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SimpleTire	will	send	you	a	confirmation	email	that	
outlines the customers name, email, date/time of 
appointment, and vehicle information as well as a 
link to log into your portal. 

Email Confirmation

An example of an email 
confirmation. Highlighted in 
orange is the portal link.
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Accessing the Portal

Go into the portal and click on the red box labeled “Pending Appointment”.
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Once you're in 
“Pending Appointments” you 
can view all your appointments, 
confirm an appointment, or 
reschedule it to another day
and time.

Installer Portal 3.

An example of what the Installer 
Portal looks like. Appointments 
are highlighted in orange rows.



Confirming Appointments

To Confirm:

1. Choose “Confirmed” under
Change Status to

2. Click "Change Status" under
Action to commit status
change.

3. SimpleTire will automatically
send	a	confirmation	email	to
the customer.
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Rescheduling Appointments

To Reschedule:

1. Choose “Rescheduled” under
Change Status to

2. Pick	a	different	date/time

3. Choose a reason from the
dropdown under Action

4. Click “Change Status”	to	confirm
your selections

5. Your request will be automatically
emailed to the customer.
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Shipping Labels

SimpleTire will ship the tires to your 
location with SimpleTire shipping labels.

Once the appointment is completed it’s 
time to get paid.
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An example of a SimpleTire 
shipping label.



Payment  Options

Go back to the main portal and click 
the black box labeled “Confirmed 
Appointment”.
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Payment  Options

Instant CC Payment:

1. After going back to the portal page
and clicking on the black box labeled
“Confirmed Appointment”, select the order
that has been completed.

2. Click the “Mark as Installed” (green button)
in the top right (featured example).

3. Enter the VIN or License Plate in the popup
window. (Please note: Shop invoice # is
optional)
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Payment  Options

Instant CC Payment 
(continued):

4. “Mark as Installed” will now be replaced with
“View Credit Card Information”

5. Click “View Credit Card Information” and
your instant invoice will be sent to SimpleTire
for immediate payment. (see example)

6. Once sent, the order will automatically show
under “Invoiced Order” on the portal home
page.
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