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The ‘Help’ button

The help button is located here, where you’ll find the Terms and Conditions, the latest copy of this User Guide and the support help desk 
phone number. 

ServicePoint is a portal designed to make life easier for you, this guide should have you up and running in no time. 

This document will help you through all the main aspects of the online portal. If you have any questions or would prefer to speak to an 
advisor, please call us on 03334 144619*. 

Throughout any journey using ServicePoint a menu remains at the top of the screen. This provides an easy way for you to access any part 
of the portal or to return to the home screen. 

 

Relax, we’ve made it simple

Introduction

Avoid using your browser’s forward and back buttons
Use the menu to navigate to places and avoid using the forward/back button on your browser as this may log you 

out of the portal. 

*Calls will be charged at your local rate.

https://www.allstarcard.co.uk/servicepoint
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Your easy access to all of your vehicle maintenance activities.

The yellow panels represent the most commonly used parts of the portal. They’re duplicated in the menu bar above for easy access 
when navigating the site. 

The home page

Vehicles
This section allows you to add 
or delete vehicles. Here, you can 
also view maintenance history 
and invoices.

Invoices
In this section you can view all 
your invoices.

Drivers
Here you can add or delete 
drivers, and allocate 
drivers to vehicles.

Reports 
Download spreadsheets 
which detail activity 
relating to your vehicles 

Book 
Book maintenance 
work for your vehicles.

Document 
Management 

This section allows you to 
add, change, search and 
view documentation such as 
archived service documents or 
MOT certificates.

Actions 
Your to-do-list. Quickly 
authorise or decline work 
and see your important 
dates.

Garages 
Here you can search 
our network to find 
a convenient garage, 
including tyre specialists.

Reminders  
This section allows 
you to add important 
reminders against  
your vehicles.

Home page

Time  
saver!

Home button 
At any point you can click on the Home button in the menu bar to return you to the screen below

https://www.allstarcard.co.uk/servicepoint
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Add a driver to a vehicle 

1. If you wish to add a driver to a vehicle, search for the vehicle, select the registration and click 

2. Then click  

3. Search and select the driver you wish to add or add a new driver see page 6

To add a vehicle

1. Select 

2. Enter the registration number  
you want to add and select 

3. The vehicle details will be populated 
automatically and you can proceed† 

4. You can edit the details if you like 

5. Click the save button when you’re happy to store the details

†In the rare case your vehicle wasn’t recognised click ‘Build Vehicle Manually’ and enter the details

Search for a vehicle

1. Enter the vehicle registration or driver name and click  

2. Click on the registration of the vehicle you want to look at* 

3. Simply choose from the following options 

*If your vehicle is not present then you need to add it following the steps below

Add, change, search and view vehicle information - click on the 
Vehicles tile to start.

Vehicles

Vehicles 

Time  
saver!

Let us upload your vehicles for you
Don’t spend time manually uploading dozens of vehicles, just send us the details and we’ll do 

it for you. Give us a call on 03334 144619‡ or email servicepoint@allstarcard.co.uk

Did you  
know?

Super search
Clicking the search box without entering a registration is a quick way to bring up the first 20 

vehicles you have on record. Simply select the registration of the vehicle you want to view. 

‡Calls will be charged at your local rate.

https://www.allstarcard.co.uk/servicepoint
mailto:servicepoint%40allstarcard.co.uk?subject=
https://allstar.wistia.com/medias/byjdydv9ek
https://allstar.wistia.com/medias/byjdydv9ek
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Add, change, search and view driver information. 

Search for a driver

1. Enter the driver’s surname or a reference number, if you’ve previously entered one, and click   

2. Click on the driver’s name 

3. You can edit or change these by clicking 

Add a new driver

1. Select   

2. Complete the driver’s information and click* 

*There are 3 compulsory fields: title, first name and surname, all the others are optional. 

Drivers

Vehicles | Drivers

Did you  
know?

Driver alert
If you input a drivers email or mobile number on the above screen, they will automatically receive an 

alert via email or SMS when their vehicle is booked in for work. You can change this in your settings.

Did you  
know?

Super search
Clicking the search box without entering a surname is a quick way to bring up the first 20 drivers 

you have on record. Simply select the driver you want to view. 

Time  
saver!

Let your drivers book their own servicing
Direct them to www.allstarcard.co.uk/servicepoint where they should  

select Your Account, ServicePoint, Book a Vehicle (top right).

https://www.allstarcard.co.uk/servicepoint
https://www.allstarcard.co.uk/service-point
https://www.allstarcard.co.uk/servicepoint
https://allstar.wistia.com/medias/jbcms3otor
https://allstar.wistia.com/medias/jbcms3otor
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5. Confirm your booking requirements. Click 

1. Enter the vehicle registration and press  

2. Select the vehicle you wish to create a booking for 

3. Enter the current mileage reading for the vehicle 

4. If a driver hasn’t been attached to the vehicle then you need to add one here*  

*The driver you add here will receive 
alerts for this booking, providing you 
have their mobile/email details entered. 
Alerts can be changed in settings 

Book
Arrange bookings on behalf of your drivers. 

Super search
Clicking the search box with no details added is a quick way to bring up the first 20 of the cars you 

have on record. Simply select the vehicle you want. 

Book

Did you  
know?

Work Details 
Specify the details of the work 
you need. 

Tyres 
Click the Tyres button. Enter 
the size and make of the 
tyres which need repair or 
replacement in the Other 
Work Requests box.

Time  
saver!

Let your drivers book their own servicing
Direct them to www.allstarcard.co.uk/servicepoint where they should 

select Your Account, ServicePoint, Book a Vehicle (top right).

https://www.allstarcard.co.uk/servicepoint
https://allstar.wistia.com/medias/bqkarz5a2t
https://www.allstarcard.co.uk/service-point
https://www.allstarcard.co.uk/servicepoint
https://allstar.wistia.com/medias/bqkarz5a2t
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6. To find an appropriate garage, enter a town or postcode and, if necessary, amend the search distance and select any specific 
services you require. Alternatively, if you know the garage you want to use then enter the garage name in the box provided 
 
 
 

7. Click  

8. Review the garages listed and select the one you prefer by clicking  

9. Review the booking information, and if you are happy with these details, select a date and time and click    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

10. Alternatively, to return to previous steps click 

11. On the next page send your booking to your chosen garage by clicking 

Congratulations, your booking has now been sent to a garage and you will receive a booking confirmation via email and also in your 
Actions, see page 9. Upon confirmation, your driver will receive a notification (so long as you’ve entered their details), unless you have 
requested otherwise in settings. Please make a note of your booking reference number. Should you need to amend a completed booking 
for whatever reason, please call our support help desk on 03334 144619*, and have your booking reference number to hand. You can find 
you booking reference in your booking details. 

*Calls will be charged at your local rate.

Tyres 
For tyre work, enter NTA 
into the garage name to find 
the closest branch of our 
preferred suppliers, National 
Tyres and Autocare.

https://www.allstarcard.co.uk/servicepoint
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Action (Tasks)

Booking Administration
This will show you any responses you may have 
had from a garage that you are using. Alongside 
it will be the number of responses waiting to be 
viewed. Click on a link if it is highlighted to find 
out if further action is required. 

Work Authorisation  
Garages will seek authorisation 
for work in real-time. Click  
here to see all approval  
requests.

Notifications
Click if highlighted to 
see if there are any 
upcoming maintenance 
due dates.

Filters
If you have a lot of 
actions to process you 
can set up filters to 
display relevant actions.
Click modify to do this.

Overdue Events
Click if highlighted to see if 
there is anything you have 
missed.

Actions

To keep on top of things, you should check to see if you have any 
correspondence from garages or upcoming maintenance deadlines. 
This is all done under the Actions (Tasks) panel. 

Don’t worry about being overcharged
Our highly experienced in-house mechanics will check that all work proposed 

by the garage is necessary and that you’re not being overcharged. 

Did you  
know?

https://www.allstarcard.co.uk/servicepoint
https://allstar.wistia.com/medias/t58zpuggp9
https://allstar.wistia.com/medias/t58zpuggp9
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Top 
tip!

Work Authorisation Requests

The garage will seek your approval before any work takes place on your vehicle. The request 
will contain vehicle information, work items and associated costs. A breakdown of costs will be 
provided and indicate labour, parts, and fluids, where applicable. It’s up to you to decide what to do 
with the request.

Actions

Respond to a work authorisation request

1. Choose the job you wish to respond to, and select  

2. You will now be presented with a screen like the one below, where you can either ‘authorise’ or ‘decline’ work  

3. Click ‘Authorise’ or ‘Decline’ on left-hand side for each line item: 
 
Authorise - by selecting ‘authorise’ for a line or job, your company is giving the selected garage authorisation to carry out the 
work at the displayed costs. Please note, by authorising work to commence in this way, you are also agreeing to the rates you are 
prepared to pay for work to be done. You will therefore be invoiced or charged at these rates, as soon as work is completed on the 
specified vehicle.  
 
Decline - select ‘decline’ for one or all line items, to request that the specified garage does not proceed with the work item 

4. If you are unsure about a job line you can                                                                from the garage 
 
Otherwise select 

Standard hours
On a number of work lines, we 
use an industry data provider to 
benchmark how long a service or 
repair item should take. Please 
note, not all repair or service lines 
contain standard hours so this may 
sometimes display as 0.00.

Actual hours
Actual hours are the amount of time a 
garage is requesting for the specified 
work item shown. Hours are displayed 
in ‘tenth clock chart’ format.
 
0.10 = six minutes 
0.20 = 12 minutes
0.30 = 18 minutes
0.40 = 24 minutes
0.50 = 30 minutes
1.00 = 60 minutes or one hour

If actual hours are greater than standard
There are circumstances where garages will require more time than the data provider has quoted. This can be 

for a multitude of reasons and you may wish to clarify with the garage directly. 

https://www.allstarcard.co.uk/servicepoint
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Garages
Find local garages on our network - click on the Garages tile to start.

1. Enter a town or postcode and if necessary amend the search distance and select specific services. Alternatively, if you know the 
garage you want to use then enter the garage name in the box provided 

2. Click  
 

Garages

Time  
saver!

Can’t find your local garage?
If your preferred garage isn’t listed, give us their details by phone or email and we will invite them to 

join. Call 03334 144619* or email servicepoint@allstarcard.co.uk

*Calls will be charged at your local rate.

Tyres 
For tyre work, enter NTA 
into the garage name to find 
the closest branch of our 
preferred suppliers, National 
Tyres and Autocare.

https://www.allstarcard.co.uk/servicepoint
mailto:servicepoint%40allstarcard.co.uk?subject=
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Reminders
Set reminders to alert you of important dates relating to your vehicles 
- click on the yellow tile to begin.

View a reminder 

1. View existing reminders by clicking  

2. Filter existing reminders using the tick boxes and cycle through the months using the arrows 

3. Once you have read the reminder you can choose to do one of the following

Book a vehicle 
into a garage 
for work

Delete the 
reminder

Edit the reminder
details

2.  Set the frequency of a reminder. The dropdown menus that appear underneath let you set  
how often the alert appears along with when it appears and ends. Click save when you’re done. 

Mark the 
reminder as 
completed

Close the 
reminder without 
changing it

1. To create a new reminder click 

Reminder status key

Use arrows to view reminders on a different month

Reminders

Flexible frequency
Adjusting the date of a reminder does not affect future reminder dates. For example, you may 

have an annual MOT due on 3rd June but wish to take it in for the MOT on 1st June. You are able to 

change the reminder to 1st June but still keep all future reminders for this set to 3rd June.

Did you  
know?

https://www.allstarcard.co.uk/servicepoint
https://allstar.wistia.com/medias/aamfjmzm6s
https://allstar.wistia.com/medias/aamfjmzm6s
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Invoices

Reports

Document Management 

A simple tool for searching for and downloading stored invoices - click on the tile to start.

Search and download reports relating to bookings, drivers, sales 
records and vehicle information - click on the tile to begin.

If you have had work done to vehicles outside of ServicePoint you can still 
upload the documents to the portal to keep all of your records together - 
click on the tile to start. 

1. Enter the date of an invoice you want to see and click 
search to display the relevant invoices. Leave the fields 
blank and click search and all stored invoices will be 
returned 

2. Click on an invoice to download it

1. Click on the relevant yellow tile 

2. Enter the requested information into the fields  

3. Click  

4. To download a spreadsheet, click

To add a new document 

1. The first screen you will see will present you with fields to 
search for previously uploaded documents. Ignore these for 
now and click  

2. Fill in the details relating to the document you want to upload 

3. You can link the document to a driver and/or vehicle by 
clicking ‘Add Driver’/’Add vehicle’ 

4. Click                                     

5. Find the document you want to add by clicking 

6. Click   

Invoices  |  Reports  |  Document Management 

https://www.allstarcard.co.uk/servicepoint
https://allstar.wistia.com/medias/2xobaday4e
https://allstar.wistia.com/medias/oo8paf0cut
https://allstar.wistia.com/medias/2xobaday4e
https://allstar.wistia.com/medias/oo8paf0cut
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Making Notes
On the Driver and Vehicle pages, see pages 5-6, you are able to add your own notes against a driver or 
vehicle, you can even use different colours to group together different notes.

To add a note 

1. On either the Driver or Vehicle 
page you can find this button  

2. Here you can view existing 
notes that you have made or 

3.  Write the note, choose a colour and click  

Settings
Change how the portal alerts you and your drivers of upcoming events. 

Choose how you receive your 
reminders, email, SMS or 
both.

Choose how your drivers 
receive service booking 
alerts.

Choose a colour for 
your note here

Change history - See when 
the settings were last 
modified/created and who 
did it.  

Click to change how and 
when the reminders go out. 

https://www.allstarcard.co.uk/servicepoint
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FAQs
Why can’t I find my local garage in the garage directory?

We have relationships with thousands of garages across the UK, with agreed discounted 
rates. If a garage is not found within the garage directory, it is likely that said garage has 
not yet joined. If you have a requirement to use a garage outside of those available in the 
directory, please contact the support team.

What if I want to use a garage that is not in the directory?

Some garages are not on our network yet, but give us their details by phone or email and 
we can invite them to join. Call 03334 144619* or email servicepoint@allstarcard.co.uk
 

What if I have used a garage that is not on the system?

You can still upload the documents to ServicePoint to keep them all in one place.  
See page 13

Why have I not received a response to my service booking request?

Garages will endeavour to respond to your booking request in a timely manner, usually 
within 30 minutes. Any exceptions to this will be monitored and chased on your behalf 
by our support team. If you have any concerns, please do not hesitate to contact support 
by emailing servicepoint_support@allstarcard.co.uk, or by calling 03334 144619*.  

How do I contact ServicePoint support?

You can contact support via email on servicepoint_support@allstarcard.co.uk, or by 
calling 03334 144619*.  

When can I start using the portal?

As soon as we recieve confirmation that your application has been accepted we will 
start loading your vehicles. Typically it takes 24-48 hours to complete the set-up. 

How do I pay for my service, maintenance and repair work?

All vehicle maintenance work that is undertaken via ServicePoint is billed directly to your 
Allstar account. It will be included in your monthly Allstar invoice.

How does payment work?

The garage invoices Allstar directly for work undertaken and we will then invoice you 
with a SMR invoice. 

How do I book for tyre repair or replacement?

Book through the portal. In the garage directory, search NTA in the garage name to find 
the closest branch of our preferred supplier, National Tyres and Autocare.

Frequently Asked Questions

*Calls will be charged at your local rate.

https://www.allstarcard.co.uk/servicepoint
mailto:servicepoint%40allstarcard.co.uk?subject=
mailto:servicepoint_support%40Allstarcard.co.uk?subject=
mailto:servicepoint_support%40Allstarcard.co.uk?subject=
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