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Vendor	Information	User	Instructions	
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To	access	the	Vendor	Information	Center,	you	must	be	a	registered	user.	
	
With	questions	about	registering,	call	Cindy	Taylor	at	603-335-6300	x516	or	e-mail	at	ctaylor@Laars.com		
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The Vendor Information Center is available through the Partner Area on www.Laars.com. Click on “Partner Area”	
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Under	the	Vendor	Area	heading	click	on	“Login	to	the	Vendor	Information	Center”		
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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.	
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When	you	log	in	the	first	time	you	will	be	asked	to	change	your	password.		The	new	password	must	have	a	combination	of	letters	
or	numbers,	must	be	at	least	8	characters	long,	and	must	contain	at	least	one	special	character:		!@#$%^*/	
	
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.	
	
You	will	receive	your	new	password	via	e-mail.		Please	use	your	new	password	to	log	on.	
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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	Vendor	Information	Center.	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
The	first	display	will	be	the	home	page	for	the	Vendor	Information	Center.		Your	home	page	will	display	what	you	have	access	to.		
In	this	example,	the	Vendor	can	access	Reports,	Open	Purchase	Orders,	Open	Invoices	and	Payment	History.	
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In	the	upper	right	corner	of	each	page,	you	will	find	“Home	Page,”	“Terms	and	Conditions”	and	“Logoff.”		You	may	return	to	this	
home	page	at	any	time	by	clicking	on	“Home	Page”	and	you	may	logoff	at	any	time	by	clicking	“Logoff.”	
	

	
	
Important	note:		There	is	a	time	limit	for	inactivity	on	the	Vendor	Information	Center.		If	you	are	idle	for	10	minutes,	you	will	
be	automatically	logged	off.	
	
The	next	several	pages	will	walk	you	through	what	you	can	access	through	Reports,	Open	Purchase	Orders,	Open	Invoices	and	
Payment	History.	

Using	“Reports”	
PLEASE	NOTE	–	not	all	Vendors	will	have	the	Reports	option.			This	section	is	strictly	for	Vendors	that	are	participating	in	the	
Scorecard	reporting	or	VMI	programs.		Please	call	your	contact	at	Laars	if	you	have	questions.	
	
	
“Open	Purchase	Orders”	
Open	Purchase	Orders	will	display	all	of	the	active	purchase	orders	that	have	been	issued	to	the	Vendor.	The	columns	found	on	
the	report	are:	
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Purchase	order	number,	purchase	order	date,	drop	ship	P/O,	the	buyers	initials	that	issued	the	purchase	order,	part	numbers	
that	are	on	the	purchase	order,	expected	delivery	date,	purchase	order	quantity,	balance	open	on	the	purchase	order,	the	unit	
price	and	the	extended	price.		
	

	
	

• By	double	clicking	on	the	purchase	order	number,	it	will	expand	the	purchase	order	showing	the	details	for	that	order.				
• By	double	clicking	the	column	headers,	you	can	change	the	data	sort.			

	

You	may	return	to	your	home	page	(welcome	page)	at	any	time	by	clicking	on	“Home	Page”	and	you	may	logoff	at	any	time	by	
clicking	“Logoff.”	
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The	buyer’s	name	and	phone	number	will	be	displayed	in	the	information	portion	at	the	top	of	the	Purchase	Order	Delivery	
Receipt	page.	
	
Please	note	you	may	return	to	your	home	page	(welcome	page)	at	any	time	by	clicking	on	“Home	Page”	and	you	may	logoff	at	
any	time	by	clicking	“Logoff.”	
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+	Sign	can	be	expanded	to	see	delivery	receipts.	
	
Please	note	you	may	return	to	your	home	page	(welcome	page)	at	any	time	by	clicking	on	“Home	Page”	and	you	may	logoff	at	
any	time	by	clicking	“Logoff.”	
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“Open	Invoices”	
	
Vendor	Open	Invoices	will	list	open/unpaid	invoices.		The	invoice	number,	invoice	date,	purchase	order	number,	invoice	amount,	
due	date	and	payment	terms.				
	

	
	
The	Accounts	Payable	contact	and	phone	number	is	listed	for	your	convenience.	
	
Please	note	you	may	return	to	your	home	page	(welcome	page)	at	any	time	by	clicking	on	“Home	Page”	and	you	may	logoff	at	
any	time	by	clicking	“Logoff.”	
	
	
	
“Payment	History”	
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Vendor	payment	history	will	list	the	date,	check	number(s),	check	amount	and	currency.			Please	note	this	is	updated	on	Monday	
morning.		Check	numbers	are	subject	to	change	until	Monday.			The	Accounts	Payable	contact	and	phone	number	is	listed	for	
your	convenience.	
	
Please	note	you	may	return	to	your	home	page	(welcome	page)	at	any	time	by	clicking	on	“Home	Page”	and	you	may	logoff	at	
any	time	by	clicking	“Logoff.”	
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Double	click	on	the	check	number	to	see	the	invoices	paid	on	that	check.	
	
Please	note	you	may	return	to	your	home	page	(welcome	page)	at	any	time	by	clicking	on	“Home	Page”	and	you	may	logoff	at	
any	time	by	clicking	“Logoff.”	


