LOGGING IN

L

From your desktop, double click the “Dealerbuilt” icon »$)

— e firstnarme.lastnarme|

Log into the server Password

Domain: dbcloud

Double click the “Lightyear” icon

Welcome IE.
sy dealerbuilt com
Tel. B80-495-1914
Far. 641-424-8263
Log into the Lightyear software.
Username iS your first initiaI and Iast name Sales  sales@dealerbuilt.com Support  support@dealerbuilt.com
Type in your password. * CLancel | v K |
\Welcome, Blease(logHin
User Name FLAST]
Fassward
Lacation =€




TO PUT YOURSELF ON A JOB

In the bottom left corner click on the “ERO” tab

=
U= My Jobsz
In the top left corner click on “Route Sheet” W@ My Time Chart
Foute Sheet
Type in the RO number Click Search

= Route Sheet EE.

10.20 Double Click a Job line thagis not already assigned to assign a technician - Revise the list by setting various search options and then clicking Search button.
Total Jobs: 479 Show Only RO: Select a technician j Select a team j @ Unassigned {* Assigned ¢ &1 [T Include Completed
= Waiter 0 = Come back 0 =Appt  Unassigned FLH: 104,60 Assigned FLH: 0.00 % Customer ROs ¢ Internal ROs {7 Show both Cust/Internal [T RO Status
RO#*/dob* Tag Date Customer Yehicle Type  Service ‘writer Prornized Date /Time Pr  Status “Waiter
280049 1234 MAY 3118 3M0PM  Amy Jones 2013 Toyota Camry H377 Picka, Robert 05-21-18  S3I0PM Open e (*] i‘
Job:1 Customer States Perform Express Lube and Rotate Tires 5 Skill: Mot Set
Job:2 Customer states check alignment an vehicle. C Skill: Mot Set
280047 MAY 291§ 948 PM  Allen Watkins 2016 Toyota Tundra H377 Piska, Robert 05-31-18  SO0FM z Open ] 0
Job:1 Customer States Perform Express Lube and Rotate Tires 5 Skill: Mot Set 3
Job:2 Perform FREE 27 point inspection C Skill: Lube 3
280046 KKKKKK MAY 2918 9:42PM  Kim Wreay 2006 Toyota Rav 4 H377 Piska, Robert 05-30-18  S00PM 3 Open &
Jok:1 fire keeps loosing air C Skill: Mot Set 3
Job:2 Perform FREE 27 point inspection C Skill: Lube 3
280045 MAY 2518 T:23 AM  Jeff Swann 2012 Toyota Corolla H377 Piska, Robert 05-25-18  SO0FM 3 Open
Jokit Customer states install four new tires W Skill: QuickService 3
Jok2 Perform FREE 27 point inspection C Skill: Lube 3
Joh:3 Warn C Skill: Mot Set E
280044 MAY 2418 11:34 AM  Gary Adams 2004 Toyota Tundra H377 Piska, Robert 05-24-12  SO0PM z Open
Joh:2 Perfarm FREE 27 point inspection C Skill: Lube 3
280043 MAY 16 18 9:36 PM  Jeff Swann 2012 Toyota Corolla H379 Young, Eric 05-17-12  SO0FPM z Open
Job:1 Customer States Perform Express Lube and Rotate Tires C Skill: Mot Set E
Jok:2 Perform FREE 27 paoint inspection C Skill: Lube E
280042 APR 2418 437 PM  Jeff Swann 2012 Toyota Corolla H377 Piska, Robert O4-16-15 1400 P Open
Job:1 Customer states Perform Express Lube and Rotate Tires 5 Skill: Mot Set
Jok:2 Perform FREE 27 paoint inspection C Skill: Lube
280040 APR 2318 9:21PM  Jeff Swann 2012 Toyota Corolla H379 Young, Eric 04-24-12  200FM z Ytaiting for Assignment

Kl

Joh:t Customer States install door edge guards C Skill: Mot Set z -




Double click on the job line you wish to assign yourself to.

[ \ Route Sheet [=]= ]

10.20 Double Click a Job line that is not already assigned to assign a technician - Revise the list by setting various search options and then clicking Search button.

Total Jobs: 2 Show Only RO: 280049 Select a technician J Select a team d % Unassigned {7 Assigned ¢ &1l [T Include Completed #* Search

0 = aiter 0: Come hack 0 =Appt  Unassigned FLH: 0.50 Assigned FLH: 0.00 % Customer ROs (T Internal ROs {70 Show both Cust/Internal [T RO Status

RO*/dob* Tag Date Customer Vehicle Type  Service Writer Fromised Date/Time Fr o Status aiter
280049 1234  MAY 3118 310 PM Amy Jones 2013 Toyota Camny H377 Piska, Robert 05-21-12 520 P Open =

Job Custorner states check alighrment onvehicle C ill: Mat Set

4 of

[ Tech Work Assignments ZIE
JUN 21 2018 3:48 PM 1020
Repair Order Information
RO # 280049 Cust Amy Jones “eh.: 2013 Toyota Camry Mileage: 39000
Loc: 1 wIN: AT1BFIFKODUT25452  [B) Plate: Color: Black
Service Writer: Robert Piska Promized Date: MAY 31 18 Fromized Time: 5 30 PR Key Tag: 1234

Joh Information
|._||:| b Mum:
1

Job Flag: Complaint:

Lube and R

Customer states check alignment on vehicle.
DO IF MEEDED YES le]

Select & technician from the list and then click the &ssign button to
aszign the technician to the job.

Tech List: SKill Set:
|Ta-::h Mame #Hlobs Flat Hr= Act Hrs i
Toyota Team TECHS == 0 0.00 000 -
John 47 0.00 0.00

Assign Tech To Job | | Assign Tech To All Jobs | Intelligert Dispatohing: ON
LS
Assign yourself to the job OR  Assign yourself to all available jobs on the RO

you selected



TO BEGIN WORK ON YOUR ASSINGED JOB(S)

In the bottom left corner click on the “ERO” tab

ll::__"t Mty Jobz
In the top left corner click on “My Jobs” “@ My Time Chart
Route Sheet
i Technicians Activity for John Broske
& =‘aiter W =Comeback () Get Jobs @ Refresh %
Assigned Johs [T IncludeiHighlioght Completed = Clocked Into Jokb
Custorner Tag# Date In Fromized Flat At Job Status FR Job FT - Clocked In - Time " aiter Come Back
220042 - 1 Amy Jones 1234 MaY 3118 Z10PM SEI0FM 050 0,00 o S (=] o
Piska Robert 2013 Toyota Camry Custorner States Perform Express Lube and Rotate Tires Skill, Lukbe
280049 - 2 Amy Jones 1234 MaY 3118 Z10PM S3I0FM 000 0.00 (=]
Fizka Robert 2013 Toyota Camry Custorner states check alignment on vehicle.  Lube
2800320 - 2 David Jones 1245 FEE 27 18 942 AM SO00PM 040 0.00 (=]
Malan Adarn 2002 Chrysler Town & Country Custorer States ROTATE AND BALAMCE ALL 4 TIRES Mot Set
280022 -1 Ary Jones 4512 FEEZ 18 245 PM SO0O0OPM 000 000 .
Kopp Chad ’ 2013 Toyota Camry Customer states install one new tire D u ble CI ICk Ekill: QuickService “
280022 -3 Amy Jones 4312 FEE 215 245 PM SO00FM -020  0.00 (=]
Kopp Chad 2013 Toyota Camry Ferform FREE 27 point inspection  Lube
280017 -1 James Johnzon ooo FEES 12 102PM SO00PM 050 0.00 [u] C (=]
Malan Adarn 1995 Dodge Meon Custormer states install one new tire Skl GuickService
220003 - 1 Jade Johnson 122 DEC 2217 107PM SOO0OPM 100 000 u} W (™
Malan Adarn 2000 Chewvrolet 1500 Custorner states perform recall BOT | dignition switch Skill: Mot Set
280004 - 2 Torn Blackman DEC 1117 11 55 &M SO00FM 000 0.00 2 C (=]
Kopp Chad 2017 Toyota Tacama Perfarm FREE 27 point inspection Skill: Lukbe
2280004 - 2 Tom Blackman DEC 1117 11 55 &M SOOPM 1.00  0.00 2 C (=]
Kopp Chad 2017 Toyota Tacams Custarer states install fwo new tives Skl GuickService
279991 - 1 Joe Andrews 292593 NOY 1017 12 51 PM SOOPM 120 000 2 C (=]
Pizka Robert 2012 Seion Hb Recall 6405 : Liftgate hatoh Skill: Recal
279991 - 2 Joe Andrews 398593 NOY 1017 12351 FPM S00FM 000 0.00 2 C (=]
Pizka Robert 2012 Soion Hb Perfarm FREE 27 point inspection Skill: Lukbe
279924 - 1 Brent Jones I256 NV 217 112PM SEI0OPM 050 0.00 1 s (=]
Malan Adarn 2010 Toyota Prius Custarner States wertyuiop Performn Express Lube sdfghjklwsedrtyu Skl Luke
279976 - 1 Ben Beck OCT 2917 1215 PM SO0O0OPM 150 000 1 C j

10020




First click “Edit Job” to start making changes.

7l Technician Job Viewer v 71E
10.20
* Estimate el Request Parts IE]I Mfiy Web Sites {? Edit Job

Repair Order Information
RO# 280049 Loc veh 2013 Toyota Camry Mileage 39000
Tech John Broske P ag No i 4T1BFIFKODU7 25452 ﬁ' Plate Color  Black
Service Writer Riobel access allo Promized Date MAY 31 18 Promised Time 5 30 PM Key Tag 1234

Job Information
Joby Mum Job Flag ob Code lzirt

1 | MotSet - 45k Customer States Perform Express Lube and Rotate Tires ;I
Skill Level FLH Miles Out

Lube 0.50 1]

Job Pay Type Service Cantract LI
Cause Correction

Put your cause here Put your correction here

Joh Time Card Information Technician Notes

Time Cards Straight Time ;I

Internal notes go here. These do not
rint out for the customer.
Punch on/Punch P
off the line here Total Time =

7 Technician Job Yiewer |
10.20
& Estimate  Tall Reguest Parts il M web Sites # Edit Jab X Cancel| v OK
Repair Order Information
RO# 280049 Loc 1 Cuzt Amy Jones veh 2013 Toyota Carmry 39000

Tech John Broske
Service Writer Robert Piska Promized Date MAY 31 18

Jaob Information

Job Mum Job Flag Job Code
1 | 45K
Skill Level FLH
Lube 0.5
R Change job status
Calze to “Completed” Correction
Joh Time Card Information
Time Cards Straight Time Diag Eepair ot

Total Time 0.00

ViN - 4T1BF1FKODU7 25452

Color  Black

Promized Tk Key Tag 1234

Br States Perform Express Lube and Rotate Tires

Technician Notes

Then click “OK”
when finished




HOW TO CHECK YOUR HOURS

E|

Estimate

]

Dispatcl

Bl

Totalz R0 Hist Farts

| olobs |

“wihitellp Lookup R Schedule

OE | g

Fulti Poi

=2
LogO

ff”

Setup

7| J0BS:: TECH VIEW-ONLY: RC# 280049, Amy Jones, VIN

_ 13 Toyota Camry, Tag: 1234, Loc: 1, Miles: 39000, SW: Piska = [B1|[3]

: Z . . Location 1
A #rind ¢ Edit =2 Rental Copy %IN  Open o e
Service Contract warr Type Servife Departmernt  Job Tech ID
_ Re':'a"_wpe 2 ALIGH1  check alignment on vehicle.
Guick Op Code Campaign 3 27 Perform FREE 27 point inspection 3
3
3 Lo Code \artant e 1 Fail Code 2 FIH OLH LSNC CC  Comment
1 000 000 =l
=
;Ir Job Mot Taxed  Job Status: Mot Set [ Declined
Tech ID & Marne Est FLH ACT OLH Pay Rate LOP Pay Entry Date
"
;In
_I H 000 000 000 0.00 vdn |
-
El
Totals: o000 050 000 000
e Rate 000 Total 0.00
;I Sublet Invoice Yendor ID Narne LOP Total PO
0.00 oo [
E1
= | | S T T - |
= =
Reguest Cut Cancel Paste Remove Part Chng Price Code  Partinguiry  Sales Hist  Add To Orders PO
Part Mumber ap Fail? Description Loc  Bin Source  AvlioH  PC Zell GyOrd GiyDel  Total Comiments
L] L] (3 | ] ool ] 1] 100 =
MEW3I0 1 TOYOTADIL 1 99-1 11 g985/8 3 2.60 1 1 2.60
o 0.0o 1) o 0.00
< _I‘I
Job--- Lahar 0.00 ] Parts 0.00 Tatal S3.60 Factory Highlighted Parts
RO Lakor 50.00 75 Pars 2.60 1.5% Tatal 53.60 oY 1.00
] Gl po N1 -2
Estimate | Wiitep | Dispatch | «Jobs Totalz Lookup | RO Higt | Reportz Parts Schedule| Multi Poir| Setup Log Off
7| JOBS:: TECH VIEW-ONLY: RO# 280049, Amy Jones, VIN:_ 13 Toyota Camry, Tag: 1234, Loc: 1, Miles: 39000, SW: Piska = [O][3€

B i . =3 : = : Location 1
#A #Find ¢ Edit Rental & Print ol e
Service Contract wiarr Type Tech 1D
Repair T Rermaowve Al lob Parts
: epalr. e Rernove Part Line alignment on vehicle
Guick Op Code Campaign EE 27 point inspection 8
: Send to Rernstar
% LOP Code WWarranty LOP Descriptior] Quick Ops 3 FLH OLH LSMC ©C  Commert
% p
1 Estimating 3 000 000 ;I
Delete Estimate RO LI
“ioid RO Set I Declined
Del Job FLH ACT O0OLH Pay Rate LOF Pay Entry Date
sl e [ osol 0sol cosl i1t ml[osrzivic
Copy ¥IN [l

Wifarranty Info

Docurnent Browser

On Order Parts This Custorner
On Order Parts This RO

Tech Time Yfindon

3) Click “Tech Time Window”

Wiew Tirme Punches
Mitchell OnDemand3
Defer Job

Examine Field Change Log

000 0.00 000 1

=

050 000 000

Rate ooo Total 0o
ame Lop Total FO
0.0 filili] E

| _oool oo il
=

Reqguest Cut Cance FartInguiry  Sales Hist  Add To Orders PO
. . Add Lost Sale
Part Mumber op Fail? Description Sel GyOrd GiyDel  Total Commernts
1] KN asls || ool il ] o0 o
MEW3I0 1 TOYOTAOIL 1 99-1 11 898.5/8 3 2.60 1 1 2.60
o 0.00 0 0 0.00
| | 3
Job--- Labar 0.00 0 Pars 0.00 Total 5560 Factory Highlighted Parts
RO-—- Lakor 50.00 75 Parts 3.60 1.53 Total 53.60 TOY 1.00




7 Payroll Tech Time Edit Windows ==
|M Find I'@I Edit  Eecalc Labor B insert W Delete 52 0ptions & Print Location 1
Date Charged Description
= . o Fay Rate
Audit Trail Date Record Type
RO Number Pay Status Change in..
Eeq Date L 0K Pay Date Flat Rate Hours 0.00
End Date Tech ID * Date Paid Other Labor Hrs 0.00
Shaw In/Out Records Tech Mame RO Writer H37T Actual Hours 0.00
Highlight 411 Lines Pay Type Toggle  Toggle Labor Cost o
0K to Pay Paid
Find Date  Chyg Dt Acct Dt RO# Job Line# Tech  PT Description Rec Type Pay Stat. QK PayDt Date Paid FRHchag Olhchy Actchg Cost Pa
06/21/20 280049 1 1 Q S Customer States Per RO Posting Mo Statu: 0.50 0.00 QQp e :I
Mote: Labor Cost is extended from Flat Rate hours at the present rate of pay for that tech. It does not Total 050 000  0.00 0.00
include commissions or pay based an Actual Hours. Highlighted Total 0.00 0.00 0.00 0.00
Humber of Recards 1

Tech Hour Window Selection Criteria

H

X Cancel

v 0K

Select Search By, Filter By, Techs and Search Criteria

Search Bu:
¢+ Date Time Charged
¢ Date Pay Type Ready to Post
¢ Date Pay Type Cloged

¢ 0K To Pay Date

¢ RO Mumber
Show Only:

& Technicians © All Service Employees

Filter by Pay Status of:
&= Al

¢ Mot Paid
¢ Paid
¢ OK to Pay

Search Criteria:

From Date

Ta Date

06/15/2015
06/22/2015

Put in the
date range




HOW TO CHECK HISTORY

Clicking “RO Hist” will bring up history for the RO that you are in.

B g e Q bl | [ | SB[ P =2
Estimate | ‘wiiteUp | Dizpatch | oJobs Totalz Lookup Partz Schedule| Muli Poirl Setup Log Off
S
7l Technician Job Viewer ZIE
10.30
# Estimate Dol Request Parts il bt Web Sites J Edit Job
Repair Order Information
RO# 280049 Loc 1 cCust Amy Jones veh 2013 Toyota Camny Milzage J9000
Tech John Broske vin 4T1BF1FK9DU7 25452 @- Plate Color  Black
Service Writer Robert Piska Promized Date 05/31/18 Promised Time & 30 PM Hey Tag 1234
Job Information
Jaob Mum Job Flag Job Code Complaint
1 j Mot Set j 45K Customer States Perform Express Lube and Rotate Tires ;l
Skill Level FLH Miles Ot
Lube 0.50 0
Job Pay Type Serice Contract ;l
Cause Correction
- =l
= =
Job Time Card Information Technician Motes
Time Cards Straight Time Diag Repair Dt :[
=
=
Tatal Time 0.o00 LI
Wi List of RO Jobs for Amy Jones - 2013 Toyota Camry, DUT25452 |
& Hide Jobs w/o QuickDpl & Show All/Refresh | Show Only Quick Op: 4 & Print | Close |

Concern

ALIGNT C customer states check alignment on wehicle.
3 27 C o free 27 pointinspection
280022 1 02/09/18 Chad Kopp SWC 30002 1TIRE C ' customer states install one new tire Click on the line to see more
2 C . customer states test 2 details in the box below
3 27 C o free 27 pointinspection
279925 1 06/29/17 ‘wWade Roberts LUE 30001 C.T. Broske FLF538.95 C customer states perform synthetic express lube
2 2TIRES C - customer states install two new tires
3 W customer states recall..... kadjflkjasimmmdjflaksjdikfjas:kdjflkasjdfk:ljsa
4 27 C o free 27 pointinspection
279922 1 0B/2717 ‘wWade Roberts LUE 26001 C.T. Braske FL33.95 C  customer states perform express lube and tire rotation
2 3K C . customer states perform express lube and rotate tires ;I
Complaint, Cauze & Corection for RO # 280043 Job # 1
Complairt..... ﬂ
Customer States Perform Express Lube and Rotate Tires
Cause..........
Carrection... J
=]
LOF Code LOP Description Hours _I

. Changed engine oil and installed new filker, Rotated Tires. If your vehicle haz aluminum wheels, we recommend that you return for a complimentary 000

IR



HOW TO DISPATCH A

JOB TO YOURSELF (DISPATCH WINDOW)

_ : _ I = el B, | 2 =3
Estimate | “writeLIg | Dizpatch || oJobs Totals Lockup | RO Higt | Reports Partz | Schedulz| MultiPail Setup Lag OFff
Zl RO Dispatching E@.
RO Mumber RO Date M i #  Edit
"

EIESLEWEY  Click “Dispatch” Promised

rear Model Calor

Tag Mileage 0 Writer Friority 1]

WIN -] Team

“eh. Location

Job Job Code Cormplaint PT Zkill Level Service Tech Job Status
7 Search.. ==
Clear Search Clear Besults &b Print Records: 0 ¥ cancell « 0K
Customer | Yehicle I Edit | CRM | Household | {Use % as a wildcard character) @l@ alug Bax Preferences omnc =

1 Last Name* Deal # Email Insert Customer and Yehicle y
2 First Mame Spouse Last Insert ¥ehicle {Current Sel
Custom Search Spouse First Load Suspected Du
3 Customer 1D Salesperson & Merge Duplica
ACity, 5T, 0r Zip Location ks Remuove Highlighted L1 nes
SPhane [T an First isit @TD @ & Load Suzpected Or phans
& County Last ¥isit ETO ﬁ T Sold Customer ¢ Yes {0 Mo & Don't Care
T A/R Number Mext Contact @TU m T Tax Exempt ¢ ‘es (™ Mo & Don't Care
Customer Type < | Birthday @W ﬁ bl Allow Mail 7 Yes {7 Mo % Don't Care System Default ks @
Customer Subtyp C1 ] [ lgnere Birthday Year Do Mot Email {7 Yes {0 Mo & Dan't Care Load View Query  Sawe View Query
8 R0 Number | | Anniversary BT B & | Delete @ M/E 7 Yes (O Mo @ Don'tCare | [ warn if more than 5,000 recards
RO Tag [T lgnore Anniversary vear Inactive {7 Yes (O Mo {* Don't Care [# #lways Popup Vehicle List
Custorner Mame Custamer D Type | Address CitysST/ZIP County Home Phone ‘Work Phone Spousze Sales |0 | Category Si

Type in RO number

4

El




ra, Loc: 1, SW. Piska E@.

Z] ¥ IP +* DISPATCH: RO# 280047, Allen Watkins, VIN: STFDWSF13 GX517243, 16 Toyota T

RO Mumber 280047 RO Date MAY 29 2018 M gj?

Cust Mame  Allen 'Watkins ‘ e
Year 2016 Make Toyota Model Tundra Color Gray MAY 31 2018 500 P
Tag Mileage 0O Wiriter H377 Piska Robert Priority 3
WM STFDWWEF13 GHE17243 Status  Open j Team

“eh. Location

Double-click on a line to wiew the full text of the 'Camplaint' field .

Job Job Code Complaint PT Zkill Level Service Tech Job Status
n_ Customer States Perform Express L H

2 17 Perform FREE 27 point inspection [

3 [o]

Then type in the tech number
on each line you wish to assign

=

7] ¥ yIP * DISPATCH: RO# 280047, Allen Watkins, YIN: STFDWSF13 GX517243, 16 Toyota Tundra, Loc: 1, SW: Piska = [0

RO Mumber 280047 RO Date MAY 292018 #  Find 5;‘? Edit * Cancel v 0K
Zust Mame  AllenWatking Promised

Year 2018 iake Toyota Model Tundra Color Gray mAY 31 2018 500
Tag Mileage 0 Wiriter H3T7 Piska Robert Priority 3
I STFOWYEF13 GHE17243 Statug  Open j Team

Weh. Location

Click on the pushhutton to the right ofthe 'Complaint' figld to view the fUll text.

Job Job Code Camplaint PT Skill Level Sewice Tech Job Status
[ 1 o | 5 [N £&|9 Braoske John §F| Mot Get o -
2 7 Perform FREE 27 point inspectmn@ ¢ Lube |9 Broske John 4| Mot Set I




