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Introduction 
Welcome to Liberty Shield Dealer Portal! The Dealer Portal is a look inside our Policy Administration system and gives 
more visibility into business done with Vehicle Service Contracts and GAP Coverage. The Dealer Portal is meant to help 

the Dealer manage their business in an easy and more effective way. 

You can find the Dealer Portal at https://libertyshieldusa.com. We hope you enjoy this tool!

See the following pages for Information on using the Dealer Portal. 

Add Contract (Pages 3 – 11): Electronically rate contracts, view both retail and remit rates, electronically 

submit contracts  

Quick Rater (Pages 12 – 16): Electronically rate contracts (view the Dealer Cost of all coverages and terms for 

a vehicle)  

Save a Quote (Pages 17 – 18): Save a quote to bring up later and finish a deal. 

Search Contract (Pages 19 – 20): Search for and view contracts and their statuses 

Search Dealer (Page 21): View your Dealer information 

Sales Summary Report (Pages 22 – 23): View Month-to-Date and Year-to-Date Sales Data 

Claim Management Listing Report (Pages 24 – 25): View Claims status and information 

Claim Details Report (Pages 26 – 27): View Claims payout and summary 

https://cars.pcrsauto.com/
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Add Contract 
The Add Contract function of the Dealer Portal allows you to electronically rate and submit a contract. All eligible 

products for the vehicle will display with prices for each term. 

Steps to Use: 
1. Open Add Contract: The Add Contract tool can be found in the menu bar on the left of the screen

under “Contract”; clicking on the Add Contract link will open a new tab in your browser.  If no new tab

opens, watch for a flash in the top right corner of your screen when you click Add Contract. An icon

should appear which you will click and select “Always allow pop ups from this site.”  Let us know if this

doesn’t resolve the issue.

2. Enter the Vehicle Information: The left side of the screen requires vehicle information to be entered;

required fields have a red asterisk next to them. The Year, Make, and Model are all required, but can be

decoded when the VIN is entered, and the fields will automatically populate the information. Sale Date is the

date you enter the contract, this is not the Vehicle Sale Date, you will have the opportunity to add a vehicle

purchase date later.  Please note, the Sale Date cannot be backdated.
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Add Contract cont. 

3. Enter Financial Information: The right side of the screen requires “Vehicle Purchase Price” to be entered and
has a red asterisk. We also request you complete the Lender Search if the vehicle is financed. 

4. Lender Search: Click the magnifying glass and you can type in the name of your lender to see if it already
exists in our system.
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Add Contract cont. 

5. Add Lender: If your Lender is not yet in our database, click the Add Lender icon and then enter the
required information. 

6. Continue to Product Selection: After you have entered all the Vehicle and Financial information,
use the blue arrow in the top right corner to advance to the next page.



6 

Add Contract cont. 

7. Select Products: The next page will return the entire list of products for which the vehicle is

qualified.  Each box is a different coverage and once you select a program's checkbox you will be

able to pick the term you want from the drop down.  If there are no product results this may mean

the vehicle is ineligible.  You can reference the ineligibility list on your Dealer Rate Card or contact

our Dealer Services department with any questions.

8. View Product Pricing: The price of the program will be displayed on the right. You can switch
between the Dealer Cost and the Retail price by clicking the indicated icon and choosing "Show
Dealer Cost" or "Show Retail"
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Add Contract cont. 

9. If you choose “Show Retail”, the box underneath the Cost header of the Selected Products section will be white,
and you will be able to edit the amount your customer is being charged for the contract.

10. Continuing to Customer Information: You can use the Printer icon to print a quote or the right arrow to proceed.
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Add Contract cont. 

11. Customer Information: Enter all the required customer information. At this point you will
have one last opportunity to edit the Retail Price if you did not choose to earlier.

12. You can use the Printer icon to preview a sample version of the contract or the right arrow to SUBMIT the
contract. Once submitted, you cannot change the contract. If you've made a mistake and need a correction, call
our sales department at 888-335-6838 or email sales@carspp.com .

13. Once you submit the contract, a message box will pop up informing your customer of their option to sign the
contract using the eSignature function. If they choose to use this function, check the agreement box and then
click the “Accept” button.
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Add Contract cont. 
14. After clicking the “Accept” button, you will be redirected to a screen with a signature field displayed at the top and

the contract shown below. The customer can now use the mouse to sign within the box. 

15. Once the customer has signed, the “Done” button will turn blue and can be clicked.

16. After you have clicked the “Done” button, a second button saying “View and Close” will appear. After clicking this
button, an additional tab will be opened, showing a completed contract, with a signature, for you to print out for
yourself and the customer.
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Add Contract cont. 

17. To print out the PDF, click the Print button in the top right corner of the screen when it appears.

18. If your customer chose to decline the eSignature, you will be taken directly to a new tab with a PDF of the
unsigned contract for you to print out copies for the: 

**Customer Copy 

**Dealer Copy 

**Remittance Copy

Use the Print button in the top right corner of the screen to print out the PDF. Once printed, have your customer 

sign these copies. 
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Add Contract cont. 

19. Once you have printed out the copies you need, exit out of the pdf tab. If you have another contract
to enter, use the New Contract icon. Otherwise, click Close to end the process.
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Quick Rater 
The Quick Rater function of the Dealer Portal allows you to electronically rate a contract using only the vehicle VIN 

number, Odometer, and Sale Price. All eligible products for the vehicle will display with prices for each term. 

Steps to Use: 
1. Open the Quick Rater: The Quick Rater tool can be found in the menu bar on the left of the screen under

“Contract”; clicking on the Quick Rater link will open up a new tab in your browser.

2. Enter the Vehicle Information: The first screen displayed requires vehicle information to be entered;

required fields have a red asterisk next to them. The Year, Make, and Model are all required, but can be

decoded when the VIN is entered and the fields will automatically populate the information.
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Quick Rater cont. 

1. Enter Financial Information: Once you have entered the Vehicle Information, click on the “Financial” button

to navigate to the Financial Information screen. The only field required in this screen is the Vehicle Purchase

Price

2. View Rates: When both Vehicle Information and Financial Information have been entered, click on the “Show

Rates” button to display pricing for the eligible coverages.
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Quick Rater cont. 

5. Depending on the size of your screen, the cart may be in the way of the drop-down arrows, press the

collapse button at the top right of the cart in order to minimize the window.

6. Expand Rates: Rates can be expanded to be viewed by using the drop-down arrows on the right. Rating

for an individual product can be expanded, or all can be expanded using the upper most arrow. The print

button located next to the drop-down arrow can be used to print out a summary of coverage for a

quote.

7. When hovering over a coverage option, a “+” button will appear in the row. Click on the button in order to
bring up a preview pop up of the coverage.
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Quick Rater cont. 

1. In this pop up you will see the type of coverage you have selected, the term, and the cost of the coverage.
If everything is correct, and the customer would like this coverage, click the “Add to Selected” button to
add that coverage to your cart.

2. Once you’ve added the coverage to your cart, click the cart button in the bottom right of the screen to bring up
your currently selected coverage.



16 

Quick Rater cont. 

1. With your cart pulled up, click the “Continue” button to  go to the “Customer Information” screen.

2. From this screen you will be able to finish the rest of the contract entry process like normal.
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Saving a Quote 
If your customer isn’t completely ready to purchase the vehicle, you have an option of saving the quote within the system 
and bringing it back up whenever you are ready to move forward with the deal. 

Steps to Use: 
1. Enter the vehicle information and fill out the vehicle information, financial information, and select a product to get

the rate pulled up

2. Once you click the “Add to Selected” button, the rate will be able to be saved. In order to save the quote, click the
three-bar menu at the top of the screen.
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Saving a Quote cont. 

3. When you click the menu, a dropdown will appear with the options Show Retail, Save Quote, and Close. Click the
Save Quote option.

4. Once you choose to save the quote, a pop-up window will appear asking you to fill out the Deal #, First Name, and
Last Name of the customer. Only the last name is required, but you will need a Deal # in order to search for the saved
quote later. Once you’ve filled out all the information, click the “Save” button.
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Search Contract 
The Dealer portal gives visibility into any of your contracts we've received, in any state. Contracts can be

searched for and viewed, regardless of if the contract is in-force or not. 

Steps to Use: 
1. Open Search Contract Screen: The Search Contract screen can be found in the menu bar on the left of

the screen under “Contract”; clicking on the Search Contract link will open a new tab in the Dealer Portal

main screen.

2. Search for a Contract: Once you click the “Search Contract” button, a tab will be opened showing multiple

search criteria and all your entered contracts with the most recent entry at the top. Any of the criteria can

be used to search for contracts.

When you’ve entered the criteria you want to use to search, click the “Refresh” button at the top left of the 
screen. Please note, more fields are likely available to search by, using the scroll bar at the bottom of the window. 
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Search Contract cont. 

3. View Contract: To view the contract, click on the Contract Number. The Contract will open a new tab in

the Dealer Portal main screen. The Contract information displays in the Main tab, including customer,

vehicle, and loan/lease information. If you wish to print out a copy of the contract, click the printer button

in the top bar menu.

4. View Coverage: Coverage information can be viewed under the Coverage tab. You will see the coverage,

term, mileage, dealer cost, and retail cost of the contract.
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Search Dealer 
Search Dealer screen displays basic information about the Dealer. If this information is incorrect, please contact 

your sales representative. 

Steps to Use: 
1. Open Search Dealer Screen: The Search Dealer screen can be found in the menu bar on the left of the screen

under “Dealer”; clicking on the Search Dealer link will open a new tab in the Dealer Portal main screen.

2. View Dealer Information: To view Dealer information, click on the Dealer Number. Dealer information will

open a new tab in the Dealer Portal main screen.
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Sales Summary Report 
The Sales Summary Report shows Month-to-Date and Year-to-Date sales data for a Dealer’s Liberty Shield VSC 
business. The report displays the Dealer Cost, Dealer Mark-up, Dealer Profit, and monthly Contract Detail for a 

specified time period.

Steps to Use: 

2. Enter Report Parameters: To view the report, you must first specify the parameters you wish the

report to display. All the following fields need to be populated in order for the report to run.

a. Date From: Start date of the date range you wish the report to reflect; the report periods are 
specified by month, so the date range of the report will start with the first day of the month 
selected

b. Date To: End date of the date range you wish the report to reflect; the report periods are specified 
by month, so the date range of the report will end with the last day of the month selected

c. F&I Manager: We do not track which F&I manager sells a given contract, thus production is only

tracked at the dealership level – please select “All”

d. Details: If ‘No’ is selected, the report will show only summary level data; if ‘Yes’ is selected, the 
report will show contract level detail supporting the summary; details can only be pulled if a single 
month is chosen as the date range

e. Contracts By: ‘Bill Date’ is the date we received funds for a contract; ‘Entry Date’ is the date the
contract was entered into the policy administration system; ‘Sale Date’ is the effective date of the

contract. If you choose to search by entry or sale date, the report will bring back all contracts,

including ones that are rejected, pending, and voided. For the best results, search by

‘Bill Date’

3. Run the Report: When all parameters are specified, you may run the report by clicking the View Report button

1. Open the Sales Summary report: TThe Sales Summary Report can be found in the menu bar on the left of 
thescreen under “Sales”; clicking on the RPT603-Sales Summary link will open a new tab in the browser.
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Sales Summary Report cont. 

4. Review Report Summary: The report has two separate Summary Sections

a. Account Balance / Period Summary: Shows a summary of sales data for the range specified in the

Date From and Date To fields

b. Fiscal Year-to-Date – Total: Shows a summary of sales data, year-to-date for the fiscal year,

through period specified in the Date To field

c. Report Data: The following data populates based on the report parameters specified.

i. Gross Contract Count: Number of contracts, not accounting for cancellations

ii. Dealer Net Rate: Total Dealer cost

iii. Retail: Total retail price paid by the end customer for the contract

iv. Up Front Profit: Contract Retail price less Dealer Net Rate

5. Review Report Detail: If the report is run with Details (Details can only be pulled if a single month is

selected in the Date From and Date To fields), contract detail is populated to support the summary data.

a. Tran Type: NB is ‘New Business’ which is any net new contract accepted by Liberty Shield; A is

‘Adjustment’ which is any rerate that has been applied to a contract (an upgrade of coverage

shows a positive number, a downgrade of coverage shows a negative number)

b. Contract Number: Identification number of the customer’s contract

c. VIN: Vehicle VIN Number covered by the contract

d. New / Used: Indicates if the covered vehicle is new (N) or used (U)

e. Contract Sale Date: The contract’s effective date

f. Customer Last Name: Last name(s) of the individual(s) covered on the contract

g. Coverage: Name and form number of the customer’s coverage

h. Term/Deduct: Term (months) and the claim deductible for the contract

i. Dealer Net Rate: The dealer cost of the contract

j. Retail: The retail price the customer paid for the contract
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Claim Management Listing Report 
The Claim Management Listing Report is a tool you can use in order to look at your overall claim information. 
Information such as the status of a claim, what agent is assigned to a specific claim, the coverage on the vehicle, and how 
much the claim will pay out. 

Steps to Use: 
1. Open the Claim Management Listing Report: The Claim Management Listing Report can be found in the menu

bar on the left of the screen under “Claims”; clicking on the RPT554-Claim Management Listing link will open a
new tab in the browser.

2. Enter Report Parameters: To view the report, you must first specify the parameters you wish the

report to display. All the following fields need to be populated in order for the report to run.

a. Product Type: The products you are looking to search by. “VSC” is the only option you will be able to
filter by to bring back your full list of claims.

b. Servicer: The name of the shop where the repairs were completed to the vehicle.

c. Dealer: Dealership which sold the original service contract.

d. Coverage: What type of contract was sold to the customer, “ALL” will automatically fill in to include all
types of coverage with your search.

e. Claim Status: The point where your customer’s claim is within the claims process. You can sort by
approved claims, denied claims, pending claims, etc. Sorting by “ALL” Claim Status is recommended.

f. Report Date By: The event date you wish to sort your claims by. You can sort by Claim Entry Date, Claim
Paid Date, or Claim Service Date. Sorting by Claim Paid Date is recommended.

g. Date From: Start date of the date range you wish the report to reflect, can be any specific date
throughout the year.

h. Date To: End date of the date range you wish the report to reflect, can be any specific date throughout
the year.
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Claim Management Listing Report cont. 

3. Run the Report: When all parameters are specified, you may run the report by clicking the View Report button

4. Exporting the Report: Once the report is pulled, you can export the report into different file types, including
Microsoft Word, Microsoft Excel, or a PDF file.
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Claim Details Report 
The Claim Details Report is used in order to see the total dollar amount that is being paid for a claim. The dealer, servicer, 
and vehicle information are all included in the report as well as service type and parts included within the claim. 

Steps to Use: 

1. Open the Claim Details Report: The Claim Details Report can be found in the menu bar on the left of the screen
under “Claims”; clicking on the RPT560-Claim Details link will open a new tab in the browser.

2. Enter Report Parameters: To view the report, you must first specify the parameters you wish the

report to display. All the following fields need to be populated in order for the report to run.

a. Dealer Group Type: Type of dealer filter based on zone or territory. Leaving to “ALL” is recommended 

when pulling reports.

b. Report Group: The product type that you want to search by which is either: CBA-LS-CBA -Liberty 
Shield; FL-CBA-LS-Florida-CBA-Liberty Shield; OK-CBA-LS-Oklahoma-Liberty Shield; or WA-CBA-LS-
Washington-CBA-Liberty Shield depending on your state.

c. Dealer/Servicer: Choose if you want to search by the Dealer the contract was purchased from,

the Servicer where the vehicle was repaired, or the Payee we will provide the funds to. Searching by 

Dealer is recommended.

d. Name or Number: The Name or ID Number of the Dealer/Servicer/Payee that you want to

search by.

e. Entity Selection: The complete name of the Dealer/Servicer/Payee that you are choosing. (If

you sort by a Dealer Number, you MUST select the dealer name in this section.)

f. Report Date By: The event date you wish to sort your claims by. You can sort by Claim Entry Date, 
Claim Paid Date, or Claim Service Date. Sorting by Claim Paid Date is recommended.

g. Date From: Start date of the date range you wish the report to reflect, can be any specific date 
throughout the year. Cannot be greater than 32 days from the end date.

h. Date To: End date of the date range you wish the report to reflect, can be any specific date throughout 
the year. Cannot be greater than 32 days from the start date.
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Claim Details Report cont. 

3. Run the Report: When all parameters are specified, you may run the report by clicking the View Report button.

4. Exporting the Report: Once the report is pulled, you can export the report into different file types, including
Microsoft Word, Microsoft Excel, or a PDF file.




