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Overview 
 
This document contains a complete set of instructions and tips for the Customer Records 
system.  The Customer Records system enables Dealers and Suppliers to add and maintain 
Customer information for marketing and warranty purposes.   
 
If you have any queries or comments about the Customer Records business function please 
contact Dealer Support on 01753 590761. 
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Conventions & Icons Used In This Document 
 

  .............................................................Select button 
 

 ...............................................................Click to Save the record 
 

 ...............................................................Click to go back to the HOME page 
 

 ..............................................................Search button 
 

...............................................................Click to proceed to next page 
 

...............................................................Click to return to previous page 
 

...............................................................Click for help on the web page 
 
“Honda Extranet” ............................................The web based Hondacom system 
 
“Customer”......................................................Refers to a person or company that has 

purchased a Honda product 
 
“Business Function”........................................A main menu option e.g. “View Ownership” 
 
“Master login”..................................................The main master user ID maintained by your 

Dealer Principal or system administrator 
 
Bold ...............................................................Represents field name 
 
HOT TIPS 

..............................Recommendation or warning information 
 

*  ....................................................................Asterisk denoting “mandatory field” where you 
must enter data into the field to continue for 
example: 
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System Access 
 
Access will be given to your extranet Master login.  If you need access for individual user IDs 
please see your system administrator who can give the username access using the Master 
login.  If your Master login does not show the Customer Records menu please contact 
Dealer Systems Support on 01753-590 761. 
 

 
 
 
Your Business Unit is your dealer code. User and Password are your normal Hondacom 
login details.  Click the red arrow at the bottom to access the intranet Home Page. 
 

 
 
From your intranet Home Page select After Sales from the menu across the top, and then 
Customer Records from the menu down the left hand side of the screen. There are a 
number of Business Functions including Record Purchase and Update Customer Details. 
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Record Purchase  
 
This business function allows you record new purchases a customer has made. You can also 
update a vehicle’s registration here. 
 
Select the Record Purchase option on the Customer Records menu 
 
 
Step One – Find Product 
 
To record a purchase (new or used) you must first search for the Power Equipment product 
by entering the ATV VIN no/Registration No, or entering the full Serial Number (known as 
PIN – Product Identification Number) 
 

 
HOT TIPS 
 
Enter the Registration No. as one whole string e.g. K917GWW not K917 GWW. 
 

Click on  to begin the search. 
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Step Two – Confirm Product 
 
A) Where product has been found 
 
The details of the selected product will be displayed for your confirmation. 
 

 
 
 
 
To navigate to the next screen click on   . 
 
 
HOT TIPS 
 
If the Registration Card gives only the Engine Suffix then key in the Engine Suffix and 
continue. The system will NOT allow you to enter the Engine Prefix on its own 
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B) Where product has not been found 
 
If Honda U.K. does not have any information on the Serial Number that has been entered, 
and the Serial Number is valid, then the product may be a grey or parallel import and the 
following screen will be displayed 
 

 
 

Select the Model Type and continue to the next screen by clicking on   
 
 
Step Three – Find Customer 
 
You can then perform a search to locate the details of the Power Equipment customer. 
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A) Where customer has not been found 
 
If Honda U.K. has no information on the Company or Person you have searched for, the 
customer details will be presented for you to complete. 

 
=

=
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=
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Title 
Select from list. 
One option on Title is Other which opens up an additional field which allows entry of an 
alternative title not included on the list. 
 
First Name and Initials 
This field should only contain the person’s first name. The initials should be entered in 
the Initials field. 
 
* You must enter either, Title, First Name or an Initial  
 
Preferred Name 
If the person has an alternative name they prefer to be addressed by then it can be 
stored in this field. Note that the contents of this field may be used in mailings.  E.g. if 
name is stored as William and preferred name as Bill, we might address a mailing to Mr 
William Smith but start the letter with Dear Bill.  
 
Honorific  
Use this field to record any additional forms of address which should appear after the 
surname, eg OBE, BA(Hons) etc. 
 
Gender 
Automatically updates to match title – works fine with Mr, Mrs, Miss but not with Dr. or 
other titles which could apply to either gender.  In these cases please select M or F 
where known. 
 
Date of birth is not mandatory, but once a date of birth has been entered it cannot be 
deleted, only corrected 
 
Address   
Quick Address functionality is used by Customer Records - enter house number and 

postcode or just postcode, then hit the ‘Find Address’ key .  If only one possible 
address is found this will be used to automatically populate the address section below.  If 
more than one possible match is found, a list will be displayed for the user to select from, 
and the selected address will be used to populate the address section below. 
 
Within the full address section, the house name and district fields can be edited as they 
do not form part of the Post Office Standard Address Format (PAF) as supplied by Quick 
Address.  To edit any other lines of the address you need to first click the Modify Address 
button – however, it is preferable not to alter the PAF address. 
 
 Note that certain address lines are mandatory (indicated by *) 
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MPS Indicator 
If the text ‘Do Not Mail’ appears here, this indicates that the person has registered their 
details with the Mailing Preference Service to prevent receipt of unsolicited marketing 
mailings.  This indicates that they do not wish to receive marketing material through the 
post – unless they have separately indicated that they are happy to receive such mailings 
from Honda, these people should not be marketed by mail. 
 
This field is not user editable, and will not be populated for a newly added customer until 
an MPS update has been run by Honda (normally once per quarter). 
 
Phone Numbers  
Not mandatory, but the format is validated.   
 
Pref Contact  
For Phone numbers, this field tells us whether the person would prefer to be contacted 
on their daytime number, evening, SMS or mobile number 
For Email Addresses, it tells us whether the person would prefer to be contacted on their 
home or work email addresses 
 
TPS Ind 
If the text ‘Do Not Phone’ appears alongside a telephone number this indicates that this 
telephone number has been registered with the Telephone Preference Service and may 
not be used for unsolicited marketing calls.  Unless the customer has separately 
indicated that they are happy to receive such calls from Honda, these people should not 
be marketed by telephone. 
 
This field is not user editable, and will not be populated for a newly added customer until 
a TPS update has been run by Honda (normally every 28 days). 
 
E mail address is not mandatory  
 
Preferred Contact Method  
Indicates how the person would prefer Honda to contact them 
 
Permission to Contact Boxes at the foot of the screen indicate the customer’s wishes in 
respect of contact from Honda by mail, email, telephone and SMS.  If no preference has 
been expressed the value in each case will default to X (ie unknown). If the customer 
does not wish to be contacted by the method shown then select No from the drop down 
list.  If the customer actively agrees to contact via any of these methods, select Yes from 
the drop down list.  Once a value of No or Yes has been selected from the list, it cannot 
be set back to X 
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Date Input – the date can be entered automatically by clicking on the icon.  
 

 
 
Then click on the date required and the date field will populate automatically in the 
correct format e.g. 
 

 
Click on  to move to the next stage of the Record Purchase process 
 
 
B) Where customer has been found 
 
The system will take you to the next step directly if the customer has been found. 

 
 

Click on  to select a customer from the list to be linked to the product 
 
If non e of the records listed match the customer details for the purchaser then click on ADD 

NEW  button- this will take you to the Update Customer screen where you can enter the 
customer’s details 
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Step Four – Enter Purchase Details 
 
Once the customer details have been entered, or found, the Purchase Details screen will be 
shown. 

 
 
You must then enter the Purchase Date and select whether the product was a Hire, 
Domestic or Commercial purchase, and if it is a New or Used product 

Click on  to save the record. You have now completed the Record Purchase business 
function. 
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View Ownership 
 
The View Ownership facility is used to view all the products owned by a customer.  You can 
also mark a unit as sold from these screens. 

 

Step One – Find Customer 
 
To update the products that a person owns you must find the customer by completing the 
Find Customer screen. 
 
You can search using Quick Search, Person Search or Company Search. 

 

Click   to begin the search. 
 
HOT TIPS 
For the Person Search you will need to enter the Last Name and the Postcode. 

If you do not know the postcode you can search the database using   . 

 

Enter the first line of the address, Address 1 and Town and then click on .  The 
Postcode will be derived, using information from the National Post Office 
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Step Two – Select Customer 
The results of your search will be displayed.  Select the customer you were searching for by 

clicking on  . 

 
 
Step Three – Select Product 
 
The Product Ownership screen will be displayed.  This screen lists all the Honda products 
that a customer owns, irrespective of division. 
 
 

 
 

The Policies section will be used to display the Honda policies that are in force for the 
customer. This will show all Insurance, Finance and Warranty etc policies that the customer 
has taken out through Honda business partners via Honda Dealers 

Select the product wish to mark as sold by clicking on  . 
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HOT TIPS 
 
The Product Ownership screen defaults to the products which a person CURRENTLY 
owns. 

To see the products that they have owned but have now sold, click on  to show the full 
product history for the selected company. 
 
Use the browser BACK button to go back to the Select Customer screen 
Use the BACK button in the application to return to the Find Customer screen 
 
Step Four – Viewing Ownership 
 

The Product Update screen will be displayed. 

 
You may record the date the product was sold, written off or stolen /lost. One of the reason 
indicators and the termination date need to be entered (in the format dd/mm/yyyy or click 
on the calendar icon and select a date) in order to save the change.   

 
 

The Policies section will be used to display the Honda policies that are in force for the 
particular product. This will show all Insurance, Finance and Warranty etc policies that apply 
and that have been taken out through Honda business partners via Honda Dealers 

 

Click on  to save the record.  
 
You have now completed the View Ownership business function. 
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Update Customer Details 
 
Step One – Find Customer 
To update a customer’s information you must first search for the person or company you wish 
to update. 

 
If you are searching for a person then you can either perform a quick search by: 

• Customer No. or 

simply enter one of two combinations 

• FULL Last Name and Postcode (partial or full) 

• FULL Last Name and First Name (partial or full). 

If you are searching for a company then enter: 

• Company Name (partial or full) and Postcode (partial or full). 

 

Once you have entered your search criteria click on   to begin the search. 
 
HOT TIPS 
If you are unable to complete the search criteria because you do not know the postcode of 

the customer you wish to search for then click on the search button:    
This will display the Find Postcode screen. 

 

Enter the first line of the address, Address 1 and Town and then click on .  The 
Postcode will be derived, using information from the National Post Office. 
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Step Two – Select Customer 
 
All records that match the criteria entered will be displayed. 
 

 
 

Select the customer that you wish to update by clicking on  . 

To add a new customer or prospect, click on ADD NEW  
 
HOT TIPS 
 
Sometimes a customer may be added to the database multiple times resulting in duplicate 
records.  If you notice this you may merge the records by making sure the address and name 
is the same on all records and the system will automatically convert them into one single 
record for that customer. 
 
 
 
 
Step Three – Update Customer 
 
Use the Update Customer business function to change any detail about the selected 
customer. 
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=
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`ìëíçãÉê=qóéÉ=
aáëéä~ó=çåäó=J=ëÜçïë=oÉí~áäLmêáî~íÉ=Ú`çãé~åó=çê=_ìëáåÉëëÛ=çê=ÚjÉëëêëÛ===
=
dçåÉ~ï~ó=
aÉÑ~ìäíë=íç=kç=Eåçí=ÖçåÉ=~ï~óF=Äìí=Å~å=ÄÉ=ÅÜ~åÖÉÇ=íç=vÉë=áÑ=åçíáÑáÅ~íáçå=áë=êÉÅÉáîÉÇ=íÜ~í=íÜÉ=
éÉêëçå=áë=åç=äçåÖÉê=~í=íÜÉ=ëí~íÉÇ=~ÇÇêÉëë=
=
aÉÅÉ~ëÉÇ=
aÉÑ~ìäíë=íç=kç=Äìí=Å~å=ÄÉ=ÅÜ~åÖÉÇ=íç=vÉë=áÑ=åçíáÑáÅ~íáçå=áë=êÉÅÉáîÉÇ=íÜ~í=íÜÉ=éÉêëçå=áë=
ÇÉÅÉ~ëÉÇ=
=
j~êâÉí=íÜáë=éÉêëçå=
aÉÑ~ìäíë=íç=vÉë=Äìí=Å~å=ÄÉ=ÅÜ~åÖÉÇ=íç=kç=áÑ=íÜÉ=éÉêëçå=ëéÉÅáÑáÅ~ääó=ëí~íÉë=íÜ~í=íÜÉó=Çç=åçí=
ï~åí=íç=ÄÉ=ã~êâÉíÉÇ=Äó=eçåÇ~K=mäÉ~ëÉ=ÄÉ=~ï~êÉ=íÜ~í=íÜáë=ïáää=êÉëìäí=áå=íÜÉáê=ÇÉí~áäë=ÄÉáåÖ=
ÉñÅäìÇÉÇ=Ñêçã=~ää=eçåÇ~=ErhF=ã~áäáåÖë=~é~êí=Ñêçã=êÉÅ~ääëK==qÜáë=ëí~íìë=ëÜçìäÇ=çåäó=ÄÉ=ìëÉÇ=áÑ=
íÜÉ=ÅìëíçãÉê=Ü~ë=ëéÉÅáÑáÅ~ääó=~ëâÉÇ=åçí=íç=ÄÉ=ã~êâÉíÉÇ=íç=Äó=eçåÇ~K=

 
Dealer Systems Support  01753 590761  Version P2.0 July 2005 

 
19 of 28 



Customer Records User Manual – Power Equipment 
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Title 
Select from list. 
One option on Title is Other which opens up an additional field which allows entry of an 
alternative title not included on the list. 
 
First Name and Initials 
This field should only contain the person’s first name. The initials should be entered in 
the Initials field. 
 
* You must enter either, Title, First Name or an Initial  
 
Preferred Name 
If the person has an alternative name they prefer to be addressed by then it can be 
stored in this field. Note that the contents of this field may be used in mailings.  E.g. if 
name is stored as William and preferred name as Bill, we might address a mailing to Mr 
William Smith but start the letter with Dear Bill.  
 
Honorific  
Use this field to record any additional forms of address which should appear after the 
surname, eg OBE, BA(Hons) etc. 
 
Gender 
Automatically updates to match title – works fine with Mr, Mrs, Miss but not with Dr. or 
other titles which could apply to either gender.  In these cases please select M or F 
where known. 
 
Date of birth is not mandatory, but once a date of birth has been entered it cannot be 
deleted, only corrected 
 
Address   
Quick Address functionality is used by Customer Records - enter house number and 

postcode or just postcode, then hit the ‘Find Address’ key .  If only one possible 
address is found this will be used to automatically populate the address section below.  If 
more than one possible match is found, a list will be displayed for the user to select from, 
and the selected address will be used to populate the address section below. 
 
Within the full address section, the house name and district fields can be edited as they 
do not form part of the Post Office Standard Address Format (PAF) as supplied by Quick 
Address.  To edit any other lines of the address you need to first click the Modify Address 
button – however, it is preferable not to alter the PAF address. 
 
 Note that certain address lines are mandatory (indicated by *) 
 
MPS Indicator 
If the text ‘Do Not Mail’ appears here, this indicates that the person has registered their 
details with the Mailing Preference Service to prevent receipt of unsolicited marketing 
mailings.  This indicates that they do not wish to receive marketing material through the 
post – unless they have separately indicated that they are happy to receive such mailings 
from Honda, these people should not be marketed by mail. 
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This field is not user editable, and will not be populated for a newly added customer until 
an MPS update has been run by Honda (normally once per quarter). 
 
Phone Numbers  
Not mandatory, but the format is validated.   
 
Pref Contact  
For Phone numbers, this field tells us whether the person would prefer to be contacted 
on their daytime number, evening, SMS or mobile number 
For Email Addresses, it tells us whether the person would prefer to be contacted on their 
home or work email addresses 
 
TPS Ind 
If the text ‘Do Not Phone’ appears alongside a telephone number this indicates that this 
telephone number has been registered with the Telephone Preference Service and may 
not be used for unsolicited marketing calls.  Unless the customer has separately 
indicated that they are happy to receive such calls from Honda, these people should not 
be marketed by telephone. 
 
This field is not user editable, and will not be populated for a newly added customer until 
a TPS update has been run by Honda (normally every 28 days). 
 
E mail address is not mandatory  
 
Preferred Contact Method  
Indicates how the person would prefer Honda to contact them 
 
Permission to Contact Boxes at the foot of the screen indicate the customer’s wishes in 
respect of contact from Honda by mail, email, telephone and SMS.  If no preference has 
been expressed the value in each case will default to X (ie unknown). If the customer 
does not wish to be contacted by the method shown then select No from the drop down 
list.  If the customer actively agrees to contact via any of these methods, select Yes from 
the drop down list.  Once a value of No or Yes has been selected from the list, it cannot 
be set back to X 
=

Date Input – the date can be entered automatically by clicking on the icon.  
 

 
 
Then click on the date required and the date field will populate automatically in the 
correct format e.g. 
 

 
Click on  to move to the next stage of the Record Purchase process 
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Update Product Details 
 
This business function is used to mark a unit as Written Off, Sold or Stolen. 

 
Step One – Search for the product 
 
To update a product (new or used) you must first search for the Power Equipment product by 
entering the full ATV VIN /Registration No.or entering the full Serial Number (also known as 
PIN – Product Identification Number) 

 
HOT TIPS 
 
Enter the Registration No. as one whole string e.g. K917GWW not K917 GWW. 

Click on  to begin the search. 
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Step Two – Update the product 
 
The Update Product screen is displayed. 

 
You can mark a product as sold by entering the date in the Date Sold/Stolen field. 

 
HOT TIPS 

The date can be entered automatically by clicking on the icon.  
 

 
Additionally if you have been notified that the product has been stolen, lost or written off then 
please select one of the termination reason indicators and enter the termination date. 

 

The Policies section will be used to display the Honda policies that are in force for the 
particular product. This will show all Insurance, Finance and Warranty etc policies that apply 
and that have been taken out through Honda business partners via Honda Dealers 

Click on  to save the record. You have now completed the Update Product business 
function. 

 

 
Dealer Systems Support  01753 590761  Version P2.0 July 2005 

 
23 of 28 



Customer Records User Manual – Power Equipment 

Record Service 
 
This business function is used to record the service history of the product. 

Select the Record Service option on the Customer Records menu 

 
Step One – Search for the product 
 
To update a product (new or used) you must first search for the product by entering the full 
ATV VIN /Registration No.or entering the full Serial Number (also known as PIN – Product 
Identification Number) 

 
HOT TIPS 
 
Enter the Registration No. as one whole string e.g. K917GWW not K917 GWW. 

Click on  to begin the search. 
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Step Two – Record the Service 
 
If a single match is found, the Record Service screen will be displayed. 

 
 
HOT TIPS 

The date can be entered automatically by clicking on the icon.  
 

Once you have entered the Service Date and the Servicing Dealer click on to save the 
record.. 

 

You have now completed the Record Service business function 
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View Service History 
 
This business function is used to view the service history of a product 

Select the View Service History option on the Customer Records menu 

 
Step One – Search for the product 
 
To view the service history of a Power Equipment product (new or used) you must first 
search for the product by entering the full ATV VIN /Registration No.or entering the full 
Serial Number (also known as PIN – Product Identification Number) 

 
 

HOT TIPS 
 
Enter the Registration No. as one whole string e.g. K917GWW not K917 GWW. 

Click on  to begin the search. 
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Step Two – View the Service History 
 
The Service History screen will be displayed. 

 
 
HOT TIPS 

The date can be entered automatically by clicking on the icon.  
 

Once you have entered the Service Date and the Servicing Dealer click on to save the 
record.. 

 

You have now completed the Record Service business function 
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News 
 
This business function will be updated with useful information and news about Customer 
Records. 

 

 
 
 
 

Click on  to view the Dealer User Guide or the Manual Customer Update Form.  The 
contents of the News pages may vary from those shown above as they are updated from 
time to time. 
 
 
-------------------------------End of Customer Records User Manual------------------------------ 
=
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