
CPR For Cars® B2B Portal Guide – Dealer Administrator – Creating a New Member 

 

This guide outlines the process for adding a driver to the CPR For Cars® Member Program.  

The Add Member menu option will open a page with the Add a New Member form: 

 

1) Member Information 

1. First Name and Last Name. Type the customer’s legal name. 

2. Phone. Enter a reachable phone number. 

3. Email. Enter the customer’s email. 

4. Street Address, City, State, Zip Code. Enter the mailing address exactly as it 
should appear on the contract. 

2) Vehicle Details 

1. VIN. Enter a valid 17 character Vehicle Identification Number. 

o If the VIN is found on NHTSA, then Year, Make, and Model auto-populates. 
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2. Year, Make, Model 

o If the VIN does not find a match, then these fields must be entered manually.  

o In Make, start typing. A list of matching Makes will appear. Choose one. 

o After selecting a Make, the Model field unlocks and shows models for that 
make. Select the correct model. 

3. Condition. Choose New or Used. 

4. Mileage. Enter the current odometer reading. 

5. Purchase Price. Enter the vehicle purchase price. 

6. Mon Payment. Enter the monthly payment amount if applicable. 

7. Remaining Term. Enter remaining loan months if applicable. 

3) Lender Information 

 If your dealer account has a default lender set on the Account page, this section 
fills in automatically. Review and edit if needed. 

 If no default lender exists, enter details manually: 

1. Lender Name. As you type, previously used lender names that match your 
text will appear. Select one to auto-fill known info. 

2. Phone, Email, Street Address, City, State, Zip Code. Complete as needed. 

4) Create Member 

1. Review all entries for accuracy. 

2. Click Create Member. 

5) Errors and Duplicates 

 If any required field is invalid or missing, an error message explains what to fix. 

 If the VIN is already in use by an active member, the form shows an error. Use a 
diƯerent VIN or resolve the existing active contract before proceeding. 

Quick tips 

 Use the VIN for fastest and most accurate Year, Make, Model. 

 If a make or model does not appear, verify spelling or enter via VIN. 
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 Keep dealer default lender up to date on the Account page to reduce manual entry. 

 

Upon successful completion of the Add Member Form: 

 The customer will receive a welcome email 
 The account administrator will receive a confirmation email. 
 A new window will appear in the 

portal where you may download, 
print or resend an email with the 
Member Contract. 

 

 

 

New Members receive a welcome email 
with a pdf copy of the Membership contract. 

Your Account Administrator receives a 
confirmation email. 

 

 

 


