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To install Dealer onto a computer, follow the following steps. 
 
1 Place the Dealer install CD into your CD-ROM drive. 
2 If you have any other programs running, it is advised that you close them down before installing the Dealer 

software. 
3 Double click on the “My Computer” icon that is on the desktop, usually at the top left hand corner of the screen. 
4 On the window that comes up, double click on your CD-ROM drive in there.  It may look something like this 
5 On the next window that appears, there will be a SETUP file (maybe displayed as SETUP.EXE).  You will need 

to double click on the SETUP file to begin the install. 
 
 
 
 
 
 
· Please note: Installing the program when it is already installed on the computer, may overwrite your previous 

Dealer Grant-Day data.  Please contact the Grant Day Helpdesk on 06 355 2300 if you are unsure when 
installing the Dealer software. 

 
6 Once the Install has been started then simply follow the on screen prompts to install the software on your 

computer.  It will initially come up with the Welcome screen.  If you have gone into the install by accident or 
want to exit the install, you can do so now by clicking on the cancel button and nothing will be put on your 
computer. 

7 Next is where you want to install the program on your computer.  In most cases the default directory of 
“C:\Program Files\DealerGD” is fine, and it is recommended that you leave that as it is, if you are unsure of what 
you are doing. 

8 Then the next window will ask you where to install the data for the Dealer program.  This too is normally left as 
default which is “C:\Program Files\DealerGD\Data”, however you can change this to another location if required. 

9 The following window will allow you to choose where, on the Start menu, you wish to place an icon for Dealer.  
An icon will also be placed on the desktop. 

10 Then it comes to the copying of files.  Clicking the next button will install the files necessary for the Dealer 
program to run.  Once the copying is done, you may be asked to restart your computer.  The install will continue 
when you restart.  

11 Once you restart, or if you did not need to restart, it will come to the initial set-up part of the install. 
12 If you have VSP v7 or later on your computer, you can upgrade your VSP data to Dealer data at this point.  A 

message will come up and ask you if you wish to upgrade your data.  If you do want to upgrade, then select Yes.  
It will then ask you which data directory to upgrade. 

13 It will then go through the process of upgrading your VSP Data.   
14 If you do not have VSP7 v7 or later, or you do not wish to upgrade your data you will be asked to enter in the 

company information into the Dealer Company Details Set-up window.  Required information is marked with a 
yellow asterisk (*).  This information needs to be entered before continuing. 

15 Once the relevant information is entered clicking on the Exit button will continue on. 
16 When that is done, it will come back and say it is finished.  You can now exit the set-up and run the Dealer 

software via the shortcut on the desktop or we have provided a full Demo version which you can access by the 
Dealer Demo Icon, please note: The Demo version is using all features available in the Pro Version of 
Dealer.NZ. 

 
 
 
 
 
 
 
 
Please note:  The Dealer program contains an extensive Help system.  The contents of this 
Getting Started Manual are mostly repeated in the Help system plus it has more topics.  To access 
the Help system, click Help from the Dealer main menu or press the F1 key on the top row of 
your keyboard. 
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Grant-Day Software has an extensive built-in Help system.  In previous times software came with a big fat manual that was 
most likely already out of date.  Now days, we distribute the same but it is contained within the software itself, right there on 
the screen, available to every user, and always up to date. 
 
Using the Contents Page: 
To open the contents page of the help system: 
 
 Simply press the F1 key on the keyboard while you are on the main screen. 
 
OR 
 
 Click on the Help button located next to the exit button. 
 
OR 
 
 Click on the Help on the main menu. 
 
 
 
 
 
 
 
This will take you to the Contents Page of the help file.  On the Contents page you will see a list of help topics listed down 
the left side.  Topics with a plus (+) sign next to them have sub-topics in them.  If you click on the plus sign you will notice 
that it will open up and the sub topics will be shown.  
 
The list of help topics listed on the Contents page is laid out in similar fashion to the main menu.  This is to help you find  
topics of interest more easily.  There are also a couple of other topics available, such as Introduction, Getting Started and  
Troubleshooting.   
 
The Introduction section has useful information for people trialing the software, whether you have upgraded from our VSP 
program or not and information about the help file (tips, glossary etc), whilst the Getting Started section covers the basic ar-
eas and how to use them to start using Dealer as quickly as possible. 
 
As well as the list of Contents on the left, you can do an index search, which is a list of keywords to search on, or a search on 
a keyword that you type in.  You can also place topics that you refer to often in a category called Favorites, for quick  
reference later.  To get these extra areas, click on the appropriate tabs (to the left below the button bar, above the list of  
contents).  If there are two buttons with left and right arrows on them (in the top right of the picture above), that means there 
are hidden tabs that can’t be seen without scrolling across.  You can scroll with these buttons to show the hidden tabs. 
 
 
 
 
 
The Help file has its own button bar (as shown above).  The buttons on here are mostly for navigation of the help file. 
The first button on the button bar is the Hide Button (which can also be a Show button).  Clicking this button will hide/show 
the contents page. 
 
You can press the Next/Previous buttons to scroll through, page by page, the topics of the help file.  If you are in a 
particular area, it will go to the next/previous topics from where you are. 
 
The Back and Forward buttons are similar to the Back and Forward buttons when you are surfing the internet.  
 
Next we have the Home button, which takes you back to the Introduction page of the help file. 
 
Lastly there is the Print button.  If you find a page that you need the information for, then you can print it out and read it from 
paper instead of from the screen. 
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Need help fast on a topic you are currently using?  Pressing the F1 key on the keyboard will bring up the help file  
concerning the area you are in.  For example if you are in the Search screen, you can quickly get the help topic regarding the 
Search screen by pressing the F1 key.  This is an easy way to find the help you require when you require it. 
The F1 key is located in the top left of your keyboard, as shown above (note: not all keyboards look the same, but the major-
ity will have the F1 key in this location). 
 
An example of this would be when you are on the search screen, and you would like some search tips, then pressing the F1 
key will bring up the search Help topic, with the tips inside.  Give it a try. 
 

�� ���� ���� �������� ����%����%���� ����
��
 �������� ���� �
��
� ���� ���������� ��



5 

�&'()&*(+)�*,-�.-+/#�&'()&*(+)�*,-�.-+/#��
 
There are two ways around this, you can use the keyboard or you can use the mouse. Using the keyboard, you simply use the 
arrow keys to move around and then press the Enter key on the area you wish to enter. 
Using the mouse is very simple, just move the mouse over the menu to navigate and then press the left button on the item you 
wish to enter. 
The majority of the time the mouse will be referred to, to get to the menu item, but you can use the keyboard to do the same 
thing. 
There is also a toolbar along the top that has buttons that act as shortcuts to all the commonly used parts of Dealer. To use 
them just click on them with the mouse and you will be taken directly to the section without having to find it on the menu. 
They are, from left to right in order, Do Quote, Quick HP, Buy, Reconditioning, Sell, Ledger, Register, Margins, Stock lists, 
Display Card, Sales Report, Word Processor, Orders, Search, Gallery, Backup, Help, and Exit. 
 
There are a few buttons within the Dealer program that you will come across often, and that you may be unsure of their 
meaning, so we will clarify that here right now. 

 
Firstly the �0�1/**0+# 
Where you see this button, it means that you are ready to go onto the next step, for example, if you were searching for 
a vehicle, you would put in the details of the vehicle you were looking for, then press this button to start the search. 
 
Followed by the �-&23,�1/**0+# 
This button is usually found on the Stock Selection window. Clicking on this button will take you to the Search 
facility in Dealer.  
 
Next up the �4(*�1/**0+# 
This button is used extensively in Dealer. This one symbolises the exit of an area, and if any data is to be saved, then 
this would auto-save it. Such as, if you were adding a vehicle into stock and you had all the details entered, then to 
exit the Add New Vehicle area you would click this button. It would save the information regarding this vehicle, and 
you would be able to see it on your Stock List. 
 
Next is the �&+3-5�1/**0+# 
This is another common button. This one also symbolises an exit to an area. However the cancel button will not save 
any changes when you exit. It will simply exit, discarding any unsaved changes. 
 
Next we have the �2(+*�*0�632--+�1/**0+# 
This button will bring up what you are wanting to print to the screen. Then you can choose from there if you want to 
print the page. 
 
Followed closely by the �2(+*�*0�72(+*-2�1/**0+# 
This button will print the information to the printer. This button can commonly be activated by pressing the ALT 
button and P buttons together, as well as clicking on the button. 
 
There is also the �&8-����
�9(5-�1/**0+# 
This button is mainly found in the Stock List and Reports sections. Pressing this will make your Stock List or report 
into a web page. This will allow you to view your stock list in a web browser. 
 
There is also the �&8-��
��9(5-�1/**0+# 
This button is also found in the Stock List and Reports sections. Pressing this will make your Stock List or report into 
a PDF file. PDF files are very common on the internet and they are very widely used because they are small files and 
easy to transport on the internet. 
 
�/6*0.-2�
(6*�1/**0+�
This button will bring up the Customer List so you can choose a customer from your previous customers rather than 
enter the customers info again. This Icon may say Vendor/Customer depending which area of the program you are in. 
 
�/22-+*��::2-66�1/**0+�
This button allows you to change the address of a customer without affecting the address of the customer that was 
logged at the time of sale. 
 
�+0*,-2��/**0+�
This Button will allow you to do the same request again, e.g searching for a vehicle and the you wish to do another 
search. 
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This window will pop up quite often in the program. It will ask you which vehicle you wish to work on for the next window 
you are entering, eg selling, register, printing a display card... etc. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In the top right of this window is a selection tool , which will allow you to see just the cars that you want. You can choose all 
vehicles, sold vehicles, or current stock. 
This selection tool wont be available every time this window appears, as you may only be allowed to use certain vehicles, eg 
only allowed to see current stock when going into selling, as you can't sell a sold vehicle. 
 
If you are unsure of the vehicle, then you can click on the �-&23,�1/**0+� and it will take you to the search screen to 
find the vehicle you are after. 
 
 

 
 

When you install Dealer there will be some options that will need to be set when you begin to use it.  The following are a list 
of options that will have to be set up and that are not set up by default. 
 

�(+:0;��&2:��7*(0+�(+:0;��&2:��7*(0+��
You will need to go into the Display Card options, in Card Type, and select a Card Type from the list of Available Cards.  
 

<�����7*(0+<�����7*(0+��
You will need to go into the Selling options and then into Sale Agreement. In there you will have to select the Sale 
Agreement's that you wish to print out from the Agreements Available list. If you select more than one, when you print out a 
Sale Agreement, you will be asked which Agreement you wish to print.  
 

����02.6��7*(0+����02.6��7*(0+��
You will need to go into the Finance options and into HP Defaults. In there is a list of Available Forms. If you select more 
than one HP form, when you print out the form you will be asked which form you are wanting to use.  
You can also set up the defaults for each form while you are selecting the forms. 
 

�&5-67-260+6�&5-67-260+6��
You will need to go into Company options and Update Salesperson to add your salespersons details.  If there are no 
salespersons on file then you will not be able to sell a vehicle in the program.  This will not be required if you have upgraded 
from VSP as your salespersons are auto-converted. 

�*038��-5-3*(0+��005�
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Please note:  If the vehicle that you are adding is a trade in, then this vehicle should be added when 
you are entering the sales details for the sale that the trade in belongs to.   
 

From the main menu in Dealer you move the mouse over the 
Buying menu item, then over the Buy menu item, then click on 
the Add New Vehicle menu item. 
Then you should get a screen similar to the screen to the Left. 
On this screen you enter the details of the vehicle you are 
bringing into stock. First off you have to select the Body Style, 
Make, Model, and Variant. Now the variant isn't necessary for 
you to continue, but the first three are before you can carry on to 
enter the other details of the vehicle. 
Once all the information is entered (Not all fields need to be 
entered) you have to enter a Vendor, by pressing the <-+:02��/**0+�
a screen will appear where you can enter all their details. 
Once you have finished Exit Via the �4(*��/**0+�to Save all changes 
or if you wish to discard these Details Exit via the �&+3-5��/**0+# 

 
�7*(0+&5�
-*&(56� �/23,&6-��)2--.-+*� �772&(6&5�

In this area you enter the Fuel Saver This button when pressed will This Button will take you to an 
Details for this Vehicle or if you are print out a purchase agreement area where you can record an 
On Pro or Enterprise, press the if required. appraisal for this vehicle. 
Fuel Saver Button to the left and it 
Will automatically get the information.  
 

 
 
 

	-)(6*2&*(0+�
-*&(56	-)(6*2&*(0+�
-*&(56��
Registration Number – This can take a maximum of 6 characters (numbers and letters) .  
Year of Registration – This is the first year that the vehicle was registered in the country.  By default this is not turned on To 

turn it on, just click on the date, and then use the up and down arrows beside it to change the year. 
Year First Used – If the car is made overseas, then this is the year it was first registered overseas (leave Blank if this vehicle 

is New Zealand New). Or else it is the year of manufacture.  
Licence Expiry Date – Type the date that the Registration expires here. 
WOF/Cert Expiry Date – Type the date which the Warrant of Fitness expires here. 
Country Last Registered – Type the Country that this vehicle was last registered in here. 

�+�
-*&(56�+�
-*&(56��
Date In – This is the date on which you received the vehicle. Its default is the current date, however to change it click the 

down arrow to the right of the date, and select the correct date from the calendar that pops up.  
Location – This is for your own information, say you entered a vehicle into stock that you have just bought from overseas, 

and you are shipping the vehicle over, you could put in the location box that the vehicle is "In Transit" so when you 
come to look at that vehicle you know exactly where it is. Most commonly the field is left blank, or is "On Yard"  

Speedo – This is the Speedometer readout at the time that you receive the vehicle.  
Owners (or New Vehicle) - Enter in here the number of owners the car has had, or tick the New box for a new vehicle.  

�7-3(9(3&*(0+6��7-3(9(3&*(0+6���
Fuel – Select from the list the fuel that is taken by the vehicle.  
Transmission – Select the transmission type from the list provided.  
Doors – Enter the number of doors, or select from the list provided.  
CC Rating – Enter the CC rating of the vehicle, or select it from the list provided.  
Colour – You can select a default colour from the dropdown list., or type colour in. 
Second Colour – You can select a secondary colour from the dropdown list, or type 

colour in. 

�2(3-6��2(3-6���
Cost Price – This is the price at which you bought the vehicle for.  
Import Costings – See Following Page for Details. This area is not available in the Lite version of Dealer.  
Retail Price – This is the price at which you intend to sell the vehicle  
Wholesale Price – This is the price at which you are offering the vehicle for wholesale.  
Optional Fields – Optional Fields are not available in the Lite version of Dealer 
 The Optional fields are there if you use them. They are set up in the Options, under Company Details.  
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This area is not available in the Lite Version of Dealer.NZ. 
 

When you are in the Buying Screen, there will be an area that looks like 
this at the bottom right. Here you can enter in the cost price, the Estimated 
Retail Price, (labelled estimated because it can be changed at any time) and 
the Wholesale Price, (this is the price which you will wholesale this car for, 
not required). 
This Tick Box is if you wish for this vehicle to be sent with your automatic 
uploads to websites, (only available in the Pro Version of Dealer.NZ) if it 
is ticked it will be included in your uploads. 
This Button will take you to the following screen, �.702*��06*(+)6# 

 
In here you can enter all relevant information, it will 
automatically calculate the totals. 
 
Enter the amount in the overseas currency paid here. 
 
Then the Current Exchange Rate, (it will automatically 
calculate into New Zealand Currency). 
 
Enter all these fields in New Zealand dollars. 
 
This total amount will be entered in as your cost price. 
 
This will Print these Calculations. 

 
 
 
 

Printing a CIN card can be access on two parts of the menu, as well as on the Shortcut buttons via this on the toolbar at 
the top of the Dealer main window. To get to it from the menu, move over either the Buying or Selling menu items 
and then choose Print Display Card. 
 
You will then need to choose your vehicle, from 
the Vehicle Selection screen, (for more info on 
this go to page 6 of this guide). 
Once in you will get a window that looks 
strangely similar to the screen to the right. 
Once you have this window, you can enter in the 
information that you wish to show on the 
window card. It will by default enter the vehicle 
details that have been entered for this vehicle 
before hand. It will also enter any other details 
set up, if it has been set up in the Display Card 
Set-ups. 
If there are no extras for the vehicle, and or if 
you wish to add more, or remove some, then use 
the extras list located via pressing �:� �&7*(0+�
�/**0+�  
Then you select the Other Required Particulars 
from the drop down list provided, make sure you 
scroll down and ensure all relevant fields have 
been filled in before printing. 
Then once done, use the �2(+*��/**0+�to print out 
the window card. 
Then that’s it, you have successfully printed a 
SIN, so long as your printer was going properly 
and ready to go.  
�/-5��&'-2�
This Button will take you to the Print Fuel Saver Screen where you can place your card in your printer and 
press the Print Button. If the information is not displayed then go to Change details or press to the right and 
do a Fuel Saver Check (Pro) if not results come back then no card is required. You can also manually type 
the details into the fields and print accordingly. 
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To sell a vehicle that you have in stock, you can either go to the short cut on the Top Menu,              or you can go to 
the Selling in the Left Menu then Sell then Sell again. You will then be asked to select the vehicle you wish to sell from your 
current stock, (more information on page 6). Once the vehicle has been chosen, you will be taken to the screen below. 

 
To sell the car you need to first put in a purchaser. To do this 
click on the �::��/23,&6-2��/**0+�(shown in figure to the left) 
beside the white box labelled Selling To: 
This will bring up the �7:&*-��/6*0.-2�;(+:0;�where you put in 
the details of the customer, or if it is a previous customer you 
can select them from a list by pressing the �/6*0.-2�
(6*��/**0+#�
Once you have entered the customers details, you can then put 
in another customer by clicking on the �::� �/23,&6-2� �/**0+�
again, or update the details of the current customer by clicking 
on their name again. 
Then you can put in a trade in by clicking on the button 
(shown in figure to the left) beside the white box labelled 
Trade in(s). It will then take you to the Add New Stock Screen, 
(details on page 7 of this guide, Add Vehicles into Stock). 
Once you have done that, you can save the sale, and exit via 
the 
002��/**0+�or to cancel all details Exit via the �&+3-5��/**0+# 

 
 
 
This screen will appear next and here is where you enter in 
all the ledger amounts. Enter in the information that you 
have with regards to the ledger. 
 
You can update the sale details at a later stage by going into 
Update Sale off the Selling menu, and you can update the 
ledger details using Vehicle Ledger off the Selling menu. 
 
This is the �2&+69-2��0�=/(38��*&*-��/**0+��(only active if you 
have a connection to our Debtors module). 
 
This Button is the ����
(2-3*��/**0+��(only available in the Pro 
Version of 
-&5-2#�$). 
 
This button is the �0��0����
-*&(56��/**0+�and will take you to 
the HP Calculations page. 
 
The next buttons are 
The �2(+*�02��.&(5��+'0(3- The next buttons will 
and will print an invoice �2(+*�02��.&(5�&�<�����on  The next buttons will Print The next buttons will print 
for you. your Selected form. or Email account principle or Email a Finance  

to a statement, for OBO. Agreement. 
 
The Next button when This button is the 
pressed will take you �)&(+��/**0+�and will 
back to the previous  allow you to repeat the 
screen if you wish to process for another car, 
change any details. 
  This is the �4(*�>��&'- 
This is the �&+3-5��/**0+ �/**0+�and is the preferred 
this will Exit the area         exit from this screen. 
without saving any changes 
made. 

 
Once all details are entered correctly exit via the 
002��/**0+�and 
the vehicle will be sold. 

Click here to add purchasers 

Click here to add trade in(s) 
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To Add Reconditioning go to on the top menu, or go to the Buying menu item, then move over the Reconditioning 
menu item, and finally click on Add Reconditioning. That will take you to a screen which looks similar to the picture 
to the Left. 

Right the first thing to do is, where the blinking  
cursor is under Stock No, enter in a Stock number 
of the vehicle you wish to add reconditioning for. If 
you are unsure what the stock number is then type a 
question mark ?@A, then press �+*-2 and a list will 
come up with current stock to let you choose the  
vehicle from, (for more info on the Stock Selection 
Window see page 6 of this guide). 
Once a stock number is chosen, then the Vehicle 
field will automatically be filled.  
 
Next you enter in, or select from the list available, 
the suppliers category code. Once that is entered, 
the next field is the actual supplier of the              
reconditioning. Once again you can type in the   
supplier name, or select it from the list. Next up is 
the Estimate check box. Tick this if the                
reconditioning you are entering is only an estimate. 
 

Next up is the Reference column. Enter in here anything for your reference. Following the reference, you have to enter the 
date of the reconditioning. Then the amount, and finally whether the amount includes GST or not. 
Once you have chosen the GST inclusive/exclusive option, then the reconditioning that you have just entered is saved for that 
vehicle. 
 

 
 
 
T o 

create a stock list, you need to get into the Stock List Designer. This is done by a few methods. You can either go to Reports 
on the Main menu, and then on to Stock Lists. In there, there is a button which is labelled �*038�
(6*�
-6()+#�Clicking on that will 
take you to the designer. 
You can also get to it through Options on the Main menu, under Reports, and Stock Lists. In there you come to the Stock 
Lists Set-up. There will be an Add/Change button on there. Clicking that will take you to the Stock List Designer. 
Once you get there it should look like the image below. 
 

The first thing you will need to do once you get in 
here, is to give your Stock List a name. You fill that 
in where it say Stock List Template: 
  
Once you have typed in the name of your stock list, 
then you can arrange it as you like. Adding fields to the Stock List is done 
by clicking on the field name on the list of fields on the left of the window. 
You can also resize the fields by using the Field Bar at the top of the page 
If you click on the field you wish to resize, and click on the + or - buttons, 
then the field will resize, this will be symbolised by the field actually re-

sizing.  
 
You can also set the sort order as well, by clicking in the sort column of the Field list. 
Click on a field that has been selected and it will ask if you want to remove the field from the stock list. Once you are done, 
click the �4(*��/**0+��and it will save the stock list. 
When you want to use that stock list, go into Stock Lists, off Reports on the main menu and select the stock list you wish to 
view or print. The �2(+*�*0�632--+� and �2(+*�*0��2(+*-2� buttons will now be available. 

�� ���� ������ ���� 
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