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Credit Requests in Dealer Portal
Credit Requests Overview
TrueCar Dealers subscribed to the Pay Per Sale billing model now have the ability to submit credit requests through the 
Dealer Portal. For information regarding credit requests, review the Pay Per Sale Credit Policy or request one from your 
TrueCar Representative.

Credit Request Process
From the Dealer Portal, navigate to the ‘Invoices’ section by hovering over the menu option in the upper right corner 
of the page.  You can search by Invoice #, Lead ID or VIN to locate the approved sale. Once you’ve identified the 
Approved Sale, click on the ‘Lead ID’. By selecting the ‘Lead ID’, you will be taken to the Prospect Details for the customer.

Before You Submit a Credit Request:
• You must have permission for ‘Accounting’ in Dealer Portal (Your Dealer Admin or TrueCar Representative can grant

this permission)

• Only the user who submits a credit request will receive an email notification of approved/denied

• Submissions will be processed in the order in which they are received

1. Under the customer contact information in the Prospects tab, select ‘Request 
Credit’ then click the ‘Continue to Request Credit’ button after reviewing the 
details of the Pay-Per-Sale Credit Policy. If a credit request has already been 
submitted, this will read “Credit Pending”.

2. After selecting the ‘Request Credit’ link, choose a reason for your credit 
request, before selecting ‘Next: Supporting Documents’.
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4. Once the credit request form is complete, select the ‘Submit Credit Request’
button. You can review the details of your request one more time before you
click ‘Submit’. This final step will submit your request for approval.

One-Time Submission: Keep in mind, you are unable to edit a request
one it’s submitted. Please double-check your submission details before you
submit to ensure a quick resolution for your request.

5. After the request is submitted successfully, you can check the customer
details in the ‘Prospects’ tab to see the ‘Request Credit’ link has been 
replaced with ‘Credit Pending’ and a ‘View Credit Request’ link is available 
to view the details of the request.

The user who submits the request via Dealer Portal will receive an email 
notification for approval/denial once the request has been reviewed.

Additional Support
If you need assistance submitting credit requests in the Dealer Portal, contact your TrueCar Representative or contact us at 
(866) 480-1313 or email dealersupport@truecar.com

Reminder: If a credit request 
has recently been submitted, 
the ‘Request Credit’ link will be 
replaced with ‘Credit Pending’. 
You can only submit one credit 
request for each matched sale.

Credit Status Overview
After submitting a request for credit through the Dealer Portal, you will see a Credit Status column in the ‘Invoices’ 
section of Dealer Portal. If the Credit Status is blank, a credit request has not been submitted.

• Credit Pending – A credit request has been submitted and the request will be reviewed
for approval/denial

• Credit Approved – The credit request has been reviewed and approved for partial
or whole credit

• Credit Denied – The credit request has been reviewed and denied
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Credit Approved

Credit Denied

Credit Status

1. U

2. After selecting the ‘Request Credit’ link, choose a reason for your credit 
request, before selecting ‘Next: Supporting Documents’.

3. Credit Requests require supporting documentation (Screenshots, Receipts, 
etc.) before submission. You can attach multiple documents, up to 10 MB size 
files. For quickest resolution, provide additional comments in your request, 
but this section is optional.

3. Credit Requests require supporting documentation (Screenshots, Receipts, etc.) before submission. You can attach
multiple documents, up to 10 MB size files. For quickest resolution, provide additional comments in your
request, but this section is optional.
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