PRODUCT ADMINISTRATION

AXIOM

Dealer Access Portal (DAP) Guide



Access to the Portal

To Log into Axiom Admin Dealer Access Portal please enter www.scsautoexpress.com/scs.dap.axa/ into any
web browser and enter your user name and password

User Name:

Password:

Note: The first time logging in, users will be prompted to change the password provided by Axiom DAP Support.
If you forget your password or are locked out, please contact DAP Support at dapsupport@axiomadmin.com.

Help
# PRODUCT ADMINISTRATION

Log In
User ID (Email): | |
Password: | |
[] Remember me next time.
Forgot your password? . Log In )
eContracting

To start eContracting, you will need to first obtain a Quote. You will see on your tool bar the word Quote, with

the options of New or Search. From here you can either create a New Quote, or search for a Quote that was
previously created.

AAATest - AXIOM TEST DEALER L4
PRODUCT ADMINISTRATION Quote w Contract ¥ Remittance ¥ | Claims Reports Settings
Quote New
Plan Purchase Date F& Search jociate
JOcrecm L4
= Customer
First Name MI Last Name Title
¥



Selecting New, the following page will appear. If you only need to obtain a quote for a product, the Customer

and Lienholder information will not be needed. You will need to enter the following:

e VIN

e Odometer

e Manufacture Warranty Start Date
e Vehicle Purchase Price

e Vehicle Purchase Date

To Quote a Gap Contract you will also need to add:
e Deal Type
e Term

e Finance Amount

e MSRP
e APR
- Help

x I D AAATest - AXIOM TEST DEALER Welcome Joe Reth Loaout

PRODUCT ADMINISTRATION Quote w Contract v Remittance v Claims Reports Settings
Quote
Plan Purchase Date F&I Manager/Sales Associate

Joe Reth ¥
= Customer
First Name M1 Last Mame Title
b
Address Address 2 City State ZIP Primary Phone Secondary Phone
Mo ¥
Email Alternate Contact Language
English
= Vehicle
VIN Odometer  Mfg. Warr. Start Date Veh. Purchase Price Veh. Purchase Date
Attributes
Stock # Base Warranty  Powertrain Warranty
E Loan/Lease
Deal Type Term  Finance Amt MSRP APR. Monthly Pmt 1¥'Pmt Date  Balloon Amt Residual Amt Acct. #
L4
= Lienholder
Lienholder Name
Advanced Search
Address Address 2 City State ZIP Primary Phone Email
¥

= Products
Load Template L 4 Clear Template

Program Type Plan Term Deductible »  Retail (excl taxes)



Rating the Contract

Once th
product

e required information is entered, you will see the products begin to eRate. There are 6 columns for each
type, some products also include Options. Here is a description of the columns:

e Program — Each Product type can have multiple programs. (ex: Vehicle Service Contracts have
VSC — New, VSC — Wrap, VSC — Preowned and VSC — High Mileage). Please choose a program type.
e Type — New or Used — Each program is considered new, except for VSC — Preowned and VSC — High
Mileage they are Used.
e Plan —Some products have multiple plans, for example, Vehicle Service Contracts can be sold as
Premium, Gold, Silver or Bronze. Please choose a plan.
e Term —This is the terms for which the product is effective. All terms are formatted as Month/Mileage. If
the mileage is 999,999, the plan is only restricted by months, not miles.
e Deductible — Some of our plans have multiple deductibles, which change the retail price. Please choose a
deductible.
e Retail — Your Remit cost will automatically populate in this box. From here you can adjust the price of
the plan to create your retail cost. This retail amount cannot go below the remit price.
e Options — These options allow you to enter additional information on to the contract and/or add
additional services. As an example, with Axiom Key Fob, the options allow you to select the number of
Key Fobs available at the time of purchase.
= Products
Load Template ¥ Clear Template
Program Type Plan Term Deductible » Retail (excltaxes)
LTW || Limited Powertrain'w ~ Neww Cerlified Pre-Owned L w| 48/100,000 + 100 L 4 £1,000.00 v Submit i:l |_]
VSC | VSC - Wrap v New w| VSWA16 - Wrap - Platw  60/60,000 + 100 Disappw $1,000.00 v Options Submit ﬂ |;]
GAP Tl GAP L4 150EGP - GAP - 96 mv 36 months w 51,000.00 v Submit [2] [&]
MNT |5 Conventional Ol ¥ Neww Premium -Every 5000¥ 3636000 ¥ 0 v $1,000.00 ¥ Submit [ [5]
RHT @] Tire and Wheel ¥| Neww TWPAIG-Tire & Whe v 36/999999 v 0 b 51,000.00 ¥ Submit ij ;ﬂ
AP il Paint and Fabric Pn¥| MNeww PFPB16 - Paint & Fabiv 36/999,999 v 0 L4 51,000.00 v Options Submit |:'| |_"|
EWT |a] Excess Wearand T¥  Newv WTPB16-GA-3510001v 36/999999 v 0O ¥ $1,000.00 v Options Submit [=] [£]
THP i| Theft Protection Sy:w Neww TPSA16 - Theft Protecw| 36/998.999 v 0 ¥ 5$1,000.00 v Submit Q |j
ANC |2 Revolution Bundle v  Newv RBPA16 - Revolution v 36/999.999 v 0 ¥ $1,000.00 v Options Submit i:l |_]
KEY il Key Fob ¥ Neww FOBA16-GA KeyFob w| 36/999,999 w 0O ¥ $1,000.00 ¥ Options Submit [=] [&]
RA il Roadside Program v Newy RSPA16 - Roadside P v 36/999.99%9 v 0 ¥ £1,000.00 v Submit i:'l Iﬂ
VGRW |Zi| Rewvolution Wheel v  Neww RWCA16-VG - Revoluw 60/999998 v 0 ¥ $1,000.00 v Submit |:| I;]
$12,000.00 »

Save Quote  Print Quote Close Cancel Changes




Creating a Contract

To create a contract from a Quote, additional information is required. At the top of the screen you will find an

area to enter the Customer information. The following are required fields:

e First Name, Last Name
e Address, City, State
e  Primary Phone Number

e Email Address

Once the Customer information and the Vehicle information has been entered, you will be able to Submit a

contract. If you would like the Loan or Lienholder information to appear on the contract, please enter it before

submitting. Loan information is required for GAP contracts.

To Submit a contract, go to the far right of the program list and click Submit. This will generate a contract for the

product that you have selected. This will then begin the life cycle of a contract.

Note: You can submit multiple contracts; they will just need to be for different product types. This is set to

prevent the user from selling redundant plans. Example, you can submit a VSC plan and Key Fob, but can’t

submit VSC — New Car and VSC Wrap.

$1,00000 ¥
$1,000.00| ¥ Options
$1,00000| ¥ Options
$1,00000 v
$1,00000] v
$12,000.00 ¥

Submit [ [4]
submit [] [4]
Submit (=] [2]
submit =] [2]
Submit =] [2]

Save Quote  Print Quote Close Cancel Changes




Contracts

Once a contract is Submitted, it can be found by using the Contract Search tab. Scroll over the tab and select
“Search”.

Help
AAATest - AMXIOM TEST DEALER h 4 Welcome Joe Reth Logout
PRODUCT ADMINISTRATION Quote w | Contract * Remittance w | Claims Reports Settings
Filters Entry
To search for contracts sold outside this deall §earch ntract # or VIN #
Search By: Product 4 ALL v | Search Advanced Search
Sale Date ¥ To:

Contract List

There are many ways to search for a contract. An example of the drop down list is below.

Help

AAATest - AXIOM TEST DEALER v Welcome Joe Reth Logout

Quote ¥ Contract ¥ Remittance ¥ Claims Reports Settings

Filters
To search for contracts sold outside this dealership please use Contract # or VIN #.
Search By Product v ALL v | Search | Advanced Search
Sale Date v Slalus

Contract List -
F&I Manager/Sales Associate

Contract # <<Prev Page of 1 Next == Records Per Page:
Void Customer VIN (Full or last 8 char) Purchase Date + Product Contract # Term* Retail Edit
vOIC _.USIOMEr Stock Number v Lurcnase Laie b, AVIRN Ay
Customer Last Name
Customer First Name << Prev pagg of 1 Next >> Records Per Page:
City
Status: P - Pending P* - F State - Cancelled ‘B - Expired R - Rejected
Zip Code

Once A contract is created, it will go through several changes. As a contract changes status, you will see the
emblem next to the contract change, below is a key for the different statuses.

Status: P - pending P* - Pending-Billed A - Active'V - Void € - Cancellad B - Expired B - Rejected

e Pending — a created contract that has yet to be billed. The contract will remain in this status until it is
remitted. Until it is remitted you will still be allowed to Edit or Void the contract, however once it is
remitted you will need to contact Axiom directly to make any changes.

e Pending Billed — a contract will move from Pending to Pending Billed once it is remitted.
e Activated — once payment is received for the contract it will move from Pending Billed to Activated.

e Void —a contract can be voided at the seller level up to the point that it is remitted. Once it is remitted it
will need to be canceled by Axiom and require a cancelation request.

e Canceled — Cancellations can only be done by Axiom after receiving a cancelation request form.
e Expired — The Contract has reached the end of its terms.

e Rejected — A contract can only be rejected by Axiom. You will be notified if a contract is rejected.



Editing a Contract

A contract can be edited once it is Submitted and while it remains “Pending”. Once it is Remitted, it will move
into the “Pending Billed” phase, and it will become locked from editing. If a contract needs to be edited for any
reason after it is remitted, please contact Axiom DAP Support. Dapsupport@axiomadmin.com

To edit a contract, find it using the contract search. Then select it by clicking on the Contract Number. Once
selected you should see the following screen:

Help
AAATest - AXIOM TEST DEALER v Welcome Joe Reth Logout
PRODUCT ADMINISTRATION Quote v Contract + Remittance v Claims Reports Settings
General Information Back to Search
Purchase Date 09/01/2016 Customer Name: Doe, John Vehicle: 5TFGZ5ANGBGX035T84 Aftributes
Mfg. Warr. Start Date:  09/01/2016 Address: 123 Test 2016 TOYOTA TACOMA DOUBLE
Seller: Axiom Test Dealer Test, MO 12345 CABLTD
F&I Manager/Sales Joe Reth Primary Ph.: (123) 456-7890 Sale Odometer: 20
Associate: Quote Secondary Ph.: Veh. Purchase Date: 09/01/2016
Stock #: Email: Johndoe@gmail.com
Lienholder: Edit Lienholder Language: EN
Alt. Contact:
Edit Customer Information
= Key Fob (FOBA1600000118) Pending P
Plan Type: New Term: 36 Miles: 999,999 Ded: 50 Retail (excl. taxes): $1,000.00 =
Program: Key Fob Payment Option: Single Pay
Plan Name: FOBA16-GA Key Fob Program Effective Date: 09/01/2016 - 09/01/2019
Added Effective Odom: 0 - 999,999
Options:
Covered Components
Claims Add Claim
B copy of Contract Re-generate Contract Void Contract

In the middle of the screen, you will see a link to “Edit Customer Information”. Click on this link to edit the
information, you will see the pop up window below.

Edit Customer Information

0 Please contact Customer Service for assistance if a change
to customer name is required.

Customer Name: Doe, John

Address 1: 123 Test

Address 2:

City: Test

State/Province: [mo A

ZIP: 12345

Primary Ph.: (123) 456-7890

Secondary Ph.:

Language: |English w
Email: Johndeoe@gmail.com

Alternate Contact:

Update Do Not Update |




Voiding a Contract

From the contract screen you can Void a contract, as long as it has not been remitted. Please note, the contract
terms and retail price can’t be edited once a contract is created. It will need to be voided and resubmitted.

To void a contract, click on Void Contract. A popup screen will appear to confirm that you would like to void, click
“Confirm Void”.

If you would like to resubmit the contract with different terms, you will need to return to Contract Quote. This
can be done on the Contract Screen by clicking the “Quote” link on the left side of the General Information box,
or it can be found by going to the Quote Search tab on the tool bar. Once there you will notice that any contract
that has been generated from this quote will be listed at the bottom of the screen. This will include the voided
contacts.

- Contracted Products
Product Program Type Plan Term Deductible Retail
KEY Key Fob New FOBA16-GA Key Fob Program 36/999,999 $0 $1,000.00 FOBA1600000118 Voided -]

Print Quote  Close

Once a contract is voided, all aspects of the contract can now be edited on the Quote Screen. Once the changes
have been made, you can resubmit the contract.



Creating Remittances

To create a remittance first start by selecting Remittance from the tool bar. From here you can create a
remittance or search for a previously created remittance.

Heip
”~ x| D | I AAATest - AXIOM TEST DEALER v Welcome Jos Reth
. PRODUCT ADMINISTRATION Quote ¥ Contract ¥ Remittance ¥ Claims Reports Settings
Create Remittance Create
Contract Count i
Product @ Key Program: ALL Search _ DueFrom  ContraciCount =~ RemilDue
TOTAL 0 $0.00
Plan
Lisnholder ANY - Purchase All DATES w
Date:
Filter
Include This Page Exclude This Page |Include All Pages Exclude All Pages
Contracts
Include Customer VIN Purchase f Contract # Plan Description Term Deductible Lienholder Total Due From
Date Contract
Due
O Doe, 5TFGZ5AN6GX035784 09/01/2016 FOBA1600000119 FOBA16-GA Key 36/999K S0 Seller-
John Fob Program AAATest
<< PrevPage[1]] of 1 Next>> Records Per Page:[50 ||
B2 preview Remittance ) Download All to Spreadsheet Save Submit

Select Create is and the above page will display valid contracts ready for remittance. This will list all the
contracts that have been entered for submission. There is a check box located directly beside each
contract. You will need to select the contract or use the selections available for Include this Page, Include
All Pages, etc. on the page to select all contracts.

Note: Any of the fields listed under Contracts that are blue and underlined may be sorted by clicking
on that field. This will allow you to sort the contracts by the Customer’s last name, lienholder, or
contract #.

You can preview your remittance before it is submitted by clicking on Preview Remittance PDF or
Download All to Spreadsheet by using the links in the lower left corner.

Contracts
Include Customer VIN Purchase N [ 5
Date
O Doe, S5TFGZ5AN6GX035784 09/01/2016 F
John

E Preview Remitlance E Download All to Spreadsheet



Once ready to submit your remittance please click save and then click submit.

Contracts
Include Customer VIN Purchase " Contract # Plan Description Term Deductible Lienholder Total Due From
Date Contract
Due
0 Doe, 5TFGZ5AN6GX035784 09/01/2016 FOBA1600000119 FOBA16-GA Key 36/999K $0 Seller-
John Fob Program AAATest

<<PrevPage[1] V] of 1 Next>> Records PerPage:[50 |v|

B preview Remittance ] Download All to Spreadsheet Save Submit

Once you click on the Submit button, the following popup will appear indicating the number of contracts
and amount to be remitted to Axiom Product Administration. Once you have validated the amount, you
can click Submit. If you have changes, click Go Back. (Going back will require that you resubmit the
contracts.

Confirm

Total Contract Due: $
Contracts included in this remiftance can no longer be edited. Click 'Submit' to
confirm.

i:i You are about to submit a remittance for 1 KEY contracts with

EE Preview Remittance

Submit Go Back

Once Submitted, a Remittance register will automatically be generated for your records. This report will
include the contract information along with the total due for the remittance. Please follow the
instructions on this report to submit payment. Once a remittance is created the contracts will move from
Pending to Pending Billed. Once payment is received the contract will move from Pending Billed to
Activated.

10



Remittance Search

To look up previously submitted Remittances, click on Remittance, then Search. This will allow you to
Reprint a Remittance Register.

s v Help

. ><I D M AAATest - AXIOM TEST DEALER e i 12

N PRODUCT ADMINISTRATION Quote ¥ Contract ¥ Remittance ¥ Claims Reports Settings

Create Remittance Create

Product: @ KEgy Program: ALL Search __DueFrom  ContractCount  RemitDue

TOTAL 0 $0.00

Plan

Lienholder: ANY » Purchase ALLDATES
Date:

Filter

Include This Page Exclude This Page Include All Pages Exclude All Pages

After you have selected Search, a page will appear that will show all previously submitted Remittance.
You can also search by a Submission Date.

Cancellation Quote

To process a Cancellation Quote, click on Contract, then Search. As displayed below, there are several
ways to be able to search for a contract. After entering your criteria, click on the Search button. You will
only be able to process a Cancellation Quote if the Contract is in an Active (A) status.

Filters
To search for contracts soid outside this dealership please

Search By Customer Last Name v
- Status
Sale Date From T
N - Product
Contract List F&I Manager

Voild Customer t Contract #
Jones. Merie VIN (Full or last 8 char) )
[Customer Last Name ]
Customer First Name
City
State
Status: ‘P . Pandina ™ 2in Cade "

After locating the contract that needs to be cancelled, click on the Contract # to proceed with obtaining a

cancellation quote. Note: It is important to verify the customer information before proceeding with
processing the cancellation quote.

search for contracts sold outssde this dealership please use Contract # or VIN #

rarch By Status v ALL v [ISeach] Adanced Search

we Date From To

ntract List /

oid Customer t VIN Purchase Date Product Contract # Term* Retad Eda

11



Next, you will click on the Cancellation Quote button at the bottom of the General Information screen.

F&I Manager: John Doe
Reend * a0,

Stock #: 2313
Deal Type: Loan
Lienholder:

Frimary Ph.: (000 OG- 0000
Secondary Ph.:

Email:

Language: EN

AR, Contact:

= Guarantesd Asset Protection (GC100002533) Actie A

Plan Type: New
Program:  GAP Waner
Plan Name: GAP 150%

Term: T2 APR: 0 00%

First Payment Dote: Monthly Payment: $538 68
Account Number: MSRP: $37 400 00

Payment Option: Sngle Pay

Effective Date: 12102011 - 12132017

A screen will appear to enter in the following information:

e Cancel Date
e Cancel Odometer

e (Cancel Reason

Cancedflabon laformation
Cancel Date
Cancel Odometer M v 2012 w
|
Cancel Reason Su Mo Tu We Th fr Sa
Cancellabon Rates 102 3
4« $ & 7 8 %W

%Rd‘w 1"m o122 13 1 1w W
Ong. Net Cost B O1W 20N 22BN
Non Ref_fee (Customer)

Foe 2% 2 21 3% 0N
Net Refund From Admin
Refund From Seller
Cancellation Refund Amount

Veh. Purchase Date:

After entering the information, click on the Calculate button at the bottom of the page.

Can elaton Fawy
FACTORS
Toem (%)
Ong Reead Comt Weage (%)
Orig. Nt Cont Cak Methed
Heon Ref fee (Costomen) -
Carcolan Foe
ot Rednd From Admn
Rebnd From Seler
Carcolaton Retrd Aronst .
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In the Cancellation Rates section of the page, the Cancellation Refund Amount will be displayed for the
total amount of the refund. The amount that will be refunded by Axiom is the Net Refund from Admin.

C oo edaton Katey
FACTORS

an an T0em (%) 122
Ong Retad Cost $60000 ysenon (% 0020
Ong Mat Cent. SN2 e Methos
MNen Rel fee (Customa) 0 00
Concelatson Feeo 30 00)
MHet Rebund From Admen $368 22
Retbund From Seler 08 41
Cancelation Refund Armount 6T

[SomOute | Cacute

From this page, you can save the cancellation quote by clicking on the Save Quote button at the bottom
of the page. To print the cancellation quote, click on the printer icon on your tool bar. To cancel a
contract, you will need to fill out a cancellation form and follow the instructions to submit it properly.

Claims

To search for the status of a Benefit Request, you will need to first open the contract. Search for the
contract, once you have located the contract, proceed on clicking on the Contract #.

After clicking on the Contract #, the following page will appear for the contract selected. You will need to
click on the + sign (in the lower right corner) with the word Claims next to it.

Help
- v
AAATest - AXTIOM TEST DEALER Welcome Joe Reth Logout

)JXICM

RODUCT ADMINISTRATION Quote v Contract v Remittance v Claims Reports Settings

General Information Back to Search

Purchase Date 08/09/2016 Customer Name: Vin, Test Vin Vehicle: 5TDKK3DC3GS748998  Aftributes
Mfg. Warr. Start Date:  08/01/2016 Address: 1234 Test Ave 2016 TOYOTA SIENNA LE

Seller: Axiom Test Dealer Test, MO 60622 Sale Odometer: 10

F&I Manager/Sales Joe Reth Primary Ph.: (123) 456-7890 Veh. Purchase Date: 08/01/2016

Associate: Quote Secondary Ph.:

Stock #: Email: testvin@test.com

Lienholder: Language: EN

Alt. Contact:

= Service Contract (VSDA1600000071) Void ¥

Plan Type: New Term: 36 Miles: 75.000 Ded: 3100 Retail (excl. taxes): ¥
Program: VSC - New (Within Base ' Disappearing
Warranty) DO Payment Option: Single Pay
Plan Name: VSDA16 - DO Gold (New) Effective Date: 08/09/2016 - 08/09/2019
Added Effective Odom: 10 - 75,010
Options:

Covered Components
® Claims Add Claim

P~ Copy of Contract

Once you click on the + sign, the following page will appear that provides the Status, Claim # and Loss Date

for the Benefit Request.

= Clams
Sttus Clans ROS Repair Center Loss Date  Loss Odom DesLrphon

Paid C000000059 Cmer oa112012 2365 “+—
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Reporting

On the first day of the month, your Billing Statement will be available on DAP. Click on Reports to bring
up your Billing Statement. If you process multiple locations, you will need to locate the correct location
prior to generating the report.

Help

AAATest - AXIOM TEST DEALER A Welcome Joe Reth Logout

PRODUCT ADMINISTRATION Quote w Contract v Remittance v Claims Reporis Settings

Reports

Category: |Billing Statement v

Remitting Payment to Axiom Product Administration

Please provide a copy of the Remittance Register printed from DAP and a Check for the amount reflected in
the Remittance Register to the below listed address.

Axiom Product Administration

30 W Highway D, Suite 204
New Melle, MO, 63365

Additional Questions

Please visit our website at axiomadmin.com, email Dapsupport@axiomadmin.com or call (844) 252-0937.
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