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The easiest way to search inventory on our website is to use the lane summary.

The lane summary appears on our homepage as soon as you log in. Or, you can click 

on “LANE SUMMARY” in the top menu.

HOW TO USE THE LANE SUMMARY
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Just click on the lane you wish to view. You will be taken to the run list for that lane.

From here, you can browse through the inventory for that lane.

You can also place auto bids, view CRs, save vehicles to your workbook or make notes 

on each vehicle.

You can further narrow your search by using the menu along the left side of the page. 

These options are fully explained in the “How to Search Inventory” section of this guide 
on page 7.

Keep in mind that these search options will only return vehicles that match your criteria 

in the lane you have chosen.

To print, please see the “How to Print” section of this guide on page 22.
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After you have logged in, click on “RUN LIST’” in the upper left corner.

Next, click on the sale date.

Note: if a Tuesday date is listed, this is a CLOSED Ford Factory sale. Only 

Ford and Lincoln dealers can access this sale.

HOW TO VIEW THE RUN LIST
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This is the next screen you will see. This creates a full list of all the vehicles 

currently posted in the sale for that date.

The menu on the left side of the page is where you will narrow your run list 

to the vehicles you’re looking for.

A full explanation of these menu items can be fournd in the section “How 

To Search Inventory” in this guide on page 7.
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HOW TO SEARCH INVENTORY

First, go to https://greensboroaa.com/ and log in to your account.

After you have logged in, click on “RUN LIST’” in the upper left corner.

Next, click on the sale date.

Note: if a Tuesday date is listed, this is a CLOSED Ford Factory sale. Only 

Ford and Lincoln dealers can access this sale.
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The next screen shows all the search functions available for finding 

vehicles.
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We’ll explore each item on this menu now.

Click “Reset filters” to clear all options and 

start a new search.

How to save searches and retrieve saved 

searches will be covered in the section “How 

to Save a Search.”

Click on “All Makes” to 

expand the menu and 

select an option.

When you select a 

make, two additional 

menu items will appear. 
You can select multiple 
makes within this menu.
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Here’s what “All Models” and “All Trims” look like 

expanded.
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Click the plus sign “+” next to each of the remaining menu items to expand the selection.

You can use “Reset filter” on any of these to clear the selections.
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Clicking “Years (Any)” opens the menu below. Note 

that some menu items require you to click “DONE” 

after you have made your selections.

Clicking “Any Miles” opens the menu below.
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The remaining menu items: Color; Engine; Drivetrain; Transmission; and Condition 

Grade expand to the corresponding menus below.

You can also search by keyword as shown at the bottom of 

the menu. However, results may not be as accurate as 

using the menu options we have already looked at.
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Shown below are the results of a search for 2018, 2019, and 2020, Gray and Silver 

Ford F-150s.
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HOW TO SAVE A SEARCH

A pop-up box will appear in the middle of the page asking for a name for the search.

Type in a descriptive name for the search and click “SAVE.”

Once you have completed your search and 

want to save it, click on “Save Search” at the 

top of the search menu.

16



A message will pop up at the top of the webpage.

You can now navigate around the 

website or perform other searches. To 

retrieve your search, just click on the 

plus sign “+” next to “Saved Searches” 

and click on the search you want to view.

Your saved searches will carry over from sale to sale. So if you have a vehicle type you 

buy often, just save that search.

The menu expands to show your saved 

searches. Click on the search name to 

open it. You can also delete searches 

you no longer need by clicking on the 

trash can icon.
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To get started, either click on run list or click on any lane from the lane summary on our 

home page.

HOW TO CREATE A WORKBOOK (SAVE NOTES)
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Each vehicle in the run list has a “SAVE” and “NOTE” button on the right.

Click the “SAVE” button to add the vehicle to your workbook. To make a note on a 

vehicle, click on “NOTE.”

A pop-up box will appear where you can enter the note.

Making a note on a vehicle automatically adds the vehicle to your workbook.
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You can also save or make notes from inside the details of each car (after you click on 

the car to view the features, options, etc.)

Your workbook is saved automatically.

When you are done making notes and adding vehicles to your workbook, you can open 

your workbook by clicking the “WORKBOOK” tab in the top menu. Then click on the 

date of the sale.
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Your workbook will open with the list of vehicles you have added.

The green buttons to the right of each vehicle now allow you to edit your note or to 

remove the vehicle from your workbook.

You will receive an alert within simulcast on sale day when your workbook vehicles are 

about to cross the block.
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You can print several things from our website including our entire run list; your 

workbook; or any search.

Start by clicking the PRINT/EXPORT tab in the top menu.

HOW TO PRINT
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At the top, you can print your filtered list. This would be 

your search results, your workbook, or a lane if that’s 

what you have selected.

Below that, you have the print options for “Entire List 

(All Vehicles).” This will print all the vehicles listed for 

that sale day, so be careful. 

The first item on the menu will allow you to download 

your list as an Excel spreadsheet. When you click this 

button, you might not see anything happening. Look in 

the “download” folder on your computer to find the 

spreadsheet. If you don’t have Excel or don’t use 

spreadsheets, don’t worry about this menu item -- just 

ignore it. 
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The next 2 menu items will open a separate tab in your 

web browser and open the print menu for your printer. 

(See below.)

Select your destination printer. Select “Landscape” or “Portrait.” Click the small arrow 

next to “More settings” to see more of your printer settings. These will be different for 

every printer. When you have all your selections made, just click “Print” and your list 

will be sent to your printer.
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Here’s what it looks like if you click on “Print - No Photos.”

“PDF - No Photos” will download the list as a PDF file. It will look the same as the 

image above.
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Depending on your settings and whether you are using a Mac or a PC, the file will 

either be saved directly to your downloads folder; or the file will download and open in 

a separate window; or you may get a pop-up with a menu asking you to select where 

you want to save the file. (See below.)

If you get the pop-up, just navigate to where you want to save the PDF. Otherwise, look 

in your downloads folder for the file.
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There are several ways to search our market report.

To begin, click on “MARKET REPORT” in the top menu of the website.

HOW TO USE THE MARKET REPORT
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The report defaults to all vehicles sold in the last 60 days.
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Continue refining your search by using the menu options on 

the left side of the page.

Click on “All Makes” to select a make. Then click “DONE.”

Choosing a make will creat 2 additional menu items as shown 

below.

There are several ways to refine your search.

You could begin with the top menu and choose either last 15 days, 30 days, 60 days, 

or 90 days.
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Click on “All Models” to choose a model.

Click on “All Trims” if you would like to choose a trim.
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Click the plus sign “+” next to “Body Styles” to choose body 

styles. Options may be grayed out based on your choices for 

make or model. This menu extends well beyond what is 

shown in the picture at the left.

Year and mileage can be chosen next. Here is how those menus look when expanded.
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You can also search by engine.

Lastly, you can type in a keyword search.

The market report can only be printed by using the “Print Page” function as shown 

below.

It will only print the page you are on, so if you want all pages of your report to print, 

make sure you select “Show All” as shown below.
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Clicking on “Print Page” will open a pop-up window allowing you to select your printer 

destination and other printer settings. It will also show a preview. (See below.)

Just click “Print” after you have adjusted your settings.
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It’s easy to place auto bids prior to the sale on our website. An auto bid (also called a 

proxy bid or a pre bid) is a bid you can place PRIOR to the auction if you can’t be here 

or be on simulcast. All you need to do is put in your maximum bid for the vehicle and 

the computer will bid for you during the auction.

Begin by navigating to the run list or to your workbook or saved search.

To the right of each vehicle there will be a button labeled “Auto Bid.” (See below.)

HOW TO AUTO BID
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Just click the “AUTO BID” button and a pop-up box appears as seen below.
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Select your dealership from the drop-down menu. (Note: you will need to do this even if 

you only have one dealership in your account.)

Then type in your max bid for the vehicle and click the “SUBMIT BID” button.
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A message will appear at the top of the page letting you know that your auto bid has 

been submitted.

The “AUTO BID” button next to the vehicle turns green and becomes an “AUTO BID - 

EDIT” button. (See below.)
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To edit or remove your auto bid, click the green button.

A pop-up box will appear where you can change your max bid or remove the auto bid.
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If you click the “REMOVE” button, you will get a message at the top of the screen that 

your auto bid has been successfully removed, and the “AUTO BID” button next to the 

car will change back to a white button.
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You can also place auto bids from within the descriptions of each vehicle.

The process works exactly the same here -- just click on the “AUTO BID” button.
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