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1. Overview
The Customer VIP Program in Lightyear DMS allows dealerships to track and reward customer loyalty based on
their service and parts purchase history. When a customer brings their vehicle in for service, the system
automatically calculates VIP points based on the total cost of labor, parts, and sublet charges on each repair
order.

Points are accumulated over time and can be redeemed for discounts, free services, or other rewards as
determined by the dealership. The VIP program integrates with the Customer Master, Repair Order, Counter
Sales, and Comments modules to provide a seamless loyalty tracking experience.

Key Features:

+ Automatic Points Calculation: Points are calculated based on a customizable formula applied to
repair order charges (labor, parts, and sublet costs).

+ Department Selection: Choose which departments (Parts, Service, etc.) participate in the VIP
program.

» Points Tracking: Track Points Earned, Points Redeemed, Bonus Points, and Points Remaining
through the Comments screen.

* Invoice Display: VIP points are printed on customer invoices, keeping customers informed of their
loyalty rewards.

* VIP Customer Search View: Quickly filter and view all VIP customers and their points balances using
the dedicated VIP Cust search view.

» Alert Notifications: Set alerts on VIP customer records so staff are immediately notified when a VIP
customer is pulled up.
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2. Prerequisites and Initial Setup
Before configuring the VIP Program, you need to ensure that the appropriate customer categories are set up in

the Dropdown List Setup. This allows you to classify customers as VIP, GOLD, PLATINUM, or any other tier your
dealership uses.

Setting Up Customer Categories
Step 1: From the Customer Master window, click Options.

Step 2: Select "Dropdown List Setups" from the Options menu.
Step 3: In the Dropdown List Setup window, select the "Customer" group tab.
Step 4: Select the "Cust Categories” list.

¢ When making an update to an existing Cust Category or adding a new Cust Category the user
must log out and log back in to see the updated category list.

yyyyyyyyyyy

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘

Figure 1: Dropdown List Setup showing Customer Categories (GOLD, PLATINUM, VIP)

The system comes with default categories, but you can add or modify them as needed. Common VIP tiers include
VIP, GOLD, and PLATINUM. Each customer can then be assigned one of these categories in their Customer
Master record.

TIP

The customer categories defined here will appear in the Category dropdown on the
Customer Master screen. For the VIP calculation to work the category of “VIP” must be
assigned in the Customer Master window.
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3. Setting Up the VIP Program Formula
The VIP Program uses a points calculation formula to determine how many points a customer earns per repair
order. This formula is configured at the system level and applies to all VIP customers.

Accessing the VIP Program Setup
Step 1: Open the Customer Master window.

Step 2: Click Options.
Step 3: Select "Setup Customer VIP Program™ from the menu.

9 26032500 £RO. ppor Window _Hep
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il B Reccpts @ Vensole EI APy $ Checks B RO's Bt Repors & Guess B Vennv B SwFal o sevice fa Paris () LogOif
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Customer  Spouse Oplogic RM Other  Household Vehicles Guests Deal History  Receivables  Payables/Oth  Emails Sent BRI
oo BE o VNost®)  Year  Make odel Body
No Title Workph.
Dropcown List etups
First, Mid. Cell Ph.
S
(3 i Dtherfbe Vehiclelnfo RO History iService  Maintenance Counter Ticket ~ Fleet Driver

Email u GEmstn Vehicle Source Linked Parts [ll Mfg website Jll Unlink Veh.

sale/ Entry Date

License Plate # Stock / Unique /0
Address oo
vIN Decode sale Type
Address2  Enter address2 Cust Type Vehicle Type Key Code
ity State Category Model # Prod. Date
Subtype Check Code
Zip code Sales 1 G
Year Loccontrol 0
County Make Cert/Alg Code
PO# on Counter Ticket .
Model Resid ID (UVO)
Tax Exempt
Pref. Cont. | Home Work Cell Body Door Key #
peted Other EMail SMs/Text TGS
Tax Exempt on Repair Orders
Other Key #5
Tax Exempt Expiration Date
Veh Descr
Key Trk Loc

Parts & Service Options Parts Pricing Category (LA L
s

List Price Display

cket Payment Type Counter Tickets

Vehicle is INACTIVE

Figure 2: Options menu showing 'Setup Customer VIP Program' option

Configuring the VIP Program

The Customer VIP Program Setup dialog has two key fields:

Step 4: Select Department(s): Choose which departments participate in VIP point accumulation. Click the
department selector icon to pick from available departments. In the example shown, Parts, Quick and
Service are selected.

o

Customer Spouse Dcpamenz(s.

les Guests Deal History ~ Receivables  Payables/Oth  Emails Sent
Points Calculation: | PEPaTtment X
Cust. ID (Color
[ parts ]
No Title !u Body Shap
First, Mid. e S
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Step 5: Points Calculation: This field contains the formula used to calculate points. The default formula is:
rnd(SL.sIRO.LaborCP+SL.sIRO.PartsCP+SL.sIRO.SubletCP,0)*0.1

Formula Breakdown:

* SL.sIRO.LaborCP = Customer-pay labor charges on the repair order

* SL.sIRO.PartsCP = Customer-pay parts charges on the repair order

* SL.sIRO.SubletCP = Customer-pay sublet charges on the repair order

* rnd(...,0) = Rounds the total to a whole number

*  *0.1 = Multiplier that converts dollars to points (10% of total spend becomes points)

Customer VIP Program Setup

Select £ Quick,Service
Department(s):

Points Calculation:  rnd{SL.sIR0.LaborCP+SL s IROPartsCP+SL.sIR0.SubletCP,0)%0. 1

X Cancel ~ 0K

Figure 3: Customer VIP Program Setup dialog with department selection and points formula

Step 6: Click OK to save the VIP Program configuration.

NOTE

The multiplier value (0.1 in the default formula) can be adjusted to change the earning rate.
For example, changing to *0.2 would be awarded 20% of the total spend as points instead of

10%.
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4. Enrolling a Customer in the VIP Program

To enroll a customer in the VIP Program, you need to set their customer category to VIP in their Customer Master
record.

Step 1: Open the Customer Master for the customer you want to enroll.

Step 2: Locate the Category field in the lower-left area of the Customer Master screen.
Step 3: Set the Category to "VIP" using the dropdown selector.

Step 4: Save the customer record.

st 1526892 Homeph
NL2g3192 sl 50V AW
Mrs. ~IRANCEEt (773) 7754802 o 28385 2018 Toyors Tacoma TR
First, Mid.  Cindy A cell Ph (773)775-2204 o
Last Davis St Ctheeh VehicleInfo RO History Service Maintenance @ Counter Tick  Fleet Driver
mai FaxPh. .
email  cindy.davis@capscreencom (0 Purchased From UsNew | ~ | (Dnkeapars)
12/12/23 v
DB506187 Stock/Unique  C22610 /1026082
Address 959 Kityhawk Drive ooB 07/13/1984 P .
VIN Decode  3GNAXKEV9 NL283192 Sale Type Retail
Address2  Enter address2 CustType _Retail T sov < ] sporcusiey e
City,State  Hemet A Model # 1XR26 Prod. Date
subype Check code
Zipcode 92543 w
vear 2022 v Loccontrol 0
County y Riverside Make Chevrolet v Cert/Alg Code
Equinox Resid ID (UVC)
Pref. Cont. | Home work @ cel 4D SUV FWD
Method . e
o Evai Sws/T "
Tax Exempt on Repair Orders
White
Tax Exempt Expiration Date
Parts & Service Opti 1.5L TURBO DOHC 4-( Key Trk Loc
Gas «  DL12/15/27-100000 USWC Inc. (VSC)
Counter Ticket Payment Type Counter Tickets
-
Fuentes Charlie v Ve o Labor Tax
13745 Veicl s INACTIVE

Figure 4: Customer Master record showing Category set to 'VIP'

Once the Category is set to VIP, the system will begin tracking and calculating VIP points for that customer on
all future repair orders and counter sales transactions in the selected departments. The customer's name will
also appear in the VIP Customer search view.

TIP

You can also use the Customer Search to find existing customers and update their category
in bulk. Look for the Category column in the search results to quickly identify which
customers are already enrolled.
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5. Viewing and Managing VIP Points
VIP points are tracked and displayed through the Comments screen. When a customer is enrolled in the VIP
program, accessing their comments will display a VIP section at the bottom of the screen showing their points

summary.
Accessing the VIP Points Summa
Step 1: Open the customer record in Customer Master.
Step 2: Click the Comment button in the toolbar or navigate to the Comments screen from the top menu
bar.
Step 3: The Comments screen will open with the title showing the customer’s name followed by "*** VIP
***! {0 indicate VIP status.

f ] Comments: SCRIBNER,SUZY ™ VIP =
Delete W Send Text Msq

Exclude Commentsby  customer Name  Scribner, Suzy

Important
Customer

Suzy's dog name is Luna

Comment Type Othe Createdby  Created

Sales SSCRIBNER Mar 25 26
Customer is Completely Satisfied. Liked her salesperson Mike |

Service HOSMER  Nov 1125

Needs tires on next appointment

RO note RO: 1130444  SUPPORT. “
Needs car wash Comment Type Sales Alert | Privyate  CRM Show CRM Physical Cont.
April 1,2026 1:22 PM SUPPORT.AP =]

Subject

Click Here to Insert a Quick Comment. Click Here to Insert an AutoFill Avariable

H
H
% funded 7/3/14 ]y
8

Sales 267158 SUPPORT) Dec 1225
Customer 5558525:SCRIBNER,SUZY assigned salesperson_id ¢

RO note RO: 1130149  HOSMER
test note
September 11, 2025 2:04 PM HOSMER

Service HOSMER  May 28 25

free oil change on next visit per JJ

Sales TCALLAHAI May 2324
Down payment missing for deal #266547
DBUSER

Sales 111041 Jul515

| funded 2/3/14jy

<

ViP Misc Next Contact

o +-Points Points Redeemed
=

Paints Earned Points Remaining 100

BonusPeints 100

Figure 5: Comments screen showing VIP points summary at the bottom
VIP Points Fields:

Field Description

Manual adjustment field - enter a positive or negative number to
add/subtract points

+/- Points

Points Earned Total cumulative points earned from all qualifying repair orders and
transactions

Points Total points that have been redeemed by the customer

Redeemed

Bonus Points  Any bonus points manually awarded to the customer

Points Current available balance (Earned + Bonus - Redeemed)

Remaining
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6. Redeeming and Adjusting Points
When a customer wants to redeem their VIP points, the process is handled through the Comments screen. Staff
can enter the number of points being redeemed, and the system will automatically update the Points Remaining
balance.

Redeeming Points
Step 1: Open the customer's Comments screen (the VIP section will be visible at the bottom), click Edit to
update any of the fields in the VIP section

Step 2: In the "Points Redeemed" field, enter the number of points the customer is redeeming.
Step 3: The "Points Remaining” field will automatically recalculate.
Step 4: Click OK to save the changes.

SUZY ™ VI o x
B mnset © print

] Commep. 8

‘ Bl
| & +Fa / Edit Delete T Send Text Msg

April 1,2026 1:22 PM SUPPORT.AP

Sales

Service
Needs tires on next appointment

Sales 267158
Customer 5558525:5CRIBNER,SUZY

RO note
test note

RO: 1130149

Service
free oil change on next visit per |

Sales

Sales
funded 7/3/14 jy

111041

Exclude Comments by

None v
Comment Type Other/Reference Createdby  Created
RO note RO: 1130444  SUPPORT. .
Needs car wash

SSCRIBNER  Mar 25 26

Customner is Completely Satisfied. Liked her salesperson Mike,|

HOSMER  Nov 1125

SUPPORTJ Dec 1225
assigned salesperson_id

HOSMER

September 11, 2025 2:04 PM HOSMER

HOSMER  May 28 25

TCALLAHAI May 23 24

Down payment missing for deal #266547

DBUSER Jul515

Customer Name  Scribner, Suzy
Important
Customer
Notes

Sales

E-mail To

Subject

PO Ciick Here to Insert a Quick Comment

funded 7/2/14 Jy

Comments

vip

o +-Points
s

Points Earned

Suzy's dog name is Luna

CRMShow | | CRM Bhysical Cont

Click Here to Insert an AutoFill Avariable

Misc Next Contact

Points Redeemed

Points Remaining 100

Bonus Points 100

Figure 6: Entering 100 points in the Points Redeemed field

Manual Point Adjustments

To manually add or subtract points (for example, as a goodwill gesture or to correct an error), use the "+/- Points"
field. Enter a positive number to add points or a negative number to subtract points. This adjustment will be
reflected in the Bonus Points total.

IMPORTANT

Always document the reason for manual point adjustments in the Comments area of the
record. This creates an audit trail and helps other staff understand why the adjustment was
made.

L.ightyear (plogic Service Vistadash




) Dealer

7. Adding VIP Alerts and Comments
To ensure staff are immediately aware when interacting with a VIP customer, you can set up alert comments that
pop up whenever the customer record is accessed.

Step 1: Open the customer's Comments screen.

Step 2: Click Insert to create a new comment.

Step 3: Check the Alert checkbox to make this comment appear as a popup alert.

Step 4: In the Comment area, type a message such as VIP CUSTOMER.

Step 5: You can also use Click Here to Insert a Quick Comment for standardized messages.
Step 6: Click OK to save.

) Comments: SCRIBNER SUZV ***VIP ~**

Exclude Comments by customer Name  Seribner, Suzy

None v
i Important Suzy's dog name is Luna
CommentType  Other/Reference Createdby  Created Customer

Notes

Comment Type Appointmeni v | Alert  Private  CRMShow  CRM Bhysical Cont

-
E-mail To

Subject

Click Here to Insert a Quick Comment Click Here to Insert an AutoFill “variable

VIP Customer]

Comments

vip Misc Next Contact

o +-Points Points Redeemed
=
Points Earned Points Remaining 100

Bonus Points 100

Figure 7: Creating a VIP CUSTOMER alert comment with the Alert checkbox enabled

When the Alert checkbox is enabled, the comment text will pop up as a notification any time a user opens this
customer's record, ensuring that all staff members are aware of the customer's VIP status and can provide

appropriate service.
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8. VIP Points on Repair Orders and Invoices
Once a customer is enrolled in the VIP program, their VIP status and points information will appear on Repair
Orders and printed Customer Invoices.

Repair Order Write-Up
When opening a Repair Order for a VIP customer, you will see a "** VIP **" indicator in the RO header area. This
immediately identifies the customer as a VIP member.
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Figure 8: Repair Order Write-Up showing VIP indicator and customer service history

Customer Invoice

When a repair order is closed and a Customer Invoice is printed, the VIP points information is displayed at the
bottom of the invoice. This shows the customer their current points balance and how many points were earned
on the current visit.
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Figure 9: Customer Invoice showing VIP Points: 87, Bonus Points: 0, Points Redeemed: 0, Points Remaining:
87
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The invoice footer displays: VIP Points (earned this visit), Bonus Points, Points Redeemed, and Points
Remaining. This transparency helps reinforce the value of the VIP program to the customer.

9. Using the VIP Customer Search View
Lightyear provides a dedicated VIP Customer search view that allows you to quickly see all VIP customers and
their current points balances.

Accessing the VIP Search View
Step 1: Open the Customer Search screen (click Customer in the main toolbar or use Find).

Step 2: Click the "VIP Cust" button on the right side of the search panel.
Step 3: The search results will now dlsplay VIP-specific columns.
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“

I Fﬁ ‘:;u @ G L._]‘| - @ znsm|
Figure 10: Customer Search with VIP Cust view showing points columns for all VIP customers

VIP Search Columns:
VIP Bonus Bonus points balance for the customer
VIP Points Total VIP points earned
VIP Points Rev Points from revenue/transactions
VIP Points Ba Current points balance (remaining)

Anniversary Customer anniversary date (for targeted promotions)

Customizing the VIP Search View

The VIP Cust view can be customized through Customer Views configuration. To modify which columns, appear
and their order, access the Customer Views editor and select the "VIP Cust" view.
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Figure 11: Customer Views configuration for the VIP Cust search view

10. Customer Value Report
The Customer Value feature provides a comprehensive view of a customer's total service history and lifetime
spend at the dealership. This is accessed by clicking the "Value" button in the Customer Search toolbar.

The Customer Value report shows a breakdown of service totals by department, including customer-pay labor,
customer-pay parts, service contract totals, warranty totals, and overall service totals. This data helps
dealerships identify their most valuable customers and make informed decisions about VIP tier assignments.

Page 13

L.ightyear (plogic Service Vistadash




) Dealer

11. Service Comments and VIP Histor
The Comments screen for VIP customers can also be toggled to show Service-specific comments. This provides
a history of service notes, reminders, and important instructions related to the customer's vehicles.

Step 1: On the Comments screen, click "click here to change view" at the top to toggle between General
and Service comments.
Step 2: The Service view shows all service-related comments with dates and who created them.
Step 3: The VIP points summary remains visible at the bottom regardless of which view you are in.
Fillback Ford Inc Lightyear. 185.1 Version: zgm ADbdata\Lotview\AutodataDf1) PID: 39629 |= | o
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Figure 12: Service Comments view showing service history notes with VIP points still visible at the bottom
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12. Tips and Best Practices

1. Always set up customer categories first

Before enrolling customers, ensure your category tiers (VIP, GOLD, PLATINUM) are
configured in Dropdown List Setup under the Customer group.

2. Use Alert Comments for VIP customers

Create an alert comment with text like 'VIP CUSTOMER' so that every staff member who
opens the customer record is immediately notified of their VIP status.

3. Review the points formula periodically

The points calculation formula determines the earning rate. Work with management to ensure
the multiplier provides meaningful rewards without being too generous or too stingy.

4. Train front-line staff on point redemption

Service advisors and parts counter staff should know how to check a customer's points
balance and process redemptions through the Comments screen.

5. Use the VIP Cust search view regularly

The VIP search view gives you a quick dashboard of all VIP customers and their points. Use
it to identify customers approaching reward thresholds for proactive outreach.

6. Document all manual adjustments

When using the +/- Points field for manual adjustments, always add a comment explaining
the reason. This creates an audit trail.

7. Check VIP status on Repair Orders

When writing up a Repair Order, look for the ** VIP ** indicator. This reminds service advisors
to mention the loyalty program and current points to the customer.

8. Leverage Customer Value reports

Use the Customer Value feature to identify high-spending customers who are not yet in the
VIP program and consider enrolling them.

For questions or additional support, contact the DealerBuilt Support Team.
+1 (800) 499-1914, 6:00am CST — 6:00pm CST (Monday to Friday)
Email: Support@dealerbuilt.com
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