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Vision POS – Managing Customer Records QRG 

 

Purpose and Overview 

This document is designed to provide basic instructions on how to manage Customer Records in the 
Vision POS and is divided into the following sections:  

• Creating a New Customer Record 

• Updating Customer Information 

• Deactivating a Vehicle 

• Manually Adding a New Vehicle 

• Manually Adding a New Vehicle (No VIN or License Plate) 

• Adding a Generic Vehicle 

 

Note: The steps in most of these sections assume you are accessing the customers’ account through an 
existing VTV that has already been completed. You can always access the Customer Record by 
searching using their name, phone number, etc. 

Creating a New Customer Record 

Step Action 

1 From the main screen click Customer / Vehicle. 

 



Vision POS – Managing Customer 
Records QRG  

 
 

Provided by: Vision Page 2 of 35 Published on: 09/26/2025  
Designed by: L&D – JC © 2025 The Reinalt-Thomas Corporation Updated on:  
 Internal Use Only Version 1.0 

 

Step Action 

2 Click SELECT A VTV. 

 

3 Select the customer you are working with from the list. 
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Step Action 

4 Click SELECT CUSTOMER. 

 

5 Click Yes, Create New Customer on the pop-up window. 

Note: This pop-up only displays when no record is found with the information provided. You 
must verify that they are a new customer before creating a new Customer Record. If they are 
not a new customer, back out, search for their Customer Record, update it accordingly, and 
attach the VTV manually. 
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Step Action 

6 Fill out all required fields marked with an *. 

 

7 Click CREATE CUSTOMER. 
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Step Action 

8 Click APPLY CUSTOMER/VEHICLE and continue as normal. 
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Updating Customer Information 

Step Action 

1 On the main screen click Customer / Vehicle. 

 

2 Click SELECT A VTV. 
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Step Action 

3 Select the customer you are working with from the list. 

 

4 Click SELECT CUSTOMER. 
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Step Action 

5 Click EDIT CUSTOMER. 

 

6 Make the required updates to the Customer Record. 
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Step Action 

7 Click APPLY EDITS.  

 

8 Click YES, APPLY CUSTOMER EDITS on the pop-up window. 
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Step Action 

9 Continue the customer interaction as normal. 

 

 

  



Vision POS – Managing Customer 
Records QRG  

 
 

Provided by: Vision Page 11 of 35 Published on: 09/26/2025  
Designed by: L&D – JC © 2025 The Reinalt-Thomas Corporation Updated on:  
 Internal Use Only Version 1.0 

 

Deactivating a Vehicle 

This process allows you to deactivate a vehicle on a Customer Record they no longer have.  

Note: All deactivated vehicles information can still be viewed from the ‘Customer Summary’ screen by 
clicking the ‘View Deactivated Vehicles’ button.  

Step Action 

1 From the main screen click Customer / Vehicle. 

 

2 Search for the customer by entering the information provided (typically phone number). 
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Step Action 

3 Click SEARCH BY CUSTOMER. 

 

4 Select the Customer Record from the list.  

Note: If only one result is found, the record will be auto selected. 
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Step Action 

5 Click SELECT CUSTOMER. 

  

6 Select the vehicle you want to deactivate. 

Note: If not shown on this screen, click the VIEW ALL VEHICLES link and select the 
appropriate vehicle from that screen. 
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Step Action 

7 Click the edit link. 

  

8 Click the deactivate vehicle link on the pop-up window. 
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Step Action 

9 Click YES, DEACTIVATE THIS VEHICLE on the pop-up window. 

 

10 Continue as normal. 
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Manually Adding a New Vehicle 

Step Action 

1 Click Customer / Vehicle. 

 

2 Enter the customer’s phone number. 
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Step Action 

3 Click SEARCH BY CUSTOMER. 

 

4 Select the Customer Record from the list. 

Note: If only one result is found, the record will be auto selected.
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Step Action 

5 Click SELECT CUSTOMER. 

 

6 Click ADD NEW VEHICLE. 
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Step Action 

7 Enter the VIN or License Plate information. 

 

8 Click SEARCH BY VIN or SEARCH BY LICENSE PLATE.  
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Step Action 

9 Select the vehicle Make, Model, and Trim from the drop-down menu if required. 

 

10 Select the original tire size for the vehicle. 
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Step Action 

11 Click ADD ADDITIONAL VEHICLE INFO. 

 

12 Enter/select any additional vehicle info. 
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Step Action 

13 Click ADD VEHICLE TO CUSTOMER. 

 

14 Continue transaction as normal. 
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Manually Adding a New Vehicle (No VIN or License Plate) 

How to add a vehicle to a Customer Record that you do not have a license plate or VIN for. This is 
typically done when working with a customer over the phone. 

Step Action 

1 Click Customer / Vehicle. 

 

2 Enter the customer’s phone number. 
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Step Action 

3 Click SEARCH BY CUSTOMER. 

 

4 Select the Customer Record from the list. 

Note: If only one result is found, the record will be auto selected.  
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Step Action 

5 Click SELECT CUSTOMER. 

 

6 Click ADD NEW VEHICLE. 
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Step Action 

7 Click ADD NEW VEHICLE at the bottom of the pop-up window. 

 

8 Select the Year, Make, Model, and Trim from the dropdowns. 
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Step Action 

9 Select the original tire size for the vehicle. 

 

10 Click ADD ADDITIONAL VEHICLE INFO. 
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Step Action 

11 Enter/select any additional vehicle information. 

 

12 Click ADD VEHICLE TO CUSTOMER. 
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Step Action 

13 Continue transaction as normal. 
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Adding a Generic Vehicle 

Generic vehicle types include Agriculture, ATV/UTV, Classic, Equipment, HD Application, Late Model, 
Lawn & Golf, Motorsports, Recreational Vehicle, and Trailer. 

Step Action 

1 Click Customer / Vehicle. 

 

2 Enter the customer’s phone number. 
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Step Action 

3 Click SEARCH BY CUSTOMER. 

 

4 Select the Customer Record from the list. 

Note: If only one result is found, the record will be auto selected. 
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Step Action 

5 Click SELECT CUSTOMER. 

 

6 Click ADD NEW VEHICLE. 
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Step Action 

 Click Add Generic Vehicle. 

 

 Select a Vehicle Category from the drop-down list. 
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Step Action 

 Select a subcategory from the drop-down list (if applicable). 

 

 Fill out all available fields. 
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Step Action 

 Click ADD VEHICLE TO CUSTOMER. 

 

 Continue transaction as normal. 

 

 

Contact 

Contact the Service Desk at support@discounttire.com or 800-366-4399.  
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