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Introduction
A brief overview of the replacementpartspros.com program and 
topics covered within this Manufacturer’s Manual.

This vendor’s manual is intended for use by those who are 
enrolled in the ReplacementPartsPros.com (RPP) program. 
The RPP program is a method created by Ready Set Sales© to 
simply allow for error-free ordering of components and 
subcomponents of products. Although the primary essence 
of the program is simple, the applications are wide-ranging. 

The benefits of this system result in significant 
improvements:

üstore displays

üordering processes

üreporting

üreduction of operation costs 

üshipping 

üreclamation of damaged items. 
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Accessing the 
Manufacturers’ Portal

A step by step guide to accessing the Manufacturers’ Portal at 
ReplacementPartsPros.com 

The next pages are devoted to instructing you on how to obtain logins for 
your company, log into the manufacturers’ portal, and process orders. 
Common issues that often arise and their solutions are also covered in this 
section of the manual. 

Requesting a Login 
Upon enrollment into RPP, login information is assigned as part of the initial 
process. If you wish to request additional accounts for the manufacturers’ 
portal, please send the requested information below about the new account 
holder to the email address support@replacementpartspros.com.
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§Full Name 
§Business Email Address 
§Business Address 

Accessing the site can be accomplished 
on any computer with internet access. 
We recommend viewing the site with 
either Microsoft Internet Explorer 5, 
Mozilla’s Firefox 2.0, or in newer versions 
of those browsers for best display results. 

§Business Phone 
§Business Name 

Accessing the Site 

For the best view, we 
recommend setting your 
screen resolution at 1024 
by 768 or above. 



Accessing the Manufacturers’ Portal
Continued

5

1. Open your web browser of choice and in 
the address bar, enter in the address: 
www.replacementpartspros.com/catalog/adm
in/index.php. Doing so correctly will display 
the page containing the login screen below. 

2. Enter in the username and  
password. While doing so, 
please be aware that usernames 
and passwords are case 
sensitive. 
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Accessing the Manufacturers’ Portal
Continued

3. A Successful login will display the following screen. 
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The Portal’s Interface

The pages on the site are all designed around a common layout. Understanding 
this layout will increase the usefulness of the site and ease navigation. There are 
only two types of interfaces on the portal. This section familiarizes you with 
information on each region. 

C.

B.

A.

A. This region contains site navigation links. The “Administration” link refers to the portal 
you are currently logged into. The “Online Catalog” will take you to the customer login for 
the purchasing section of the site. If you have also been set up as a customer to the site 
then you can login to view and purchase items. In addition to those links, you may also log 
off from here. 

B. Displays the all categories of actions a user can perform and the most used sections of 
that category. Manufacturers can view reporting or process orders. 

C. This section displays a current summary and statistics concerning the manufacturer’s 
company and goods on the site. 

The initial Menu Page
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The Portal’s Interface
Continued

The Content Pages

A.

B.
C.

A. This region contains site navigation links. 
B. Navigation box of the site. 
C. This section holds the content of each page. This could contain 
reports, processing information, or product information. 

Q: can’t locate or remember my password? 
A: Email to support@readysetsales.com the business email address and account 
holder’s full name. The password will be resent to the original account holders email 
address. 
Q: I know user name and password but the site still refuses to allow me to 
login? 
A: Check that the http://www.replacementpartspros.com/catalog/admin/index.php is 
the site address. When entering information onto the login screen please be aware 
that the username and password is case sensitive. This information should be entered 
in as given on the account creation notification email. 

Troubleshooting:
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Retrieving & Processing Orders

Reporting Options 
How to retrieve useful data stored and available on the portal 
In the Manufacturers’ portal, you have several reporting options to chose from. Each 
customer report provides useful data that will help to measure key statistics. 
Reporting is currently available on the portal, which measures the progress of your 
customer service team in process orders, list items by total quantity ordered over a 
period of time, displays a detailed summary of all products and components on the 
system, and one can also view items ordered by their destination store/location. 
Before delving into how to use these reports, let us first take a look at the common 
user interface features. 

Orders Status Report 
Accessing the orders status report is as easy as clicking the “Orders Status” link 
under the reporting section of the navigation menu. All reports can be accessed
by finding the corresponding link under the reporting 
section. This report tracks performance of the customer 
service representatives responsible for processing orders. 
Whether your customer service needs are handled 
internally, or you are an enrolled in the Ready Set Sales© 
distribution program, this report can assist in assessing 
order fulfillment. The order status report displays orders 
and items on order by status (pending, processing, and 
shipped) and in a different graph to represent time 
periods (program to date, yearly, quarterly, and monthly). 
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Retrieving & Processing Orders
Continued
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Retrieving & Processing Orders
Continued

Products Ordered Report

If you need to view the frequent items ordered, this report meets 
that need. Region A displays the total quantity ordered per item on 
our system. This information can be limited to a range of pervious 
days in order to make the data more relevant. Please note that the 
results are controlled near the bottom of the each page. 

A.
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Retrieving & Processing Orders
Continued

Products Snapshot Report 
The “Inventory Snapshot” report contains all relevant information 
about your products. When reviewing your inventory, or verifying 
availability on the portal, this is the report that one should use. 

üProduct and part 
names 
üCurrent status
üOrdering options 
üProduct image 
üProduct description 
üPart number or model 

The report contains: 
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Retrieving & Processing Orders
Continued

Orders by Store Report 
As its title implies, the “Orders by Store” report allows you to look 
at the history of store orders by their destination. One can 
customize this report by varying: 

üCustomer Company Name 
üStore/Location an item is destined for 
üCurrent shipping status of items on order 
üDates orders were placed

This report greatly benefits QA checks in stores. 



How to…Ship Product
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Based upon feedback from the field regarding the 
packaging of Replacement Parts Pros shipments, we would 

like to present some suggested shipping guidelines:

We Recommend  
§ Including a packing slip with all 

shipments. The packing slip 
should reference the order 
number, the order date, the 
manufacturer rep, the store, 
and the status of each item on 
the order. 

§ Writing the store number on 
the outside of each package

§ Separating orders in poly bags 
with the store number written 
on the outside if multiple 
orders are being sent in the 
same outer package.

The Benefits  
§ Eliminates confusion of which 

store is in need of the parts
§ Eliminates reorders for the 

same product
§ Alerts the rep of the status of 

outstanding ordered items
§ Allows the rep to keep the 

package sealed until visiting the 
store and therefore not losing 
the part

The End Result:
üImproves display presentation

üLower costs
üIncreased sales

üAllows for current display of POP



How to…Ship Product
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When shipping direct to stores, label the 
packages using the Home Depot 
approved department color codes.



How to…Maintain User Lists
Edit your user listings

*In order to keep your user listing current, please add 
or delete users as needed.

Select the “Administration” 
link on the front page of the 
site.

Enter your user name and 
password and then select the 
appropriate account.

Step 1

Step 2

In order to edit existing 
customers, select the “Users” 
link which will bring you to the 
following page (step 4).

Step 3
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How to…Maintain User Lists
Edit your user listings

The layout of the “User” section is as follows:
a. Left navigation menu which allows for site navigation
b. List of users assigned to your company
c. Account maintenance menu
d. Page navigation bar
e. Add new user button
f. Edit selected user button
g. Search user list

Step 4
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How to…Maintain User Lists
Edit your user listings

The creation or amending of user information is in the form below. 
Please note the following:
• User accounts will not be deleted but can be deactivated by setting 
“User Type” to “Inactive”.
• States can be entered by either the two characters, order or by 
name in full.

Step 5
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How to…Contact Us
Customer Service  - Tech Support   - Sales

Sales:
Frank Bernard
Vice President
847/378-3720
frankbernard@readysetsales.com

Customer Support:
support@replacementpartspros.com
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