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OUT-OF-STOCK PROCEDURES

OUT - OF - STOCK VEHICLES
• Viable method of securing vehicles quickly for:
     - New hires
     - Totaled vehicles
• Respond to all STOCK REQUESTS WITHIN 48 HOURS –
   either update customer with progress or offer vehicle (s)

PROCEDURES FOR STOCK PURCHASES
All requests will generally come through CSS, although a handful 
of clients will still call or fax in a request. 

1 While in CRM, OPEN “MY WORKPLACE”

2 Under Queues, SELECT 
“VEHICLE ACQUISITIONS”
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OUT-OF-STOCK PROCEDURES

4 DOUBLE CLICK selected case to 
open

5 SELECT “STATUS REASON” 
and change to “SEARCHING 
FOR VEHICLE”

3 CLICK on DESIRED CASE, go to “MORE 
ACTIONS” and SELECT “ACCEPT” to 
accept case (case will then be moved to 
your “WORK IN PROGRESS”
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OUT-OF-STOCK PROCEDURES

7 Select “FILE”, then “PRINT” 
to print case notes

8 Select “PRINT”

6 Select “NOTES AND ARTICLE” Tab



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

OUT-OF-STOCK
P R O C E D U R E S

OUT-OF-STOCK PROCEDURES

10 Re-Open Case, SELECT “NOTES 
AND ARTICLE TAB”, DOUBLE 
CLICK “VEHICLE ORDER STOCK 
PURCHASE” attachment to open

11 Click “OPEN”

9 When Print Dialogue Box 
appears, SELECT “PRINT”
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OUT-OF-STOCK PROCEDURES

13 Re-Open Case, SELECT “NOTES 
AND ARTICLE TAB”, DOUBLE 
CLICK “VEHICLE ORDER STOCK 
PURCHASE” attachment to open

14 Click “OPEN” to open file

12 SELECT the PRINT ICON 
to Print Excel Sheet

Print Icon
in Excel
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OUT-OF-STOCK PROCEDURES

16 Re-Open Case, SELECT “NOTES 
AND ARTICLE TAB”, DOUBLE 
CLICK “VEHICLE ORDER STOCK 
PURCHASE” attachment to open

17 Click “OPEN” to open file

15 SELECT the PRINT ICON 
to Print Excel Sheet

Print Icon
in Excel
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