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1. Introduction 
The Stock Portal application has been written to replace the old Partner Reports application. 

1.1. URL 
The new Stock Portal system can be found at the following link: 
 
https://stockportal.carshop.co.uk 

1.2. Browser Policy 
IE11, Microsoft Edge, Chrome, Safari (not on Windows), Firefox. 
 
Those using Internet Explorer are advised, if possible, to upgrade to the latest version 
(currently IE11) due to Microsoft no longer supporting old versions as of 12th Jan 2016. For 
more information see here: 
 
https://www.microsoft.com/en-gb/WindowsForBusiness/End-of-IE-support 
 
For the best experience however, we recommend using Chrome. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://csreports.carshop.co.uk/
https://www.microsoft.com/en-gb/WindowsForBusiness/End-of-IE-support


 

2. CarShop Single-Sign-On 
The Stock Portal now uses our in-house single-sign-on called CarShop Auth. This works 
similar to how a Google account works, once signed in to CarShop Auth, you are 
automatically signed in to the Stock Portal, and vise versa. 
 
CarShop Auth allows you to now manage your own account and reset your password if 
forgotten etc. 

2.1. URL 
CarShop Auth can be found at the following URL: 
 
https://auth.carshop.co.uk 
 

 

2.2. Manage Accounts 
Those with Account Manager permissions will have the ‘Manage Accounts’ link available on 
the navigation menu. 
 

 
 

https://auth.carshop.co.uk/


 

The account management screen has a sortable/filterable table of all users that have an 
account on CarShop Auth. There is also a list of available Roles underneath, these are the 
levels of permission a user can have. 

 

2.2.1. User Roles 
Roles are used to authorize a user throughout the systems they can access with their 
CarShop Auth account. In relation to the Stock Portal the Roles are: 
 

● Auth Admin - Full Auth Access. These users can manage and delete all accounts 
and roles within Auth. 

● Account Manager - These users can create user accounts and manage their roles 
within Auth, they cannot delete accounts or manage what Roles are available. These 
users also have access to Manage Accounts within the Portal. 

● Portal Admin - Full Internal Access. These internal users can see all reports and 
views on the Portal, have access to the Manage screens, can update Adjustments 
and SIV's, can Submit and Unsubmit vehicles and can chat with a partner. NOTE: 
Only Portal Admin users that also have the Account Manager role can access the 
Manage Accounts area within the Portal. 

● Portal Admin Read Only - Read Only Internal Access. These internal users can 
view all reports in the portal but not make any updates, submit/unsubmit, chat, 
manage etc. 

● Portal Partner - Full Partner Access. These users can view all Daily/Monthly/Yearly 
reports, all Agreement reports and the Extended Stocking report. These can also 
Approve/Disapprove/Extend vehicles and use the chat. 

● Portal Partner Read Only - Read Only Partner Access. These users can view the 
same screens as Portal Partner users only they cannot Approve/Disapprove/Extend 
or use the chat. 



 

● Portal User - Reports Only Access. These users only have read only access to 
Daily/Monthly/Yearly reports. 

2.3. Add New Account 
If you need to add a new account, go to the Manage Accounts screen and click the ‘Add new 
account’ button, and you will be presented with a modal dialog containing a registration form: 
 

 
 
This should be self explanatory, simply enter the user’s name, email and give them a 
Username (this is auto populated from the email address but can be changed to anything). 
You can also set an initial Role, which can be added to later. 
 
Once setup the user will receive an email asking them to confirm their email and set their 
password so you do not need to set a password for them here. 
 
 
 
 
 
 
 
 
 



 

2.4. Update Account 
To update a user’s account, click their username link on the Manage Accounts screen which 
will take you to that user’s account page. 
 

 

2.4.1 Update User Profile 
Changing any field in this section will bring up the Save button, once you have made your 
changes click Save and the user will be notified that their details have been updated. 
 

 

2.4.2 Reset/Change Password 
You can simply reset a user’s password here, they will then receive an email with a link to 
reset their own password or you can manually change their password in which case the user 
will just receive an email containing this new password. 
 

 



 

2.4.3. Add New Role 
The next section on the user’s page is User Roles, here you can assign/remove certain roles 
to/from a user. To add a new role click the ‘Add new role’ link on the right: 
 

 
 
You will then be presented with a list of available Roles, simply select the Role and click 
Add. 
 

 

3. Stock Portal Management 
Users with the Portal Admin role in CarShop Auth will have access to the ‘Manage’ link on 
the sidebar of the Stock Portal: 

 
 
This links to the new Manage Portal screen where a number of things can be maintained, 
these are explained below. 



 

 

3.1 Manage Adjustments 

 
 
Adjustments can now be added within the Portal. These allow high-level multi-dimensional 
adjustments to vehicles that meet certain criteria. 

3.1.1. Adjustments Table 
 

● Name - This is a name given to an adjustment, this is free text and should be kept 
short but should be indicative of what the adjustment is for e.g. ‘Age/Mileage’. 
Overrides from the vehicle dialog have a generated name of their VRM / Stock ID. 

● Note - This is free text and should be used to further explain what the adjustment 
does so at a glance a user can understand what the adjustment is for based on the 
Name and Note e.g. Name = “Age/Mileage”, Note = “0-5 months / 501-10000 miles”. 
For Overrides, we suggest adding a note as to why you are making that adjustment. 

● Perc - Short for Percentage - this is the amount, in percent, that you wish to adjust a 
vehicle’s price. 

● Curr - Short for Currency - this is the amount in currency that you wish to adjust a 
vehicle’s price. 

● Priority - If an adjustment has both a Percentage and a Currency value, you can set 
which takes priority, for example if an Adjustment has -2% and -£100 and Priority is 
set to Percentage the vehicle’s price will be deducted by -2% and NOT by -£100. 

● Active - An adjustment needs to be active in order to affect vehicle prices. 
● Updated - This is the date that adjustment was last updated. 
● User - This is the user that last updated the adjustment. 

 
An Adjustment row can be expanded to view the criteria by clicking the down arrow in the 
first column of the table: 



 

 

3.1.2. Add/Edit Adjustment 
 
To add a new adjustment click the ‘New Adjustment’ button at the top of the page. This will 
open a modal dialog containing a two-step form. The first step is to set the name, note, 
percentage/currency amount and whether or not the adjustment is active: 
 

 
 
Once filled out sufficiently you can then click the ‘Continue’ button and continue to the next 
step which is to add the adjustment criteria/dimensions. On the left you have dropdowns for 
the Adjustment Type e.g. Age/Mileage/Colour/Band/Make/Model etc, an Operand e.g. 
EQUALS/DOES NOT EQUAL etc and then either a dropdown to select a corresponding 
option(s), or a free text box to specify an amount. In the below example we are adding an 
adjustment for all vehicles with Adjustment Type = Mileage, Operand = LESS THAN OR 
EQUALS and value = 10000. Once you have selected the criteria on the left, click the arrow 
button in the middle to add it to the Adjustment. 
 



 

 
NOTE: To add vehicle Override Adjustments see section  4.1 Vehicle Adjustments 

3.2. Upload SIVs 

 
 
Upload 
 
The SIV Upload tool was added as a way of bulk overriding vehicle SIV’s using a 
spreadsheet template. This is a fairly self explanatory, you can download the template 
spreadsheet, add vehicle VRM’s and their new SIV’s to the spreadsheet and then 
drag-and-drop/upload the filled out spreadsheet to the first step of the upload feature: 
 

 
 
Confirm 



 

 
Once uploaded, the next step will display the VRM’s and the New SIV and ask you to 
confirm that they are correct. If a value is incorrect you can un-check the the Confirm 
checkbox on the right of the row. Once happy, you can add an upload Note and click the 
Upload button: 
 

 
Summary 
 
After submitting the uploads, the final step will display a summary of which vehicles were 
successfully updated, displaying their old SIV against the new SIV, and which failed with a 
reason for the failure. 
 

 

3.3. View Stock 
The View Stock screen has no actions associated and is simply a list of all vehicles within 
the Stock Portal. It is useful as a way to search for a vehicle and view it’s Adjustments using 
the down arrow to expand the row: 
 



 

 
 
 
 

3.4. Manage Partners 
This is where partner source codes are managed and you can set which source codes can 
use which features throughout the portal. 
 

 

3.4.1. Partner Table 
● Source - The Source Code for the partner e.g. 42HIT, 93AUC etc 
● Name - The name of the Partner e.g. Hitachi 
● Sub/Agree - Whether or not the source code appears on Submission and Agreement 

reports, for example you would want to see 42HIT in the submission and agreement 
reports but not 93AUC. 

● Overage - Whether or not the source code uses Overage 
● Internal - Is the source code internal to CarShop 
● Extended - Whether or not the source code can use the Extended Stocking report. 
● SGS Ins - Whether or not the source code can see SGS Inspection counts on the 

Dashboard 
● Damage Report - Whether or not the source code has access to the Damage Report 

tab on a vehicle dialog allowing them to view damage images and download the Job 
Card. 

● Active - You can set a source code as Active or not. 
● Last Updated - When the source code was last updated. 
● User - Who last updated the source code. 

 



 

 

3.4.2. Add/Edit Partner 
To add a new Source Code to the portal click the ‘New Partner’ button, this will open a 
modal dialog containing a form to fill out. Most of this is self explanatory, you add the source 
code, give the partner a name and check the relevant feature checkboxes. The values in the 
middle of the form though need some explanation: 
 

● Starting Point - The percentage of CAP Live to start vehicle pricing from (defaults to 
98% and cannot be zero). 

● Days to Own - How many days until the vehicle is classed as Overage (add zero if 
not applicable) 

● Net Curr - Net amount in £ added to SIV 
● Premium Perc - Premium percentage added to SIV 
● Overage SIV Method - The method of which the SIV is calculated for different 

partners. 
○ NO PREMIUM - For most cases. CAP live * starting point % + or - 

adjustments + or - Net £ 
○ Day 1 SIV - Day 1 SIV - (Premium + Net) 

 



 

 
 
NOTE: Once a new Partner Source Code has been added, you will then need to assign this 
Source Code to any user accounts, including your own, so that it appears in any Reports. 
This is explained in section  3.6.2. Assign Source Codes 
 
 
 

3.5. Manage Return Locations 
Return Locations are used on the Overage Agreement report and are used for vehicles that 
have been set to be Returned to the Partner. The Partner can specify a location that the 
vehicle should be returned to (usually an auction house). 
 

 

3.5.1. Add/Edit Return Location 
 
To add a new Return Location to the dropdown in the Overage Agreement report, go to the 
Manage Return Locations page and click the ‘New Return Location’ button at the top of the 
screen. 
 
A modal dialog will appear containing a form to fill out. Select a company name from the 
dropdown, should the company name you require not exist in the dropdown, click the New 



 

link beside it which will change the dropdown to a free text box, you can now enter the new 
company name. Then fill out the rest of the form and click ‘Save & Close’. 
 

 
 

3.6. Manage Accounts 
Even though users are given access to the portal via CarShop Auth, they still need setting 
up within the Portal. This is because CarShop Auth has no concept of Source Codes due to 
just being an account management system, so we need to be able to assign Source Codes 
to a user from CarShop Auth. 
 

 

3.6.1. Add/Edit User Account 
To a add a new User Account click the ‘Add Account’ button at the top of the screen. A 
modal dialog will appear containing a list of accounts from CarShop Auth, this will get quite 
long as more users are added to CarShop Auth, so there is a filter above the list where you 
can start typing a user’s username or email and it will filter the list down making it easier to 
find the person you are looking for: 
 



 

 
 
Once found, select the user and it will auto-populate their Username and Email. Then select 
Active and whether or not they are an Internal user. Finally click ‘Save & Close’. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3.6.2. Assign Source Codes 
 
Now you have added the user account, they will not see any data until you have specified 
which Source Codes they have access to i.e. a user from Hitachi should only see Hitachi 
source codes. 
 
Find your new added user in the user table (should be at the top, if not use the filters at the 
top of the table to find them). Once found, click the down arrow on the far left of the grid to 
expand the user row. It will say that the user is not linked with any source codes yet. To link 



 

source codes, simply select them from the ‘Select a Partner’ drop down on the left and click 
‘Add Partner’, the selected source code should now appear on the right: 
 

 
 

 
 
Repeat this process until all source codes are assigned for that user. 
 
NOTE: Remember that any new Partner Source Code added via Manage Partners in section 
3.4.2. Add/Edit Partner  will need assigning to all relevant users using the method above. 
 
 
 

4. Price Submission 
The Price Submission report lists all vehicles waiting to have their SIV submitted for Partner 
approval. 

4.1 Vehicle Adjustments 
On the Price Submission report click a vehicle’s VRM link or Adj £ / Adj % links to open the 
Vehicle Adjustments modal dialog. 



 

 
The Vehicle Adjustments dialog contains the vehicle image (click to view all images), the 
vehicle’s details, a breakdown of how the SIV is calculated and then a minimum of two tabs 
to show Adjustments and Options. A third tab is available for selected Source Codes to show 
the Damage Report images and Job Card PDF. 

4.1.1. Vehicle Override Adjustment 
 
To add an adjustment to a vehicle’s SIV, expand the Override section by clicking ‘Add 
Override’: 

 
 
Once expanded, add a Note for the override to explain the reason for future reference. Then 
you can either increase/decrease the vehicle’s SIV by a certain amount in £ by setting a 
value in the Curr input, or you can enter an overall price in the New Base input which will 
calculate how much to increase or decrease the value by. NOTE: This adjusts the base price 
of the vehicle NOT the overall SIV. 
 

 
 
 
Click Save and the new adjustment will appear in the list above. 
 

 



 

 
To Edit the adjustment amount or to remove it completely, click the Edit link to the right of 
the adjustment in the table which will now allow you to edit the Curr or add a New Base, or 
Remove the adjustment: 
 

 

4.1.2. Vehicle Option Adjustment 
To add adjustments based on a vehicle’s Options, go to the Options tab and make any 
monetary adjustments via the inputs under the Adj (£) column, these are auto-saving: 
 

 
 
Once finished making adjustments to a vehicle, close the dialog and the report will reload 
data to reflect the changes made. 

4.2. Submit Vehicle for Approval 
This works in the same way as the original Partner Reports application. You can either 
submit vehicles individually by clicking the Submit button pinned to the far right of the grid, or 
select multiple rows and then click the Submit button at the top right of the screen above the 
grid. 
 



 

 

4.3. Unsubmit Vehicle from Price Agreement 
If a Partner does not approve a vehicle’s price, then you need to unsubmit it from the Price 
Agreement report to move the vehicle back to Price Submission where you can repeat the 
above steps to adjust the vehicle’s SIV and submit for approval until the partner approves 
the price. 
 
To unsubmit, either click an individual ‘Unsubmit’ button pinned to the far right of the grid, or 
select multiple vehicles and click the Unsubmit button at the top right of the screen above the 
grid: 

 
 
 
 
 

4.4. Return/Purchase Overage Vehicle 
On the Overage Submission report there are two options for vehicles, Return or Purchase. 
These can be done singularly or in bulk like on other reports. 
 



 

 

4.5. Extended Stocking 
When a vehicle is submitted on Overage Submission to be Returned, certain Partners (see 
section  3.4. Manage Partners )  can ask for CarShop to keep the vehicle in stock until sold, 
this is known as Extended Stocking and these vehicles will appear in the new Extended 
Stocking report: 
 

 
 
 
 
On this report an Admin user can adjust the vehicle SIV as normal via the Vehicle 
Adjustments modal dialog and when Submit the new SIV for approval to the Partner. Once 
submitted the row will turn yellow and the Submit button will be replaced by an Unsubmit 
button: 
 



 

 
The Partner can then see this and will be able to Approve or Disapprove the SIV. If they 
disapprove, the row will turn Red: 
 

 
In this case you will need to chat with the Partner to reach an agreed SIV, then once 
adjusted re-submit the vehicle for approval until the Partner approves. Once approved the 
row will turn green: 
 

 
 

If at any point you need to adjust the SIV, you can unsubmit the vehicle, adjust the SIV and 
repeat the process above. 


