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HOW TO NAVIGATE THE GENERAL
VEHICLE LOOKUP SCREEN

1 From the main menu, SELECT the 
option for “CLIENT SUPPORT 
SERVICES CS1”.

2 Then, SELECT option 3 
“GENERAL VEHICLE 
LOOKUP”.

3 Next, INPUT the particular 
VEHICLE NUMBER in the 
Vehicle number field and press 
<ENTER>.
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HOW TO NAVIGATE THE GENERAL
VEHICLE LOOKUP SCREEN

4 The initial display will show GENERAL 
INFORMATION on the vehicle.

5 To view CLIENT CONTACTS, 
press F7.
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HOW TO NAVIGATE THE GENERAL 
VEHICLE LOOKUP SCREEN

6 Next, press <ENTER> to view more 
detailed information on the 
SELECTED CONTACT.

7 To bring up DEPARTMENT 
NOTES on the vehicle, press F8 
then SCROLL and SELECT the 
particular department for which 
you wish to view the notes for.

8 Press <ENTER> to DISPLAY the history 
of notes created by the particular 
department for a specific vehicle.
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HOW TO NAVIGATE THE GENERAL
VEHICLE LOOKUP SCREEN

9 To ADD A NOTE in either the CSS 
or EFM notes section, toggle over 
to “ADD” and then press 
<ENTER>.

10 This will give access to an 
AVAILABLE LINE in which you can 
enter a NEW NOTE.

11 Press <ESCAPE> to back out of the note 
currently being viewed and then SCROLL 
TO ANOTHER department’s notes.
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HOW TO NAVIGATE THE GENERAL 
VEHICLE LOOKUP SCREEN

12 From a particular department’s 
notes, one can also view any 
policies the department has set up 
for handling the client.  

To VIEW a department’s policy 
notes ARROW KEY  over to 
“POLICY” at the bottom of the 
menu and press <ENTER>.

13 A box will then pop up showing the 
titles of all the particular policies 
that a department has set up.  

SELECT the desired policy and 
press <ENTER>.

14 The DETAILS of the specific policy will 
DISPLAY.
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VEHICLE LOOKUP SCREEN

15 Press <ESCAPE> to back out to 
the previous screen. Repeat the 
previous process to VIEW NOTES 
AND POLICIES of a different 
department.

16 Continue press <ESCAPE> to 
return to the VEHICLE 
INFORMATION screen if no 
other notes need to be viewed.

17
If you need to DISPLAY MORE 
DETAILED INFORMATION on the 
vehicle, press F9.  

A new box will appear from which a 
category of more DETAILED 
INFORMATION may be selected.   

For example, to display the information 
for the dealer a new vehicle is being 
delivered to, SCROLL to option 5 
“NEW VEHICLE DELIVERING 
DEALER” and press <ENTER>.
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18 The dealer contact information 
of the dealer that will be the 
courtesy delivery of this vehicle 
will display.

19 Press the <ESCAPE> key to 
return to the box showing the 
different categories of 
information.

20 If no other detailed information is 
needed press <ESCAPE> to return 
to the vehicle information screen.
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21 To view SCANNED IMAGES on 
file for a vehicle, press F12.

23 The document will then 
display in a new window.

22 Select the department that scanned the desired 
image and press <ENTER>.

The next display shows all the documents that 
have been scanned into the system for the vehicle.   

SELECT the desired
document and press
<ENTER>.



NOTES
HEX f68820

HEX f8952f

HEX f99f3e

HEX fbaf33

HEX fcc365

HEX fbd497

HEX 4f286c

HEX 6d2e8e

HEX 814b9c

HEX 855fa8

HEX b295c5

HEX cbbdd9

HEX 3e6f91

HEX 7491a5

HEX 90b3ca

HEX a3bd0b

HEX c2d318

HEX cedb53

HEX 525252

HEX 6f6f70

HEX 949494

HEX a8a7a8

HEX c4c4c4

HEX cecece

EMKAY WEBSITE COLORS

HEX 3b1755 HEX 1e5071 HEX 303030

HOW TO NAVIGATE THE GENERAL
V E H I C L E  L O O K U P  S C R E E N

HOW TO ENTER SALES PAPERWORK A N D  FA I R  M A R K E T  VA L U E  R E Q U E S T S


