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Overview  

How do I access the portal?  
You can reach the Dealer Portal by going to 

https://dealers.autochair.co.uk 

Do I need to login to use the 
portal?  
Yes, you will need to use your email address and 

password to login to the Dealer Portal.  These will 

have been sent to you separately by Autochair.  If you 

do not have a record of your login details, please 

contact Autochair directly. 

When your login details are initially set up for the portal, you will receive an automated verification 

email from Autochair.  The email contains a link that you need to click on – this process verifies that 

you have access to the email address used for your login.  You will not be able to login to the portal 

until you have verified your email address.  

Whenever you login to the portal, you remain logged in until a 2-hour period of inactivity passes, at 

which point the portal will log you out automatically. 

What if I forget my password?  
You can use the “forgotten password” link on the main login screen to request that a new password 

gets emailed to you.  You will be able to login with this new password and, once logged in, you can 

reset your password to something of your own choosing. 

Can I choose my own password?  
Yes, as long as your password conforms with our password policy, which is that all passwords must 

be at least 8-characters long and must include at least: 

� 1 uppercase character 

� 1 lowercase character 

� 1 numeric character 

� 1 punctuation character 

How do I update my login details and personal information?  
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When you’re logged in to the portal, you will see your name in the top right corner of all screens: 

 

By clicking on your name, you will go to the My Account page, here you can update your: 

� Email address (this is what you use to login 
with) 

� Password 

� Name 

If you update your password from the My Account 

screen, be mindful of the password policy 
mentioned earlier: 

How do I use the portal?  
Once you are logged in, you can 

access key areas of the portal by 
clicking on the relevant icon on 

the portal’s home page. 

You can also use the navigation 

that runs across the top of all 
portal pages to find the 
information you’re after. 

How do I exit the 
portal?  
To leave the Dealer Portal, you 
can click the”Logout” link in the 
top right corner of any page or 

you can just close your browser 
window. 
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Technical Sheets  

What information is in the Technical Sheets section of the 
portal?  
In the Technical Sheets section of the portal, you can access up-to-date technical data for Autochair 

products for different vehicles. 

How do I use the Technical Sheets section of the portal?  
� Click on the Technical Sheets icon on the 

portal’s home page or choose Technical Sheets 
from the main navigation menu at the top of 

the page 

� Click on the relevant Autochair product for 
which you want technical data 

� If you want technical data for a specific vehicle, 
choose option 1, where you select your make 

and model of vehicle from the list 

� If you want technical data for vehicles of a 
certain type, choose the relevant body style in 

option 2 

� Alternatively, you can access technical data for 
all vehicles by clicking the link in option 3 

� When you see the list of matching vehicles (based on your choice above), you can: 

o Click on the “More” button to see the full technical sheet for that vehicle or 

o Tick the “Compare” box against that vehicle and then click the “Add to comparison” 
button at the bottom of the screen to add it to a side-by-side comparison with other 

vehicles 

� The full technical sheet provides information about that vehicle’s boot dimensions, product 
fitting instructions and product set-up details. 
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Marketing  

What information is in the Marketing section of the portal?  
In the Marketing section of the portal, you can access product photos in both web-ready and print-

ready formats.  You can use these product photos in your own online and offline marketing literature. 

How do I use the Marketing section of the portal?  
� Click on the Marketing images icon 

on the portal’s home page or 
choose Marketing from the main 

navigation menu at the top of the 
page and then click on Marketing 

images 

� Scroll down the page (or use the 
shortcut links at the top) to find the 
relevant Autochair product  

� You can download an image by 
clicking on either the “Web 
version” or “Print version” link.  The web-ready image is saved at 72dpi, ideal for use on 

website and online marketing; the print-ready image is saved at 300dpi, which is a larger file 
more suitable for artwork and printed marketing 

Is there a limit to the number of images I can download?  
No, you can download as many images as you wish. 

What can I use downloaded images for?  
You are permitted to use images you downloaded from the Dealer Portal for your own marketing 
activity where that marketing expressly promotes Autochair products.  Please refer to your Dealer 
Agreement for more details. 
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Support 

What information is in the Support section of the portal?  
In the Support section of the portal, you can access: 

� Technical Documents relating to an Autochair product 

� Owners’ Manuals for Autochair products 

� Fitting Instructions 

� Frequently-Asked Questions 

Technical Documents  

What information is in the Technical Documents section of 
the portal?  
The Technical Documents section of the portal contains other technical documentation about 
Autochair products, beyond that available in the Technical Sheets and the Fitting Instructions. 

Owners’ Manuals  

What information is in the Owners’ Manuals section of the 
portal?  
The Owners’ Manuals section of the portal contains links to up-to-date product manuals for various 

Autochair products.  You can download these to your computer as PDF files. 

If you previously downlaoded a product manual, you should check in the portal periodically in case a 

new version of a manual has been added recently. 
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Fitting instructions  

What information is in the Fitting Instructions section of the 
portal?  
In the Fitting Instructions section of the portal, you can access up-to-date fitting kit instructions for 

Autochair products for different vehicles. 

 

How do I use the Fitting Kits section of the portal?  
� Click on the Fitting Instructions icon on the portal’s home page or choose Fitting Kits from the 

Support navigation menu at the top of the page 

� Click on the manufacturer of the vehicle for which you want a fitting kit 

� The available fitting kits for vehicles made by that manufacturer will be shown on screen – 
click on the fitting kit that you’re interested in and it will download to your computer as a PDF 

file 

  



Dealer Portal User Guide – June 2017 

 

© 2017 Autochair Ltd Confidential Page 8 of 13 

 

Frequently-Asked Questions (FAQs) 

What information is in the Frequently-Asked Questions 
section of the portal?  
The Frequently-Asked Questions section of the portal contains list of common questions about 

various Autochair products.  The section is split down into product categories: 

 

How do I use the Frequently-Asked Questions section of the 
portal?  

� Click on the relevant 
product about which you 
have a question 

� You will see a complete list 
of FAQs for this product.  
The list may be split across 

multiple pages if there are 
too many to show on a 
single screen 

� Click on to the question that 
interests you and you will see the question and its full answer 
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� Alternatively, you can use the search box shown above the list of questions if you wish to 
search for a particular topic: 
 

 
 

� If you cannot find the information you need in the FAQs section, use the Contact Us facility in 
the portal to contact Autochair Technical Support 
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News 

What information is in the News section of the portal?  
In the News section of the portal, you can read latest news from Autochair.  Some news stories cover 

company announcements and some are product specific. 

 

Click on a specific news story to read that item in full.  
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Contact Us 

What information is in the Contact Us section of the portal?  
In the Contact Us section of the portal, you can use the online messaging facility to contact Autochair 

with queries concerning parts, orders, accounts etc.. 

How do I send a new message in the Contact Us section?  
� Click on the Contact Us  icon on the portal’s home page or choose Contact Us from the main 

navigation across the top of the page 

� Click into the 
relevant 

category 
from the 

available 
options on 
screen.  If you 

have a query 

relating to accounts or finance, for 
instance, click into Accounts 

� Click on the Add button at the top 
of the screen to add a new 

message addressed to the 
Accounts team 

� Type in your message in the box 
provided and, if necessary, attach 
up to 3 files to your message.  Your 
attachment(s) can be any of the 

following file types: 

o CSV file 

o Word document 

o JPG photo 

o PDF file 

o PNG photo or graphic 

o PowerPoint presentation 

o Text file 

o Excel spreadsheet 

o ZIP file 

� When you have composed your message, click the Save button and it will be sent to the 
relevant department.  You will also receive an email notification to confirm that your message 
has been sent 
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How do I know when Autochair reply to my message?  
When an Autochair representative replies to your message, you will automatically receive an email 
confirmation to notify you. At this point, you should login to the Dealer Portal to read the response. 

Can I reply to Autochair’s response?  
Yes.  Login to the Dealer Portal and go to the Contact Us section.   

Click into the relevant category and you will see a list of your existing messages.  Click on to the 
message in question to see the full history of responses: 

 

Once you’ve read Autochair’s response, you can add a furtehr reply by using the New response form 
at the bottom of the screen. 

Can my colleagues view my messages?  
Yes.  Anyone set up as a user in the Dealer Portal who belongs to the same dealer (organisation) as 

you will be able to add, view and reply to messages in the Contact Us section.   
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Other 

What should I do if I can’t find the information I want?  
There is a search facility at the top of all pages, which you can use to search the entire Dealer Portal.  
Search results are returned in a familiar Google-style format. 

 

Alternatively, you can use the Contact Us section of the portal to send a question directly to 
Autochair. 


