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DealerBuilt IT/Network Support is available if assistance is needed. 
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Adding the DealerScan Icon to your desktop: 

Step 1 – from the LightYear server, open the Folder Icon in task Bar 

Step 2 – open the L: Drive 

Step 3 – find the DealerScan VIN link and drag and drop it to your server desktop.  If you prefer 
you can also copy and paste it to your local pc desktop. Drag and drop will not work to send it to 
your local desktop; you must copy/paste it there.  Also, keep in mind this method ONLY gives 
you access to the DealerScan feature, not LightYear.  You will have to log into the LightYear 
server as normal to access The LightYear DMS and its contents. 

Step 1    Step 2 

Step 3 
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Logging into the DealerScan App – to view Audit Reports and Print VIN Labels: 

Step 1 – open the link by double clicking the DealerScan Icon 

Your login credentials are the same as what you use for LightYear 

Step 1 
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Printing VIN Labels: 

Step 1 – click the Print Labels link near the top of the page 

Step 2 – select the correct printer, identify how you will enter the stock numbers. 

I highly recommend Enter stock number(s), over Search Inventory.  Search inventory will print all 
of your In Stock inventory by transit type.  This could become an issue if there is a printer jam 
several stock numbers into printing. 

Enter stock numbers one at a time, separated by a [space] and comma (copy/paste, also works 
here, select the number of copies needed and click Print. 

Step 1 

Step 2 
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Set Date/Time on Scan Gun – affects what Date/Time is documented for vehicle scans: 

Step 1 – click on the Windows Icon in the lower left-hand corner of the screen 

Step 2 – find and click on the Settings Icon 

Step 3 – then Clock & Alarms; you’ll see the selections for Time Zone, Date, and Time. 

Step 1 Step 2 

Step 3a Step 3b 
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By tapping on the drop-down arrows or numbers for each field, you’ll be able to adjust 
them as necessary. 

Time Zone Date 

On the Calendar you can quickly navigate to a specific month or year by tapping the shown month/year 
to open a scrolling list. 

Month Year 
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Finally adjust Time; click OK when done and Save Changes 

Once set, the Date/Time settings should stay. 

Occasionally a system update may reset the Date and/or Time. 

Please follow the beforementioned instructions to easily go into your Scan Gun settings and 
make necessary adjustments.  You should then be good to go. 
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Signing into DealerScan on the Scan Gun: 

Step 1 – click on the Windows Icon in the lower left-hand corner of the screen 

Step 2 – find and click on the DealerScan Icon 

Step 3 – log-in: using the same credentials you use to access The LightYear DMS application, not the 
server 

SPECIAL CHARACTERS: if your password includes special characters, the format for them is the 
same as the number layout on a standard pc keyboard. Simply hold down the SHIFT key on the Scan 
Gun keypad and type the corresponding number to populate the applicable special character: 

1 = !, 2 = @, 3 = #, 4 = $, 5 = %, 6 = ^, 7 = &, 8 = *, 9 = (, 0 = ) 

Step 1 Step 2 

Step 3 
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Vehicle Scanning: 

Step 1 – once logged-in, identify your scanning Lot Location by taping on your selection; you’ll 
be taken into Audit Mode.  You’ re now ready to scan. 

Step 2 – aim the Scan Gun at the barcode label and pull the trigger to project the scanning laser 
across the entire width of all bars on the label.  You will hear a beep and the VIN will 
immediately show up in the Audit Mode window of the Gun. 

If you’re having trouble scanning a VIN, it is possible to enter the VIN manually by selecting Key 
Entry.  In this mode, you will be able to use the Scan Gun keypad to enter the entire VIN by 
hand.  Click OK when done typing to add it to your scanned list of VINs. 

Step 1a Step 1b 

Step 2a Step 2b 
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Vehicle Scanning (cont.): 

Step 3 – when scanning is complete for that Lot Location, get within the VPN Wi-Fi coverage 
area of the dealership and hit OK from the Audit Mode screen to generate an Audit Report for 
that location on the LightYear integrated DealerScan Website 

At this point, you can select another Lot Location and continue scanning, or sign-out of 
DealerScan on your Scan Gun before redocking it to charge. 

Step 3 
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Signing-out of DealerScan on the Scan Gun: 

Step 1 – from the Audit Mode screen, click Options 

Step 2 – click on your username icon 

Step 3 – click Exit System 

You’re then free to dock the Scan Gun 

Step 1 Step 2 

Step 3 
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Vehicle Audit Report: 

Step 1 – once you’ve completed a vehicle scanning session, return to the DealerScan application 
on your desktop to review the audit report.  If you have not yet, sign-in to the application 

Step 2 – select a report to view by clicking the applicable report ID number, then define report 
parameters 

Step 1 

Step 2a 
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Step 2b – define the report parameters 

The report breaks down as follows: 

• Vehicles NOT Scanned – These are your need to search and account for exceptions
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• Vehicles In Stock Scanned

• Unexpected Vehicles Scanned – These are vehicles now physically on-site but still in a Coming
(or in transit) status in LightYear

• Unknown Items Scanned –  any items LightYear does not recognize, as an In Stock unit: cars not
yet stocked in, barcodes for items that really are not vehicles, partial reading of barcodes, etc.

Notice the Lot Location, and Date/Time Stamp of each unit.  It is also possible to manually enter a 
temporary location in The LightYear DMS Vehicle Entry screen that will be displayed on this report for 
vehicles that are not on-site but accounted for:  off-site repair facility, momentary storage, etc. 

New and/or Used are displayed depending on parameters selected when report is initially run. 
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Lot Locations – Creating and Deleting: 

Step 1 – while logged into the DealerScan desktop application, click Setup near the top of the 
page 

Step 2 – you’ll see a list of your current printers and lot locations, there is a Delete link to the 
right of each location.  Here you can delete lots no longer in use. 

Step 3 – you’ll also see a link that says Add Lot; here you can select a dealership location from 
the drop-down list and create a Lot Name of your choosing for that location. 

Step 4 – you will have to log out of DealerScan on the Scan Gun and sign back in before you see 
the updated lots in the Gun 
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Viewing Last Scan Location in The LightYear DMS: 

Step 1 – log-in to LightYear 

Step 2 – when viewing vehicle information in the Vehicle Entry screen, look for the Last Lot 
Loc field 

Here, you can view the last location and date the vehicle was scanned into. 
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Also, if you have a vehicle that will spend an extended period of time in another location under 
extenuating circumstances (machine shop, body shop, and so on), you can manually enter a 
description here that will also populate on your Audit Report. 

Any concerns over misleading information in this field is addressed with the Show Field Log 
feature in LightYear. 

While not in Edit Mode, right-click on the Last Lot Location field, the Show Field Log link will 
appear; click on this to show detailed changes on a particular field.  This actually works 
almost everywhere in The LightYear DMS. 

You’re able to identify the date/time the change took place, the original value before the 
alteration, what the information in the field was changed to, and under whose username it 
happened, among other details. 
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Trouble shooting: 

If for whatever reason the Scan Gun freezes or you for no obvious reason lose connectivity you 
can hard power down the Gun by disengaging the battery (push in tabs on both sides of the 
battery and sliding it out about a half an inch: there is a built in secondary stop to prevent the 
battery from just falling out), then holding the power button and trigger simultaneously for 
approximately 5 seconds. 

This drains any residual power and memory, forcing the Gun to recalibrate itself once 
powered back on. 

Power it up, and you should be good to go. 

LightYear Support:

For questions about application usage 

Sales/F&I: support.fni@dealerbuilt.com 

For issues with connectivity (after you’ve first checked with your dealership 
IT/Network Administrator) 

IT/Network: support.it@dealerbuilt.com 

General Inquiries: (800) 499-1914 

mailto:support.fni@dealerbuilt.com
mailto:support.it@dealerbuilt.com



