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1.1. Security Setup 

The security setup window allows for the setting of restriction 
and access to various functions of the Buy Here / Pay Here 
Module software.  The functionality settings are inclusive.  For 
example all settings including level 1 get access to level 1 
functions.  Level 2 users get access to all level 1 functions plus 
all level 2 functions.  Level 5 users get access to all functions 
with the exception of the function of setting the security levels 
and authorizing users.  Level 6 users can perform all functions 
of the Buy Here / Pay Here module software, including 
authorizing users and setting security level functionality. 
 

 
Figure 1 - Security Setup Window 



1.2. Setup Users 

This screen allows you to set up and maintain user accounts.  
Enter the user’s last name and first name.  Figure – 7 shows 
the user setup window.  Their last name becomes their user 
name.  In addition to the user name, the user will have a 
password that he/she enters at the Buy Here / Pay Here 
Module screen. 
Next, select their security level. The Buy Here / Pay Here 
Module allows for 6 levels of security.  The first 5 levels of 
security can be adjusted to give or restrict access to any 
features in the Buy Here / Pay Here module with the exception 
of adjusting the security levels.  Only level 6 users may adjust 
the security level.  The default “admin” user ID is set to 
security level 6. 

 
Figure 7 - User Setup Screen 

 

2 Introduction 

This manual describes the operation and features of the Buy 
Here / Pay Here module, also referred to as the “Buy 
Here/Pay Here” module, from DealerClick Software.  This 
manual gives a brief overview of the functions of the 
software.  It is meant to be used along with the Buy Here / 
Pay Here module software on a PC compatible running 
Windows XP. 

3 Invoking the Buy Here / Pay Here Module 

To start the Buy Here / Pay Here module, click on the Buy 
Here / Pay Here module icon on the desktop. 

Finance.lnk  

To enter the Buy Here / Pay Here Module, type in “admin” for 
the user name, and for the password, type in “auto”. 

4 Main Buy Here / Pay Here Screen 

The Main Buy Here / Pay Here Screen contains a summary of 
the current account, the pull down menus to provide the Buy 
Here / Pay Here module functions, and the quick key 
buttons. Buy Here / Pay Here Module Main Screen shows the 
DealerClick Software Main screen.  

 
Figure 2 - Buy Here / Pay   Here Module Main Screen 



5 Create a New Account 

To create a new account, click the “New” button or choose 
“New” from the File menu.  The “Create New Account” screen 
appears.  Enter the account number.  Click on the “Buyer” and 
“CoBuyer” buttons to entire the buyer information.  Similarly 
click the “Vehicle” button to entire the vehicle information. See 
Figure 2 – Create New Account Screen.  

 

Figure 3 – Create New Account Screen 

6 Related Finance 

Click the “Related Finance” button to enter the dealer reserve, 
lender discount, bank fee, and finance profit. 

6.1. Loan Source 

Click the “Loan Source” button to enter the Company and 
contact information for the source of the loan. 

6.2. Insurance 

Click the “Insurance” button to enter the Company, contact, 
and policy information for the account insurance information. 

6.3. Pickup Only 

Check this box if you want to make all the payments “Pickup.” 

 

7 Setup Software 

The user can setup defaults, users of the Buy Here / Pay Here 
software, and the capabilities of each of the five user security 
levels. 

7.1. Setup Defaults 

Select the “Defaults” item from the “Setup” menu to change 
the new account defaults.  The type of payoff method (rule of 
78 or simple), the penalty for a late payment, the number of 
accounting days in the year, as well as other new account 
defaults can be set at this window.    Figure – 5 shows the 
defaults window. 

 

 
Figure 6 - Setup Defaults Window 

 

 

 



Table 1 - List of Reports 

Active Sales Report w/PU 
Active Sales Summary 
Break-Even Report 
Buyer List 
Days Late Report 
Future Payment Schedule 
Income Detail by Account 
Income Summary by Account 
Income Summary by Payments 
Invoice by Account 
Invoice by Date Range 
Mailing Labels – Avery 5160 – 3 Wide 
Mailing Labels – Avery 5161 –2 Wide 
Pickup Late Report 
Pickup Payment Invoice 
Pickup Payment List (ALL) 
Pickup Payment List (Paid Only) 
Promissory Note for PickUps 
Reprint Receipt 
Scheduled Payments Including Pickups 
Statement by Account 
Statement by Date 
Total Receivables with Pickups. 

 

 
Figure 5 – Export Icon 

Export Icon 
7.2. Finance Information 

Enter the amount financed, date of sale, Annual Percentage 
Rate, Payment Period, method of payoff (Rule of 78, simple, 
or no interest), days to first payment, and the number of 
payments.  Click the “Calculate Payment” button to fill in the 
current payment, final payment, and to create the payment 
schedule. 

7.3. Pickup 

Click this button to enter each of the pickup payments. After 
all information has been entered, save the new account by 
clicking the “Save and Close” button. 

8 Receive a Loan Payment 

Select the “Loan Payment” item from the “Payments” pull-
down menu.  The spreadsheet shows the payment history; 
see Figure 3- Payment Spreadsheet.  Click the receive 
payment button to enter a newly received payment.  Enter 
the payment amount, the amount paid toward adjustments, 
and any late fee associated with the payment.  Select the 
payment method (check, cash, money order, credit card) and 
the reference number.  Click “OK” and then select to print a 
receipt, open another account, or stay in the current account 
to enter more payments.  

 

 
Figure 5 - Payment Spreadsheet 



 

9 Receive a Pickup Payment 

Select the “Pickup Payment” item from the “Payments” pull-
down menu.  The spreadsheet shows the payment history; 
see Figure 4 – Select a Pickup/Deferred Payment 
Spreadsheet.  Click the receive payment button to enter a 
newly received payment.  Enter the payment amount, the 
amount paid toward adjustments, and any late fee associated 
with the payment.  Select the payment method (check, cash, 
money order, credit card) and the reference number.  Click 
“OK” and then select to print a receipt, open another account, 
or stay in the current account to enter more payments. 

 
Figure 6 - Select a Pickup/Deferred Payment Spreadsheet 

 

10 Print Payment Book 

Select the “Print Payment Book” item from the “Payments” 
pull-down menu.  Load the spooled pre-printed payment 
paper into the printer.  Payment book paper is obtained by 
calling DealerClick Software at 714-619-2000. 

11 Adjust an Account 

The Buy Here / Pay Here software can add late fees to all late 
accounts or to an individual account.  Also it can credit or 
debit individual accounts, and it allows the user to change the 
status of an account. 

 

11.1. Automatic Late Fees 

Select “Automatic Late Fees” from the “Adjust” menu to enter 
late fees on all delinquent accounts. 

11.2. Add Late Fee 

Select “Add Late Fee” from the “Adjust” menu to enter the 
late fee for an individual account. 

11.3. Debit/Credit 

Select “Debit/Credit” from the “Adjust” menu to enter a credit 
or debit for an individual account.  To add a “debit” and show 
a greater amount owed in an account, enter a positive 
number.  To add a “credit” and show a lesser amount owed in 
an account, enter a negative number.  Click “add” to enter 
the debit or credit.  Select a previously entered debit or credit 
from the spreadsheet and click “delete” to eliminate it. 

11.4. Change Status 

Select “Change Status” from the “Adjust” menu to change the 
status of an account.  The status can be set to one of the 
following:  “Open account,” “Paid Off,” “Collections,” 
“Repossession,” “Write Off,” “Voluntary Surrender,” 
“Consumer Missing,” or “Consumer Located.” 

12  Print Reports 

Reports may be viewed on the screen, printed on hardcopy, 
or exported to another program format.  To export to another 
program format, click the “View” button on the report dialog 
box.  When the report appears, click the export icon at the to 
of the report window (see Figure 5 – Export Icon).  A list of  
all reports is in Table 1. 


