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Manage Quotes

Facilitate the generation quotes for scheme motorcycles for employees, ensuring that selected vehicles 

meet the used motorcycle viability criteria.

Arrange Orders

Once approved the motorcycle will be ordered through your internal processes.

Arrange Motorcycle Deliveries, Returns and Appraisals  

As a Scheme Co-ordinator, you will arrange the delivery of new scheme motorcycles along with the 

return and appraisal of returning motorcycles. 

Help Promote

You will receive marketing materials at no extra cost to your business, to help you promote the scheme 

to the employees at your Retailer.

As a Scheme Co-ordinator you will be an integral link between the scheme and your Retailer.

This guide is designed to make the tasks associated with being a Scheme Co-ordinator easier to 
understand, implement and master. All aspects are covered in this pack, however, if you have any queries 
or require more information, feel free to contact the Scheme Helpdesk.

Introduction
What Does a Scheme Co-ordinator Do?
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CHART-PIE
A Direct Debit mandate will be required for each Retailer if you choose to operate at Retailer level. One mandate 
will suffice where you choose for all accounting for the scheme to be done at group level. All invoices and 
any other payroll related documents will be issued to the contact(s) provided by you on the Finance Contact 
Information Form. We suggest that you set up a dedicated email inbox and add your required recipients, e.g. 
cbsfinance@(Retailername).com

CBS will provide you with an Employee Collection Advice & Employer Invoice on a monthly basis. This will 
detail all monthly repayments by Rider name and registration number, and will include administration fees 
and potential early termination costs. Under the terms of our Variable Direct Debit arrangement, we will not 
deduct any payments from you until ten days after the receipt of this information, allowing time for you to 
check for reconciliation.

Buyback invoices are generated and distributed after 4pm on each working day. Please ensure CBS are 
notified of any Suspensions by 2pm to ensure enough time to terminate the agreement and guarantee the 
Buyback is issued on the same day. Buyback invoice amounts will be collected within your Direct Debit terms. 

To settle a Buyback invoice early please call 0161 826 0000 to confirm the registration and the amount you 
will be settling early. This allows CBS to prevent the invoice from collecting via Direct Debit. We recommend 
that this is done within 3 working days of receiving the invoice. Direct Debits are set up 2 working days prior 
to the collection date; if the Buyback is settled after this, the Direct Debit may still be collected. In this case, 
provided CBS are aware you are settling the Buyback early, CBS will endeavour to return the funds collected 
by Direct Debit on the same day that they are collected.

Finance Set-up



Scheme Co-ordinator Guide   |   5

Scheme Process

1. QUOTING

To arrange a quotation for a motorcycle on the scheme, please ensure that the 
employee in question has registered on the CBS Portal and have been approved 
for the scheme. Once they have been approved, please follow the Quoting Guide 
within this document.

3. DELIVERY

Please register the motorcycle as follows:
Car Benefit Car Schemes Limited 04278-,
The Barracks, 400 Bolton Road,
Bury, Lancashire,
BL8 2DA

After the motorcycle has arrived, please notify the employee that the motorcycle 
is available for delivery and confirm the registration number with them. Please 
note, the Rider is responsible for collecting their new motorcycle from the ordering 
Retailer. 

4. TAXING AND INSURING A SCHEME MOTORCYCLE

All employees must obtain fully comprehensive insurance for their new scheme 
motorcycle, stating that they are the ‘legal owner’ and that Car Benefit Solutions 
are the ‘registered keeper’. The scheme motorcycle is taxed through your 
Retailer. Car Benefit Solutions require all employees to send a copy of their fully 
comprehensive insurance certificate to motorinsurance@carbenefitsolutions.
co.uk within 7 days of delivery. 

5. RENEWALS

Employees will receive automated prompts before the end of their contract to arrange 
the order of a replacement motorcycle. This process will be handled by the Scheme  
Co-ordinator, offering a smooth transition to a replacement scheme motorcycle.

2. DOCUMENTATION

At the time the employee electronically signs the Credit Sale Agreement, a Payroll 
Instruction Form will also be completed. Once you have updated the delivery in 
Task Manager, this form will be available to download in your ‘Employer Area’ of 
the scheme website. Please forward the form on to your payroll department in 
order to arrange for repayment deductions.

Clipboard-check

bicycle
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Bespoke Choice List Guide list
The bespoke choice list functionality has been specifically designed with you in mind. It will ensure that 
only the motorcycles that you wish to offer to your employee population will be available for them to view, 
meaning that the scheme will be tailored to suit your specific business needs at any given time. Bespoke 
choice lists may not be available at every site.

01 | NAVIGATE TO THE CHOICE LIST 

Under the ‘Employer’ tab of your navigation bar you will find the ‘Choice List’ page.

02 | BESPOKE CHOICE LIST PAGE 

When you first arrive on the ‘Choice List’ page, you will find the full scheme choice list; i.e. every motorcycle 
available on your scheme.
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03 | SITE SELECTION

On the top left of the page, you will see the Site Selection dropdown menu. Here you can select the site(s) 
associated with your account. 

After you have selected your site, you must select the term length you want to create a bespoke choice list 
for. All changes you make from this point will only affect this part of the scheme; i.e. 6 or 12 month contracts.

04 | GENERATING YOUR BESPOKE CHOICE LIST

Once you have selected the cost centre and term length, you will be able to generate your bespoke choice list 
by clicking on the motorcycles you wish to make available from the full choice list.

Note: You can use the search and filter functions on the left of the page to make this easier.
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05 | SAVING YOUR NEW BESPOKE CHOICE LIST

To make your bespoke choice list active, you MUST save your selection using the ‘Save Choice List’ button. 
Here you can also save your selection for multiple sites if your account is connected to them, using ‘Save to 
Multiple Centres’ button.

The ‘Clear Choice List’ option will clear all previous choice lists, not just your current session.

Note: Your changes are only applied for the term length you have selected and the exercise must be 
performed again to update the choice list for the remaining term length i.e if you selected 6 months, you 
must perform steps 1-5 again to bespoke the choice list for 12 months. 

The motorcycles selected at this stage will restrict the employee’s choice list, meaning they will only be able 
to view the motorcycles you have made available.

06 | EXPORT

You can save or email your bespoke choice list by using the ‘Export List’ button. This will open your bespoke 
choice list in Excel format as shown.
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07 | CREATING A QUOTE

Vehicle quotation will be handled by CBS. To request a quote for a scheme motorbike, please email 
bmwmotorrad@carbenefitsolutions.co.uk with the full SA3 quotation, detailing a breakdown of the OTR 
charges in the body of the email (PDI Costs, Delivery etc.). CBS will then be able to generate the quote based 
on the invoice provided. Further information, including a step by step process to quotations can be found 
overleaf.
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Quoting Guide

QUOTE CALCULATOR

Before looking to raise a quote, the driver and employing retailer may refer to the quote calculator which is 
built into the scheme choice list. This allows the user to calculate potential monthly repayments based on 
particular bikes and their associated cost options.

Inputting the desired bike, alongside the total 
option costs will provide a monthly repayment 
figure, alongside the impact on the scheme 
buyback, dependent on term length. The 
monthly repayment of options is based on £1 
per month per £100 of options.

bicycle

STEP BY STEP QUOTATION PROCESS

Once the employee has selected which bike they would like to order and is comfortable with the 
monthly repayment, the following process should be followed to raise a quote.

Retailer sends a full SA3 quotation for the bike they would like to quote to
bmwmotorrad@carbenefitsolutions.co.uk, detailing:

CBS will raise a quotation on the system based on the costs provided on the SA3 quotation, 
factoring in the associated scheme discount, options and OTR charges.

Once the quotation has been raised, this will fall into task manager on the scheme website 
for the scheme co-ordinator to action. The scheme co-ordinator will receive a notification 
via email when this has occurred.

a. Basic price breakdown of Motorcycle and any associated options
b. OTR charges, including a breakdown of PDI costs and delivery where possible. Please 
note these costs are fixed in accordance with BMW Motorrad’s recommended delivery and 
PDI costs.

1

2

3
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STEP BY STEP QUOTATION PROCESS

If the quote and associated costs match what the scheme co-ordinator is expecting and the 
driver is happy to proceed, the Scheme Co-ordinator confirms the order on the scheme 
website.

At this point, the Scheme Co-ordinator should email Motorrad Sales Support
(motorrad.salessupport@bmw.co.uk) with details of the quotation so that the bike can 
be re-consigned as a scheme order and the discount amended to the required level.

4

5

CONTACT US

Should you have any questions or queries in relation to the scheme process, please do not
hesitate to contact the dedicated scheme mailbox at bmwmotorrad@carbenefitsolutions.co.uk.
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01 | AUTHORISE QUOTATION

Task Manager allows you to view information relating to your quotes and orders throughout every stage of 
the process. Once CBS have completed your quote, you will need to go into Task Manager where you’ll be 
taken to the dashboard. You will have full visibility of the entire process, beginning at ‘Authorise Quotation’ all 
the way through to ‘Suspend’ when the term ends.

The number of quotes awaiting authorisation will be indicated by the number underneath the heading. If 
you select a quote and view the order summary, all outstanding actions will show at the bottom of the page. 
You can either print or email the quote to the Rider and when you’re ready to proceed you simply select 
‘Authorise’. We recommend an internal sign-off process and suggest that all quotes are authorised by an 
agreed senior person within the business. If you choose not to progress this quote any further, select ‘Cancel’.

02.A | CONFIRM COSTS

Once you’ve authorised the quote, it will move along to the ‘Confirm Costs’ section which will again be indicated 
by a number underneath the heading, meaning that there are actions outstanding. In ‘Confirm Costs’, you will 
need to check the pricing against your pro-forma invoice or consignment note to ensure that it matches. To 
check the pricing, expand the Order Summary section and check the ‘Motorcycle Pricing Details’.

Task Manager INFO-CIRCLE
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03 | AWAITING AGREEMENT

Once you have confirmed the costs, the Credit Sale Agreement (CSA) will be generated and made available 
for signing in the Riders online portal. At that point, the ‘Status’ will progress to ‘Awaiting Rider to Electronically 
Sign the CSA’.

Riders will be sent their PIN by SMS which will enable them to electronically sign documents. It is important 
that the Rider has registered with a valid email address and mobile number for the electronic signing process 
to work correctly. 

It is imperative that only the Rider signs their agreement, as this is a legally-binding finance agreement. 

Once they have signed their Credit Sale Agreement, the quote will automatically move along to the next part 
of the process.

For further information about how Riders should currently sign their Credit Sale Agreements and other 
documents, please refer to the Appendix at the end of this guide.

Once you have checked the motorcycle pricing, you can then select whether or not the motorcycle is in stock 
and enter an Estimated Delivery Date, before clicking ‘Confirm Costs’.

You may also need to input further items such as an order number of the motorcycle at this time, dependent 
upon the manufacturer.

INFO-CIRCLE
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04 | UPDATE ORDER & DELIVERY

Once CBCS have received the electronically signed agreement from the Rider we will electronically countersign 
the agreement, which will then enable you to confirm that the motorcycle has been ordered by filling in the 
details required and clicking ‘Confirm Order’. 

You will then be able to fill in further details such as the motorcycle registration number, VIN, registration date 
and delivery date. If the motorbike is not yet due for delivery you can simply fill in these details and click on 
‘Update’ without confirming delivery. If the motorbike has been delivered, enter the date and click ‘Confirm 
Delivery’, you’ll then see a pop up box where you can check the details before confirming.

05 | MOTORCYCLE DELIVERED

Once you’ve confirmed the delivery, it will move across to the next tab. The Rider will be contacted by your 
Driver Development Executive to confirm the delivery and registration details which will then progress the 
quote to the final stage.
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07 | SUSPEND

Under the ‘Suspend’ tab, you can view all live agreements, settlement values and early termination fees.

When you need to suspend the agreement, click on and enter the suspend date, mileage and reason for 
suspension. Our finance team will then be notified and billing will be suspended. Motorcycles should be 
ideally suspended on the day the motorcycle is returned to your Retailer.

Up until the 6th of the month you are in, you can backdate the suspension to the 1st of the previous month. 
However, from the 7th onwards, you can only backdate to the 1st of the current month. For example, on 
the 6th of September you are able to backdate a suspension to the 1st of August, whereas on the the 7th of 
September it could only be backdated to the 1st of September. To suspend a motorcycle that falls outside of 
these parameters, you will need to call the dedicated Scheme Helpdesk.

06 | PAYROLL INSTRUCTION FORM

In this tab, you’ll be able to print all Payroll Instruction Forms (PIFs). You’ll be able to email or download 
multiple PIFs at the same time by selecting the box for those that you wish to print or email on the left hand 
side. This area will only display outstanding PIFs (those that haven’t previously been downloaded or emailed) 
in order to help you manage your outstanding actions.
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08 | DELIVERY HISTORY

The ‘Delivery History’ tab is a dedicated area allowing you to view information for a motorcycle post-delivery, 
whether live or historical. Agreements that show in the ‘Suspend’ tab will also be here and you’ll be able to 
view a summary of the quote and all pricing details in this tab.

If required, you also have the ability to export all quotes using the ‘Export All Quotes’ button under Actions.
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This section is under the ‘Employer’ section of the website and contains an ‘New Motorcycle Invoice’ tab and 
a ‘Rider Management’ tab.

Back Office Guide

RIDER MANAGEMENT

NEW MOTORCYCLE INVOICE 

This section displays a list of all registered Riders associated with your assigned Retailer. 

To mark a Rider as having left their employment at your Retailer, select the ‘Rider Management’ tab and locate 
the employee within the list. Once you have found them, click the ‘cog’ icon on the far right of their name, 
select ‘Mark as Leaver’ and press confirm. 

Once marked as a leaver, this Rider will no longer be able to request a quote. You will not be able to mark an 
employee as a leaver if they are still in possession of a CBCS scheme motorcycle or have a quote in progress.

If an employee has left the business and not yet returned their scheme motorcycle, you will be given the 
option to fill out the Motorcycle Return Management form. Once you have completed this form a member of 
our team will be in contact to assist in the return of the motorcycle.

Additionally, within this section you are able to amend/add a Rider’s details by clicking the ‘plus’ sign on the far 
left of the table, including employing site, invoicing site, payroll number, job role, and work telephone number.

This tab allows Scheme Co-ordinators to view scheme motorcycles’ invoicing status. Quotes will enter this tab 
when the Credit Sale Agreement has been signed by the employee. 

The invoice status will be continually updated as it moves through the process, from ‘Awaiting Invoice’ right 
through to ‘Invoice Paid’. 

The invoice list can be ordered by contract start and end date or by the status of the invoice by pressing 
on the appropriate heading. You can also tick ‘Show Outstanding Invoices’ so only those outstanding are 
displayed.
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Renewals Process

The new motorcycle will be delivered to site. Please ensure that the employee 
conducts a pre-motorcycle check during this point to ensure that no damage has 
occurred during transit.

The employee will be prompted to renew approximately 4 months before the end of 
contract with automated emails and SMS messages.

A replacement motormotorbike is then selected by the employee after reviewing the 
choice list. The Scheme Co-ordinator will then request a quote with CBS and once 
approved, order the vehicle

The employee then completes all necessary documentation.

The delivery date is then confirmed for the new 
motorcycle.

The current motorcycle is returned to the Retailer to coincide with the delivery date 
of a replacement motorcycle.

The current returning motorcycle is assessed on-site for fair wear and tear. 
Reconditioning costs for the motorcycle are chargeable to the employee.
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In order to take a motorcycle on the scheme, all employees must have successfully 
completed their probation with their Retailer.

Please Note: Employees who are currently filed as bankrupt or for whom bankruptcy 
proceedings have already commenced, are legally unable to enter into credit 
agreements under the terms of their bankruptcy. Employees subject to the conditions 
of an IVA or other debt management solution do not meet the credit worthiness criteria 
to participate in the scheme.

The motorcycle is taxed through your Retailer and is included for the duration of the 
agreement. 

As the registered keeper of the motorcycle, all potential fines and Fixed Penalty Notices 
will be sent to Car Benefit Car Schemes Limited. Riders’ details are then passed onto the 
relevant authorities. It is then the responsibility of the Rider to resolve the issue and/
or pay the fine within the stated time period. In the event that the relevant authorities 
require Car Benefit Car Schemes Limited to pay the fine or charge, we will do so. In 
other cases, where the issue is not resolved, or the fine is time sensitive (e.g. London 
Congestion Charge or Parking Fines), Car Benefit Car Schemes Limited may also pay 
the fine or charge. Where Car Benefit Car Schemes Limited pays for a fine or charge the 
cost will be recovered from the related Retailer. In turn, the cost will be deducted from 
the employee through salary deduction, in accordance with the Payroll Instruction 
Form authorised by the employee. Should the employee wish to exercise their right to 
appeal the fine, this can be taken up with the relevant authorities. In some cases, this 
can be actioned after the payment has been issued.

All employees that wish to join the scheme must be aware of the following points below. Your Retailer may 
have different or additional requirements for Riders.

WHAT TO ADVISE YOUR RIDERS

›

›

›

ELIGIBILITY

FINES

ROAD TAX & 
INSURANCE

Rider Guidance
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Frequently Asked Questions

WHICH EMPLOYEES ARE ELIGIBLE TO JOIN THE SCHEME? 

WHAT IS A CHOICE LIST AND WHERE DO WE FIND IT?

WHEN DOES AN AGREEMENT END?

CAN THE BUSINESS CONTRIBUTE TOWARDS THE MONTHLY REPAYMENT FOR A RIDER?

WHERE CAN I FIND THE BUYBACK VALUE OR A SETTLEMENT FIGURE FOR A SCHEME MOTORCYCLE?

Riders who have passed their probationary period are usually eligible to join the scheme, though your Retailer 
may have its own criteria. 

Individuals who are currently filed as bankrupt or for whom bankruptcy proceedings have already commenced, 
as well as those who are legally prevented from accepting new credit or are subject to the conditions of an 
IVA or other debt management solution are excluded from the scheme.

The bespoke choice list has been specifically designed to ensure that only the motorcycles that the business 
wishes to offer employees will be shown on the choice list, meaning that the scheme will be tailored to suit 
the business’ specific needs. 

The bespoke choice list can be found under the ‘Employer’ tab on the scheme website and you will only be 
able to quote on motorcycles that are on the bespoke choice list.

The length of the agreement is identified at quotation stage and also in the Rider’s Credit Sale Agreement. 
To suspend an agreement, you can notify CBS head office, or suspend via the Task Manager on your scheme 
website. To suspend, you must provide the contract end date and the final mileage of the motorcycle. This 
information is required even when an agreement reaches its full term; failure to provide this information will 
result in the motorcycle entering into contract extension.

Car Benefit Solutions offer an enhancement to our All Employee Scheme called Flexi. Flexi allows the employer 
to make a monthly interest payment and reduce the repayment due from the employee under the Credit 
Sale Agreement without it being considered a Benefit in Kind. For more information on Flexi, please contact 
your CBS Field Operations Manager.

You will be sent a status report on a monthly basis detailing all live agreements, and settlement values. The 
buyback cost is set at the outset and will appear on the quote as well as on your monthly status report.

You can also obtain the settlement value by logging into Task Manager and navigating to the Delivery History 
tab, where you will see a breakdown of the motorbike’s settlement value each month.
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CAN WE TERMINATE AN AGREEMENT EARLY?

CAN WE EXTEND AN AGREEMENT?

An agreement can be terminated with CBS once one monthly repayment has been made, however the 
manufacturer may stipulate that you must run a scheme motorcycle for a minimum period. Please check 
your agreement with the manufacturer if you are unsure.

All agreements should be suspended once they reach contract maturity, so it is important to have a 
replacement motorcycle at this point. In exceptional circumstances, the agreement may be extended. Please 
contact your Operations Manager should you need to extend an agreement. 

WHEN ARE MONTHLY REPAYMENTS TAKEN FROM THE RIDER?

CAN I AMEND A QUOTE THAT I’VE PRODUCED ON THE SCHEME WEBSITE?

WILL THERE BE A CREDIT REFERENCE AGENCY CHECK COMPLETED ON RIDERS?

All payments are taken a month in arrears following the month of delivery.

Example 1: Delivery date - 31/10/2017 - First monthly payment: 20/11/2017

Example 2: Delivery Date - 01/11/2017 - First monthly payment: 20/12/2017

CBS will issue a schedule to the specified payroll contact within your business on or around the 10th of every 
month, this will detail all live motorcycles by Rider name and will include the amount to be deducted.

CBS will collect this amount via Direct Debit on the 20th of the same month, giving a 10-day window for you 
to notify us of any discrepancies.

Should you run a quote on the scheme and find that pricing doesn’t reconcile, you will need to speak to your 
contact in Driver Development who is on hand to walk you through this process and/or double check your 
quote for you. Your Operations Manager is also available to deliver further training where required. Once a 
quote has been completed and the Credit Sale Agreement has been signed by the Rider, you cannot amend 
this quote, however you can cancel and start again.

If you have any questions that are not answered in this handbook or if you require further training, please 
contact your Operations Manager who will be able to help.

Generally, there is no credit footprint for the employee. Although CBCS do not conduct credit reference 
checks, there are circumstances where this may happen (such as if all or part of our interest in the Agreement 
is purchased, assigned or transferred). Should this happen, there will be a footprint of a credit request on a 
Rider’s record, which may affect their access to further credit. The CSA should be declared to credit providers 
if requested. CBCS can supply a letter explaining how the scheme works if required.
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Important:

Riders will be sent their PIN by SMS which will enable them to electronically sign documents. It 
is important that we have a valid email address and mobile number for the electronic signature 

process to work correctly.

Appendix A
Electronic Signature Guide

01 | RIDER DASHBOARD

Riders should log in to the scheme website as normal and navigate to ‘Rider’ and ‘Rider Dashboard’. This will 
open the Rider Dashboard.

02 | ORDER STATUS

Quotations awaiting a signature can be found in the ‘Agreement’ section, marked as ‘Awaiting Rider CSA 
Signature’ in the status column.

File-Pdf
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File-Pdf

Once the Rider has read their agreement, they should scroll to the Electronic Signatures area below the 
agreement. Next; name, PIN (the 4-digit PIN will have been sent to their mobile phone by SMS) and password 
(the same password used to log in to the website) should be populated in the appropriate boxes.

If a Rider loses their PIN, they can contact CBS on 0161 826 0000 or help@carbenefitsolutions.co.uk. Only 
Riders can request a new PIN as they will be required to answer security questions before a PIN can be 
reissued.

To sign an agreement, expand the quote using the expand icon.

03 | SIGNING YOUR AGREEMENT
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To sign the documents, the two signature boxes for CSA and PIF (and IFL & CBL signature boxes if required) 
and Accept Agreement should all be clicked. Finally press ‘Sign Agreement’ to complete the process. The 
electronic signature process automatically sends the completed Payroll Instruction Form (PIF) to the Scheme 
Co-ordinator.

A notification will pop up in the top right of the dashboard to confirm that the signature process was successful 
and that it is now awaiting CBS approval.

CBS will get a notification message that the paperwork is completed and that a countersignature is required.

Location-arrow
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04 | DELIVERY HISTORY

Here Riders can download signed agreements and all historic electronically executed agreements from the 
‘Delivery History’ area by clicking on the cog icon      then selecting ‘Download Agreement’.

05 | ORDER SUMMARY

A summary of the quote can be viewed by clicking on the order summary icon.     
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For operational queries, please contact:

Customer Experience Team Helpdesk
0161 826 0000
help@carbenefitsolutions.co.uk

For assistance regarding technical queries best practice and a review of the motorcycles that best fit your busi-
ness objectives, please contact your Operations Manager, using the contact map below.

CBS Contacts

Alex Frew
07936 929 186

afrew@carbenefitsolutions.co.uk

Jacqueline Cremin
07766 004 499
jcremin@carbenefitsolutions.co.uk

Laura Howarth
07923 259 867
lhowarth@carbenefitsolutions.co.uk

Mike Unsworth
07776 444 842
munsworth@carbenefitsolutions.co.uk

Richard Watson 
07825 957 510
rwatson@carbenefitsolutions.co.uk

Craig Niedzwiecki
07798 758 949
cniedzwiecki@carbenefitsolutions.co.uk

Michael Aldred
07719 531 529
maldred@carbenefitsolutions.co.uk

Adam Gilmore
07719 531 530
agilmore@carbenefitsolutions.co.uk

Field Operations Team Manager
Graeme Southwood
07769 155 006
gsouthwood@carbenefitsolutions.co.uk

R1

R2

R3

R4

R5

R6

R7

R8

TM

R1

R2

R8

R3

R4 R5

R6

R7
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Designed by Car Benefit Solutions.
Controlled by you.

ENVELOPE  help@carbenefitsolutions.co.uk

phone    0161 826 0000

www.carbenefitsolutions.co.uk

Registered Office: The Barracks, 400 Bolton Road, 
Bury, BL8 2DA. Authorised and regulated by the 
Financial Conduct Authority.


