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General Operations 

 
Help 

• ERC supports mouse hover technology.  Hovering over buttons or fields will display helpful pop-up 
messages explaining their function. 

• A red question mark icon will appear in the upper right corner when Help documentation is available.  
Clicking on the icon opens a pop-up summarizing the Help specific to that window.  Below is what the 
icon will look like. 

 
 
Quick Search  

• The multi-field search window allows users to search across multiple data points simultaneously.  This 
search will quickly find things such as customers, addresses, notes on a counter ticket, op codes, 
anything from the 3 C’s and more. 

• To access the Quick Search window, select Search from the tool bar. 
 

 
 

 
 

Recent Button  
• The Recents pop-up will display all the recent items a user has touched throughout the day; this will be 

cleared after a user selects the Clear List button or logs out of Lightyear.  To return to a recent item just 
double click to open the record. 
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We-Owe 
• To open the We Owe window select the button from the top toolbar 
 

 
 

• A line item will appear in the We-Owe window when the ‘due bill’ check box in the Itemizations window 
is selected.  The Itemization window can be found by selecting Sls/F&I from the main toolbar and then 
either navigating to the Buy window or the Lease window, click Edit then click on the three dots next to 
either Hard Add or Soft Add.   

o Only deals in the status of Sold or higher will populate the We Owe window 
 

 
 

• Highlight a row and click in the Notes field to add a note to a We-Owe. Answer “yes” to the Notes pop-
up to type in a new note, then click OK. 

• Click the Print button at the bottom of the screen to produce a We-Owe Detail Report. 
• A parts user will be able to click on the Parts column.  This action will put an “X” in that column 

representing the parts department has done what is needed to complete the parts department's 
responsibility for the We-Owe. 

• A service user will be able to click on the Service column.  This action will put an “X” in that column 
representing the service department has done what is needed to complete the service department's 
responsibility for the We-Owe. 

• A user with Parts Manager or Service Manager access will have the ability to mark the we owe as 
completed.  Simply click the appropriate We-Owe line and select the Completed column to mark a We-
Owe as complete. 

• Color coding is available in the We Owe window.  Yellow indicates that the we owe has been open for 
greater than 30 days and Red indicates a we owe that has been open for greater than 60 days. 
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• Sold, Approved and Processed columns represent the status of the car deal from F&I.  A value will 
appear if the deal has reached that status. 

 

 
 

• Click the Copy VIN button to speed up the repair order write up process or the lookup of part numbers 
in a parts catalogue.  The user will receive an acknowledgement message of VIN Copied, just click OK 
to continue. 

• The column widths can be made larger or smaller. 
 

Customer Master Window  
• Counters have been added to the Vehicles, Guests, Deal History, Receivable, and Payables/Other tabs 

to notify the user when information is available in any of the tabs within the Customer Master window. 
 

 
 

• A We Owe alert will appear in the Customer Master window when there is an outstanding we owe tied 
to the VIN/Stock # being viewed. 
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o When the We Owe hyperlink is selected a Read Me pop-up will appear with a message that 
pulls the description of the we owe from the Itemization window in F&I. 

 

 
• A Tax-Exempt Expiration Date field has been added. 

 

 
 

• Counter Ticket history is displayed in the Counter Ticket tab. 
 

 
 

o Users can batch print Counter Tickets in the Customer Master window by selecting the Counter 
Ticket tab, select the Print List button and then Print All or Print Highlighted counter tickets. 
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Color Modes  

• To change the color of the background from white to either grey or black navigate to My Preferences 
from the General option on the action bar. 

• The My Preferences window will open, then select UI in the Group column. 
• 0 = Bright is the default, with 1 = Medium, and 2 = Dark. 
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1 = Medium 
 

 
 
 2 = Dark 
 

 
 
Spell Check   

• A user will need to highlight the misspelled word then right click on it to get a list of purposed spellings 
or the user can add the word to the dealership's spelling dictionary in case the word is common 
dealership lingo.  Example: diag 

o To correct the misspelled word and select the correct spelling simply right click to receive a pop-
up with selections. 

 

 
 
Refresh  

• The Refresh button is available in the RO Summary, Schedule, Estimate, Estimate Log, Write-up and 
Jobs window 

o This will update the record a user is currently viewing 
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Sticky Notes 
• The notes are RO specific and cannot be edited once the RO is closed 
• The notes are accessible through the Write-Up, Jobs, Totals, Dispatch and Technician Job Viewer 

windows in Service. 
• Click on the yellow sticky note icon, for the sticky note pop-up.  Enter a note and click OK to save the 

note. 
 

 
 

 
 
 

Service 
 
Schedule Window 
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• The View Scheduled Appointments window has a new Daily Overview layout for better visibility. 
• Appointment status filtering is available from the Appt Status drop-down. 
• Ability to create an appointment from the Service Appointment Overview window that displays all 

appointments for a given day  
• Filter Options for dealers who have teams set up or need to filter the schedule in its entirety  
• Additional printing options via the Options menu include Print Service Contract Details and Parts 

Report. 
 

 
 

o Print Service Contract Details will allow a user to print All or only Selected appointments to 
review the service contract details for each appointment. 
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• A Pay Type can be specified per job line in the Schedule Service window. 

 
 

• Week at a Glance view  
o A user can see all appointments and make an appointment  
o A user can see appointments in detail with the right click functionality  
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Write-up Window  
 

• Batch printing customer invoices by selecting the Print Selected hyperlink.  Hold down the Ctrl button 
on the keyboard and click on the repair orders to print from the RO History list in the bottom left corner 
of the Write Up window. 

 

 
 
• Pay Types column added to allow pay types to be selected by job line. 
• A We Owe hyperlink will appear in red when there is a linked we owe record to the VIN/Stock#  
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• The Linked Parts button is available for managing special order parts.  Click the Linked Parts button 
to display a window showing all the linked or special-order parts. 

 

 
 

 
 

• Docs button allows access to Document Management to view any historical printed documents 
associated with the repair order. 

• Signed column has been added to the RO History list to signify whether the RO was electronically 
signed through iService solution. 

 

 
 

• Engine Hours field is available to track diesel vehicle engine usage 
o Engine hours is also available in the Totals window and the Tech Job Viewer window. 

• A user can have access to copy a concern from the RO History window to paste in the story 
o Right click on a concern to select Copy Complaint.  A window will open to allow the user to 

copy the concern and paste it in the complaint box when creating a new repair order. 
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Estimates 
• “One Edit Mode” can be used to edit multiple jobs at once when the estimate number is the same.  In 

the past each job line had to be taken care of, then clicking OK to advance to the next estimate job line. 
• Users can add an estimate or new job with a single click 

 
 

 
 

• The service and parts states feature has been added to the estimating window. 
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Parts Express with iService 
• For those customers using the iService, service lane tool, the Parts Express feature can be used to 

quickly process new parts quotes. To open the new task list, go to Parts > Parts drop-down > Select 
Parts Express 

 
 

• The user will be prompted to log into iService once daily.  The Parts Express window will remain open 
until the user logs out.   

 

 
 

• The Estimate window and the Jobs window will work with the Parts Express window.  Tasks in the Parts 
Express window are generated when a RO gets created, an estimate is in Send to Parts status or when 
an approval of recommended services occurs. 
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o A task allows for the copy of either the VIN or the RO number to aid the parts writer in their 
lookup of part numbers. 

o When the card is selected, it will expand and provide more details about each job on the RO. 
o Color coding will show the task status in yellow for 5 minutes and red for 10 minutes. 

 

 
 

o When a user selects a task from the Parts Express window, it will automatically assign the 
logged in parts writer if it is an iService RO or a Lightyear estimate.   
 If another parts writer has already selected, the same task a pop-up warning will appear 

and will leave the other person assigned to the task. 
o The Lightyear Jobs window will appear to bill out pre-approved parts, or the Estimate window 

will appear for an estimate task. 
o When the task is completed the estimate status will be updated, the quote will sync with 

iService, the advisor/technician will be notified, and the task will be removed from the list of 
tasks in the Parts Express window. 
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Estimate Log 
• Service and Parts status columns added to the window 

 

 
 

• Status filter lets users select which estimates to view 
 

 
  
RO Summary List  

• To utilize the customizable RO Summary List, first access My Preferences from the left navigation 
found under the General category.  Highlight Service and select the checkbox for “Use the new RO 
Summary window.” 
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• To create your own view, click the drop-down arrow labeled Default View. 
 

 
 

• Click Customize View  
 

 
 

• Click New View, assign a name to the view and select a value from the Columns Available box and 
select the arrow to add the field(s) to the Columns in Use box. 
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• Hyperlink in the Customer column of the RO Summary window to take a user directly into the 
Customer Master window  

• Hyperlink in the RO# column to take a user directly into the Jobs window for the RO selected 
• Quick Search of the RO Summary List by entering any value from the RO Summary window at the top 

of the window 
• Show/Hide filters for the RO Summary List to filter by Repair Order Status, Service Advisor, 

Technicians or several other filter criteria 
• Available Comments denoted with the number of comments in a red circle that are available for review 
 

 
 
• The RO Summary window will auto refresh when a new RO has been created 
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• Right click on any line within the RO Summary window to Set Status of the RO 

 
 
Jobs Window  
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• Enter a repair order number in the Search box in the upper left corner of the Jobs window to easily 
navigate to another repair order. 

 
 
• Customer service and parts states are supported 

 

 
 

• Docs button gives access to the Document Management solution to view associated archived 
documents 

 

 
 

• Right click functionality to Copy VIN or view Field Change Log 
• The Jobs window is now more modular for users who don’t need to see specific information or would 

like to see everything in a single window.  
o Totals window and Jobs window in one edit mode 
o Quick way to see all parts and techs added to RO  
o Select the “hamburger” icon in the upper left corner of the Jobs window to hide/show Tech Area, 

LOP or Parts.  The height of the Jobs and Parts areas can also be adjusted. 
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o Check the Totals, Parts or Techs checkboxes to add the information to the window. 
 Totals, combines the Jobs and Totals window for streamlined closing 
 Parts, displays all parts on all jobs in one view 
 Techs, speeds up technician flagging 

 
  
• Right click and select Show Field Log to view the change log to identify who made the change and 

when that change was made. 
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• The Copy RO feature can be accessed by selecting the Options menu located in the upper right 
corner of the Jobs window.  This will allow a user to quickly re-write another RO with existing job 
information. This feature is commonly used to close out the customer pay portion of a repair order and 
move the warranty jobs to a new repair order. 

o This will also link up the RO copied to the new RO that has been created. 
 

 
 

o Select the job lines you want to copy to a new repair order. Then choose the specific Complaint, 
Cause, and Correction entries you would like included. Next click OK. 
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o The Write Up and Jobs window will display a hyperlink labeled Linked RO.  Clicking this 
hyperlink will switch the user back and forth between the original repair order and the new repair 
order.  This feature can be helpful when closing out the customer pay portion of the repair order 
while leaving the warranty jobs in progress. 

 
 
• Next and Previous buttons at the top of the Jobs window will allow a user to load the next repair order 

in sequence or the previous repair order. 
 

 
 
• When a user double clicks on one of the Tech ID’s in the jobs list the Job Time Card Information 

window will open and display the time punch number and the time on and time off the job.  This may be 
helpful for warranty administrators. 

 

 
 
• Jobs list is expanded with easier editing of pay type, department and status. 
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• Job # and Pay Type columns have been added to the Event Logger pop-up in the Jobs window.  This 
can be accessed by clicking on any field in the Jobs window and selecting Show Field Log. 

 
 

Totals Window 
• Docs button gives access to Document Management to view associated printed documents 

 

 
 

• $ button allows access to the Integrated Payments solution for credit/debit card processing through 
the credit card processor, Global Payments. 

 

 
 

RO History 
• Users can select and print documents for multiple ROs at once 
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Intelligent Dispatching 
 
Route Sheet 

• A repair order number will be highlighted in orange in the RO#/Job# column for repair orders that are in 
jeopardy of missing their promise time.  The orange color identifies a promise warning. 

 

 
 

Dispatch 
• An Assigned Hold status is available in the Dispatch window.  When an entry level tech pulls 2 entry 

level jobs on a repair order and all other non-entry level jobs are placed in a status of “Assigned-Hold” 
automatically. When the entry level tech marks those two entry level jobs as completed all non-entry 
level jobs will automatically have their job statuses changed to “Release Assignment Hold”. Now these 
three jobs can be pulled by a senior level tech. 
 

 
 
 
 



 
 

 

Enterprise Retail Cloud 
Fixed Operations 

 

Setups & App Preferences 
 
Custom Labor Types 

• Labor Type Codes allow customized labor and parts pricing control for each repair order job line.  This 
will allow the user to have fewer job codes for the advisor to search through.   

• This feature can only be used by turning on this application preference from Admin > App 
Preferences > Service. 

 

 
 
• Labor Type Codes can be set up by accessing the Setup window, then selecting item 20 under Service 

Setups for Labor Type Codes window. 
• To create a new Labor Type Code, click the Insert Labor Type button.  Populate the window below 

with the desired information. 
 

 
 

• With the feature enabled, a user must populate a labor type code on each job line.  Below is where this 
will be populated in the Write-Up window. 
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• This is where the labor type code will be populated in the Jobs window. 
 

 
 
States (Service and Parts) 
• Additional statues can be set for Parts or Service by creating a ‘Sub-status’ called a State.  

o States can be set up for RO’s and Counter Tickets from the Parts and Service Setup window, 
by selecting option 19 under Parts Setups, Service, Parts, CT states 
 

 
 

o To create a custom State click the Insert button. 
 Enter a description for the state 
 Choose a type (S – Service, P – Parts, or C – Counter Ticket) 
 Choose a color to associate with this custom state type 

o Once States are set up, the State can be set in the Jobs window while in Edit mode.  The user 
can right click on the “S” at the top of the Jobs window to update a service State or right click on 
the “P” at the top of the Jobs window to update a parts State.  Once a State has been set, the 
icon will change from black to red as depicted in the image below. 
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o States are also visible in the Estimates, Estimate Log, Dispatch, Totals, and My Jobs windows. 
 

 
 

Intelligent Dispatching Preferences Setup 
• An Upsell Cushion field has been added to the Intelligent Dispatching Preferences Setup to allow the 

system to add priority points to all repair orders written.  This will allow repair orders to get dispatched 
sooner, that might be in jeopardy of missing its promise time due to the possibility of upsells being 
added to a repair order. 
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Parts 
 
Price Matrix 

• The global parts pricing matrix can now be configured to apply markups based on either cost or list 
price. 

o Parts Pricing Matrix can be found in the main Service & Parts Setups, item 1 in the Parts setup 
column. 
 

 
 
Inquiry  

• Quick search functionality is used by clicking in the Find search box and entering a part number, 
description or multiple words.  The Parts Found By Description window will display the results of the 
search. The user will click on the desired part number for the part to be displayed in the Parts Inquiry 
window. 
 

 
 

• Parts Remarks can be entered by selecting the checkbox in the image below and entering the 
information. 
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o These remarks will appear in a Read Me alert when using the Lookup window, or an automatic 
pop-up will appear when billing the part number in either the Counter Ticket or Jobs window. 
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One Time Use Parts  
• One time use parts are components or fasteners that are designed to be used only once during 

assembly, repair, or installation.  These can be set up through the Inquiry window. 
• To create a one time use part, find a part number in the Inquiry window.  Click Edit, check the check 

box “OTU – One Time Use Part”, then click the hyperlink. 
 

 
 

o Fill out the window below with the part number(s) and quantities, then click OK. 
 

 
 

o Alerts for related parts needed in warranty repairs 
o Supports multi-level supersessions e.g., Part A supersedes to Part B, C and D. 
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• When a user enters a part number that is tied to “One Time Use Parts” a pop-up will appear asking the 
user to take action. 

 

 
 

o Select the Replace button to replace part number “LC3Z7153D” with the list of parts in the 
example above.  The Replace option is used when a part number supersedes to multiple part 
numbers. 

o Select the Confirm button to add all of the part numbers in the One Time Use list.  The Confirm 
option is used when on time use parts are associated with a repair. 

o Select the Deny button to cancel the list of parts and allows the user to continue. 
o If the users unchecks any of the check boxes next to the part numbers in the One Time Use 

Parts pop-up window those parts will not be added when the user selects either the Confirm or 
Replace option. 

 
Mass Change Window 

• More options have been added to the Mass Change window  
o Bin 2 
o Clear Bin 2 
o Hold Cost/List/Flex checkboxes 
o Always Default to Flex Price 
o New Stocking Status fields 
o Remarks field 
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Counter Ticket  

• Parts kits can now be billed in the Counter Ticket window. 
• Docs button gives access to Document Management to view associated printed documents 
• $ button allows access to the Integrated Payments solution for credit/debit card processing through 

the credit card processor. 
• Open Invoice window includes parts department Status column 

 

 
• Counter ticket states allow for additional custom CT statuses per counter ticket  

o States can be set up for RO’s and Counter Tickets from the Parts and Service Setup window, 
by selecting option 19 under Parts Setups, Service, Parts, CT states 
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Jobs Window  
• See all parts or techs added to RO by selecting either the Parts or Tech checkbox in the upper left 

corner of the Jobs window. 
o The area on the right half of the screen will display all parts on the repair order or all technicians 

depending on which checkbox was selected. 
 

 
 

• Catalog button has been added to the Jobs window to allow a user to flip between Lightyear and a 
parts catalog. 

• Make quotes directly from RO by selecting the Make Quote button.  This will take a user directly to the 
Parts Lookup window. 
 

 
 

Parts Lookup 
• Pull itemized purchase orders into the Lookup window to then roll to RO or CT. 
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o Enter the purchase order number and click the Get Parts from PO hyperlink.  All parts on the 
purchase order will now appear in the parts list in the Lookup window. 

 
 

• Add comments per part line in the Parts Lookup window by clicking in the Comments box for the 
desired part line.  When the comment is complete, click Save. 

 

 
 

• When Remarks are added to a part number through the Parts Inquiry window the user will see the 
letter” R” next to the part number in the parts Look Up window.  By clicking on the letter “R”, a Read Me 
alert pop-up will appear providing the Remarks entered for that part number. 
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• Good Better Best option lets users classify parts by value tier, with a summary by tier. To use the 
feature, click to the left of the part number and select if each part number is good, better, or best.  The 
bottom right-hand corner of the window will show the totals. 

 
 
• Batch linking of parts that are available in stock can be done once a quote is created, click the Link 

These Parts hyperlink. 
 

 
 

o The Search window will pop up, prompting the user to search for a customer to link the parts.  
Select the customer and click OK. 
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o On the Link an Existing Part window click OK to finish the linking process. 

 
 

Transferring Parts to Purchase Order Window 
• Create a list of parts to order in the Lookup window. 
• Click the Send Parts to PO link. This action opens the Purchase Order window. 

 
 

• The user will be prompted to choose how the parts should be added to purchase orders: 
o Add all parts to a single purchase order, or 
o Create separate purchase orders by part source. 
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• In this example, select By Source, since the tires are being ordered from a tire supplier and 
the water pump is being purchased from another Ford dealership. 

• The Purchase Order window will open with only the water pump listed. 
o Select the appropriate vendor and click OK to complete the purchase order. 
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• The Purchase Order window will then open again with only the tire listed. 
o Select the appropriate vendor and click OK to complete the purchase order. 

 

 
 

 
SOR Window 

• Filters for specific Service or Parts personnel associated with a special-order record 
• Comments can be added to each part.  To enter notes into the Comments field, click the Edit List 

Comments button and enter the note. 
• Schedule an appointment for a special-order part by selecting the Schedule Appointment button.  

Once in the Schedule Service window the Linked Parts button will be highlighted in yellow to indicate a 
special-order part. 
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