will be displayed
e  Select the status you would like to view from the Status drop down menu.
o Active Clients: Currently in the market to purchase a vehicle.
o Inactive Clients: Customers that are not currently in the market to purchase a vehicle
but are kept in the system for future buying potential.
o Managed Clients: Inactive Clients that need to be followed-up with.
o Dropped: Customers you do not wish to work with again.
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Click the search icon lf_ .

[ ]
e You also have access to your Customer Pop-Up box.
e You can directly edit your Client Information by clicking on the Edit icon.
e You can view your Contact Type e.g. Internet, Phone-up and Walk-in.
e See the Flags associated with your clients.
e View your Customers Name.
e You are able to sort by column headings.
New: 3 B8 ® 4 5w st | tontactus
& CHents
Fagi | Aily Status: CNINEN ¥ Employee: | Msgeuts Brenl | Event: | Al Svars v
o Ve sl RAL
¥ = nt word documant usng Templatel day unsold letter [buncoted)
020 I 3:00 FM W 13/16/2006 4:00 #M
(v A =) pird, Garti 006 11,0044 89.12/30(2006 12130 oW
o ¥ & sl 12/12/7006 12:00 &M [ Aesigned to Erent Magauirk
Details Sand £ Day Unzold Follow Up Latter
Bravy =ra S i, S Torts Guroing ke plrthsre 2oden -t
D' | 4 vl Seaath Sy 2 1342742006 11100 s =1 ;-r;‘é':;,;m:: 00 AM %0 33/27/2006 12100 #M
(2 o) Gossar. Alitha I0/5/2006 4:14 PM 3 Lattwr  Sank vard documant using Templete 1 day unsold luttes [runcated]
o o) theuse, huizh 124372006 1100 an I DS SHAAMHOK 11605 N4 N T STA00N LUTO M
Brl O o raba 13/12/3006 11:08 AM B tntersdby: Brant Hagourk o lunger o the market to buy will be wakng Hl the summar

2k. Search the Database:

Search the Database for a customer: You are able to search for clients in the database by
using the Search Bar located in the top left hand corner of your screen. This is accessible from every
screen in the Autoclick system. There are 2 ways you can search for a customer in the system.

e Do a Quick Search by Searching for a customer by their last name:
e Type the clients last name into the search bar

Search:

oyl

e Click on the client Search icon to the right of the last name .-df

e You will see the client search pop-up box.
o Note: if only one customer in the database matches your search criteria you will automatically be taken
into their client information screen and the pop-up box will be minimized at the bottom of your screen.

e Inthe pop-up box you will see a list of clients matching your last name search criteria.
e To select a client from the search results click on the client’s name. This will take you to their
client information screen.

e If the customer is not in the search results:
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o Delete the last name from the search criteria field above
o Enter in new search criteria and click on Search.

To select a client from the search results click on the client’s name. This will take you to their
client information screen.

If the customer is still not showing in the results it could be that they may not have been
entered into the system and will need to be created at this time.

,ﬁ SEARCH FOR A CLIENT

Salesperson: v Status: A Flag: =l

First Mame: Last: meyer

Company: rReyer

City: State: Zip:

E-mail:

+’ Search l [ & clear
Client Cormpany Email Salespersan
alison Mevyer Alirmay_72@vahoo. com zrnith, 4
GARY METER shawn@ecolumbus, autodick, carn Dinant, Cheryl
Travis Mever shawn@ecolumbus, autodick, corn Test, Joe
Milke Meyers rrike@acl. corn Lawzon, Hank

e Do an advanced Search for a customer with their detailed information:

In the Search Bar leave the box blank and click on the client Search icon on the right hand
side st

You will see the client search pop-up box

Fill in your search criteria and click Search

o Note: if only one customer in the database matches your search criteria you will automatically be taken
into their client information screen and the pop-up box will be minimized at the bottom of your screen.

To select a client from the search results click on the client’s name. This will take you to their
client information screen.

If the customer is not showing in the results it could be that they may not have been entered
into the system and will need to be created at this time.

Search the database for a vehicle: You are able to search for vehicles in the database by using
the Search Bar located in the top left hand corner of your screen. This is accessible from every
screen in the Autoclick system. There are 2 ways you can search for a vehicle in the system.
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Do a Quick Search by Searching for a Vehicle by its Stock Number.
Type the stock number of the vehicle into the search bar

Search:

L)
Ly
]

e

Click on the vehicle Search icon to the right of the stock number e

You will see the item search pop-up box.
o Note: if only one vehicle in the database matches your search criteria you will automatically be taken into
the vehicle information screen and the pop-up box will be minimized at the bottom of your screen.

In the pop-up box you will see a list of vehicles matching your stock number search criteria.
To select a vehicle from the search results click on the stock number. This will take you to
the vehicle information screen.

If the vehicle is not in the search results:

o Delete the stock number from the search criteria field above

o Enter in new search criteria and click on Search.
To select a vehicle from the search results click on the stock nhumber. This will take you to
the vehicle information screen.
If the vehicle is still not showing in the results it could be that it may not have been entered
into the system and will need to be created at this time.

T4 FIND AN ITEM

Source: | <- SelectA Source -» b Transmission: [] automatic [ Standard
Status: | «<- Select A Status -= w Speeds: | <- Select Speeds -= %
Transaxle Type: | <- Select A Transaxle -= %
Classification: | <- Select & Class -= A Engine: [ |Gas [ Diesel
Stock #: |pl25 Engine Size: | =- Select Cylinders -= %
Wear From: | <- Year -= % | To |[<-Year-= % Condition: | <- Condition -= hd
Make: | <-Manufacturer-= W Interior Trirm: | <- Select & Trim -= %
Model: Exterior Color: =
Model Code:
VIN:
Mileage {less than):
~! Search S clear l l < Print
Stock # ‘rear Make Model Color List Price Age= Status Cealership
o pizs 2006 CADILLAC ESCALADE . $36500 1] Sold/Delivered AutoClick
Training
Dealership
2 pizsa 2004 BEMTLEY ~ AZURE O $17500 0 Stock Auto Click
Training
Dealership
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Do an advanced Search for a vehicle with its detailed information:

In the Search Bar leave the box blank and click on the vehicle Search icon on the right hand
side »¥
You will see the item search pop-up box.

Fill in your search criteria and click Search
o Note: if only one vehicle in the database matches your search criteria you will automatically be taken into
the vehicle information screen and the pop-up box will be minimized at the bottom of your screen.

To select a vehicle from the search results click on the stock number. This will take you to
the vehicle information screen.

If the vehicle is still not showing in the results it could be that it may not have been entered
into the system and will need to be created at this time.
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