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To access the Customer Information Center, you must be registered with the Partner area and the Customer Information 
Center.  If you do not have a username and password, see the instructions on how to register. 
 
If you have questions about registering for the Partner Area, contact: 

Chuck O’Donnell at 603-335-6300 x590. 
 
With questions about registering for the Customer Information Center, contact: 

In the U.S. call Joan Mishou at 603-335-6300 x558 or Jmishou@Laars.com 
In Canada call Carol Myers at 905-238-0100 x4257 or Cmyers@Laars.com 
In countries other than U.S. and Canada call Joan Mishou at 603-335-6300 x558 or Jmishou@Laars.com 
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The Customer Information Center is available through the Partner Area on www.Laars.com.  Click on “Partner Area”. 
 

 
 
 



 
                                                                                                            Customer Information Center                                                                          Page 3 of 28  

There are three links listed under the Customer Information Center in the Partner Area, for U.S., Canada and Other 
Areas.  There are two links for each portal.  The first link is the login link.  The second is the registration link.  Click on the 
link for the area that you want to enter.   
 
 

 
 

U.S. Login 

U.S. Registration 

Canadian Login 

Canadian Registration 

Other Areas Login 

Other Areas Registration 
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The first screen that will be displayed is the login screen, shown below: 
 
 

 
 
 
Enter your username and password and click the “Sign In” button. 



 
                                                                                                            Customer Information Center                                                                          Page 5 of 28  

When you log in the first time you will be asked to change your password.  The new password must have a combination of 
letters and numbers, must be at least 8 characters long, and must contain at least one special character:  ! @ # $ % ^ / 
(Please note that the character * should not be used.)  
 
We strongly suggest that you enter a password hint question and response.  This will help to recover your password if it is 
lost or forgotten. 
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Once you’ve entered your new password, the following screen will be displayed and you can click the “Login” button to 
proceed to the Information Center. 
 
 

 



 
                                                                                                            Customer Information Center                                                                          Page 7 of 28  

The first display will be the Welcome screen, which is your home page for the Information Center. 
 
Your home screen will display what you have access to.  In this example, the customer has been granted access to 
Orders, RMAs (Returned Material Authorizations) and Account Summary for his company.  Reps who have requested 
access to their customers, as well as their own company’s information will have an additional link called “My Customers”. 
 
In the upper right corner of each page, you will find “HomePage” and “Logoff”.  You may return to your home screen (this 
welcome page) at any time by clicking on “HomePage” and you may logoff at any time by clicking “Logoff.”  
 

 
 
 
Important note:  There is a time limit for inactivity on the Information Center.  If you are idle for 10 minutes, you 
will be automatically logged out. 
 
The next several pages will walk you through what you can access through My Orders, My RMAs, My Account Summary, 
and My Customers. 
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Using “My Orders” 
 
By clicking on “My Orders”, the Sales Order Search screen will be displayed, shown on the next page.  There are four 
ways to find a Sales Order, also shown on the next page: 
 
-  Enter the Laars Sales Order Number and click the Go button.  You do not need to fill in any other information if you 
have the sales order. 
-  Enter your Purchase Order number and click the Search button.  You must include all zeros that were on your P.O., and 
leave out all dashes and spaces.  In the U.S., you must enter using all capital letters. 
-  Enter a date range (within the last six months) and click the Search button. 
-  Click on the search button without entering any other information to access all Sales Orders for the last six months. 
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Using “My Orders” 
 

 

Enter Laars Sales Order Number here and click the 
Go button. If you know the Sales Order Number, you 
do not need to fill in any other information.

Enter your Purchase Order Number here and click the Search 
button below – Enter without dashes or spaces, and use all zeros
shown on your PO.  In the U.S., enter with all capital letters. 

Clicking the search button without entering any other data will 
bring up all Sales Orders entered in the last six months. 

Find all orders within a date range by entering the Start 
and End Dates, and then clicking the Search button. 
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Using “My Orders” 
 

Using the Search Button without entering any data will display all Sales Orders entered in the last six months.  You can 
click on the Laars Order Number if you see the one you want. This list can be sorted using the column headers, shown in 
blue above each column (by Customer P.O., Laars Order, Sales Order Date, Bill-to Name, Ship-to Name, Status (open or 
closed order), Currency Order Total, Order Currency).  Just click on the column header by which you’d like to sort. 
 

 
 
Multiple orders can be selected by clicking the boxes under the “Selected” column.  When you click more than one order, 
and then click the “Ok” button, the first order will be displayed and there will be an arrow to click to the next one.  You can 
then click between several orders without having to move back to this page to re-select. 



 
                                                                                                            Customer Information Center                                                                          Page 11 of 28  

Using “My Orders” 
 
Another way to find what you’re looking for is to filter the list. 
 

 
 
Click the Filter button at the bottom of the page, and the filter parameters will be displayed.  By using the drop down box 
under filter options, you can filter the list using the parameters in the column headers. 
 
Use the second drop down box to indicate if you want to filter with equal, greater than, less than, greater or equal, less 
than or equal, or not equal functions. 
 
When all of the information for the filter is entered, click the “Apply Filter” button.  You can undo your filter by clicking the 
“Undo Filter” button. 
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Using “My Orders” 
 
Once you choose a Sales Order Number, either by entering it, or choosing it from a search list, the order information will 
be displayed as shown below: 
 

 
 
And remember, at any time, you can click HomePage at the top right to return to begin a new search. 
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Using “My Orders” 
 
The top of the display lists the order number, order date, customer, customer P.O., order amount, order status (open has 
yet to ship, and closed is shipped), and the delivery date.  For open orders, the delivery date is the expected ship date, 
and for closed orders, the delivery date shows what the expected ship date was at the time of order entry.  Just below 
that, you will find the bill-to and ship-to addresses for the order. 
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Using “My Orders” 
 
The middle of the display shows information about what items were ordered, including the item number, quantity, and 
price of the line item.   
 
 

  
 

For items that have serial numbers, you can click the + sign next to that line number, and a line that displays the serial 
number will drop down. 

 

 
 

The quantity ordered and quantity 
shipped are both displayed, so you can 
see if items are backordered. 
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Using “My Orders” 
 
The bottom of the display show the shipment information for closed orders.  Clicking on the + sign next to the shipment 
number will display the actual shipment date, the charges, the invoice number, and the tracking information.  The tracking 
information includes the name of the carrier, and the tracking number/Pro number.  Most often, the tracking number is 
shown under the Bill of Lading. 

 
 
 
 
 
 
 
 
 
 
 
 

Information about the invoice is at the bottom, as well, including the invoice number, invoice date, the total, any amount 
paid on the invoice and the balance.  Note that an order may have more than one invoice associated with it when there 
are multiple line items on the order. 

 
 

Pcs/Weight indicates the number of packages 
and the weight. In this case, the there are 2 
packages with a total weight of 2456 lbs. 

The carrier description shows 
the name of the freight carrier 
for the shipment. 
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Using “My RMAs” 
 
By clicking on “My RMAs”, the RMA (Returned Material Authorization) Search screen will be displayed.  There are three 
ways to find an RMA: 
 
-  Enter the Laars RMA Number and click the Go button.  If you know the RMA number, do not fill in the other information. 
-  Enter the Item Number (you can choose Open, Closed or Both when you do this) and click the Search button. 
-  Click next to Open, Closed or Both and click the Search button to access those RMAs for last 12 months. 
 

 
 

Enter the RMA Number and 
click the Go button 

Enter an item number to bring up all 
RMAs in the last 12 months with that 
item number. You can choose Open, 
Closed, or Both with the item number.

Click Open, Closed or Both, with no 
other information entered and click on 
the Search button to display all RMAs in 
the last 12 months. 
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Using “My RMAs” 
 
Using the Search Button without entering any data will display a screen with all RMAs entered in the last twelve months.  
If you see the RMA that you want to access, simply click on the RMA Number. This list can be sorted using the column 
headers, shown in blue above each column (by RMA Number, RMA Date, Scheduled Receipt Date or RMA Status.)  Just 
click on the column header by which you’d like to sort. 
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Using “My RMAs” 
 
Once you choose an RMA Number, either by entering it, or choosing it from a search list, the RMA information will be 
displayed as shown below: 
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Using “My RMAs” 
 
The top of the display lists the general information, including the RMA number, RMA date, RMA Status (whether it’s open 
or closed), customer information, approval name and date, reason for return, and the date by which the item needs to be 
returned. 
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Using “My RMAs” 
 
The middle of the display shows information about what item is being returned, including the item number, quantity, and 
quantity received.  If the RMA has a serial number, with install and fail dates, they will be shown on this line, as well. 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

The “RMA Receipts” 
section tells you 
whether the item has 
been received in our 
system, and if so, what 
the receipt date is. 

The “Status Information” 
section gives you 
information about where 
the RMA is in our 
process. 

The status for the line item 
is shown toward the right.  
This indicates whether the 
line item on the RMA is 
closed or open.   
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Using “My RMAs” 
 
The bottom of the display shows credit information, which becomes available only after the item is received in our system, 
the Quality Department has determined that the RMA is valid, and then the credit is issued. 
 
The credit number is listed, and clicking on the + sign next to the Credit Number will display the item number, the 
description, the quantity (shown negative because it is a return) and the line item total of the credit. 
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Using “My Account Summary” 
 
My Account Summary shows your open Accounts Receivable (AR).  The information shown can be sorted by clicking in 
the column headers.  This will allow you to sort by invoice number, invoice date, due date, invoice amount, balance due, 
sales order number and purchase order number. 
 

 
 

Sort by clicking on the 
column headers. 

Use the page 
numbers or “Next 
Page” / “Previous 
Page” links to move 
from page to page. 
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Using “My Account Summary” 
 
When you click on an invoice number, information about that invoice will be displayed as shown below: 
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Using “My Account Summary” 
 
The top part of the display shows the general invoice and customer information, including the invoice number, invoice 
date, transaction type, payment terms, how the order was shipped, currency, line item total, taxes, extra charges (such as 
freight), invoice total, payments against the invoice, and the balance due.  It also shows the ship-to address of the order. 
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Using “My Account Summary” 
 
The middle portion of the display shows the sales order and line item information, as well as a description of what any 
extra charges are. 
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Using “My Account Summary” 
 
The bottom of the display shows the payment information for the invoice, including the payment sequence number, check 
number, payment date and payment amount. 
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Using “My Account Summary” 
 
 
 
 
 
 
 
 
 

 
 

 

A duplicate invoice can 
also be printed from this 
screen, by using the 
“Print Invoice” button at 
the top of the page. 

The duplicate invoice 
will display as shown 
below: 
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Using “My Customers” 
 
If you are one of our Sales Representatives, you may have been granted access to see the orders and RMAs for 
distributors in your territory.  This is for Sales Orders and RMAs only.  Access to AR is granted for your own company 
only. 
 
Your welcome screen will include the links for your company information, and will show a link called “My Customers”. 
 
 

 
 

After clicking on My Customers, you will be brought to a screen that shows the distributors in your area.  They will be 
listed by Customer Number, Name, City, State and Phone Number.  They can be sorted and filtered the same way the 
screens in the other sections are. 
 
When you choose a customer, you will then be allowed to choose between Customer Orders and Customer RMAs.  Click 
the one you want.  The processes for seeing information is the same as My Orders (see page 8) or My RMAs (see page 
16) for your own company. 


