How to add new customer

In this guide you will learn how to create a new customer or link existing one to your shop’s registry.

To add a new customer Go to Customers & Vehicles and click on Add/Find Customer & Vehicle.
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In appeared card enter your customer’s phone number in the left upper corner (1) and click on search

button (2). You may search by email and VIN code as well (3) (4).
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If a customer is not found, keep entering customer’s data: email, First name, Last Name, Address. Click

on Create on the bottom line.
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Now enter customer’s vehicle information: Vehicle’s name, Model, Year and select trim from the
provided list (1). If the list is not provided enter the Trim yourself. We also recommend that you fill the
odometer and average mileage info (2). Add optional information if necessary (VIN, License) (3). Click
update to save customer’s vehicle information (4).
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Please note that when you create a new customer — customer’s account is created by AutoRepair Cloud.
Therefore a temporary password will be send to the customer.



When a customer has already been signed up to AutoRepair Cloud a pop up window with confirmation
request will appear. Ask customer for a password, enter it and click confirm.
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The phone +1 (408) 111-1111 already exists in AutoRepair Cloud but your shop doesn't
have permission to work with they customer. Please acquire customer code from the
customer.

Enter customer code

If the customer doesn't have the customer code then you could initiate the reminder
message

P-4 E-mail Send the code reminder to customer's email
- SMS Send the code reminder to customer's phone
Q0  Voice message Send the code reminder via voice message
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Now the customer is linked to your shop.
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