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Front Desk 
 

1. Click on the Logs tab in the menu bar located in the top of the screen. 
 
 

 

 
 
 

2. Click on the blue Add Log icon in the top right hand corner of the screen. 
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3. A dialogue box will appear. Here you can search for an existing contact, or add the 
contact information in manually.  
 
 

 

 
 
 

4. (Optional) You can click on the Link Enquiry field, and then select the enquiry to link to 
this customer. If this is a new enquiry please proceed to step 5. 
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5. Now click on Log Type in the drop-down menu and select whether the enquiry type.  
 
 

 

 
 
 

6. Now you will need to type into the yellow notes box something about this enquiry e.g. A 
couple wearing red has just walked into the dealership.  
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7. If you selected "Link Enquiry" in step 4 then you will only see the Save icon. Otherwise 
you can Send Engage (to send directly to the sales executive),  
or Send to Inbound (which will send to the sales manager). 
 
 

 

 
 
 

8. Congratulations, you have just added a walk-in enquiry. You will now be taken back to 
this screen and you will be able to see your log in the list below. 
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LSH Auto Australia x AMS Pro Guide 
 

 

 

  

https://downloads.intercomcdn.com/i/o/446200573/3e8e3fc24db2e76926136bed/8.png?expires=1774930500&signature=9f4b5ab147e954ca2fc17adecb3ee5d4e7636791d7641fba40556b50fbdc6c93&req=cCQhFMl%2BmIZcFb4f3HP0gMVlgSodnlZU3R7unusrQuhvnDZ7AiaRuOpk2JZj%0AW5I%3D%0A


LSH Auto Australia x AMS Pro Guide 
 

Inbound & Pipelines 
These 2 sections are where we do all our interactions with the system 

Inbound 
The Inbound section comprises of the inbound leads and front desk leads. 
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Pipelines 

 

Qualified  

The Qualified pipeline is where the customers journey to a vehicle being sold is defined 
into stages.  

 

The customer journey starts with the “Unallocated Leads” stage, is where all the to be qualified 
leads that are allocated to the salesperson for qualification. 

It is important to move the customer across the right as the various stages occur, as they will 
auto trigger emails/SMS messages to the customer.  

Sold 
When a customer has completed the purchase and the enquiry has been marked to Completing 
a test drive 

When a customer has competed test drive, click on the tick box, next to the Test Drive > 
then enter notes and click on “Save as done”. (Trigger Communications: Follow Up 
Calls, Days 1 – 7, Appointment Booking-7days After Test Drive SMS, Appointment 
Booking-After Appointment/Test Drive Follow Up EDM) 
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You will need to schedule the next activity on saving above.  
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Sold the entry will move to the sold pipeline. Please move the enquiry across the stages as the 
status changes for automated  

 

Delivered 
When a vehicle has been marked as Delivered ( Delivery: Change Status 

 

When a vehicle has been delivered, we need to change the status to “Delivered” and move 
the entry into the “Delivered Pipeline”. Along with this it is imperative that the delivery 
date is updated as per the next step. 

 

 

 

Delivery: How To Update Delivered Date on an Enquiry ) it will be in this pipeline. 
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Enquiry  
 

Key Enquiry fields 

When in an enquiry, key information that needs to be captured is highlighted below. 

Enquiry Type: How you found out about the customer 

Origin: How the customer found out about us 

Label: This is an indication of what the customer lifecycle is most likely to be [Hot: 
Purchase within 7 days, Warm: Within 3 months Cold: 3 – 6 months 
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Adding a vehicle to the enquiry 
 

When you are in the enquiry for the customer,  
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Appointments 

Creating an appointment 

To create an appointment in the enquiry, click on the middle section and choose 
Appointment and hit save.  

 

Completing an appointment 

Click into the appointment and then make your notes and click on Save As Done. This 
will trigger an automated email thanking the customer for their visit. 

 

You would then need to schedule the next activity that is relevant to the customer.  
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Test Drives 
 

Scheduling a Test Drive 

 

It is important to create a test drive activity for the customer to ensure that they get 
reminders from the system.  (Trigger Communication: Appointment Booking-Test Drive 
Confirmation email, Appointment Booking-1 day before test drive SMS, ) 

Enquiry > Schedule Activity > Choose the Wheel for Test Drive 
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How to do a test drive in AMS Pro App (Mobile) 

 

Starting a test drive 

On the mobile dashboard start off by clicking on the "Blue +" button 
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Then click on "Add New Enquiry" 
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Add the necessary "Contact Info" 

 

You can "Scan Licence or ID Card" or Search Contact if the person already exist in the 
system 
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Then from there click "Test Drive" to begin the test drive 
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Click "Add Vehicle" 
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Select the vehicle the customer is interested to go on a test drive 
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Travelling With the Customer in the Test Drive  

 

If you are going with the customer, make sure the customer signs the T&Cs before going 
on a test drive, then instead of selecting "Car Handover" which is highlighted in Blue, 
you will instead select "Start" which is highlighted in Orange 

 

https://downloads.intercomcdn.com/i/o/gh4uputt/1694832521/09828cf2fc6cdebff405dc5a1a7f/Screenshot_20240904_114636_AMS-2BPro.jpg?expires=1775024100&signature=1edbf2bc92b9cb2ead75a9aaceee4d5ff6a89f0a87592d0aa42378d22fd2ec8b&req=dSYuEsF9n4RdWPMW1HO4zf63rVfutOzBy%2Fr%2B%2B9Xab8J16hIFMqLm1p68%2Fr89%0ACmuRwazA4z5I48tlLQE%3D%0A
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Once on a test drive it will GPS track your travels with the customer showing Distance, 
Time and Speed. 

When you have done with your test drive just click "STOP" 

 

 

 

 

Once you click on STOP make sure the customer signs the vehicle back in and click on 
Finish. 
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*** NOTE *** 

Also, you can add the test drive vehicle to the enquiry requirement by clicking on the 
"Add To requirement button", This process is also avaible in the handover test drive 
section. 

 

 
Handover Test Drive 

Tick the Car handover box to apply Car Handover and add the "Expected Return" Date 
and then click "Handover" 
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Once vehicle is on a test drive, head into the enquiry and Click on "Test Drive" 
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Select the Pending vehicle that is currently on a test drive 
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Then follow the steps shown in screenshot below, please ensure you get the customer's 
signature when returning a test drive. 
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How to do a test drive in AMS Pro App (Desktop) 

 

NOTE: To add a test drive vehicle, an enquiry must be created.  

1. Click on the ‘+Add’ button located under the Test Drive section to begin the process 
of adding a test drive vehicle. Once you click the button, follow the prompts to select 
and add the vehicle you'd like to include for the test drive, as demonstrated in the 
example below. 

 

 

  

https://downloads.intercomcdn.com/i/o/gh4uputt/1265628824/c316c0a63b318bafa7c023e7fb02/AD_4nXcxxlR-G-4axtqkDGSkjt7k0AUb42YcfLNnnl4zN1TD-jpU-dz292NixZ_b3n_MWDcevoLM-nKg6SpIfeFqfbUE8iBQGWmaE-6hnbbG8d0ln6JN-CJANc1Ay_G4THEdVbhD11Pd6A?expires=1775025000&signature=38dbc0adaeac56f9ed1e07918d899c8691b3a1c767d354798adf73ca10cbb9bb&req=dSIhE898lYldXfMW1HO4zTa%2F62GUILkSeRuJUVc9TYyywU4e06jB6YEJefoW%0A3yzk1pcNRL%2B%2BId4mTrg%3D%0A
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2. To select the vehicle for the test drive, click on the ‘Add Vehicle’ button. Then, input 
the required details as indicated in the red box below. After entering the information, 
make sure to click ‘Save’ to finalize the selection and store the details. 

 

 

 

 

 

 

 

https://downloads.intercomcdn.com/i/o/gh4uputt/1265628826/add61e227ba80608bbe8726a2bfb/AD_4nXcNltVDux7cybIwLgTDRR8Ko-pd_OGjvaqTUDd3f7BWiDGREflHShoq_ULZrlPjiGqkiujYOtxdO7OsKSfD7FPq-UXpA62rAwz3IlTt2bQxOsiWrS8XLMq8Pw-IbVO8XCKeGckbtg?expires=1775025000&signature=f3ef4aa6dac80f5bc2c21736c99ec747cbc3d00acd1b08e932dfd586bd5d8dc4&req=dSIhE898lYldX%2FMW1HO4zaFhhweLQ8VQFXmRhhApNQw2wPh5NvbBY5vxApCW%0AiIrop2Mm96MGFb3vjWw%3D%0A
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3. After successfully adding the test drive vehicle, save the enquiry by clicking the 
‘Save’ button located in the top-right corner of the screen, as shown in the image 
below. This will ensure that all the details are securely stored. 

 

 

 

 

  

https://downloads.intercomcdn.com/i/o/gh4uputt/1265628825/31c55cb253155aec37951fc34eac/AD_4nXfZeSe1VshajfyFhg2A3B7r-W73KtdLhXW6MwoOYFJ3R_ng398VUuMzXR3VJ-0m8afa8nrEZaBnhoXsEglCe3hnxiAOnYLkX2sI7xsgsfHBfA_8tlYBn3f2drNXAYb4MZbPmDM20g?expires=1775025000&signature=c64ae4ab76d9232979a2e549a9af900d37edcaff129c4869ba11828f79b5ec09&req=dSIhE898lYldXPMW1HO4zdB91PMT7UGZ77jxr2M%2Feth1FH3r5KqtLy%2Bsq2Uc%0A0IZMxJV9PukoO2SVFlo%3D%0A
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Completing a test drive 

When a customer has competed test drive, click on the tick box, next to the Test Drive > 
then enter notes and click on “Save as done”. (Trigger Communications: Follow Up 
Calls, Days 1 – 7, Appointment Booking-7days After Test Drive SMS, Appointment 
Booking-After Appointment/Test Drive Follow Up EDM) 

 

You will need to schedule the next activity on saving above.  
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Sold  
 

When a vehicle has been sold, please go into the enquiry and change the status from 
Won/Quoted to Sold 

 

 

Enter the estimated delivery date and time and the commission number/stock#.  
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Sold: Handover Ready 

In the sold pipeline once a vehicle is Handover Ready as per STS, please move the entry 
into the “Handover Ready” stage. (Trigger Communication: Purchase-Handover Ready 
EDM) 
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Sold: BTO 

 

When a vehicle is Build To Order, it is imperative that we move the entry across the 
stages, so that the customer gets notified via automated emails about status of their 
Build To Order. [Trigger Communications: Purchase (Build To Order) – Production 
Confirmed EDM, Purchase (Build To Order) – Vessel Delay, Purchase (Build To Order) –
Arrival At Port] 
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Delivery 
 

Scheduling delivery 

 

When the vehicle is ready for delivery it is important that we schedule a new activity for 
the date the vehicle is being delivered.  

 

This step is vital for the automated emails and SMS pertaining to the delivery of a 
vehicle. (Trigger Communications: Delivery-Delivery date confirmation EDM, Delivery-3 
days before delivery checklist EDM, Delivery-1 day before-SMS.  
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Delivery: Change Status 

 

When a vehicle has been delivered, we need to change the status to “Delivered” and 
move the entry into the “Delivered Pipeline”. Along with this it is imperative that the 
delivery date is updated as per the next step. 

 

 

 

Delivery: How To Update Delivered Date on an Enquiry 

 

Go to Pipelines by clicking on the Pipeline icon in the icons dashboard at the top of 
your screen. 

 

 

Navigate to the Delivered Pipeline, locate and click on the enquiry you wish to change 
and click on the Details icon to expand to the enquiry: 

https://downloads.intercomcdn.com/i/o/gh4uputt/1267119816/f7ddc9e817fb37fce22342622972/Screenshot%2B2024-11-27%2Bat%2B12_59_27%E2%80%AFpm.png?expires=1756922400&signature=bb7998d4d3196a4264d6a399e6ec8abd53475c3c250721933e888aad9ef09ee6&req=dSIhEch%2FlIleX%2FMW3nq%2BgUiScy9ehs3y8Gs3P3SwkdDIBDpOaVlnR%2F3lw8j2%0A%2BislY80kTZk2OOoH6rF9rv79v9E%3D%0A
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Then under Enquiry Info section on the right, scroll down and if you have access to this 
field, you will see a greyed out section like this example below. Click on the Edit button: 

 

 

An Enquiry Info window will open allowing you to change the date by clicking on the 
date field. Press Done to apply the change: 

 

 

https://downloads.intercomcdn.com/i/o/gh4uputt/1267122734/ad154410c61558ae4b93ace1691a/Screenshot%2B2024-11-27%2Bat%2B1_08_56%E2%80%AFpm.png?expires=1756922400&signature=20548e43026c73d79b41e1d4e173aa71f0bcd96dc83d7963d603b27cb149806f&req=dSIhEch8n4ZcXfMW3nq%2Bgf5XsezOCE40KNhK%2BdljPTYsRS79uDCiNLWrd3iT%0AepWItqqHSfhshsOfrZ3xW%2F9II2w%3D%0A
https://downloads.intercomcdn.com/i/o/gh4uputt/1267198757/ab2acaae459af388385e0bffa7de/Screenshot%2B2024-11-27%2Bat%2B3_39_47%E2%80%AFpm.png?expires=1756922400&signature=d7904041b8ad2282680caf9642a0627701f0868f64211c1a273ecf4aefc2fa29&req=dSIhEch3lYZaXvMW3nq%2BgZFCZeGd7WjKk%2Bi5RNY2AVxhGjx%2Bj%2FosDvBHuEnQ%0Aou3d7fGD0aTiZId9UZ5%2B%2FQsMwGY%3D%0A
https://downloads.intercomcdn.com/i/o/gh4uputt/1267124249/34733a521be40d6689acbd12d4b0/Screenshot%2B2024-11-27%2Bat%2B1_12_38%E2%80%AFpm.png?expires=1756922400&signature=e47afe7709dc90b055991dcf1ce95167a7b8f2081cb6f08deca24dbe91918ee6&req=dSIhEch8mYNbUPMW3nq%2BgZzsZKf9zQdyGM5sRzaMQLBQsYri4K9Yhjv0aEaM%0AGEa6aM9yJXhX2qjM8Su%2FDYKCGe8%3D%0A
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Delivery: Iridium Club Membership Sign Up 

 

At delivery we should sign up a customer to the Iridium Club by LSH Auto Australia. This 
is a two-step process,  

Step 1: Consent 

Go to the customer > Click on “Send message” > In the filter type Iridium and choose 
the template > Send the SMS 

 

 

Step 2: Activate the membership 

In the customer change the Iridium Membership status to Yes and copy the 
membership number from ERA customer number > Save. 
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Stock Management 

How to make stock available in AMS Pro (Desktop) 

How to make manage available stock in AMS Pro (Desktop) 

Step 1: Access the Stock Management Module 

To begin, navigate to your stock inventory. Click on the "Stock" tab in the main 
navigation bar. From the dropdown menu that appears, select "Stock Management" to 
view your comprehensive list of vehicles. 

 

 

Step 2: Locate the Stock Item to Manage 

On the Stock Management page, browse or use the quick filters (like "Unavailable" if 
you're looking for items to make available) to find the specific vehicle whose availability 
you wish to manage. For instance, if you're working with an item currently marked as 
"Unavailable," selecting that quick filter will display it. 

https://downloads.intercomcdn.com/i/o/gh4uputt/1568770215/129d45f75672f95b7cf4991f4554/Screenshot+2025-06-13+at+10_51_56%E2%80%AFam.png?expires=1775700000&signature=f2bf95066f7f76025b5ca530148d4a2e4bce348dc2e3511124ef834245fdea52&req=dSUhHs55nYNeXPMW1HO4zZtRNL7uM9ejai238qZzEvzPM%2BL033LPm%2BNaxaLM%0AeNRtkor%2BTt%2BvoR4nad8%3D%0A
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Step 3: Open the Stock Edit Form 

Once you've located the desired stock item, look to the right side of its entry. You will 
see an "Edit" icon (often represented by a pencil). Click this icon to open the detailed 
stock edit form for that specific vehicle. 

https://downloads.intercomcdn.com/i/o/gh4uputt/1568770402/ddb52139756b9028d0b8fc2d8e13/Screenshot+2025-06-13+at+11_04_34%E2%80%AFam.png?expires=1775700000&signature=df9c142705e543927dc8cfa3be9ab683ac1c5d852abbd20edecee58c83663554&req=dSUhHs55nYVfW%2FMW1HO4zSfcl1%2B2kyqOb0UMkoSRjDTzzOZjqAdG8f8UqoBe%0APzcsRWze4pR8e5T3SsE%3D%0A
https://downloads.intercomcdn.com/i/o/gh4uputt/1568770470/5cd72c58aeacba11e30a228fc6ad/Screenshot+2025-06-13+at+11_10_42%E2%80%AFam.png?expires=1775700000&signature=9bed2e058c0b858da31d297aed8527d9441bf4dbed6418a54f749e4e61b6334d&req=dSUhHs55nYVYWfMW1HO4zUJq3sHJKL2LJVmNOuvS8VxThr1rQ%2FWuJkhIM2%2Fi%0AtzXNAFLcSPvTuOHN1Ms%3D%0A
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Step 4: Change the Stock Status 

Inside the stock edit form, find the "Status" dropdown field. This field allows you to 
define the current availability or state of the vehicle. Click on the dropdown, and a list of 
options will appear, including: 

• AVAILABLE: To mark the vehicle as ready for sale or use. 

• UNAVAILABLE: To indicate the vehicle is not currently ready. 

• WON: For vehicles that have been sold. 

• DELIVERED: For vehicles that have been handed over to the customer. 

• ON LOAN: If the vehicle is out on loan. 

• ON TESTDRIVE: If the vehicle is currently out for a test drive. 

• RESERVED: If the vehicle is reserved. 

https://downloads.intercomcdn.com/i/o/gh4uputt/1568770527/065978b53ace732c7f2601403a82/Screenshot+2025-06-13+at+11_11_08%E2%80%AFam.png?expires=1775700000&signature=c5793d873b9499231c7f8af920853fcc49e65d697ffbbfb8546bf523d49db5ae&req=dSUhHs55nYRdXvMW1HO4zR8Gslk%2BEULSqbebzEIqnNSs4LrgT0rddc8hDHPL%0AOowlFxyr11ejI5jVdYE%3D%0A
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• IN PRODUCTION: If the vehicle is still being manufactured or prepared. 

Select the appropriate status from this list, such as "AVAILABLE" to make the stock item 
available. 
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Step 5: Save Changes 

 

After selecting the new status and making any other necessary adjustments to the stock 
details, click the "Save" button located at the bottom right of the form. This will apply 
your changes to the stock item. 

Step 6: Verify the Status Update 

 

Upon saving, you will be redirected back to the Stock Management list. The stock item's 
new status will now be reflected on its entry, confirming that its availability has been 
successfully updated. 

https://downloads.intercomcdn.com/i/o/gh4uputt/1568770615/8329fdacb81a8aceb099307e587a/Screenshot+2025-06-13+at+11_12_46%E2%80%AFam.png?expires=1775700000&signature=145c5eb98eefe803908d3e756abe210bda8c467775d2e5fdc91fd3c90f727d0d&req=dSUhHs55nYdeXPMW1HO4zahqFGw5F%2BX5b2CciwkOK9%2BO%2Fi7vvgVTFhbEikqg%0A3fQ6eHa%2BHE7WZ0%2F1P5w%3D%0A
https://downloads.intercomcdn.com/i/o/gh4uputt/1568770725/58f61b0cda833864c5d0c22c4fb0/Screenshot+2025-06-13+at+11_13_17%E2%80%AFam.png?expires=1775700000&signature=00edc1217ae6d5bad17c1522309b9c8131057e6cf3e538dda7ac30b6ea63e189&req=dSUhHs55nYZdXPMW1HO4zcMgj5FTmbx2BvABbGBLNYOJSfrjozJ%2FLx2JDAfO%0A7yY%2Fj9CsZeJV7hDeK7M%3D%0A
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How to make stock available in AMS Pro (Mobile) 

How to make manage available stock in AMS Pro (Mobile) 

1. Access the Stock Module: 

From the main dashboard of your AMS Pro (Mobile) app, tap on the "Stock" icon. This 
will display a list of all your current vehicle stock. 

 

https://downloads.intercomcdn.com/i/o/gh4uputt/1577915202/8dd0b4342bf73de0f0ecc4b97972/IMG_3392.png?expires=1775700000&signature=ce7282ad88e17308a832507c5b76a10f6ca07933afc2eba2828a7f3468095ad6&req=dSUgEcB%2FmINfW%2FMW1HO4zXMPsUxCx5G9A%2BWmLmZHYe%2FxU8XmN6qFS5CWeI0k%0AoiHBa6oJxYUZX5vWaa4%3D%0A
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2. Select the Desired Vehicle: 

Browse through your stock list and tap on the specific vehicle you wish to make 
available. This will open the "Stock Details" screen for that vehicle. 

 

 

https://downloads.intercomcdn.com/i/o/gh4uputt/1577914637/121fa1961d1551ca1bba66feac5f/IMG_3406.png?expires=1775700000&signature=42b6deeda5fd769b644589d1041e13db9d66398f9bc8a9cc0b3cd8418f169cdc&req=dSUgEcB%2FmYdcXvMW1HO4zbf37jA4mjPhHb3kU9jsSA%2FzExRzmLfYc4Ow4vxi%0AaEvvxESctl600y5Rs1c%3D%0A
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3. Enter Edit Mode: 

On the "Stock Details" screen, locate and tap the "Edit" button, usually found in the top 
right corner. This will allow you to modify the vehicle's information. 

 

 

https://downloads.intercomcdn.com/i/o/gh4uputt/1577914759/b0d7cc00db122dfee8ef81dd3360/IMG_3407.png?expires=1775700000&signature=0b81b2e822075affb17990dcb5cf96cbdd0fe90797ee4a02fb1fc972b8cc3776&req=dSUgEcB%2FmYZaUPMW1HO4zfqHQpf3R8ZEb7j5IWNkaW3OX8YX41aeY4RSKu4K%0AobHOXu6ivxK1vs2dNew%3D%0A
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4. Change the Status to "Available": 

Scroll down the "Update Stock" screen until you find the "Status" field. Tap on the 
current status (e.g., "UNAVAILABLE"). A list of status options will appear, including 
"AVAILABLE," "WON," "DELIVERED," "IN PRODUCTION," and "UNAVAILABLE." Select 
"AVAILABLE" from this list. 

 

https://downloads.intercomcdn.com/i/o/gh4uputt/1577914869/f294c168ac735b09f49c1cbe7704/IMG_3409.png?expires=1775700000&signature=aed7fdb6d372c7698b5d747ada74294717eca732f14c8ccaf00a79b19b0711c7&req=dSUgEcB%2FmYlZUPMW1HO4zZ7KYOI3gP38mMZozF5hncPeV8TStTRr9yd9H79i%0AnWMKqfTTkmsLNffL7uM%3D%0A
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5. Save the Changes: 

After selecting "AVAILABLE" as the new status, tap the "Save" button in the top right 
corner of the "Update Stock" screen. This action will update the vehicle's status in your 
inventory. 

 

https://downloads.intercomcdn.com/i/o/gh4uputt/1577915102/553d04a60dc98d771033f3b4d1d5/IMG_3411.png?expires=1775700000&signature=71deb3cf9dbee4996286dcbc2a5290009eca6f3fc71b40cdcdb0127038484598&req=dSUgEcB%2FmIBfW%2FMW1HO4zU%2BVklSD1eaK3UgrHD2ieCVvvadT1jJoS%2FyvOdSm%0A%2BjE5lveh6BYJhsrSWwc%3D%0A
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How to loan a vehicle in AMS Pro 

Loaning a vehicle  

Click on loan to begin 

 

Should bring you to this page, under the available tab which is located at the top 

Find the vehicle you would like to loan either by scrolling to find it manually or searching 
for it top right 

Once found click the vehicle 

https://downloads.intercomcdn.com/i/o/gh4uputt/1554624729/617099edf1d72d299b161e6d05f5/IMG_3210.jpeg?expires=1775024100&signature=5e68f4a901972245ca43e7103b9bf86d8d6b85fb0254321c379dd68718b96174&req=dSUiEs98mYZdUPMW1HO4zQ0gsRnvglJDr%2FfvmyZwdQYQrDoOc%2B0Von%2FN6PPm%0AiDC2bK9cK%2FVOx6UJnRE%3D%0A
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Fill out the required details 

1. Current odometer reading of the loan vehicle 

2. Trade Plate 

3. RO number if applicable 

4. Loan type 

• Service -> If the loan is going to a contact which is using this vehicle 
because their current main vehicle is being serviced. 

• Other -> For any other scenario 

https://downloads.intercomcdn.com/i/o/gh4uputt/1554628177/0d9aeb4a5d466f2e9136f3d27be3/IMG_3212.png?expires=1775024100&signature=86d9f201bce473ab7e9214b86d77708be263ed5ebde200fe750f3f7fb8e6ea30&req=dSUiEs98lYBYXvMW1HO4zbXSz6F0asnJXbnK0IPMwD6aIltbXigrnnbcfIFc%0AqQzZmSQfEhc7j5L0dno%3D%0A
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5. Click Purpose of journey and type the details for such 

 

6. Click add customer, will bring up a new page for adding contacts 

• Can either add exisiting contacts through "Search Contact at the top" 

• Add a new contact but filling out the details below 

• Once completed click save top right 

https://downloads.intercomcdn.com/i/o/gh4uputt/1554607550/23561eeba7a8c9a0b6c0a1ebaa8b/IMG_3214.png?expires=1775024100&signature=06310a50a4880e1cfdd30faeb6c43be650cc37db7844ed0f474a2be328180d1e&req=dSUiEs9%2BmoRaWfMW1HO4zfOu37n2fM%2BPi6zp9oEAhMUhz7j%2FYiRxeIulAfB5%0AlmfzSitTMgIr6lpB%2BXc%3D%0A
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Then new details will appear in the loan vehicle page, which include the contacts 
details 

 

https://downloads.intercomcdn.com/i/o/gh4uputt/1554629690/a011e8c3d150633c0d1bd5bdf98e/IMG_3215.png?expires=1775024100&signature=df23b4516435f211302111b38262fa42c4deb526bb1f9730991e1e581045641a&req=dSUiEs98lIdWWfMW1HO4zf9TJgizTcH9Vki4P8ccBkmt66BdDEYVoHZlqPK0%0A5TWD8wbtS3b6eM9Qijc%3D%0A
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Now there are new details to complete, lick "Vehicle Inspection" -> If there is any 
damage such as a scratch, rust, dent or a crack, etc on the car before the loan.  

1. Select the type of inspection, info, scratch, etc. Then click the area of the car in 
which the fault is. 

2. If you need to get rid of all the added inspections, click "Clear" to do so. 

3. Once completed click "Done" to finalise 

https://downloads.intercomcdn.com/i/o/gh4uputt/1554631945/11abaa1237945c252bf5d038f947/IMG_3216.jpeg?expires=1775024100&signature=5b5d18c6703cb73f4f4e0c6deddfbf7779690e6c62cdcdd36a1641d00432a97c&req=dSUiEs99nIhbXPMW1HO4zfRq11pn2dQMQWKQ6V5iXL8kn7VekxiBKdracUUM%0ARjYsvDZvo%2BAykjpexz0%3D%0A
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Once done the menu will appear below.  

1. You can upload an image of the damage by clicking the Image icon. 

2. Change the mark type, scratch, etc. 

3. Add notes if applicable 

4. Delete the damage by click "Delete" 

https://downloads.intercomcdn.com/i/o/gh4uputt/1554603875/bdb1b2edc081ec32a2a915c372c2/Screenshot%2B2025-06-03%2Bat%2B3_29_11-E2-80-AFpm.png?expires=1775024100&signature=9e4d77780af2cb8fd7692ff098500a4d70e6f89814bfac4bcd46db83a733c54b&req=dSUiEs9%2BnolYXPMW1HO4zQeoe5B3fm2SVAzmgyvK8tUL2B2vL0Umz%2F%2BYE30K%0AZjEoffQKXDpjvH5l2hw%3D%0A
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5. Then save it by clicking "Save" 

If needed you can go back into inspection to add more damage types and information.  

 

Next click "Terms & Conditions" 

Choose an option for the contact 

 

https://downloads.intercomcdn.com/i/o/gh4uputt/1554604176/44d684bdb02815ac7c148ec2b4ea/Screenshot%2B2025-06-03%2Bat%2B1_27_29-E2-80-AFpm.png?expires=1775024100&signature=48fafc7f789d6884691fb6dfb6e837c6afc56492631288db50dea3763fd45ee9&req=dSUiEs9%2BmYBYX%2FMW1HO4zU9qrxWnDsLE5Pic3b9B3Z%2F%2FYkIFQENxGA4L2TMw%0A8NOVDVKfvhp%2FSslvOxo%3D%0A
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• Send sign requests -> Sends a request to the contact for them to sign via email, 
waits for the contact to send the signature back. 

• Sign on-sight -> Get signature on-site from customer -> Opens a window for the 
contact to sign, in person. Requires the contact to draw within the form. To put 
the signature in, press "I Agree" and the window will pop up. Draw the signature 
and then click "Done". Then click "I Agree" 

• Cancel -> Closes the window and takes you back. However the signature is 
required for a loan. 

Similarly, when clicking "Insurance Waiver" repeat the same process as the "Terms & 
Conditions".  

Next choose the "Start Date", "Start Time", "Expected Return Date" and the "Expected 
Return Time". 

Each date field will open a calendar, select the appropriate data for the loan start date 
and expected return date.  

You cannot backdate a test drive 

For each time field, when you select it a time window pop up will open, allowing you to 
select the appropriate start time of the loan and expected return time.  

Next you need to select the fuel level of the car before being loaned,  

To do so drag the grey circle above the "E" to the appropriate fuel level.  

 

Once all fields have been completed you can click "Loan Vehicle" at the bottom. 

Once completed the vehicle will not longer be available on the loan vehicle available 
page 
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Returning a loaned vehicle 

 

In the loaned vehicle tab on the dashboard find the vehicle you want to return. Similar to 
before when finding the correct vehicle to loan. 

Click on the vehicle to return. 

If needed you can click report at the top to generate a report of the loan and download 
the file. 

Next fill out the details in the after loan section 

1. Time duration 

2. Vehicle Inspection 

3. Vehicle inspection check -> if there is any damage click this 

4. End fuel level 

5. Notes 

6. Signature 

7. Once done click return vehicle at the bottom. 

For each of these details please refer to earlier if unsure. 
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Once completed the vehicle will no longer be under the loaned tab but back under the 
available tab. 
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