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MyDealerCenter Quick Start Guide

This guide will help you get started using MyDealerCenter and posting listings in no time.
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How do | get to my listings?
L dilesBy. Click on the InventoryEditor menu heading at the top of the page., 2 dzQf t &4SS Ly @Sy {2 NE
once you roll your mouse over the menu.

Online Ad Reports [ User Management Inventory Editor

How do | add a listing to Cars.com?
Click on the InventoryEditor menu option at the top of the page.

Online Ad Reports [ User Management Inventory Editor
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Add Mew Vehicle || Update Prices | Delete | | Lindelete | | Mass Linlock

View Inventary on Cars.com

From here you can use our VIN decoder to help fill out vehicle information. You can also fill out information
using our dropdown and fill-in menus. Once your information is complete, you can click on the Save button at
the top of the page.

Save and Add Photos | Save and Preview | | Save and Return to Inventory | Cancel

oSave and Add Photosé will take you to the add photos screen, éSave and Previewé will show you how your ad
will generally show on Cars.com and, éSave and Return to Inventoryé will take you back to the Inventory Editor

screen.

How do | get to photos on my listings?
There are two ways to get to your photos in MyDealerCenter. First, click on the InventoryEditor menu option at

the top of the page.

Online Ad Reports User Management Inventory Editor

Then, select your listing on the page.

Stock Body
r # Year Make/Model Style Color Mileage
[T A1032 2005 Buick LaCrozse Sedan Sihver 77685
[T A1038 2006 Saturnlon Sedan Sihver 762830
[T A1022 20028 Hyundaisonata Sedan White 61663
[ A1010 2008 HyundaiSonata Sedan Gray 26000

Finally, click the Save and Add Photos button at the top or bottom of the page.

Save and Add Photos | Save and Preview

VVehicle Details

Stock Mumber®:  A1038

Alternately, you can click directly on the number of photos from the Inventory Editor page.
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Seller's #of Video . Ageli

Price Notes Photos URL days
h 11 No 112
A i 8 No 112
h 7 No 112

How do | add photos to my listings?
Once the photo page loads, it should look like this.

Add/Edit Listing Photos

Ada photos from your compu
Having rouble with advai

f the Photo Lot
der? Use the simpie photo uplaace
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As you add photos from the lefthanda A RS 2 F (GKS aONBSy > KS Qft £ | LILISF NJ ;
screen, Vehicle Listing Photos NBLINBASy Ga @2dzNJ AYIF3ISa G§KS@ QR I LIS

To move photos from the left to the right, first, select the folder or camera where your folders are stored:

L) T i

El A2 mDC Training
=N [E'] Vehide Photos

I {h My Business Objects Documents
[#-{] My Data Sources

{h My Google Gadgets

{'|.—:'| My Music

Select the check boxes in the middle of the screen, then hit Send in the upper right hand corner of this box.
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If at any time you have trouble using our photo tool, there exists another option. At the top of the photo page is
a link to our Simple Photo Uploader.

Add/Edit Listing Photos

Add photos from your computer orthe Photo Lot
Having trouble with advanced uploader? Use thejsimple photo uploader)

The simple photo uploader has you select images one by one, instead of by the whole folder. We encourage you

to use the Simple Photo Uploader ONLY if you have trouble using our advanced photo tool. First, click the
individual Choose File boxes.

From My Computer

Select photos bhelow and click the send button to upload them to Cars.com. Your pl
Listing Photaos section on the right-hand side ofthe screen.

Choose File | Mo file chosen Choose File | Mo file chosen
Choose File Jnofile chosen Choose File | Mao file chosen
Choose File | Ma file chosen Choose File | Mo file chosen
Choose File | Mo file chosen Choose File | Mo file chosen

hyOS @2d2Q@S OK2aSy Fft 2F @2dNJ LK2iG2asx Ot A0l G(KS dzL

Choose File | Ma file chosen
Choose File | Mo file chosen Upload

P'3FAYES GKAA 2LIA2Yy &dK2dA R 2yf BEROSYGERRLIKF(OR2 2dzZQINBI RE
done adding photos, click the Return to Inventory button at the top and bottom of the page.
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Preview Listing | Edit Vehicle Details | Return to Inventory

How do | see which listings are missing photos (formerly the photo availability

report)?

To see which listings are missing photos, first go to your listings. Click on the Inventory Editor menu option at the
top of the page.

Online Ad Reports [ User Management Inventory Editor

bSEGs Oft A0l 2y GKS KSIRSNIGKIG aleéea al 2F tK2:G24adé

<N 0 No 0
<N 0 No 0
gl 0 No 2
N 0 No 2
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to print this page for your records.

How do | change my account information?
¢2 OKIFy3aS &2dNJ | 002dzyd Ay F2NXIFGAZ2YyS Of A01 2menuiKS da
at the top of the screen.

ports | User Management

Add User
My Profile

From here you can edit your username and password for MyDealerCenter. Please note, in the new
MyDealerCenter your username must be a unique e-mail address. If your username is not currently an e-mail
address, MyDealerCenter will ask you to update it at this time.

To edit items like your sales lead e-mail addresses, toll free phone numbers or monthly reports, please contact
your Cars.com Sales Representative.
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What is the Photo Lot?

Cars.com offers a tool called the Photo Lot to temporarily store photos. The Photo Lot allows you to store up to

pnn LIK20G2a F2NJon RIéaod 2Keé g2dAZ R @&2dz ¢lyild (2 R2 (K
vehicles on your lot. Uploading your photos to the Photo Lot first can drastically help reduce the time it takes to

get your vehicles online by uploading them all in one batch.

How do | upload photos to the Photo Lot?
First click on the Photo Lot option underneath the Inventory Editor menu.

nt | Inventory Editor |

Batch Tagline
Photo Lot
Ad Select

Now, uploading photos to the Photo Lot is just like adding them to your listing. Select the folder on the left hand
side of the screen, check the photos you want to upload, and then hit the send button.

How do | add photos from the Photo Lot to my listings?

hyOS @2dz2Q@S dzLJ 2+ RSR AYIlI 3Sa (2 {KS attdgetjhdtospugdithe & 2 dz K
Photo Lot is to go to the edit photo page for the individual vehicle. As you might remember, there are two ways

to get to this page:

1. Click on the number of photos on the Inventory Editor page, or
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From My Photo Lot

Ipto 500 photos can be staged in the Photo
hand side of the screen. The Photo Lot can b
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How do | auto -match my photos to my listings?

In the older MyDealerCenter, the Directory Photo upload feature would auto match photos to listings based on
the name of the photo. For example, if you uploaded a photo AZHB1-01.jpg it would appear as the first photo on

vehicle AZHB1. MyDealerCenter still supports this feature.

First, upload your photos to the Photo Lot as detailed above. Once the photos are in the photo lot, click the

Match Lot Photos to Listings button at the bottom left of the page:

t K2 {2

Your Photo Lot

-01.jpg 7984A-02jpg 7984A-03jpg 7984A-04jpg

Delzte Delztz Celste

Match Lot Photos to Listings {

. 2494376066. 2494370087
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2494376052,
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2494370093, 2494370088
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list of the naming formats supported:

2F RATFTFSNBy

Stock#.jpg (for a single photo) VIN.jpg (for a single photo)

Stock#-Photo#.jpg
Stock#_Photo#.jpg
VIN-Photo#.jpg

Photo#-Stock#.jpg
Photo#_Stock#.jpg
Photo#-VIN.jpg

YEYAy3 F2N
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VIN_Photo#.jpg

As long as your photos are named in one of the formats above

Cars.com.

How do | unlock my listings?
Click on the Inventory Editor menu option at the top

Online Ad Reports | User

of the page.

Management
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Photo# VIN.jpg
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Inventory Editor
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Each vehicle in MyDealerCenteshows an owner field. Locked records are shown as being owned by the Dealer
while unlocked records are shown as owned by the Feed.

Status

"

Owner Action

Poszted

Dealer dit

Pozted

Dealer dit

Poszted

Pozted

Feed Edit

Dealer Edit

Poszted

Dealer Edit

Clicking on Dealer link under the owner column brings up the following message:

Unlock Listing

Changing the owner of a listing from dealer to Cars.com's feed process will unlock the listing and allow itto be updated by other sources.

CAUTION: This eption is for advanced users only. If your inventory 3rd party or DMS is not currently setup on Cars.com’s feed
process unlecking your vehicles may cause them to delete. Unlecking vehicles does not refresh photes. if yvou are unsure how
changing vehicle ownership may affect your vehicles, please contact Cars.com Customer Support.

I Don't show this message again

Click on the Unlock button to unlock these records.

How do | undelete my listings?

Click on the InventoryEditor menu option at the top of the page.

Online Ad Reports | User Management

Click on the Advanced Search link to view all options.

Inventory Editor

w

e
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Stock Number:
I =l Advanced Search I

Make: All v
Model: All
Body Style: All v
Search By Status: 'DELETED v/
Stock Type: O uUsed

O New

®a

Search Reset _

For Search By Status choose DELETED from the drop-down. Next, locate the vehicle(s) you wish to undelete and

place a check mark in the box to the left.

Bd

D Stock = Year Make Model St

[] Ps123 2007 Honda CR-V =Y

D A1007 2008 Hyundai Sonata Seda

[] PERFTEST1234 2008 AudiTT
| 21016 2008 Chevrolet Aveo Seda
E] D14865GH457 2008 Ford Mustang Coup
Click on the Undelete button at the top left of the page.

Add Mew Vehicle | | Update Prices | Celete (| Undelete ||

View Inventory on Cars.com

Finally, click on Reset to return to your regular inventory view.

Search

Feset




