Hhtsh MANAGING ACCOUNTS

CUSTOMER ACCOUNTS JOB AID

This job aid shows how to add, edit, and deactivate a customer account from the customer account drop down menu located
on the Account Management page.

FROM THE HITCH DASHBOARD

| ~ @ Bab Gold

1. At the top right corner, click your username

Account Manageme
. . Account . -
2. From the dropdown list, click Account Management Amercan Autemotive Company (American Autemoti. e 2
Management
The Account Management screen will display. e
User Profile Company Management
. comeant Enable Support
g] Companies Managem... Basic Information ‘)L;h Laghut
@ Theme setup
228 Users ‘\ 55. ‘4:3‘-4
TO ADD A CUSTOMER ACCOUNT Nt
American Automotive Company (American Automotive Company)
1. Select parent account to manage the TMS account AAC Intornal Transport (American Automotive Company)
. Customer Aiccounts AAC Partner Transport (American Automotive Company)
from the drop down list :
AAC Internal (American Automotive Company)
2. Select Customer Accounts from the drown down T -
menu No filters applied C Refresh R reset
3. Click Add Customer
An Add Customer pop-up box will appear.
. . Account Mana ement r\rm-:-\r "vr’ Automotive Company
4. Enter Customer accounts, contact, and information g N

I Customer Accounts

5. Click Save to save customer information B serprofiie a

Company

Transporter Accounts

B companies Management -
. . @& Theme Setup I
A green box will appear when additions made successfully. T
A% Users
Q@ Locations
‘ Notification SELUHQS COMPANY NAME 1 COMPANY PHONE

Crenshaw's Car Lot 555

Add Customer

B? Add Custo 3

Reset Table Settings

Cancel
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Hitzh MANAGING ACCOUNTS

CUSTOMER ACCOUNTS JOB AID

This job aid shows how to add, edit, and deactivate a customer account -continued.

TO EDIT A CUSTOMER ACCOUNT

@ Frank's First Class Auto CUSTOMER

1. Select parent account to manage the TMS account
from the drop down list

2. Select a customer account to edit from the Company Information

customer account list

Frank's First Class Auto

6369243 -D3cf 4008 bOSF 0076059554 be

The customer account selected will display.

3. Click the edit icon to edit the customer account Feenl o P —
information
4. Edit the information that is not grayed out

Company Tformalion

@ NOTE: Contact a RunBuggy Administrator to

change information that is grayed out on screen.

] poB
4180 Steckton Hill Rd, Kingman, AZ 86409, USA

5. Click Save to save your edits

To DEAcTIVATE A cUsToMER AccoUNT STATUS = CREATED DATE LAST UPDATED ACTIVATED
Q ACTIVE 02/06/2 06:46 AM 02/06/2023 0713 AM

1. From the customer account row, you would like to °®

deactivate and ScrO” to the r|ght © oEACTvATED 02/06/2023 07:21 AM 02/06/2023 07:22 AM t

2. Toggle to the |eft to deaCtlvate @ sty 02/06/2023 06:49 AM 02/06/2023 06:49 AM Py

@ NOTE: The customer account will immediately 0

be deactivated once toggle turns white.
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