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Customer Profiles 
Create a New Customer Profile

Look Up and Edit Existing Customer Profile



THE AVFUEL HUB

To begin, click the “Customer Profiles” link from the main menu navigation or the ”Customer Profiles” button.
The “Customer Profiles” link will give access to a dropdown menu, showing options to “View/Search” or “Create”

( displayed in the next slide).
Note



Create New Customer Profile

Click “Create” from the top menu 
or “Create New Customer 
Profile” from the button options.



Enter Customer Data

Enter the Customer/Company 
Name (required) and any 
additional data you would like 
to include in the profile. 

Click here if you 
want to add a 
Personalized 
Pricing Record.



To add a document to the customer profile, click 
“Attach Document”.

Attach Document 



Attach Document

To upload, select the 
file by clicking 
“Choose File” and 
click “Attach”.



Attach Document 

The attached document will 
be visible here.



Complete Customer Profile

Once all customer data entry is completed, 
select “Continue” to enter payment card 
information. If no payment card information 
is needed, select “Save & Close” to 
complete the customer profile.



Enter Card Information

Choose the card type from the 
dropdown menu and the fields to 
enter the card information will 
appear.



Enter Card Information 

Enter the required card 
information to be saved 
to the customer profile.



Enter Card Information 

Once the information is entered, 
select “Add To Profile”.



Card Information Saved

After you have added all card information, click “Continue” to enter 
aircraft information. If you do not want to add aircraft information click
“Save & Close”.

To add another 
card click here.



Add Aircraft

Once the information is 
entered, select “Add To 
Profile”.

If applicable, 
select the 
Personalized 
Pricing record 
here.



Add Aircraft

After you have added all tails,
click “Continue” to enter 

new contact information.  If you do not 
want to  add contacts click
“Save & Close”.

To add another 
aircraft click here.



Add New Contact

To add a new contact click 
“Add New”.



Add New Contact

After you have entered the contacts
information, click “Add to Profile”

If you want to 
add a second 
Car Rental 
or Hotel
option click
+Add



Add New Contact

Click the + next
to the contact’s
first name to expand 
for details.

Click “Add Another” to add
additional contacts, or 
“Save & Close” if you are done.



Complete Customer Profile 

The  Account customer profile is now created. From this screen it can be edited, updated or deleted.  For 
I       instructions on this process, please continue in this section of the manual.Note



Customer Profiles 
Look Up Customer Profiles



Accessing Customer Profiles

To begin, select “Customer Profiles” from 
the top navigation bar or the main menu 
button options.



Search Customer Profile

Select “View/Search” from the top 
menu or “View All” from the button 
options.



View All Customer Profiles

Select the desired customer profile from the search 
results by clicking on the Customer/Company, Card 
on File, Tail No., or Contacts hyperlink.



Customer Lookup

To find a specific customer or 
profile, select the “Customer 
Lookup” button.



When searching by tail for more extensive results uncheck “Exact Match” box.

Enter Search Criteria

When the search criteria is 
entered, select “Search”.

Note



Search Results 

Select the page of the customer 
profile that you wish to access 
by clicking the related hyperlink.



Customer Profiles 
Edit Existing Customer Profiles



Edit Customer Profile Data

To update the profile, select 
“Edit”. To delete the profile 
select “Delete”.



Edit Customer Profile Data 

Once the customer profile data has been 
updated, select “Continue” to view or 
delete the payment card data. If finished, 
select “Save & Close”.



Delete or Add Card Info

If you wish to delete the card
on file select “Delete”. 
To add another select
“Add Another”.



Return to Customer Profile 

Once updates to the card 
on file have been made, 
select “Continue” to view or 
delete the payment card 
data. If finished, select 
“Save & Close”.



Edit Aircraft

Click here to Edit or 
Delete the aircraft or click 
“Add Another”. 



Edit Contact

Click here to Edit or
Delete existing Contact,
or select “Add Another”.



Return to Top Navigation Bar

Use the top navigation bar to return to other sections of the Avfuel Hub.


