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Quick Start Guide – Adding a New VHC 

Creating a VHC The following section describes how to manually create a VHC in autoVHC. 

This method of VHC creation would be used where a dealership’s DMS does not have the 

ability to export an extract of the customer diary in a format that can be imported into 

autoVHC or in the case of a ‘Walk-in’ customer. 

Instructions  

1. From the Current VHC Screen click on the New VHC Icon, this will then load the New VHC 

Screen 

 

2. First you will need to add the customer’s details, left click within the Customer field.  

There are three options, if the customer has received a VHC through autoVHC, then you can 

use the Surname or Registration search to find the customers details.  

 

To add a new customer click on Add Customer and complete the fields with the customer’s 

details and click Save Customer. To save time there is now a postcode lookup, click the 

search icon to open the postcode lookup. 
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3. You will then need to add the vehicle details, these can be added manually or you can use 

the DVLA search, left click on the search icon next to the registration field and click DVLA 

Search. 

 

Then enter the registration and click on the vehicle to confirm. 

 

 

4. Make sure the fields Make, Model, Job Card Number, VIN and Registration are completed 

and ensure the right template is selected for the VHC. Also take note of the additional boxes 

such as Work Required and Agreed Estimate, these are not mandatory but may help further 

down the VHC process. 

 

5. Once all information about the VHC has been entered click Save. 

  

 

 

 

 

 


