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Get Started 

Objectives 

 Log on to AppOne. 

 Learn about the Dealership Dashboard. 

Log on to AppOne® 

Note 

The AppOne login page has more information on passwords and logging on.  For problems 

logging on, contact 877-404-6788 (Specialty Dealer Portal Supportline). 

1. Navigate to https://gateway.appone.net/Dealer/vfi/login.aspx.   

 AppOne recommends that you use Internet Explorer®.  You may use Firefox® or 

Chrome™ but these browsers are not fully supported by AppOne and you may 

experience occasional problems. 

 You might want to add the login page to your Favorites folder (in Internet Explorer) or 

bookmark it (in Firefox).  In Internet Explorer, right-click on the page and select Add to 

favorites from the menu. 

 

The gray bar at the bottom of the page includes useful links. 

 Click the Make Home Page link to make the AppOne Login page the home page for your 

browser. 

 Click the System Requirements link to see the hardware and software required for 

using AppOne. 

https://gateway.appone.net/Dealer/vfi/login.aspx
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2. Enter your Organization code, Username and Password. Click the Sign In button.  

3. The first time you log in, you will be asked to change your password. 

 

 Enter your username and temporary password. 

 Enter a new password (8 characters, 1 upper case letter, and 1 number). 

 Enter a unique email address. 

 Select a security question and provide an answer. 

 On the next page, accept the terms of use. 

 

Notes 

Passwords must be at least 8 characters with at least 1 capital letter, at least 1 lower case 

letter and at least 1 number. 

Forgot your password?  Click the Forgot your password? link and follow the instructions on 

the web page for resetting your password. You can also call 1-877-277-6631 Opt #1for 

additional assistance. 

 



  

VFI Quick-Start Training Guide 3 

Home: Dealership Dashboard 

 

Menu Bar 

 Home: Provides lists of active deals, contracts in transit, declined/dead deals, and funded 

deals.  

 Credit Reports: Allows you to pull credit reports for active and new customers, and sign up for 

a CREDCO account. 

 Lenders: Provides important information about available lenders and access to AppOne 

preferred product providers.  

 Admin Console: Allows users with administrative rights to set up default information for 

lenders, form batches, system defaults, and alerts.  The Admin Console provides a way to make 

a credit application available online for a customer.   

 Support: Access to frequently asked questions, training videos, and contact information. 

Buttons 

 

New Deal: Click to begin a new application. This button does not appear on all pages. 

  

Refresh: Click to refresh data. This button does not appear on all pages. 

  

Training Videos: Click to view links to online training videos. 
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Set Up Dealers, Systems Defaults, Lenders, and Forms 

Objectives 

 Set up system defaults. 

 Set up lenders. 

 Set up form batches. 

 Make a blank credit application available online. 

Tip  

Remember to complete your setup before entering deal information. 

Administration Checklist 

Before beginning deals in AppOne®, enter default information in the Admin Console section.  For 

each dealership managed by your organization: 

 Set up dealers. 

 Set up system defaults, which include taxes and reoccurring fees such as license fees. 

 Set up lender information. 

 Set up form batches. 

 Make a blank credit application available online (optional). 

 Set up users (see Add a User and Delete a User) 

Note 

Only users with administrative rights can add/change information in the Admin Console. 

Set Up Dealers 

1. Select Admin Console on the Menu bar. 
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2. Click the Manage Dealers link.  

 

3. To add a dealer, click the Add Dealer button. 

 Complete the dealer information. 

 

 Select the check box at the bottom of the page to indicate that you have the 

dealership’s consent. 

 Click the Add button.   

4. To edit a dealer, click the corresponding link in the AppOne ID column or the link in the 

Dealership column. 

 Modify the dealer information. 

 Click the Update button.   

5. To delete a dealer, select the check box in the Delete column.  Then click the Delete 

button. 
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Set Up System Defaults 

The System Defaults page allows you to set up default fees and taxes. The tax, title, and license 

information will automatically be calculated for your applications.  System Defaults also allows 

you to set up defaults for back-end products. 

1. Select Admin Console on the Menu bar. 

 

2. Click the System Defaults link. 

3. Select a dealership from the Dealer list. 

4. Complete tax and fee information. 

 

5. Complete back-end product information. 

 

6. Click the Update button when complete. 

7. Repeat steps 3 through 6 until all dealerships are set up. 
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Notes 

Only users with administrative rights can change system default information. 

The fees are specific to the dealership’s state and type of collateral.  Make sure you set up 

system defaults that are appropriate for the specific state. 

Set Up Lenders 

1. Select Admin Console on the Menu bar. 

2. Click the My Lenders link.  

3. Use the Dealers and Collateral Type lists at the top of the page to filter lenders by 

dealership and collateral type. 

4. Review the AppOne Lenders section.  This section lists all integrated lender programs that 

are available for the selected dealership’s region and collateral type. 

 

 Select the check box in the Enable column to enable a lender for the specified 

dealership. 

 Enter the dealership’s lender ID number in the LenderDealerID column.  If the 

LenderDealerID is missing, deals submitted electronically will not reach the lender.   

 Click Links in the Links column to access links to helpful lender information. 

5. Review non-integrated lenders in the Other Lenders section. If you have subscribed to the 

AppOne for Dealers, you can add and edit lenders in this section.  

Notes 

The option to add a non-integrated lender is available only to dealerships that subscribe to 

AppOne for Dealers.  If you do not have the ability to add a fax lender, contact 

Supportline.  See AppOne Contacts at the end of this document for contact information. 

You will need to Set Up Form Batches for lenders that you add in the Other Lenders 

section.  
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6. To edit lenders in the Other Lenders section, click on the link in the Lender Name column.   

7. To add a lender, click the Add Other Lender button.   

 Select a lender or the Add New Lender Manually option in the Lender list. 

 Complete the information. 

o Information will automatically display for some lenders. 

o The State Lien Holder Code is the code for submitting title applications 

electronically. 

o If the Insurance (Loss Payee) Information is the same as the Lien Holder 

Information, select the Same as above check box. 

o A fax lender has applications submitted by fax instead of electronically. 
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 Click the Save button. Wait until the lender displays in the list before proceeding. 

 

Note 

Click Links in the Links column to access links to helpful lender information. 

8. When you are done setting up AppOne Lenders and Other Lenders, click the Save button. 

9. Repeat steps 3 through 8 for the remaining dealerships and collateral types.   

Set Up Form Batches 

If applicable, set up a forms list. The following section applies only to service companies that have 

paid subscriptions to set up form batches.   

1. Select Admin Console on the menu bar. 
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2. Select My Form Batches. 

 

3. Click the Add New Batch button. 

4. Complete the Form Batch information. 

5. Select the State, Form Type, and Filter. 

6. Add forms by selecting a form and clicking the Add button. 

 Add consecutive multiple forms by selecting the first form, pressing the SHIFT key, and 

selecting the last form. Click the Add button. 

 Add separate multiple forms by selecting the first form, pressing the CTRL key, and 

selecting each form. Click the Add button. 

 Generic documents begin with "Bankers Systems." 

7. Repeat step 6 until all forms are added. 

8. Click the Save button. 
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A standard deal jacket/funding package should consist of the following information: 

― Buyer’s Order (make sure you add the state specific Buyer’s Order in needed) 

― Retail Installment Contract (most lenders accept either the Late Fee version or the Late 

Fee with arbitration version, contact your lender directly to verify which plain paper/E-

form contract that they accept) 

― Credit Application 

― Agreement to Provide Insurance 

― Notice to Co-signer 

― Documentation to transfer title 

 Title application (MV1) 

 Odometer Statement 

 Lien information 

― Buyer’s Guide 

― Bookout Sheet (in the AppOne documents) 

― Reference Sheet (in the AppOne documents) 
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Make a Blank Credit Application Available Online 

1. Select Admin Console on the menu bar. 

2. Select the Online Credit App link. 

 

3. Select the Dealer from the drop-down. 

4. Enter the Online Credit App information: 

 Select the Enable the Online Credit App feature check box. 

 Enter a unique name for the website folder. 

 Enter one or more email addresses for notification.  Addresses must be separated by a 

semicolon. 

 Select a Website Theme. 

 Enter text for the Credit App Submission Disclaimer.  A generic disclaimer has been 

included.  Please check with an attorney for the appropriate disclaimer language for 

your state. 

5. Press the Save button.   
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6. Copy the hyperlink and have it embedded on the dealership website.  Customers will be 

able to click on this link and fill out the credit application.  You may need to forward the 

link to the dealership’s web designers so that they can embed it in the appropriate tab and 

button on the website. 

 

7. Repeat steps 3 through 6 for the next dealership until all dealerships are complete. 

Note  

You must be an administrative user to use this feature.  If a non-administrative user clicks 

the Online Credit App link, an error message is displayed. 
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Start an Application  

Objectives 

 Review the deal workflow. 

 Complete applicant information. 

 Pull a new credit report. 

 Enter collateral information 

 Enter trade-in/deal structure information. 

 Select lenders and submit the deal. 

 Select lender for callback. 

 Complete and print the Risk-Based Pricing Notice. 

 Complete the deal structure. 

 Verify lender information and print the forms. 

 Create a deal for document preparation only. 

Tip  

You can track your deals by selecting Deals on the AppOne® homepage. 
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Deal Workflow 

 
  

Complete Applicant 
Information 

Pull a New Credit Report 

Enter Vehicle/Trade-in/Deal 
Structure Information 

Select Lenders and Submit 
the Deal 

Receive a Deal Status and 
Select Lender for Callback 

Complete and Print the 
Risk-Based Pricing Notice 

Complete the Deal 
Structure 

Print the Forms 
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Complete Applicant Information 

1. On the right hand side of the screen, click the New Deal button. 

 

2. Select a dealership.   

 

 Select the dealership using the Search Dealer box or by making a selection from the 

Location drop-down.  You can change the dealership later if necessary. 

 When you pick a dealership, the Lender Programs Available area shows the lender 

programs associated with that dealership. 

 When you are done, click the Select Dealer button. 

3. Enter applicant information on the Customer tab. 

 The fields with blue, bolded titles are required. The fields with grey titles are not 

required but helpful with applications for sub-prime loans. 

 To enter information for joint borrowers, cosigners, or guarantors, select the 

appropriate option in the Application Type list. 



  

VFI Quick-Start Training Guide 17 

4. When complete, click the Proceed to Next Step button. 

 

Pull a New Credit Report 

Note  

Available to service companies signed up with Credco only.  Refer to Sign-up for CREDCO 

for more information. 

1. Select the credit bureau from the list.   

 

2. Select the Pull New Report check box. The first bureau pulled becomes the selected credit 

bureau for the credit application.   
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3. Click the Pull Credit Report button. 

 

4. To print the credit report, click the Print Credit Report bulletin.  The credit report opens 

in a separate window to enable printing. 

5. To continue processing the deal, click the Proceed to Next Step button. 

Enter Collateral Information 

In the Collateral Type field, select the type of collateral (such Automobile, Recreational Vehicle, 

or Marine). Enter the remaining information depending on the type of collateral. 

For Marine Collateral 

1. In the Boat Information section, make sure the Boat check box is selected.   
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2. Fill in or verify information in the boat fields.  Note that Type, Year, Make, and Model 

fields are required. 

 

3. Make sure the First Motor, Second Motor, and Trailer check boxes are selected if needed.  

Verify that the information in the text boxes is correct.  Complete or modify as needed. 

For Recreational Vehicles, Motorcycles, All-Terrain Vehicles, and Other 
Collateral 

Fill in or verify all information.  Note that bold fields are required.   

 

For All Collateral 

When all information is correct and complete, click the Proceed to Next Step button. 
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Enter Trade-in/Deal Structure Information   

1. Review information on the Deal Structure tab and complete or correct as necessary. Make 

sure Public Officials & Fees are correct. The fees displayed in the portal vary by the 

dealership’s state and the type of collateral. 

 

2. Make sure the Back-End Products are itemized as applicable.  You will have another 

opportunity to complete back-end products when you complete the deal structure. 

3. If applicable, complete the Trade-In information section. 

 

4. When all information on the page is complete and correct, click the Proceed to Next Step 

button. 
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Select Lenders and Submit the Deal 

The Lenders tab shows all the AppOne and Fax lenders that are available for the selected 

dealership. 

1. Select all applicable AppOne lenders. Lenders with gray boxes are not available for 

selection. 

 

2. Select all applicable lenders from the list of fax lenders. 

 

3. Click the Submit to Selected Lenders button. 
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Note 

Click the Manual Print button to create a placeholder callback record and proceed to 

printing documents.  Use this option only if you have already submitted this application to 

the lender through some other means.  See Create a deal for document preparation only 

for more information. The manual print feature may not be available with all lenders.  

Receive a Deal Status and Select Lender for Callback 

 

1. For AppOne lenders, complete the following: 

 Click the Refresh Status button to check if the decision was returned. 

 If you leave this page and want to return, select Home on the Menu bar. Select the ID # 

for the deal. 
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2. For user-added lenders, complete the following: 

 Select an option in the Decision list.   

 Complete the remaining information. 

3. After the decisions are complete, click the Save button. 

Contract Information  

 Buy Rate: The minimum rate for the contract. The contract rate cannot be below this rate. 

 Max Rate: The maximum rate for the contract. The contract rate cannot exceed this rate. 

 Max Term: The maximum term for the contract. The contract term cannot exceed this term. 

 Max Advance: The approved advance amount returned by the lender. For most lenders, this is 

the approved line 3 amount for the contract. The Line 3 amount includes all front end contract 

itemizations such as sales tax and title/license/registration/documentary fees, but excludes 

back-end products like Vehicle Service Contract and GAP. 

 Max Loan Amount: The approved maximum loan amount including the total of any front 

end/contract itemizations such as taxes and fees, and backend products such as GAP insurance. 

 Max Payment: The approved payment amount returned by the lender. If this amount is greater 

than $0, the contract monthly payment amount cannot exceed this amount. 

 Max VSC: The maximum amount allowable for a Vehicle Service Contract product as returned 

by the lender. If this amount is greater than $0, the retail selling price of the VSC product to 

the customer cannot exceed this amount. 

 Max GAP: The maximum amount allowable for a GAP product as returned by the lender. If this 

amount is greater than $0, the retail selling price of the GAP product to the customer cannot 

exceed this amount. 

 Max Back-End: The maximum amount allowable for back-end/insurance products as returned 

by the lender. If this amount is greater than $0, the combined total retail selling price of all 

back-end/insurance products to the customer cannot exceed this amount. 

 Min Cash Down: The minimum cash down amount returned by the lender. If this amount is 

greater than $0, the customer must be required to put down a minimum cash down payment 

equal to this amount and this must be reflected on the contract. 

 Acq fee: The acquisition fee amount as returned by the lender. This is the fee charged to your 

dealership for purchasing this contract and will be netted out of your contract proceeds. By 

law, you are not permitted to charge this fee or pass on this fee to your customer. 

 Trade Equity: The minimum amount of trade-in equity as returned by the lender. If this 

amount is greater than $0, the contract must reflect a minimum amount of trade-in equity 

equal to this amount. 

 Special Stips: Any special stipulations (e.g. POI, POR etc.) as returned by the lender will either 

be displayed here or in the Notes section. 

 Notes: Includes special stipulations returned by the lender. 
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Buttons  

 Click the Mark in Transit button to make the deal in transit. 

 

 Click the Mark Dead button to mark the approval dead. 

 

 Click the Mark Deal Funded button to mark the deal funded. 

 

 Click the Submit to Lenders button to return to the Submit to Lenders screen. 

 Click the Save button to save callback information from fax lenders.  
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Complete and Print the Risk-Based Pricing Notice  

1. On the Forms tab, click the Print Risk Based Pricing Notice button. 

 

2. Click the Print Risk based Pricing with Score or Print Risk based Pricing with No Score 

button to print the document. 

Note  

You can print the score only when the organization is signed up with Credco.   

 



 

©2014 Wolters Kluwer Financial Services 26 

Complete the Deal Structure 

1. Click the Select/Print button for the lender. 

 

2. Review the Front-End Itemization, Public Officials & Fees, and Rate & Term information. 

Note that the fees vary depending on the dealership’s state and the type of collateral. 
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3. Select the corresponding check box to add a back-end product such as warranty or gap 

insurance. 

 
Back-End Products—No Selection Made 

 
Back-End Products—Vehicle Service Contract Selected 

4. Complete Back-End Product information if applicable. 

5. Click the Save button when complete. 

6. Correct missing information or select the check box to override validation. 
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Verify Lender Information/Print Forms 

1. Review the lender information. 

 

2. On the Forms tab, verify the insurance information. 

 

3. For non-integrated lenders only: Select a batch in the Form Batch list. 

 

4. Click the Print Selected Forms button to open a PDF with all the forms.  
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5. Print the forms as applicable. 

 

6. Close the PDF file after completion. 

Create a deal for document preparation only 

To print deal paperwork without submitting the deal to a lender: 

1. Select Home on the menu bar. 
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2. On the right hand side of the screen, click the New Deal button. 

 

3. Complete the information on the Customer tab.   

 

4. Click the Save button when complete. 
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5. Select the Collateral tab and complete the information. 

 

6. Click the Save or Proceed to Next Step button when complete. 

7. Select the Structure tab.  Verify the information and complete as necessary. 

 



 

©2014 Wolters Kluwer Financial Services 32 

8. If applicable, complete the Trade-In information section. 

 

9. Click the Save or Proceed to Next Step button when information is verified and complete. 

10. In the Lenders tab, locate the lender and select the corresponding Manual Print button. 

 

11. Click the YES, I want to create a manual print button. 

12. Click the drop-down arrow next to the decision status and select Approved.  Then click the 

Save button. 

13. Fill in the lender callback information. When all information is complete, click the Save 

button. 

14.  Click the Select/Print button. 
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15. Click the Yes button to verify or change the structure.  Otherwise, click the No button. 

 

16. In the Dealer Forms section, select a forms batch. 

 

17. Click the Print Selected Forms button. 

Note 

The manual print option may not be available for all lenders. 
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Additional Tasks 

Objectives 

 Access deals on the Home page. 

 Access active customers to print the Adverse Action. 

 Sign up for CREDCO. 

 Complete an application quick search. 

 Change a dealership on a deal 

 Add a user. 

 Delete a user. 

 Add Email alerts. 

Tip  

You can quickly find an application by entering the ID or Last Name in the FIND APP box on 

the upper right of a page and clicking the Go button. 

Access Deals on the Home Page 

1. Click Home on the Menu bar. 

2. Select a tab (category). 

3. To filter by dealership, select a dealership from the Filter list.  

 

4. Click the underlined ID# link to open the deal. 

Tabs 

You can access deals filtered by the following tabs:  

 Problem Deals 

 Active Deals 

 Contracts in Transit 

 Funded Pending Registration 

 Decline/Dead 

 Funded 
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Access Active Customers to Print the Adverse Action 

1. Click Credit Reports in the Menu bar. 

2. Select the customer(s). 

3. Click the Print Adverse Action button. 

 

Sign-up for CREDCO 

You can access credit reports from Equifax®, Experian® and TransUnion® directly from AppOne. 

Before accessing credit reports, sign up for First Advantage CREDCO. 

1. Select Credit Reports on the Menu bar. 

2. Select the Signup tab. 

3. Click the Click Here to Signup For a CREDCO Account button. 

4. Complete the forms. 
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Complete an Application Quick Search 

1. On the Home, Admin Console, or Support menu bar sections, enter the application ID or 

Last Name in the FIND APP box. Click the Go button. 

 

2. Click the underlined ID# link to open the application. 

 

Change the Dealership on a Deal 

From the Customer, Credit Bureau, Collateral, or Structure tab: 

1. Click the Change Dealership button. 
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2. Select another dealership using the Search Dealer box or by making a selection from the 

Location list.   

 

3. Click the Save button. 

Add a User 

1. Select Admin Console on the Menu bar. 

2. Select Manage Users. 

3. Click the Add User button. 
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4. Complete the information. 

 

5. Click the Add button.   

Note 

Only users with administrative rights can add a user. 

Delete a User 

1. Select Admin Console on the Menu bar. 

2. Select Manage Users. 
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3. Select the option button corresponding to the user you want to delete. 

 

4. Click the Delete button. 

Add Email Alerts 

Use the My Alerts page to set up emailed or texted alerts.  AppOne will send an alert when one of 

these events occurs: 

 The status of an application changes. 

 The status of a lender callback changes. 

 A new loan application is submitted. 

To set up alerts: 

1. From the Admin Console tab, select My Alerts. 

2. Enter one or more email addresses under Recipient Addresses to receive emailed alerts 

when an application status changes and/or a lender callback status changes.  Addresses 

must be separated by a semicolon. 

 

Note 

Only users with administrative rights can set up email alerts. 
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Frequently Asked Questions 

Questions 

 What is the difference between a RouteOne™ lender and a fax lender? 

 Is AppOne a lender? 

 How do I re-submit a declined deal? 

 How do I check the status of a deal I have already submitted? 

 How do I locate a deal that I do not see on my screen? 

Tip  

Select Support on the Menu bar to access more frequently-asked questions. 

What is the difference between a RouteOne lender and a fax 
lender? 

A RouteOne™ lender is a lender that receives applications electronically through the RouteOne 

interface. A fax lender is a lender that receives credit applications by fax. 

Is AppOne a lender? 

No. AppOne is not a lender and does not make credit decisions. AppOne is an online platform that 

connects independent car, marine, recreational vehicle, motorcycle, and other dealerships with 

lending sources. 

How do I re-submit a declined deal? 

1. Select the Declined/Dead tab on the Home page. 

2. Select the underlined ID number for the deal to open it. 

3. Make any needed changes on the Customer, Collateral, and Structure tabs. 

4. On the Lender tab, click the Submit to Lenders button. 

5. Select all applicable lenders. 

6. Click the Submit to Selected Lenders button. 

7. If necessary, clone the deal by clicking the clone icon on the home page. 
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How do I check the status of a deal I have already submitted? 

1. Select Home on the menu bar. 

2. Select the underlined ID number for the deal to open it. 

3. Check the Decision status. 

 

Click the Decision link (such as APPROVED) to find more information about the decision or to 
display a printable copy.  

javascript:HMToggle('toggle','TOGGLE0186A2')
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If the Decision status is DECLINED, the Notes field provides a reason. 

 

How do I locate a deal that I do not see on my screen? 

1. On the Home, Admin Console, or Support page, enter the application ID or Last Name in 

the FIND APP box. Click the Go button. 

 

2. Click the underlined ID# link to open the application. 
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AppOne Contacts 

Print this page and add your own SAP Customer #.  These numbers will help AppOne support if you 

need to call in. Keep the page at your desk so that it is available when you need to contact 

AppOne. 

Main Numbers   

877-404-6788 (Specialty Dealer Portal Supportline)  

Specialty Dealer Portal Support  

Specialty Dealer Portal Support Hotline: (inquiries related to the www.AppOne.net web site, 

technical support, password reset, etc.)  

877-404-6788  

support@appone.net 

Billing 

800-552-9410 x1123113 

CustomerSupportAppOne@wolterskluwer.com 

 

  

My SAP Customer # 

http://www.appone.net/
mailto:support@appone.net
mailto:CustomerSupportAppOne@wolterskluwer.com
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About Wolters Kluwer Financial Services - Whether complying with regulatory requirements or 
managing financial transactions, addressing a single key risk, or working toward a holistic 
enterprise risk management strategy, Wolters Kluwer Financial Services works with more than 
15,000 customers worldwide to help them successfully navigate regulatory complexity, optimize 
risk and financial performance, and manage data to support critical decisions. Wolters Kluwer 
Financial Services provides risk management, compliance, finance and audit solutions that help 
financial organizations improve efficiency and effectiveness across their enterprise. With more 
than 30 offices in 20 countries, the company’s prominent brands include: AppOne®, ARC Logics®, 
AuthenticWeb™, Bankers Systems, Capital Changes, CASH Suite™, FRSGlobal, FinArch, 
GainsKeeper®, NILS®, TeamMate®, Uniform Forms™, VMP® Mortgage Solutions and Wiz®. 
Wolters Kluwer Financial Services is part of Wolters Kluwer, a leading global information services 
and solutions provider with annual revenues of (2014) €3.6 billion ($4.7 billion) and 
approximately 19,000 employees worldwide. Please visit our website for more information. 
 
Wolters Kluwer Financial Services   
6815 Saukview Drive 
St. Cloud, MN 56303 
Toll-free: 800.274.2711 

To learn more visit WoltersKluwerFS.com. 
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