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PCRS+ User Guide 

Contract Cancel, Remittance and Reporting 

PCRS+ PORTAL ACCESS 

This guide highlights basic navigation strategies and tips for effectively using the PCRS+ software and follows the standard 

workflows and settings. Since the PCRS+ system is configured to meet your specific needs, you may notice some 

differences between it and the screen captures used in this guide. 

 

 

There are 2 ways to access our portal: 
Option 1 Open your web browser 

and visit the Classictrak website: 
https://www.classictrak.com then 
click [Agent Connect/Dealer Login] 
this will direct you to the PCRS 
Login screen  
 

Option 2 Open your web browser 
and type in cltk.pcrsauto.com 

THEN 

 
 Enter your login email and password 
(initial temporary password is: welcome1 
and ‘Click’ Log In.  
 
A prompt to change your password will 
appear.  
 
 
 
Once the new password has been 
established, a two factor authentication 
prompt will appear. A 2FA code will be 
sent to the email address being used to 
log in.  

 

 

 

 

 
 
 
USER INFORMATION:  

Once you have logged in you 
may hover over your name to 
display your current User 
information. 
 

All users have permission to LOGOUT from 
this screen. 

Contact your system administrator if you do not have the URL, user email, and/or a password to log in. 

https://www.classictrak.com/
https://cltk.pcrsauto.com/pcmi.web.sts/Federation/Login?ReturnUrl=%2Fpcmi.web.sts%2Fissue%2Fsaml%3FSAMLRequest%3DfZFPT8MwDMW%252FSm45ZUvT7l%252FUVqo2IU0CNDHEgQtKWw8itUlx3DG%252BPe0mpMFhV%252Fv3bL%252FnNJi26XTR04d7gs8eArFT27igz42M9%252Bi0N8EG7UwLQVOl98XDvVYTqTv05Cvf8CvJbYUJAZCsd5xtNxl%252FO8hFnNSLmViZeC6SuE5EGSkpVB2tTCTj0kDJ2Q790daAj8O8jHdVawd5CD1sXSDjKONKqkRESsj5c7TSaqmj%252BWQWJ2o5k6%252BcvQCGYeeATSRnxe8Na%252B9C3wLuAY%252B2GobVcMr4SBChLXuCC2Hd%252B38kT0ev%252BnwE5qPj6bSrMIjOI5lGVB4hnV4z6SXo0cJ2s%252FONrb5Z0TT%252Ba41gaLBF2ANndx5bQ7dDHCu2FoczqgmNCxYccTbNLzv%252F%252FjP%252FAQ%253D%253D%26RelayState%3D
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PCRS HOMEPAGE:  

The PCRS+ homepage provides quick and easy access to key features and tools.  

 

 

A - NAVIGATION MENU: 

 The top Navigation area features cascading menu options. 

 To view the options available under each section, hover your mouse over the option to display the sub-

menu. 

 HOME: Takes you to the homepage.  
 
CONTRACTING: Provides access to various 
Contract options and the Process Register. 

 

REPORTS: Provides access to various reports 
by category and a sub menu for each item. 
(Report options vary by user) 

B – RIGHT HEADER NAVIGATION 

SELECT A DEALER: This may be auto populated 
for you or you may have to ‘click’ the drop-down 
arrow and select your desired dealer. 
  

C – QUICK NAVIGATION BUTTONS 

ADD CONTRACT: Select ‘Add Contract’ to begin the 
contract rating process. (If you have multiple rooftops in 
your system, be sure to select a Dealer) 

 

Based on granted security access, some of the options described may not be available to all users. 



Cancel/Remit/ReportUserGuide (3.31.25)  Page 3 of 9 

PROCESS REGISTER: Select ‘Process Register’ to remit 
Contracts.  

 
QUICK RATER: Select ‘Quick Rater’ to begin the contract 
rating process. (If you have multiple rooftops in your 
system, be sure to select a Dealer) 

 

 
SALES DASHBOARD: Select ‘Dashboard’ to launch the 
sales dashboard. 

 

SEARCH CONTRACTS 

The Contracts view provides an overview of completed Contracts and can be filtered based on the Products selected, and 

the many other search and filtering options you select. 

1. To view a displayed Contract, ‘Click’ on the contract number. 

The  icon indicates that the selected Contract will open in the current browser 

window. 

To open in a separate browser window, hold CTRL +  

2. Once clicked, the Contract details will display. 

 

3. The Contract Header displays information and options available for the selected Contract. 
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A. Return/Back: Returns you to the Search Contract screen. 
B. Contract Number: The number of the Contract being viewed. 
C. Contract Status: The current status of the contract being viewed. 
D. Contract Information: Displays Currency, F&I Manager (if applied), 

Coverage Type, and Dealer Number and Name. 

E. Print: Provides the option to Print the current 
Contract. 

F. Action: Allows various options and status changes 
to be performed on an existing Contract. (See 
Voiding & Canceling section for details) 

G. Main/Coverage & Rates: Select to view the Main 
Contract or Coverage & Rate details of the Contract 
(coverage & rates may not be available to all users). 

4. Main Contract View: The Main Contract View screen 
provides the ability to view and edit the selected 
Contract in a segmented view. 
 

Segments Included 

General: Provides the main details of the Contract being 

viewed. 

Vehicle Information: Provides the Vehicle information 

decoded from the related VIN. 

Buyer Information: Displays the Buyer and Co-Buyer 

information. Toggle between Buyer and Co-Buyer by selecting 

the CUSTOMER or CO-BUYER link view. The current view will 

be displayed in BLUE text. 

Coverage Information: Provides various details of the specific 

Contracted Coverage including high-level pricing. 

Financial Information: Displays all Financial Information 

entered (and not entered) during the Contract creation 

process.  

Select the pencil to open and edit the section.  

5. Coverage & Rates View: The Coverage & Rates View screen 
provides additional information about the selected Contract that 
is not shown by Main View. 
 

 

Select the Coverage & Rates link on the Contract view screen. The current view will be displayed in BLUE text. 

The screen will refresh, and these additional sections will be displayed: 

Options/Surcharges: All Options and Surcharges that are part of the coverage display including the associated cost. 

Those Options and Surcharges added/sold as part of the Coverage show the indicator in the Use field. 

 

VOIDING & CANCELING - ACTION BUTTON 

Based on granted security access, some of the options (like edit) described may not be available to all 

users. 
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The Action button provides the ability to Void and Edit pending contracts and Cancel active contracts.  

1. Once you have accessed a contract you wish to void 
or cancel, locate the Action button in the top right 
corner of the contract.  

2. ‘Click’ Cancel  
3. A pop-up window will appear. Fill out the required 

information: 
 Cancel Effective Date 

 Cancel Odom 

 Cancel Reason (choose from the drop-down menu) 

 Cancel Method 

 

 

*If the contract is in pending status, you will only have the option 

to edit or void the contract.  

 

4. Once the required information is inputted you will 
have several options available to proceed: 
 Recalculate – ‘Click’ this button if any changes need to be 

made to the cancellation information.  

 Save Quote – Save the quote if you do not wish to cancel at 
this time.  

 Cancel Contract – This button will cancel the active contract. 

 Print – “Print” saves the cancellation quote as a PDF. Click 
print to open the .pdf for printing. 

 Upload File – Upload supporting documents for cancellation.  

 Close – Close the pop-up window. 
5.  ‘Click’ Cancel Contract. Confirm cancellation on the 
pop-up window. 
A cancellation worksheet is available after a successful 
cancellations has been completed.  Click on the “Print” 
button to generate the worksheet. 

 

To reprint the cancellation worksheet, search for 
the contract in the contract search screen.  The 
contract details will now display a Cancellation 

Details section. Click the information button   
to reprint the cancellation worksheet .pdf. 
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PROCESS REGISTER 

PCRS+ provides access to the Process Register. The payment method available is check or ACH and this is set up during the 

dealer set up process.  

1. Select Process Register from the Homepage quick buttons or ‘Click’ Contracting -> Sales Register -> Process Register.  

 

2. The Process Register screen will display. Select a Dealer from the main Process Register screen (this may be auto 

populated for you or it may not be visible based on setup) and apply your filters to display Contracts available for 

remittance. 

 
A. Select a Dealer form the Payer list 

B. Select filters for your search, then ‘Click’ APPLY FILTERS.  

C. Select the Contracts you wish to remit using the checkboxes. 

D. Review selected Contract count and totals to pay for accuracy.  

E. Select Pay to proceed to the Payment screen.  

 

3. The Payment screen of the Process Register will display each Recipient, Transactions, and Actions and Status of 

Payment for your review.  

 

A. Review all Transactions for accuracy. 

B. Review Action and Status of Payment section for 

correct payment type. Use the CHANGE button to 

choose the payment type (ACH or Check). 
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C. Change the banking information on the ACH payment 

option for up to five different bank accounts. Select the 

desired account.  

 

D. ‘Click’ the PAY ALL button to remit displayed transactions. 

PCRS+ will generate the extract report (RPT200) of 

remitted contracts. 

 

 

REPORTS 

1. Report 160 will provide a list of process registers created for the selected criteria.  

2. ‘Click’ to expand the REPORTS quick link and scroll to the Billing and & Statements section.  

3. If you have access to multiple dealer groups, select the appropriate group and select your servicing agency name 

from the list. Select “All” for provider and select to and from months/dates to review the lists of registers 

processed for the selected period.  

4. To view the details of a process register, click on the Register #. This will open a .pdf copy of the process register 

for viewing/printing.  
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5. Report 161 will provide a list of any process registers that have a positive or negative balance after a process 

register has had payment applied to it.  

6. Click’ to expand the REPORTS quick link and scroll to the Out of Balance Registers section. 

7. Select the search criteria based on the desired view.  

 

 

8. The report will detail the total of the process register and the amount that was remitted and applied to that 

process register. If there was a shortage or overage, this report will give a quick view of those process register that 

are out of balance. 

 
9. Report 1003 will provide details for each cancellation payment sent for cancellations processed during the 

specified period of time. 
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10. Click’ to expand the REPORTS quick link and scroll to the Cancellation Statement section. 

11. Select the search criteria based on the desired view. 

 
12. The report will detail a listing and details of each cancellation processed with administrator, dealer and customer 

refund amounts. This report will match the check that has been mailed for the report period. 

 

 

Classic is here to provide you with the tools necessary to be successful. Call us at 1-800-930-

4633 with any questions. We are available by telephone Monday through Friday from 9:00 

a.m. to 5:00 p.m. EST. 


