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DYNATRﬁ Dealership Training Agenda

1. Training Program Overview

2. Preliminary Training (Opening and viewing
reports)

3. Lesson One (Learning the Basics: Drill

Downs, Data Explodes, Dates, Data Metrics,
Export, Sorting, and Saving Reports)

4. Lesson Two (Creating New Reports, Filters,
Graphs, and Other EBIS Tools)




DYNATR§ (1) Training Program Overview

e Dynatron Software offers unlimited support training. Our
HOTLINE is available from 8am — 5pm CST M - F.

e Training Process is provided as follows:
— User reviews the Power Report Package prior to “go LIVE”

— User opens and prints reports from the Power Report Package
once they are LIVE. Written instructions are supplied in the Power
Report Package and a movie is available on the Support tab of our
web site.

— One on One Training sessions are available with your assigned
CSR. (30-45 minutes).

» The first session provides a basic understanding of all Business
Intelligence Tools. Users are taught ways to use the tools to obtain
desired results.

* The second session covers some of the more advanced tools in EBIS
and how to create Dealer specific reports/charts.

« Additional training may be requested at any time.



DYNATRa (2) Preliminary Training :Logging On To EBIS

— B 3 B e e

Step By Step Instructions
1) From your browser address field type:
http://dealergroup.ebisreporting.com

2) Enter your provided User ID and
Password and then click on the Logon
button
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(2) Preliminary Training: Entering the Open Report
Screen

Step By Step Instructions

. Click on File Open to Enter
the Service Module




(2) Preliminary Training : Opening a Report

Overview:

After clicking File Open you are
presented with the Open Reports
Screen. To enter into the Service
module select a report or Graph to
view. Users can organize reports
created within EBIS to be shown in
the Favorite Folder View.

Step By Step Instructions

screen and then click Open.

- Select a Report to Enter by either double clicking on the Report
or Graph name or by highlighting the report by clicking on it once
and then clicking on the Open Text or Open Chart Button. You
can also select a report form the Recent section at the top of the




(2) Preliminary Training: Report View

Overview:
Three distinct sections exist on the main screen.
1. Report Area: Contains your report and the format that the
report would be printed. Reports have “Dynamic” Headers.
2. Tool Box ( in the upper left hand corner ): Contains 4 tabs in
Dark Blue at the Top:
- Drill Groups: Allows user to Data Mine the report in view

- Data Metrics: Contains all formulas used on current report
and used to modify and create new reports

- Reports: Contains the menu of all previously saved Reports
and Graphs

- Filters: Contains all previously saved Filters and allows you to
edit or create new filters.

The Tool Box also contains tools used to Drill and Explode Data using
the available Drill Levels.
3. EBIS Tools (Icons on the Top of the Screen perform special
functions such as Date Range Selection, Sort

Selections, Print, and Export.




(2) Preliminary Training : Data Update Process

Overview:

Your data is updated on a daily basis each night for the previous days business. You
can verify if your data includes Yesterdays business by selecting a report created
with the MTD Pre-Defined Data Range. We recommend using a pre-built report such
as MTD Dealer Performance. If you are part of a Dealer Group and all store were not
updated you may be notified via a pop up message after logging into EBIS.

Once the report is displayed, view each day to insure data is present. If yesterday was
the first day of the month and your report displays a blank page the load was NOT
successful. Steps to take if your data is incomplete.

1. Verify with your IT group that your modem is operational and does not need
to be reset. The line may have also just been busy most of the night.

2. Wait until tomorrow to see if the data loads. EBIS has built in logic to catch
up if a day is missed because of technical difficulties.

3. If you experience no load for 2 days in a row contact Dynatron Customer

Support via email: data@dynatronsoftware.com. Dynatron will contact your
IT Administrator to work out any issues.




(2) Preliminary Training : Maximize Your Screen

Click on the L
Windows
Maximize Button

Report Screen is
Maximized

Overview:

When you first enter EBIS your
Windows Browser screen IS NOT
MAXIMIZED.

You may need to Maximize the screen
to view your report total row which is
located at the very end of your report.




(2) Preliminary Training : Viewing EXxisting Reports & Graphs

Report Tab
displays all
existing Reports

Overview:

Previously created and saved reports are held in the Reports Tab
on the Tool Bar. Three separate tabs exists: Text, Charts, and
Trend. (Trend is currently not functional)

Reports and Graphs are Prefixed with either My Report, Power or

Double Click on the The Name of your Dealer Group or BG Distributorship. Reports with
Report you wish to open a prefix of Power indicate reports Dynatron has built. My Rpt
indicates that you created the report. If the report is prefixed with the
dealer group name this indicates the report is a shared report and
was created by another user. Shared reports can be viewed and
modified if permission was granted.

Dynatron provides you with numerous report templates. These
templates can be used as starting points to build your customized
reports.

Step By Step Instructions
Select either the Text (Default) or Charts
Double Click on the Report to display the report or click on
the Report name one time to highlight it and then click on
the Open button at the bottom of the menu.
To Delete a report, highlight the report by clicking on it
once and then click on the Delete icon located at the
bottom of the menu. 10




(2) Preliminary Training : Printing Reports

1st: Click on the
Print Tool

Step By Step Instructions

& Click on the Print Tool from
your main report screen

& Your report will load into your
standard internet browser

[ ] From your browser you can

either click on the Print icon
OR click on File and then Print

[ ] When finished close the
Browser Windows

Or you can select File
then Print from the
Browser menu. From
here, you also have the
options to change
printers or customize
the layout/margins of
your report

2nd: Click on
Printer Icon

11



(3) Lesson 1: Drill Down Levels

Overview:

EBIS provides users with over 30 drill down levels to make “data mining” reports very quick and easy. Users can Dirill Into
any report by any of the Drill levels listed below. A brief description of each drill level follows:

Company: Referred to as the HOME position this shows the total of all stores

Division, Regions & Dealer Groups : Dealerships can be organized into Divisions, Regions and two different Dealer Groups on the
Administrative Settings table

Dealer: Drilling into Dealer splits dealer groups by dealership

Department: Dealerships can be separated by Departments such as Service, Body Shop and PDI
Vehicle Type: Currently Not Used

Sold/Not Sold: The Vehicle Stock Number is used to separate all service data into Dealership Sold Vehicle or Not Sold groups.
Franchise: Currently Not Used

Make: Vehicles Make

Model: Vehicles Model

Vehicle Year: The Year of the Vehicle

Pay Type: Pay Types typically include Customer, Internal and Warranty

Long Pay Type Group: Administrative tables allow you to group ADP Labor Types into customized groups
Long Pay Type: For ADP dealers this is the full labor type code i.e. CNT

Service Advisor: Advisor or Consultant that writes the Repair Order

Mileage Group: By default, groups are usually created for every 1000 miles

Tech: Technician that worked on repairs

Customer State: Customers State on the RO

Customer Zip Code: Zip Code for the Customer

Lines Per RO: Dirill level organizes all ROs by the number of Lines on them

Repair Orders: Dirills into the actual RO number

RO Number Days Open: Groups every RO into aging buckets by the number of days the RO was open.
VIN: Drills into the VIN number of the vehicle serviced

Op Code Group 1: Admin tables enable dealers to create customized grouping of operation codes

Op code Group 2: Admin tables enable dealers to create customized grouping of operation codes

Op Code: Shows the Operation code and description of the repair completed

Year: The calendar year of the close date on the RO

Quarter: The calendar quarter of the close date on the RO

Month: The calendar month of the close date on the repair order

Day of Week: Breaks out ROs into the day of the week they were closed (Sunday through Monday)

Day of Month: Shows the day of month ROs closed (1 through 31)

12




(3) Lesson 1: Drilling Down Into Data

S Clickion Overview:
" report row to — . : -
2nd: Select the drill into Drilling into your data is where the real power of EBIS is. By drilling
Drill Tool you obtain detail behind the number you see on a report. You can drill

down as many times as you desire and by any level.

Sample Uses:

You are reviewing a Monthly Service Advisor report and one advisor
appears to be lower on Labor Gross Profit % than expected. You
could drill into this a variety of ways to determine the cause.

> Drill in by Day of Month to see if all days were the same or
some specific days were the cause.
> Drill in by Op Code to see what repair mix caused the issue

1st Select your

drill level

Step By Step Instructions

The 3 screen prints shown here show results from
_ drilling into Connor Pontiac Dealer by Department and

then Department by Advisor. To accomplish this:

| Click on Department Drill Level
| Click on the Drill Tool
| Click on the item or number on the report

you want to drill into i.e. Conner Pontiac
Now to see Advisors in the Service Department

o Click on the Advisor Drill level
| Click on the Drill Tool
| Click on Service on your report

| N



(3) Lesson 1 : Multi Level Explode Al

——

1st: Double Click
on the Desired Drill
Level

Overview:

EBIS has the ability to perform the Explode All function for up to 3 different levels all
At the same time. While this may take a little longer to complete it will usually save
time in the long run versus doing three separate Explode All functions.

Sample Uses:

& If you determine you want a report that shows subtotals by Pay Type and
Advisor for each of the dealerships departments

& A Daily One Line RO Report that shows ROs and Op Codes for each
Advisor

2nd: Double Click
on the another Dirill
Level

O

3rd: Click on the
Explode All tool
located under the
Multi Level section
of the tool bar

Step By Step Instructions
Create a Report that shows Pay Type and Day of Week for All Advisors

. Starting from the HOME position Drill Down to Advisor

. Double click on Pay Type (Notice the Drill level is recorded in the Multi
Level section of the Tool Bar

. Double Click on the Day of Week Drill Level

. You can view your selections in the Multi Level area of the Tool Bar. To re-
arrange the order use the Up and Down Arrow tools.

. Click on the Explode All tool located below the Multi Level section of the
tool bar.

14




(3) Lesson 1: The “Back” Tool

Overview:

The Back Tool is very similar to your standard browsers Back
feature. Clicking on it takes you back one step. This feature is
report specific. Once a report is loaded everything you do is

in memory and can be backed up. Clicking on Back from a
Newly loaded report yields the exact same view because there
have been no changes to the loaded report.

Sample Uses:

] This feature is extremely useful when data mining to
discover variances on your reports. For example you
may drill into an item and then wish to return to your
previous view

3 If you are creating a report that required a few steps
and you do something that you did not intend you can
go back one or more steps without having to start
completely over.

Step By Step Instructions

& Notice the view on the first report is by Advisor

& Drill down from any Advisor to Pay Type

& To go back to viewing Advisors click once on the BACK
Tool

15



(3) Lesson 1: The Revert Tool

Overview:

The REVERT Tool is used to take your current view to the
Report SAVED view or original view. Note that once you
REVERT back to the original report the BACK feature is set
back to start remembering sequences from this point on.

Sample Uses:

] If you were researching variances on a report and are
finished and want to review the original report again
click on REVERT

Step By Step Instructions
Notice the view on the first report is by Pay Type

Click once on the Revert Tool. Notice that your view is
now back to the original view for the saved report.

16




(3) Lesson 1 : Data Metrics-Overview

Overview:
All data available for use with the EBIS Reporting Suite is obtained from the Data Metrics Tab on
the Tool Bar. Users can add or subtract metrics to an existing report or create a new report.

Metrics are divided into 4 distinct tabs. EBIS has a unique ability to easily prepare reports that

allow you to compare data from one date range to another. Metrics therefore are categorized by
Current Selected Date Range (Data Tab), A Comparative Period Date Range (CP Tab), the Variance
between the date ranges selected (Var Tab), and the Variance % (Var % Tab)

Each tab includes most of the same metrics and in the same order. All Comparative metrics in the CP
Tab are prefixed by a CP. Variance metrics are prefixed by Var and Variance % by Var %.

EBIS users do not have to write any formulas but rather select metrics from the available tabs. This
makes crating and modifying reports very easy and accurate.

Metrics are moved from the Top section of the Tool Bar to the Bottom Current Report section. You
can arrange the order the metrics are displayed in on your report by using the Up and Down arrows.

17



(3) Lesson 1 : Data Metrics - Definitions

Overview:

Take some time to become familiar with the Data Metrics that are available in EBIS. This will insure
that you know all of the capabilities of the EBIS Software. Also review the order and terminology used.
All metrics are listed in alphabetical order but may be called something different than what you are
used to.

All metrics are available for use in combination with all drill levels and filters.

Most Metrics are duplicated in each of the 4 tabs and are available for a current selected date range,
comparative date range, the variance between the two date ranges and the variance percent.

fob)

The following list is not a list of every metric bu t rather a recap showing the types of data
available. A complete list is available from your D ynatron Customer Support Representative.

Revenue: Total, Parts and Labor, Labor, Parts, and  Other

Cost: Total, Parts and Labor, Labor Parts and Other

Number of: Flat Rate Hours, ROs, RO Lines, VINs, Cl osed RO Days
Dollars Per RO for all fields i.e. Labor $/RO, Line  s/RO, Hours/RO etc
Dollars Per VIN for all fields

Gross Profits: Labor, Parts, and Other

Gross Profit Percents: Total, Parts and Labor, Labo  r, Parts, and Other
Labor Rates: Effective Labor Rate and Gross Profit Labor Rate

Parts to Labor Ratio

Percent of Total Revenue: Parts and Labor, Parts, L  abor, Other

18



(3) Lesson 1 : Data Metrics — Modifying Reports

1st: Select the Data
Metric Tab

3rd: Click
Update
Screen

2nd: | ocate and double click
on metrics to move to your

Gross Profit moved
and Parts Revenue
added to report

current report

+
+

+

Ty
Ty

Step By Step Instructions

To Modify an Existing Report

Select the Data Metric Tab on the Tool Bar

To Add Metrics, locate the metric from one of the tabs and
double click on it

To Delete a Metric Double click the metric in the Current
Report section

To Re-arrange the order use the Up and Down arrows

Parts Revenue added to current
report section and Gross Profit was
moved to last column

Click Update Screen when finished to see your changes

19




O 1st: Select the
Reports Tab and

O

(3) Lesson 1 : Data Metrics — Creating New Reports

P

2nd: Add Metrics to your

report. Remove # ROs if

necessary. Rearrange the
order as necessary

Step By Step Instructions

To Create a New Report:

+

+

Select the Report Tab on the Tool Bar and load the New
Report Template by double clicking on the Report. This is a
shared report with only one data metric on it (#of RO’s)
Select the Data Metrics tab on the Tool Bar

Locate the Data Metrics you wish to add from the 4 tabs and
double click to add them. Re-arrange the order of the metrics
as necessary using the up and down arrow tools

Click Update Screen to see your revisions

Now drill down, sort, update date range or use any other
features that you wish to use on your report.

Click on the SAVE tool. Type a new name for your report and
click on the SAVE AS tool to save your new report
OPTIONAL: Click on FORMAT to change column labels or
use any of the other Format options available.

NOTE: You can also create a new report from any other loaded report

by going to Data Metrics and removing, adding, or re-
arranging the metrics as desired and then clicking on SAVE
AS while using a different report name.

3rd: Drill or apply
other tools as
necessary

4th: Click on the Save
Tool then rename
your report and click
Save As

20




(3) Lesson 1 : Filters — Overview

Overview:

EBIS Filters are extremely powerful and can be used in conjunction
with drill levels to create almost any view possible. Two types of Filters
can be created: Drill Group or Range.

Filters are created, edited and applied in the FILTER tab on the Tool
Bar. You can apply as many filters as you wish to a report.

Clicking on the Filter tab on the tool bar displays filters that are
available for use. Shared Filters at this time can only be created by
Dynatron. Filters that you create are shown under the default My
Filters tab.

If a filter is applied to a report your Dynamic Header will indicate the
filter name to let you know you applied a filter.

Sample Uses:

¥ Create Groups of Drill Down Level components such as Op
Codes, Advisors, Techs, etc

B Use Filters to isolate any one or more drill level items such as
only 1 Line Repair orders

Isolate ROs less than a specific GP goal

Isolate comeback customers

Identify profitability impact of coupons

Eliminate op codes or ROs with specified $ amounts

21



(3) Lesson 1 : Filters — Applying Existing Filters

Step By Step Instructions

1st- Select the Filters To Apply and existing filter to a report
O<‘ tab + Select the Filter Tab
+ Double Click on the Filter(s) that
you wish to apply. They will move
down to the Current Report section

+ Click Update Screen when you are
ready to update your report

2nd: Double Click on
the Filter or Filters
you wish to apply

3rd: Click Update
screen to apply your Report now includes only Customer
filters Pay data and the Filter name shows

in the report Dynamic Header 22




(3) Lesson 1 : Filters — Creating New Filters

1st: Select the Filter

<| tab

After clicking NEW on the Filter screen you will be presented with a pop up that asks what type of fil  ter
you would like to create. There are 2 different Fil  ter types and various levels within each filter type

After selecting either drill group or range filters and the filter level from the drop down list click NEXT to
continue.

. Drill Group Filter EXAMPLE

- RO Line: (Default Level) Show only LOF op code information. The filter will return only RO Lines that used
the LOF operation code. Other op codes on repair orders that are not LOF's will be discarded.

- RO Header: Show all Repair Order detail if a LOF Op Code was used. This will return all op codes on all
repair orders that had a LOF op code. A great way to track coupon up-sells.
. Range Filter EXAMPLE
- RO Header: Include all Repair Orders that Labor Gross Profit was less than $50. This will return all op

: codes on all Repair Orders that the RO in total had less than $50 of Labor Gross Profit. Missed Up-Sells?!
2nd: Click New — RO Line: Include all RO Lines (Op Codes) that Labor Gross Profit was less than $50. This will return all op

code lines that the RO Line had less than $50 of Labor Gross Profit.

- Report View (4 Options): This filter allows you to filter the actual report that you have in view based on the
data metrics on your report in view. Assume you are drilled down to all Operation Codes on your report. You
could apply a Range Filter for the Current View to show ONLY report rows, op codes in this case, that had
more than $1,000 of Labor Revenue. This would eliminate all low volume op codes to allow you to
concentrate on higher use operation codes.

23



(3) Lesson 1 : Filters — Editing Filters

1st: Select the Filter
tab

4th: Double click items from the
Available List or Selected list to add
or subtract items. You can also
change the filter to Include or
Exclude selected items

2nd: Click once on
the Filter you wish
to edit (this will

highlight it)

31d: Click on the Edit tab.
This will bring up the
FILTER screen showing the
existing Filter

Step By Step Instructions

To edit or change an existing filter

+

+-
Ty
Ty

Select the Filters Tab on the tool bar
Click once on the filter you wish to edit. This will highlight it
Click on the Edit tab. This will bring up the existing filter

You can add or subtract items from the list by double
clicking on the item you would like added or removed.
Available items are shown on the left. The right side of the
screen shows selected items. These items can be either
INCLUDED or EXCLUDED.

Click OK when finished

24




(3) Lesson 1 : Filters — Drill Group: RO Line

1st: Select Drill Group Filter and RO Line

—

1st: Select the Filter
tab

(these are the defaults) and Click Next

2nd: Type a Name for
your Filter

_ 31d: Choose the Drill level you want

your filter to be Based On

Drill Group Filters Scenario

RO Line: Show only LOF op code information. The Filter will
return only RO Lines that used the LOF operation code. Other
op codes on repair orders that are not LOF’s will be discarded.

4th: Select either
Include or Exclude

5th: Double click on the available
items on the left to add them to the
box on the right

25




(3) Lesson 1 : Filters — Drill Group: RO Line

Same Report with a Drill Group RO
Line Filter of LOF Op Codes Only
applied. You can drill down and only
LOF op code data will be included in
your report.

26



(3) Lesson 1 : Filters — Drill Group: RO Header

1st: Select Drill Group Filter and RO Header
then click Next

2nd: Type a Name for
your Filter

| 31d: Choose the Drill level you want

your filter to be Based On

4th: Select either

D Include or Exclude

Drill Group Filters Scenario
RO Header: Show all Repair Order detail if a LOF Op Code
was used. This will return all op codes on all repair orders that
had a LOF op code. A great way to track coupon profitability.

5th: Double click on the available
items on the left to add them to the
box on the right

27



(3) Lesson 1 : Filters — Drill Group: RO Header

Report with a Drill Group RO

Header Filter Including ROs with
LOF Ops applied. Notice you have
the 19 LOF Op Codes like the
original view but you also see the
other op codes that were on the ROs
that contained the LOF op code.

28



(3) Lesson 1 : Filters — Range Filter: RO Header

1st: Select Range Filter and RO Header then
click Next

/

2nd: Type a Name for
your Filter

3'd: Select a Data Metric from the drop down list

/ 4t Complete the numeric data that you

wish to accomplish with your filter.

. Range Filters Scenario

- RO Header: Include all Repair Orders that Labor Gross Profit
was less than $50. This will return all op codes on all Repair
Orders that the RO in total had less than $50 of Labor Gross
Profit. Missed Up-Sells!

29



(3) Lesson 1 : Filters — Range Filter: RO Header

Report with Range RO Header
Filter of ROs with Labor

GP < $50 applied. Notice you
have 51 ROs that had <$50
Labor GP out of the total 70
shown on the non filtered report.

Drilling down by RO clearly
illustrates that all ROs have
less than $50 Labor GP.

30




(3) Lesson 1 : Filters — Range Filter: RO Line

1st: Select Range Filter and RO Line then click Next

2nd: Type a Name for
your Filter

/ 3d: Select a Data Metric from the drop down list
— 1

4t Complete the numeric data that you
wish to accomplish with your filter.

Range Filters Scenario
RO Line: Include all RO Lines (Op Codes) that Labor Gross
Profit was less than $50. This will return all op code lines where
the RO Line had less than $50 of Labor Gross Profit.

31




(3) Lesson 1 : Filters — Range Filter: RO Line

Same Report with a Range RO Line Filter of ROs with ~ Labor
GP < $50 applied. This view shows the op codes exp loded
by RO to illustrate each RO that had an Op code on  the it
with less than $50 of Gross Profit.

32



(3) Lesson 1 : Filters — Range Filter: VIEW

1st: Select Range Filter and Report Current View and
then Next.

2nd: Type a Name for
your Filter

/ 3d: Select a Data Metric from the drop down list
— 1

4t Complete the numeric data that you

\I wish to accomplish with your filter.

. Range Filters Scenario

- Report View (4 Options): This filter allows you to filter the actual report that
you have in view based on the data metrics on your report in view. Assume
you are drilled down to all Operation Codes on your report. You could apply a
Range Filter for the Current View to show ONLY report rows, op codes in this
case that had more than $1,000 of Labor Revenue. This would eliminate all
low volume op codes to allow you to concentrate on higher use operation
codes.

- Options exist to create a Range View filter for each of your four different data
metric types which may be in view: Current View, Comparative, Variance, and
Variance Percent.

- The data metric selected MUST be in view on the report for the filter to work
- Remember that when you drill up or down that the filter will still be applied to

whatever is in view. So the filter is NOT drill level specific but rather whatever
detail is shown on your screen.

33



(3) Lesson 1 : Filters — Range Filter: VIEW

Range Current View filter applied to only show repo  rt rows >$1,000 of
Labor Revenue.

34



(3) Lesson

1st: Select the
SAVE Tool

2nd: Change the
name for a new
report and then

click on SAVE or
SAVE AS

1. Saving Reports

Overview:

The EBIS Save Tool is used to save a report in
view and add to your report menu. Options exists to
Save/Update the current report in view or to create
an entirely new report. You can also specify if you
want to share this report with others and if they are
allowed to make changes.

Step By Step Instructions
Click on the SAVE Tool to get the Save Report Screen
To Modify (Save Over your existing Saved Report

* Click on the SAVE Option
To Create a NEW Report
- Type a new name replacing the existing
name
- Click SAVE AS Option
To Change the Name of an Existing Report
+ Type a new name replacing the existing
name
+ Click on the SAVE Option

Sample Uses:

+ Use the Save As Tool to create a new
report from existing reports

+ Create common reports for everyone in
your organization by Sharing the report

+ Modify an existing report

35



(3) Lesson 1: Date Range Selection

Overview:

You can change the Date range on a report using the EBIS Dates Tool. Use the Custom Date
range calendar icons to select specific from and to dates. The Dates tool not only allows you to
modify a reports existing date range but allows you to save reports with intelligent dates.
Intelligent dates are under the section Pre-Defined Date Range and include icons for

YTD, QTD, MTD, WTD, and Yesterday. Creating reports or saving reports utilizing the Pre-
Defined ranges will automatically update the reports date range upon loading the report
versus having to manually go into the Dates Tool and updating the date range.

You can also automatically set the comparative data metrics date ranges to the same time one
year prior by clicking on the specified tool.

Sample Uses:

. Use the Pre-Defined Ranges for all YTD, QTD, MTD, WTD or Daily Reports. This will
save time from adjusting the dates when the report is loaded

36



(3) Lesson 1: Date Range Selection

Step By Step Instructions

The above reports date range is set from 4/1/2003 to 4/30/2003. To
change the date range to a customized date range:

. Click on the Calendar Icon Current period From:

. On the Dynatron Software Date screen select the Month
and Year form the Dropdown boxes

. Select the Day from the Calendar

. Click OK when Finished

. Repeat the same process for the Current Period To Date:

. Click on the Green Check Mark (OK) when finished and

ready to update your report

37



(3) Lesson 1: Exporting Data

Step By Step Instructions

Click on Export

Select Excel form the Export Report Screen
You will be prompted with a File Download
screen. Select to either Open or Save the
Report.

You can open the report and view within
your browser immediately. (See sample
below)

-

Overview:

You can Export any report in view to an excel spreadshet by
clicking on the Export Tool. The Export Report screen will
display which you can then select to export to an Excel file.
Once you select Excel your report will load in the browser
format.

Sample Uses:

Email a report to someone

You wish to add calculations that are not in EBIS
Assist with forecasting future data

You wish to do special formatting

If you open in
Browser click on the
Tools icon to use all

Excel tools

/J Report Opened in

Browser

38




(3) Lesson 1 : Exporting Data — Send

Overview:

You can email your report with full formatting by opening the
report in the Browser and then selecting File and Send. This is a big
time saver versus saving and sending.

Sample Uses:

] Send your boss their monthly report via email
] Send a report to someone to provide some feedback on
the results

&

®

Step By Step Instructions

Click on the EBIS Export Tool
Select Excel from the Export Report Screen
Select OPEN on the File Download screen

Select File, Send and either Page by Email
or Link by Email

Your Email screen will open. You can now
enter your recipient and then Send the
message

39




(3) Lesson 1: Sorting Data

1st: Select the
Sort Order Tool

Overview:
You can sort data on your report based on any COLUMN of Data
Metrics. Data can be sorted in Ascending or Descending order by
choosing the appropriate tool and clicking on the Column Data
Metric name. If an “Exploded” report is in view the data sorted is
the data within the subtotals NOT the subtotal data.

Sample Uses:

2nd: Click on Data Metric

L Sorting is useful to highlight the largest or smallest items for
Name of Column easy reviewing. This is especially helpful when viewing long
reports.
L Use as a ranking tool to show best performers

Step By Step Instructions

The above report is sorted in Descending Order on ROs. To resort
by Hours/RO follow these steps

Results are displayed L] Se_lect the Descendlng_ Sort Tool (ZA) _
L] Click on the Data Metric that you wish to sort on. In this

example we wish to sort on Hours/RO
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(4) Lesson 2 : Formatting Reports

Overview:

Reports can be formatted a variety of different ways. EBIS
Defaults most formatting and does other formatting
automatically. Format changes must be SAVED on your report
to show the next time the report is loaded.

Headers

Your report can include up to 5 different “dynamic headers”.
Dynamic headers will update automatically as you change
items on your report. We recommend keeping the defaults
there for now but one that you may find useful is the USER
DEFINED option. This allows you to type any text into the
header field (up to 50 characters).

Display Options

This section allows you to specify various Report Settings.
Some of the most important may be:

1) Show Code Column as: You can display the first
column as: Code, Name or Code and Name

2) Show Grid Lines puts Excel like borders on your
report

3) Shorten the 15t Column. This is useful when viewing

very long items such as Op Codes
Custom Metric Labels
This section allows you to change the default data metric
descriptions used when building a report
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(4) Lesson 2: Data Explosion Tools

Tips & Things to Consider

Explode Tools require a little more
response time than drilling down

If you SORT on an Exploded report the
data inside the subtotals is sorted and
NOT the categories or subtotals
themselves

If you Print or Export a report that is in
view using the Explode 1 tool, your
exported or printed results will be as if
the report was set to Explode ALL.

If you are investigating items on a
report consider using Explode 1 instead
of Explode All. This reduces the detalil
lines on your report in view making it
easier to locate your main items.

You can Explode a report up to 3 times.
Be sure to drill down if possible to save
your explode uses.

Using Explode Tools is not
recommended for large amounts of
data. Limit your data if possible.

Overview:

EBIS has powerful unique tools called Explode and Explode All. These tools allow users
to instantly create reports with subtotals. The report is automatically formatted showing
the categories Header and Total Lines in bold.

The Explode One feature is a great way to investigate and analyze a report while the
Explode All is used more to create polished final reports.

The Collapse Tool is used to either remove all subtotals or to remove a single subtotal.

Sample Uses:

& Create polished reports using a combination of Drill Down and Explode. For
example: Drill to all Advisors and then Explode All by Pay Type to show All Pay
Type information for each advisor with totals for each advisor

[ ] Explode 1 item to review the Op Code under an RO on a one line RO Report.
While reviewing this report with an advisor you can view detail behind the other
RO'’s with a single click very quickly.
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(4) Lesson 2 : Explode All/Collapse All

2nd: Click on the
Explode ALL Tool

1st: Click on the
Desired Drill Level

Step By Step Instructions
Drill Down to Advisors from the HOME position
Select your desired Drill Level. In this sample we chose Pay Type
Click on the EXPLODE ALL Tool (Shown circled in Red)

You can remove ALL SUBTOTALS that were created using the Explode tool by
clicking on the Collapse All Tool. The Collapse All Tool is located to the left of the
Explode All tool. Holding your mouse pointer over the tool will display the tools
description.

Sample report
using Explode All.
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(4) Lesson 2 : Explode One/Toggle

2nd: Click on the
Explode One Tool

D\

31d: Click on the
report Row you wish
to see detail for

1st: Click on the
desired Drill Level

Sample report
using Explode One

To review detail
behind a different
row click on the
Row once

Step By Step Instructions
Drill Down to Advisors from the HOME position
Select your desired Drill Level. In this sample we chose Pay Type
Click on the EXPLODE ONE Tool (Shown circled in Red)

To Use the Toggle Features:

To view the detail behind other categories simply click on the report row you
wish to view.

To close or collapse the item simply click on it again
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(4) Lesson 2 : Graphs: Overview

Click on the Charts
Tool to create a
graph

Saved Graphs are
held in the
Reports/Graph tab

Overview:

EBIS users can create a graph from any report in view by clicking on the Chart icon. Graphs can be saved and shared with

other users. Once a graph is saved it can be viewed by selecting the Graph name from the Reports Graph Tab.

By default a Pie Chart is presented to the user after clicking on the Chart tool. Users can then change the graph defaults by
selecting various formatting options or even the drill level graphed. You can even elect to TREND any one item selected on a
Graph. If you click on the Chart tool while viewing an EXPLODED report your graph will include the Highest Level NOT the detailed
levels displayed. For example, if you are drill down to Pay Type and then Explode all Pay Types by Advisor and click on the Chart
tool your graph shows Pay Types and NOT Advisors.

Sample Uses:

& Charts are great to prepare and post periodically on common boards showing critical operating statistics

[ ]
[ ]
[ ]

Display the number of 1 Line ROs by Advisor
Display the Hours Per RO by Advisor
Trend your Effective Labor Rate or Dollars Per RO or Even Gross Profits
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(4) Lesson 2 : Graphs: Loading a Saved Graph

1st: Select the
O<I Report Tab

From the Report
tab select Charts

Double click to
view

Overview:

Graphs can be saved to the Reports Tab on the
Tool bar just like Reports. Graphs are located
within the Charts tab

To access a graph either double click on the Chart
name or click it once and then click on the
Open button.
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(4) Lesson 2 : Graphs: Creating a Graph

1st: Click on the
Chart Tool

Step By Step Instructions
Create a Graph to show all Advisors:

L Starting from the HOME position
Drill Down to Advisor to get the
above report view

L] Click on the Chart Tool (Circled in
Red)

Your chart opens in a separate browser
window. You can move the window to review
the report and graph at the same time.

To EXIT the Chart and return to the report
either click on the Exit button or close the
browser Chart window.

-

Chart Screen is
opened
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(4) Lesson 2 : Graphs: Changing Drill Level or Data Metric

C X ) Overview:

You can change the Drill Level or Data Metric viewed in your

graph on the fly. In the previous example you were looking at all

1st: Select Tech from the Drill Group Advisors for a dealership. If you want to view all Techs or any
drop down. Select another data other drill level you can select the level form the Drill Group

e i e DETE 6l Rl drop down box and then reprocess your graph
Click the Green Check to update P P yourgrapn.

Step By Step Instructions Graph now
Change your Graph to show all Technicians displays Techs
instead of Advisors
u Select Tech from the Drill Group
Drop Down window

[ | Click on the Green Check Mark

Change the Data Metric from Num of ROs to

Labor Revenue

[ | Select Labor Revenue from the Data
Drop Down Box. (Metrics are
arranged in Alphabetical order.
Metrics contain prefixes as follows:
CP = Comparative Period VAR is
Variance and Var% is the Percent
variance.

[ | Both of these changes can be
completed and then updated all at 48
once.




(4) Lesson 2 : Graphs: Format Options

1st; Click on the FORMAT
Tool to bring up the Display
Options Screen

Overview:

Once a graph is in view you can click on the FORMAT tool
to change default settings. Colors and Graph Headers can
be changed as well as the Chart Type and other Options.

Step By Step Instructions
Change your Graph to display labels showing not only the defaulted
Description and Actual Values but also the Percent of Total

§ Click on the Drop Down Arrow labeled: Show Label As

B From the Drop Down Selections available select Desc.
Actual Percent

¥ Click the Green Check Mark or OK to Update your Graph

Take a few minutes to explore other formatting possibilities.

49



(4) Lesson 2 : Graphs: Filter Option

Double click on
filters to add them
to your graph

Overview:

You can Apply or Remove Filters once your graph is in view
by clicking on the FILTER Tool. From the Filter screen you
can select or de-select filters.

Click Update Screen when completed to update your Graph.

|

Added Filters will move to the
Current Report section. Double
clicking on a filter in the current

report section will remove it from
the graph
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(4) Lesson 2 : Graphs: changing Dates, Printing & Saving

C ) Overview:

You can change the Date Range for your graph once your
graph is in view by Clicking on the Date Tool. Changing the
Dates for Graphs is exactly the same process as it is for
reports.

To Print a graph click on the Print Tool. You will be presented
with your Windows Printer selection box. Select your desired
printer and click Print. When finished click on the Windows X
to close the Print Graph Screen.

To Save a Graph click on the Save Tool. The Save feature
works just like the Save feature for a Report. Type a new
name for your Graph and then Click Save or Save AS.

**|f you want to Print and Save your Graph, we suggest Saving
it first**
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(4) Lesson 2 : Graphs: Trend Graphs

<

1st: Select an item
from the Trend On
drop down box

Step By Step Instructions
Create a Trend Report that shows one advisor
and their RO count by month

. Select an Advisor to Trend on from the
Trend On box
. Click on the Date tool and select the

YTD hot button. Exit the Date screen
without updating.

. Select your Data Metric (s) to Trend on
from the 5 available Drop Down Boxes.

. Select the Time Increments to trend.
Month is Defaulted so leave it.

. Click on the green check mark to
update your graph

A\

3rdst; Select data
metrics to trend

Overview:
Any one item on your Graph can be Trended by selecting
the available item form the Trend On Drop Down box.

Sample Uses:

While reviewing One Line ROs by Advisor you could
select one Advisor and do a Year to Date Trend to see if
they only had a bad month or if their performance has
\been consistently below average.

2nd: Select a Date
Range i.e. YTD

4thst: Select your
Time Increment
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