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HOW TO ENTER SALES PAPERWORK
AND FAIR MARKET VALUE REQUESTS

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

2 Then, SELECT option 8 
“FMV & SALE PPW 
ENTRY”.

3 Press “A” for Add and begin a 
new entry.
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HOW TO ENTER SALES PAPERWORK
AND FAIR MARKET VALUE REQUESTS

4 Next, ENTER the VEHICLE 
NUMBER, press <ENTER> and the 
CLIENT/VEHICLE INFORMATION 
will display. 

5 Next, ENTER the VEHICLE’S 
CURRENT MILEAGE in line 1.

6 If the vehicle’s mileage is over 
100,000 the FOLLOWING MESSAGE 
will pop up. Press ANY KEY to 
acknowledge the note that the 
odometer exceeds 100,000 miles.
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HOW TO ENTER SALES PAPERWORK
AND FAIR MARKET VALUE REQUESTS

7 After entering the mileage, ENTER 
the request type. Either you can 
ENTER (F) for Fair Market Value or 
(S) for Sales paperwork.

8 If the request is to be effective for a date, other than the day the request 
is being made, ENTER THAT DATE IN LINE 3. Otherwise, enter through 
EFFECTIVE DATE.

Indicate in line 4 WHO IS MAKING THE REQUEST. This will be either 
“D” for Driver, “C” for client, or “O” for Other.

If the client would like to show the person within their company that is 
authorizing the request, their name may be entered in line 5 “AUTH 
BY…”. Otherwise this line may be SKIPPED OVER.

Enter all of the buyer information. NAME, ADDRESS, PHONE NUMBER 
and E-MAIL ADDRESS in lines 6, 7, 8, 9, 10, and 11:
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HOW TO ENTER SALES PAPERWORK
AND FAIR MARKET VALUE REQUESTS

9 In line 12 “CC E-M” ENTER an EMAIL ADDRESS of anyone that 
should be copied on the quote request.

In “COMM 1…” and “COMM 2…” ENTER ANY IMPORTANT 
INSTRUCTIONS such as how much the vehicle is being sold for or if 
you are requesting a Fair Market Value Quote, you can enter a request 
like “Please quote Fair Market Value and Book Value”.
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HOW TO ENTER SALES PAPERWORK
AND FAIR MARKET VALUE REQUESTS

10 In line 12 “CC E-M” ENTER an EMAIL ADDRESS of anyone that 
should be copied on the quote request.

The “EXT COMM” line (line 16) is for ANY COMMENTS that should be 
included in the email BEING SENT TO THE RECIPIENT.

Press <ENTER> until the command line comes back up at the bottom 
of the screen. If access is given to any of the AMOUNT LINES (17-24) 
DO NOT CHANGE ANY OF THE AMOUNTS unless otherwise 
instructed.

YOUR REQUEST HAS THEN BEEN SUBMITTED.
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