
Laars Online Parts Ordering



Sign Up



Log In
Enter email address and password, then click “Login”



• Type in part numbers

• Upload file

• Choose from search feature

• Choose from personalized favorites

• Previously saved list

Multiple Ways to Enter Part Numbers



After login, the parts entry page is presented. First option is to type part 
numbers and quantities into the boxes



A parts list can be uploaded to the system, via a txt or csv file by clicking “Browse”



Upload Parts List

A file browse screen will be presented to you. Choose the file you 
want (txt or csv file), click “Open” and the name of the file will be 

placed in the “Browse” box.  Then, click “Upload Now”.



The system will be populated with 
the parts in your file

Upload Parts List



A search box is shown at the top of the parts entry page.  This can 
be used to search for part numbers, by description or part number.

Helpful hint:
Sometimes being specific works against you. 

Example: two ways to spell a word.
IGNITOR & IGNITER - So, type only 'IGNIT'

Search Feature



Search Feature - Results
When you find the part number you want, type the 
quantity into the Qty box, and click “Add to Cart”



Search Feature - Results
Many parts have photo thumbnails to the left of them in the list, for visual 

reference.  Click the thumbnail to enlarge the picture.



Click next to the "Favorite" box to add a part to your list.
Check box is shown in the search screen.

Create a Favorites List



Click on "Favorites" to access your list

Access Your Favorites List



Enter quantity and add any item you want to the order

Add Favorites to Your Cart



Click on the shopping cart 
icon at the top

Save Carts for Future Use



Name Cart for Future Use



List of Saved Carts



Stock Check

The system will show you the stock available for the part number 
entered, at the time of entry.



Checkout

Click on “Checkout” to start the 
process of finalizing the order



Shipto Defaults to Your Company Address



Use the pulldown menu to find existing shipto records

Alternate Shipto Can Be Selected



Selecting Alternate Existing Shipto



Contact Name Must 
be Populated

Shipto Contact Name



Create a New Shipto



Enter the Zip Code.  In cases where the zip code covers multiple 
cities, choose the correct city from the drop down menu.  If the zip 

code is for one city only, it will be populated in the “City” box.

Create a New Shipto



Enter contact name & the rest of the address & click Submit

Create a New Shipto



Enter Purchase Order Number
If the P.O. entered has been used before, the system will alert that 

duplicate P.O.s are not allowed, and will require a unique P.O.



• Laars uses UPS for small packages
• UPS choices include freight cost
• Shows "Best Way" if shipment is too large or heavy for UPS

Shipping Method & Instructions



• Use pulldown menu to choose alternate
• Use pulldown menu to use your own UPS or FedEx account
• Enter any special shipping instructions

Shipping Method & Instructions



Review Order & Submit



Order Confirmation



• Click "Continue" to exit

• Click "Logout" if you are finished

• An email confirmation will also be sent

• Contact Customer Service to receive shipping confirmations for your 
company

• Register for Laars Customer Portal to see your orders on line

• If you need assistance, contact Customer Service at 603-335-6300 x11 
or Orders@Laars.com

Order Confirmation


