
CRM GUIDE ‘22 
This guide will cover the CRM(Customer 
Relationship Management) portion of 
the XpressCredit™ platform only.
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You will first go to 
www.xpresscredit.net press the 
“Register” button then “Dealership.”
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Fill out the “Quick Registration” 
form then press submit.
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You are now registered as a dealer on XpressCredit™. We 
will contact you to schedule a training call and send you an 
email containing your login information
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jrsamples

Fill in the login info we 
sent you. Enter your 
Email and password, 
then press “log in.”

Go back to www.xpresscredit.net press the ”log 
in” button at the top right.
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This is your home screen and dashboard. The first 
thing you will want to do is change your password. In 
the top right corner press the round drop down 
button, then press ”My Account”
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This is the “My Account “ page. At the bottom press 
the “Reset Password” button. 
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Enter your email address. We will immediately 
send you a link and instructions to reset your 
password.

From here or any screen if you want to go back to 
the home page press the “Home” button at the top.

HOME
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Check your email and press the link. You will be directed to a 
page to make a new password. Then,  refer back to pg. 5 and 
login with your new password. Now we are back at your 
Dashboard.

The first thing we will do is make sure your dealership is set 
up the way you want. Press the configuration button.
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After you first register as a Dealer on XpressCredit™ we 
will send you a Dealer Set Up Form. If you fill this out and 
send us the required documents and files, we will 
configure your dealership for you. This is what we 
suggest you do. We do suggest you glance through and 
make sure everything looks right. 

We will look at the sections in “Configuration”. If you only 
have the CRM some of this may not apply to you

Any Changes you make here always press the ”Save 
Changes” button after or you will lose what you have just 
entered.

The top is a row of tabs. The first one is your corporate 
information. If you want to change something, enter the 
data and press the “Save Changes” button.

The “Files” section is where you will upload your required 
documents and files. If you supplied us with these, they will 
be here already. 

This is where you will enter your logo. If you have given it 
to us previously, we will make sure it’s the right size and 
file type. We suggest a 400x400 pixel .PNG with a 
transparent background. .JPG and .PDF will work as well. 
You can drag into the box or press browse and find it on 
your computer. Remember to press “Save Changes” after.
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We will now  run through the rest of the “Configuration” tabs
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This is the contact tab. This information should be 
updated if anything changes. Remember to press 
”Save Changes”.

Contact
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3rd Party Credentials
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XpressCredit™ is integrated with several 3rd Party 
applications. Some are optional depending on what plan 
you have. This is where you will enter your credentials for 
those services if applicable.

700 Credit handles all our Credit Bureaus and ”Quick 
Qualify”. This is a mandatory integration for all plans. If 
you don’t already have a relationship with 700 Credit, 
we can assist you in getting set up with them  

Lokyata, with customer consent allows us to analyze a 
potential customer's credit worthiness via 90 days or 
more of their checking account. This is a great offering 
for a consumer who may have a bad credit report but 
can show us through their bank they can afford the 
loan.

F&I Express, simplifies and streamlines our F&I system.
You will be able to choose what companies and 
products you want sell to a customer.

Auto Check, is one of 3 valuation companies we use. 
KBB and JD POWER as well.

Business

We suggest you fill out the form we send when you 
register. We will set all this up for you and we will 
schedule a call to go over it. This page covers 
some basic business information. Note the 
“Products and Loan Types” this will be important.
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Locations

The information in the “Locations” tab is all very important. For 
example, you probably only have a dealership in one state. We 
have lenders in many states and some individual lenders that 
lend in all 50 states. Knowing that piece of information will 
help our algorithm connect you to the lender that will fund the 
loan. The more accurate the data in these sections the easier 
and faster it will be to locate lenders for your costumers.

This is where you can upload your state license for the states 
you have a dealership. This is one place that will bring you to the 

‘Floorplanning” section we will talk more about 
that down the road. 
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Users

The “users” tab is where you will add new team members to 
the XpressCredit™ platform. We will run through that process 
now. 

1

To add new users and assign them roles press 
the “Invite New User Button.”

First press the “View  Security Roles and Activities” button. 
This will trigger the information dialogue to pop up. We 
suggest reading through this. Various users you add to your 
system can have different privileges depending on what you 
want that individual to be allowed to do. This explains those 
privileges. You may want everyone to have full access. We 
suggest that you assign someone to be the corporate 
administrator.

2
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That’s it! Press the save button and an invitation with 
directions will be sent to that person's email. You will 
notice the blue bar turns green and states that “an 
invitation has been sent.” Press the “close” button.

Fill out the form. Employee ID is optional. You 
will see this convention used throughout the 
XpressCredit™ Software. If the field has an 
asterisk, it is mandatory information. You will not 
be able to move on if you are missing any 
required fields.

Assign the role and/or permissions you want the 
individual to have. If it’s an employee that will be 
the company Administrator, check all the boxes. 

Users cont’d
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After pressing the close button in the user tab, you will be back 
here. This the General tab of the Configuration section. Now I will 
take a moment to breakdown the top tool bar. 

The “Home” button takes
You to the main page. It’s
the page that opens when
You first login. It contains 
Your main dashboard.

The Inventory button is 
your DMS (Dealer 
Management System.)

This is the CRM 
(Customer Management 
System.)

Applications is where you 
will find your desking 
worksheet and where 
you will be processing 
deals.

”Reporting” is where you will 
find printable reports. There 
are 20-30 various reports and 
graphs you can view or print.

“Accounting” is your 
financials. QuickBooks 
online and floorplanning.

“API EXPORTS” is for the 
tech guys. It contains  
information needed for 
3rd party integrations

Finally,“ Configuration” this is 
your settings. The section we 
just went over

The Right side of the tool bar.

Tells us we are in the ”Configuration” section. it will 
coincide with the section you select from the Left side.

This will be the 
number of your 
company admin.

This is your company email. It is an easy-to-use email 
application. Can be used for communicating with customers, co-
workers and lenders to rehash deals. We may contact you here 
as well.

If Alerts is highlighted, we have 
important information to relay 
to you

Your personal 
information. 
Password changes, 
also where you invite 
new users
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Logs
The Last tab in the “Configuration” section is ”Logs”.  
Over time this will be a handy tool. This is where 
you can track everything you or your colleagues do 
in the XpressCredit™ system. These Logs will 
always be available. 
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Congratulations! If you have made it 
this far your dealership is setup on 
the XpressCredit™ platform. Every 
time you log in you will land on this 
page. 

Any time you need to come back to 
this page press the “Home” button. 
This Dashboard will give you a look 
at the current status of Customers, 
Deals, Events, and Inventory(next 
slide). 

If you are a CRM only customer, the 
top half of this Dashboard deals with 
customers and their status. To go to 
the main CRM page press 
”customers” in the top tool bar. 

From here you can quickly add a 
lead, start a deal, set up a task for 
you or an employee and schedule an 
event.

Main Dashboard pt.1
Customers

You can click on a 
name to open it 
for more details.

CRMDMS

New Application
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Main Dashboard pt.2
Inventory.

The bottom half of the Dashboard deals 
with your inventory. Over time you will 
find the graphs are an easy way to 
visualize the current status of your 
dealership.

Your quick options here are click on a 
vehicle to view its current status, add a 
new vehicle, or bulk load your inventory 
to the DMS. an excel spreadsheet of your  
inventory works best.

Go back to the top tool bar 
and press “Customers.”
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CRM This is the customers and leads section or CRM. Note the heading at the top right corner of 
page. Note, there are 4 tabs next to ”Dashboard”. 

Note: Top right corner says Customers and leads.

Press the “Task button
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CRM

Press the Leads button
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CRM
The “Leads Tab” . Here you will find a full list of your leads. Leads 
can be entered manually from the dashboard (discussed earlier) or 
may come in automatically either through your website or 700 
Credit. This is also where you can assign a lead to a particular 
salesperson. That will generate an email and to that individual 
explaining those details. Next press the ”Calendars” tab.
We will go to ”Customers” after that
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CRM

The events and tasks you entered from the 
dashboard will appear here. The majority of
work you will do with the “CRM” will be in 
the “Customers tab” . Go to the Customers 
Tab next.
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CRM

This is where your full customer list will be found. 
Either past customers or current customers in the 
process of buying a car from you. Pressing on a name 
will bring up a new set of tabs.
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CRM

The first tab is Contact. You can add or 
change a customer's personal information 
here. Remember to press Save if you 
make any changes.
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The Credit tab is connected to our lending portal. With costumer consent we can do a quick 
qualify (offered by 700 Credit and, does not affect an  individual's credit score) or a full Credit 
Bureau. If the costumer needs financing, XpressCredit™ requires a Quick Qualify. If you don’t 
already have an account with 700 Credit, we can assist you in the process. This information will 
help us find the right lender faster. If a costumer is calling in or communicating with you online 
this is where we can get them pre-qualified.
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CRM

Enter email address and phone number. Press “send to email” 
or “send to mobile”. The customer will complete the consent 
request and send back. You will receive notice that consent 
has been given.



You can now request the customers credit information.
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CRM
If you had previously done an individual's credit, press 
recalculate.
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The vehicle locator is tied to the DMS. Based on 
a person's credit, once analyzed we can match 
that individual with a car on your lot. This is 
based on best deal for the consumer and most 
profitable for you.

Press “New Payment Call” and we will find a 
lender for the costumer, and what amount at 
what rate they are willing to lend. Then you can 
match them to a car on your lot.

CRM
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CRM

These last three tabs concern calendar events, 
communications, and purchase history you have 
with this particular client. These are tools you 
will appreciate as time goes on. It’s good to have 
record ( times, dates)  of all client interactions. 

This concludes the “Customers (CRM)” section. 
We will look at “Applications” next. 
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Applications
This is the first page of the “Applications” section. You will 
begin to find as you use XpressCredit™ that there are several 
different ways to do certain things. For example, there are a 
couple different places to add a new customer or lead and a 
couple different ways to begin desking a deal. In time you will 
find the workflow that works best for you. The customers on this 
list have an application submitted. The application status is what 
you will want to keep an eye on.

Pressing the “New Customer” button will open a box like the one 
we have seen. It is optimal to first enter a customer in the CRM 
before starting a deal with them. If you fill this in and press save 
and continue you will be brought back to the customer's section, 
we have already gone over. When you start a deal with a 
customer that is in the CRM the system recognizes them and 
automatically fills in fields that you have previously entered so 
no double or triple entries.
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Pressing the ”filter” button will allow you to narrow down 
your options, depending on what type of search you need to do

Applications

Press apply to make the changes to your search. Remember you made 
these changes because it will stay this way until you change it back.
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Applications The Deals tab takes you to a list of deals in various states of 
being completed. These can be filtered and searched like 
the last page. Pressing open will open the desking 
worksheet where it was left or a completed deal. 
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We are back in the applications tab. Pressing the arrow 
on the left opens up a small Deal Dashboard. We will run 
through that then we will go through a “New Deal”.

Applications
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We are back in the applications tab. Pressing the arrow 
on the left opens a small Deal Dashboard. We will run 
through that then we will go through a “New Deal”.

Applications

The “Actions” are self explanatory click on one if you need to access that information. The “open” button will open the desking work sheet for 
that customer.  The quick links you will use often for accessing  information. I will put the examples on the next pages. The “Deal Jacket” brings 
up the deal jacket this is where customers will sign, and you can print your documents (see example on page 35). The ”Application Details” 
Button brings up the full loan application for you to view (see example on page 36). ”Book Out” sheet (example on page 37). The example of the 
“view offer” at the bottom left is on page 38. 
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Press “Generate Documents” this will generate all your 
necessary and legally compliant documents  

Customer can make a signature here with mouse, 
tablet, or type it in.

This box is for instant messaging with the lender. 
You will have the ability to communicate with 
lender (as you will see when we go through a 
deal.)

Example of generated Docs.

Ex. Deal Jacket
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Ex. Credit Application
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Ex. Book Out Sheet
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Ex. Funding Offer
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Press the “New Deal” button, we will walk through the process. 
There is a “New Deal” button on the Homepage as well. They 
will both take you to the same place.

Applications
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Applications
This is a blank desking worksheet. You will notice we have another set of tabs here as 
well. As we start to populate the fields the sheet will grow. Start by choosing new or 
existing customer. I mentioned earlier it is always a good idea to enter a customer in 
the CRM before you begin a deal. Now you can select “existing customer” in the box 
below. Choose between vehicle sales or F&I Products and cash or financed. Enter the 
first or last name of the customer in the search bar that pops up then “search”.

Franklin

The customer named Franklin Baker pops up (because he and all his info was 
previously entered in the CRM). Then press the small “Add” button. This will trigger 
the rest of the desking worksheet to open, with all known information populated.
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We will add a vehicle to the 
worksheet. This is another place where it 
will be helpful for you to have our DMS 
as part of your system. You will first 
press add vehicle. Then some options will 
appear. Just clicking on the first box will 
bring up the years of vehicles you have 
on your lot (if you're on our DMS). If you 
are not on the XpressCredit™ DMS you 
can enter the vehicle information 
manually. As you can see, we picked a 
2008 then click on “Make” and we know 
we have just 3 makes from 2008. The 
Model and Trim are automatic because 
it’s the only 2008 Chrysler on the lot. 
Press “Search” and that vehicle pops up. 
Then press “Add” and that vehicle and all 
it’s information will populate the correct 
fields of the deal.

Applications

Model

Keep an eye on 
these checkmarks. Until you have 
3 we will not be prepared to locate 
our lending options. We still need 
“Application for Credit”. 

Next, we will go over the credit process. We are integrated 
with 700 Credit. If you do not have an account with them, it 
is mandatory that you do before you can use the financing 
portal. 
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The “Application for Credit” check mark will appear. We now 
have all this customers required credit information. We pre-
qualified them in the CRM. You now have what you need to 
finish this deal. You have the option to enter a co-buyer and/or 
a ”Trade in”.

Applications

This button is mysterious and no one at XpressCredit™ knows
why it is here. 
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We will work our way down the desking worksheetApplications

XpressCredit™ gives you the ability to 
“Re-Assign” your salesperson if 
applicable.

If you had added a  “Co-Buyer” their 
information will appear hereCredit Details.
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Applications
We will now go through the “F&I Products” menu. Start be 
pressing the F&I Products button” 
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Applications Press the “Decode” button. And some basic information will 
pop up. Now press ‘Validate”. That button will turn into 
“evaluate”. Press that. That will bring up your vehicle valuation

Press “OK”
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Applications

Press the “F&I Products” button. Go to next page.
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Applications
The F&I menu will appear. If you use a product not listed, we can 
customize it for your dealership and the products you promote (we 
do this through our integration with F&I Express.) The menu starts 
like this with an unchecked list of products on the left and a “show 
products” button to the right.
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Applications Pressing “Show Products” will expand that product to reveal the 
providers you use for that particular product. In this case GAP. At 
the bottom of that box press “Get Rates”. This will give you the rates 
for that product to share with the customer. Once you have shared 
these products, they can accept or decline. If they accept, those 
extras costs will later be populated in the final price and be part of 
your documents to print. If they decline, you will have that 
information on file to share with your F&I providers.
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You will find your pricing section to the right of the F&I Menu. You can 
override taxes and fees and/or add inspection and transportation fees. 
Press “Calculate Fees and Taxes”. XpressCredit™ will compile the 
pricing.

Applications
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Applications Scroll down to the “Financing Options” section. We will have 
some potential lenders listed here. Enter min. and max. terms 
and Payments is applicable. The blue slider controls your 
requested terms. Press “Re-Evaluate”, then “Located” and
a list of options will open.
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Applications
Press ”Locate Lenders.” In this case we have 3 eligible options. 
You can view the stipulations. 
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Applications When you know which option you want press “Submit to 
Lender.” Agree to the Stips if applicable and press “Agree and 
Submit”. The Lender will then automatically or manually 
decision the loan.


