
 

 

 

 

 

 

 

 

 

 

 
Pro Body Parts provides Canada's largest inventory of quality 

replacement parts, available from one of our many local branches 
located across Canada.  For over 30 years, Pro's reputation for superior 

customer service, friendly, knowledgeable staff, quality parts, and 
integrity has led the industry. 
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A.  New Features 
 

Increased Security ï To increase security and management, each user must 
have a unique Username and Password to access your account. (Refer to page 4) 

 

 
Dashboard ï The Dashboard provides you with a snapshot of transaction activity 
and direct access to all aspects of your account from a single page.                     

é.     (Refer to page 10) 

 
 
Transaction History ï To reduce administrative file management, Search and 

Print duplicate copies of any transaction. (Refer to page 4) 

 

 
Vehicle Accuracy - Use the Vehicle Identification Number link to clarify the 

Year/Make/Model of the vehicle in your shop. (Refer to page 4) 

 

 
Web Returns ï To provide full online capabilities, you can now return parts online 

quickly and easily. (Refer to page 11) 

 

 
Search using Part Numbers ï To increase ease of use, every part in our 

catalogue can now be searched using OEM or Parts Link numbers. (Refer to page 
6) 

 
 
Message Updates ï To provide real time updates on promotions and specials ï 

this section has been added to your Dashboard for quick reference.                            
...     (Refer to page 4) 

 
 

Predictability ï To help you increase the management of your parts, view the 

ñSourceò column which provides you with the expected delivery time of your parts. 
(Refer to page 6) 

 
 

Lots of pictures- almost every part in our catalogue has a color photo to view 

exactly what your ordering before it arrives. (Refer to page 6) 



 

 

 

Page 3 of 12 

 

Quick Start Manual ï Version 1.0 

 
B.  Logging In 
 
 
Each Employee is now required to have a unique personal login. This allows for 
better security, monitoring, and management of your account. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
How to Login: Input your User ID and Password       and then click LOGIN to 
gain access to your account. 
 

 
Forgot Password: If you have forgotten your User ID or Password, click óForgot 
Username or Passwordô        and fill out the web form.  You will immediately 
receive an email containing your web access details. 

 
View Public Inventory: To quickly view our inventory, please select óBrowse Our 
Catalogue.ô     This public catalog only provides part description and numbers. To 
view more information on part availability and pricing, you must Login with your 
User ID and Password. 
 
Want Online Access: If you do not currently order parts online with Pro Body 
Parts, please click Parts, please click óRequest an Accountô            and complete 
the web form.  Upon completion you will be contacted with the required 
information to access your account.  
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C.  Understanding Your Dashboard 
 

 
 

Click                         on the Top Navigation bar to view the Dashboard 
 
       The dashboard provides a launch pad to most of the features on the site. It 
includes your most recent activity, user management, news, contact information, 
and other critical links. The dashboard aims to provide all your information in one 
spot to make using and navigating the new website as easy as possible. 
 
 
Company Information: The ñCompany Informationò        box shows what branch 
you are logged into and how to contact them if you wish to speak with someone.  
 

 
 
 
 
 
 

Users with Access: This section       displays the list of users who have access 
to your account.  Also in this section you are able to  
 

Á Update User List - Click on the óAddô or óRemoveô buttons to update your 
users list as required. 

 
Á Request New Password - Click on the óRequest New Passwordô button to 

change your password. 
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VIN Decoder: Click           to enter a vehicleôs 16 digit VIN number to double check                    
Year/Make/Model of the car being worked on and increase accuracy of ordering parts. 

 
Message Section:          This section provides information on current specials 
and promotions for quick reference.  
 
Real-time Activity: The Most Recent Activity       section of the Dashboard gives you 
instant updates of your past 10 transactions on your account. This summary glance of 
each order includes PO, Claim, and invoice numbers, the total and the Date of the 
Transaction. 

 
View a Specific Order: Click the ñViewò button          beside an order to see 
detailed information pertaining to that transaction. 
 

 
Additional Navigation 

 

 
 
 

 
Click this to view your Order History.  (Refer to page 10) 
 
 
 Click this to view Quick Order. (Refer to page 9) 
 
 
  Click this to view your Shopping Cart. (Refer to page 7) 
 
 
 Click this to view your Dashboard.  (Refer to page 4) 
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D. Searching for Parts 

 
There are two ways to search parts: 
 

¶ Use the drop down menus and input Year/Make/Model information. 

¶ Search by Partlink, OEM, or Pro Body Parts part number. 

 
 
Adding Parts to your Cart- Once you have identified the parts you want, add them to 
your cart by clicking the Add button       . Add multiple parts but clicking the Add button 

multiple times, or changing the quantity box       and clicking Add once.  
 
Delete a Part from Cart: Delete a part by clicking the x next to the corresponding part.   
 

Source: ñSRCò      Tells you if we have the part in stock and the average amount time 
to deliver from our network of warehouses to your location. 
 
 
CAPA: If the part is CAPA certified, a check mark         will appear under the CAPA 

column.                
 
Pictures: To view pictures, click either the description or part number of the respective 

part.  
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E. Ordering and Checking out 
 
When all of your parts have been added to the cart you 
can: 
 
 
 
 
 
Checkout Now- When youôre ready to complete your 
order, click ñCheckout Now!ò 
 
 
 
 
 
 
View Cart- Provides an expanded view of your cart.                   

¶ To modify quantity, enter the correct number in the 

Qty box  and click óUpdate Cartô. 

¶ To Remove a part click the remove box  and 

click óUpdate Cartô  
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Checking Out 
 
 
Step 1- Clicking ñCheckout Now!ò brings you to the first checkout screen. Please 
provide additional information such as PO and claim numbers, comments and 
click óReview Orderô. 

 
 
 
 
Step 2- Review the order and click óSubmit Orderô. 
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F. Quick Order 
 
If you already know the part number you wish to order, use the Quick Order. 
 
 
Simply enter the part number and quantity in their respective boxes. 
 

 
Click                           at the bottom of the page, to review your order.                                         
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G. Order History  
 
 All of your past orders can be found on one screen by clicking                                         
at the top of the screen. 

 
For each order you can view PO and Claim numbers, date of transaction and Invoice 
number if they have been provided. 
 
Orders can be filtered by PO, Order #, Invoice #, and Date using the drop boxes at the 
top of the page. 

 
Upon locating the transaction click the          button to see detailed information for 
the transaction. 
 
 
Printable Records- Print off the Order Details page for your records by clicking   


