
LOGGING IN 

 

 

From your desktop, double click the “Dealerbuilt” icon 

 

 

 

 

Log into the server 

 

 

 

 

 

Double click the “Lightyear” icon 

 

 

 

 

 

 

 

 

Log into the Lightyear software.  

Username is your first initial and last name.   

Type in your password. 

 

 

 

 

 



TO PUT YOURSELF ON A JOB 

 

 

 

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

 

 

 

 

In the top left corner click on “Route Sheet”  

 

 

          Type in the RO number              Click Search 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    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 

 

 

 

 

In the top left corner click on “My Jobs” 

 

 

 

 

 

 

 

 

 

Double Click 



First click “Edit Job” to start making changes. 

 

                                                    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Put in flag hours 

(if access allows) 

Miles Out 

Put your cause here Put your correction here 

Punch on/Punch 

off the line here 

Then click “OK” 

when finished 

Change job status 

 to “Completed” 

Internal notes go here. These do not 

print out for the customer. 



HOW TO CHECK YOUR HOURS 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

1) Click “Jobs” 

2) Click “Options” 

3) Click “Tech Time Window” 



 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click “Find” 

Put in the 

date range 

Then click “OK” 



HOW TO CHECK HISTORY 

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

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

Click on the line to see more 

details in the box below 



HOW TO DISPATCH A JOB TO YOURSELF (DISPATCH WINDOW)   

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click “Dispatch” 

Then click “Find” 

Type in RO number 

Then click “OK” 



         

 

Then type in the tech number 

on each line you wish to assign 

Click “Edit” 

Click “OK” 

to finish 


