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How to Get the
Most From This Guide

Our systems are designed to make running your employee benefit solution easy and
hassle- free. Training from our field operations team is always available, however, this guide
can be used as a quick reference, as required.

Search for a keyword or your job role to jump to the most relevant information, for example:

Scheme Coordinator
Group Administrator
HR

Accountants

Sales Admin

Choice List Manager
Payroll

Used Vehicle Manager

All employer activities described in this guide can be found on the CBS Portal via the ‘Employer’ tab.
If you can't see this, your field operations manager can give you access.




KB What Does a What Does a
Group Administrator Do? Scheme Coordinator Do?

Relevant to: Relevant to:

Group Administrator | HR Scheme Coordinator

As a group administrator you'll be the link between your employees and their As a scheme coordinator you'll be the link between the CBS scheme and your
access to the CBS schemes. colleagues.

Summary of Key Responsibilities

Approve Employee Scheme Eligibility

Review registered employees and approve their account for the scheme(s) they are eligible
for.

Amend Employment Details

As the group administrator you can edit an employee'’s account to update their employing
site and role.

Mark Employee as a Leaver

When an employee leaves the business, you'll make a record of this in Group Administration.
If the employee has a vehicle, you will be notified, and arrangements should be made for the
vehicle(s) to be returned prior to their last date of employment. More information on the
leavers process can be found on page 17.




I Choice List Guide Quoting Guide

Relevant to: Relevant to:
Choice List Manager| Sales Admin Scheme Coordinator

1. Navigate to the scheme website by clicking the scheme name on the CBS Portal page.

2.  Go to Employer - Choice list

3.  Select the dealership and term you are creating the bespoke choice list for.

4. Inthe vehicle selection area you can add vehicles by:

a. Searching for specific models or specification and adding all vehicles that meet the
filtered criteria.

b. Add individual vehicles by clicking on the vehicle.

5. Above the vehicle selection, you will now see your bespoke choice list with the vehicles
you have selected.

6. If you have incorrectly added a vehicle click the vehicle in the bespoke choice list and this
will remove this vehicle.

7. When you have added the vehicles, select save choice list or save to multiple if you are
setting the same choice list for multiple sites.

8.  You will need to create a list per scheme term length.

Your scheme coordinator will only be able to quote on vehicles that have been added to this list.
If you have choice list manager and scheme coordinator access you will be able to quote on any
vehicle but will be notified if the vehicle is not on the bespoke list.



Task Manager

Relevant to:
Choice List Manager | Payroll

Task Manager Quick Tips

Documents

The ‘Action’ cog icon on each tab allows you to download quotation documents, invoice
summaries and PIFs.

Timings

Ensure you have updated the CBS Portal with delivery and suspension details in a timely
manner to avoid impacts to billing.

Late notification of a delivered vehicle may result in multiple repayments invoiced and
debited in one go.

Late notification of a suspended vehicle may result in an additional repayment invoice.
Please remember, you can only backdate a suspension to the previous calendar month up
to the 6th of the current month.

Settlement Information

In the suspend tab you will find the buyback information as well as an early settlement interest
per month of the contract.




Task Manager
Actions and Responsibilities

Vehicle Delivered - Car Benefit Solutions

Your driver development executive will call the employee to verify delivery and request a
copy of their insurance.

Payroll Instruction Form (PIF) - Scheme Coordinator

= The PIF should be emailed or downloaded and sent to your payroll representative.
= The first repayment should be deducted from payroll the month after delivery.
Suspend - Scheme Coordinator

= When the vehicle is returned you should input the final mileage, return date, select
‘returned to dealer’ and indicate renewal decision.

= All vehicles will appear in this tab after the one months billing or after the minimum
holding period, which ever is greater.

= If avehicle has been stolen or written off, please advise the Helpdesk.
Please note you can't forward date a suspension.
Delivery History - Scheme Coordinator

This is for information only and shows all vehicles that have been on the scheme.




V5 Information Invoice Information

Relevant to: Relevant to:
Scheme Coordinator | Sales Admin Scheme Coordinator | Accountants

New Vehicle Invoice

An invoice summary can be downloaded from Task Manager on the CBS Portal by selecting the
‘cog’ icon. This details the invoice amount we're expecting to receive from you. If your invoice
differs from this, your driver development executive will work with you to identify the error
and resolve.

Send new vehicle invoices to:

@’ ap.invoices@carbenefitsolutions.co.uk

Ensure only one invoice per PDF is attached and registration numbers should be added
without spaces on the invoice document. This is not a monitored inbox and is for submission
of invoices only.

If you have an invoice query, please contact:
@’ ap.enquiries@carbenefitsolutions.co.uk

Alternatively, you can view an invoice status on the CBS Portal in the scheme website under
Employer / Back Office.

The invoice status will be continually updated as it moves through the process, from awaiting
invoice right through to invoice paid.



Invoice Information Payroll

Employee Collection & Employer Invoice

= This is a document we send to you detailing all monthly repayments by driver name and Relevant to:
registration number. HR | Accountants | Payroll

»=  This will be sent monthly on or around 7th of each month.
= Payment will be collected on or around 20th of the month allowing time for you to reconcile.

= On this invoice there may also be fine recharges, which you should deduct through payroll.
We also process RFL credits on this invoice.

Key Information

Buyback Invoice
*= The 1st payment is due the month following delivery.

= Buyback invoices are generated and distributed after 4pm on each working day.
= Final repayment is due the month that the vehicle is handed back.

= Please ensure we're notified of any terminations by 2pm to ensure there is enough time to
terminate the agreement and guarantee the buyback invoice is issued on the same day. = There may be ad-hoc costs which need to be processed through payroll. This may include

Early Settlement Interest Charge, Repayment Relating to Actual Mileage, Repayment
relating to Vehicle Condition and Fines. This will be relevant to your companies' scheme

= Buyback invoice amounts will be collected within your direct debit terms, typically 10 days. o i
rules and would suggest confirming with your Human Resource department.

» |f you wish to amend the direct debit terms, please contact your field operations manager.
= All payments deducted from net pay unless the scheme is salary sacrifice then payments

= V5s for CBS funded vehicles are sent in the post and electronic copies available on the direct are deducted from gross pay

debit collection date.

= To settle a buyback invoice early and get the copy V5 sooner, confirm the registration and
amount you'll be settling by emailing:

@y help@carbenefitsolutions.co.uk

To confirm the registration and the amount you will be settling early. We recommend this is done
within three working days of receiving the invoice. Direct debits are processed up to three working
days prior to the collection date. If the buyback is settled after this, the direct debit may still be
collected and will credit on the next credit run.



Leavers Process

Relevant to:
Scheme Coordinator | Group Administrator | HR

When an employee leaves employment at your dealership and they have a CBS vehicle, it can
sometimes be difficult to get the employee to either settle the outstanding debt or return the
vehicle, especially if the employment didn't end on favourable terms.

In these situations, early communication with the former employee is key to a quick resolution.
Follow the Leavers Process and Non-Return Vehicle Protocol in this chapter for advice and best
practice.




B Leavers Process

Ensure that your HR department is aware of all employees who have a CBS vehicle, this will
then be a consideration when managing an employee’s exit from the business. It's important
to keep the list of employees in CBS vehicles up to date to ensure monthly CBS invoices

are consistent with payroll deductions.

As soon as you are made aware of a
leaver, update Group Administration
page on the portal to identify the date
they will leave business. The portal will
display any live cars the employee has
which will need returning before

their leave date.

The employee will be aware that their
vehicle benefit is only available via their
employment so when that ends, the
vehicle must be returned, or the loan
balance settled in full. This is the

same for ALL leavers.

Have an agreed policy in place for
leavers, starting with a notification
from the HR department right through
to the logistics and timing of returning
the physical vehicle. We can assist in
creating this policy.

An appointment should be arranged
before the last day of employment to
carry out an assessment of the vehicle
and any outstanding costs settled from
the employees’ final salary.

In the event of an employee leaving their employment with a vehicle, as per the Operating

Agreement, CBS asks that you use best endeavours to obtain the vehicle from the employee

or alternatively a settlement equivalent to the full outstanding balance under the CSA.

Non-Return Protocol
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Attempt initial contact with former employee.

= Call
* Email (copy in former manager)

CBS will contact you to discuss the steps taken to recover
the vehicle and offer further support.

Follow up contact attempts with former employee.

= Call
*» Email (copy in former manager)

Arrange a home visit to former employee.

Where all attempts to contact former employee/recover
vehicle have failed. Notify us. We'll to attempt to contact.




Non-Return Reporting Portal

What Happens Next?

Relevant to:
Scheme Coordinator | HR | Payroll | Used Vehicle Manager | Accountants

You can generate real time reporting to assist with scheme management
from the CBS Portal.




Glossary

CAP IDs

CBS Portal

Choice list

CSA Payment

Early Settlement Interest charge

ECOS

Employee Collection Advice
and Buyback Invoice

Gross pay

GRV

Net pay

NPS

PIF

Repayment relating to actual
mileage

Repayment relating to vehicle
condition and fines

RFL

Salary sacrifice

Task Manager

Vehicle Excise Duty

Unique vehicle identification number provided by cap-hpi.com

Car Benefit Loan - an additional feature of the ECOS designed for tax efficiency

Car Benefit Solutions Limited

The CBS website which facilitates management of the CBS schemes

A list of employer authorised vehicles that the scheme coordinator / driver can choose from

Credit Sale Agreement - the regulated agreement entered into by CBS, employer and employee

The monthly payment collected from the employee's payroll and paid to CBS

An end of contract charge applicable when the CSA is settled before the scheduled termination date

Employee Car Ownership Scheme

Direct Debit Advice note issued after CSA termination including collection amounts due from the
employee and the buyback amount as per the buyback arrangement with the employer

Earnings before tax or National Insurance is deducted

Guaranteed Residual Value

Earnings after tax, National Insurance and other deductions

Net Promoter Score

Payroll Instruction Form

An end of contract GRV adjustment where the Buyback Option Mileage stated in the CSA is exceeded

An end of contract reinstatement cost for putting the vehicle in good condition

Road Fund Licence also known as Vehicle Excise Duty, a taxation imposed by the government on all
roadworthy motor vehicles

An agreed reduction in salary in exchange for a benefit, for example, a car

The scheme management tool in the CBS Portal

Vehicle Excise Duty also known as Road Fund Licence, a taxation imposed by the government on all
roadworthy motor vehicles
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Contact Us

Invoice Submission CBS Helpdesk

@‘ ap.invoices@carbenefitsolutions.co.uk @' help@carbenefitsolutions.co.uk
Invoice Queries Qg 0161 826 0000

@ ap.enquiries@carbenefitsolutions.co.uk @ mycbscar.co.uk/portal

Please be sure to mark any email addresses from @carbenefitsolutions.co.uk

as safe in your inbox to ensure you always receive our communications.

Car Benefit Solutions, The Barracks, 400 Bolton Road, Bury, Lancashire, BL8 2DA. ..
Authorised and Regulated by the Financial Conduct Authority. .. CBS

MAR-16512. All details are accurate as of 11/24. CarlBarst Ealuis




