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Session 1 – PartStore Terms and Definition 

 
Return Policy 
Parts sold are to be returned within 15 days from date-of-purchase. Credit will be given subject 
to condition of returned parts. 15% re-stocking charge applies for return of non-stocking parts. 
Please contact your sales rep. for parts return. 
 
Warranty Policy 
All parts sold with defective material or poor workmanship will qualify for warranty claim. 
Warranty period is 6-months, starting from the date-of-purchase. Please contact your sales rep. 
for warranty issues. 
 
Promotion 
If PartStore application is down due to unforeseen circumstances, any promotions with regards 
to PartStore will be INVALID. 
 
PartStore Hours  
Price and Availability: 24 hours, 7 days a week.  
Online Ordering available from 8:30 AM to 5:20 PM (Mondays to Fridays). 
 
Table 1: defines common acronyms and terms used in PartStore: 

Term or Acronym Definition 

In Store Ex-Stk in TSL 

Available at ADC Stock at Depot 

No Stk, B/o by Air 
No Stock in Singapore. Backorder by Air. Approx. 10 days to 
arrive. Airfreight charges based on $4 / lbs.  
To check weight, pls contact 6663 8890 

BOBO/ not urgent For normal ordering of stock “Available at ADC”. Will take 
approximately 3 days. 

Urgent Order For urgent order of stock “Available at ADC”. Will take 1 day.  
5% emergency charge applies. 

Indirect replacement Item had been discontinued. Unable to order. 

FOL Frequent Order List 
Table 1: Terms and Acronyms 
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Session 2 – First Time Registration 
 
 
1. Log on to www.tractors.com.sg  
2. Click on PartStore Login . 
 

 
 
Fig 1: TSL website outlook 
 
 
 
1. Click on Register Online  to apply as new user.  
 

 
Fig 2: Registration for new user 
 

Enter 
PartStore 

www.tractors.com.sg 
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1. Read the terms & conditions, then click Accept . 
2. Fill in all mandatory fields in Create Profile  and click Continue . 
 

 
Figure 3: Create Profile Screen 
 
 
 
1. Check on PartStore  online application 
2. Click Continue. 
 

 
Fig 4: Application request 
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1. Fill in a username  & password  of your choice (Length: 6 characters each). 
2. Enter the Security Code. 
3. Set a Challenge Question & answer for Password Reminder .  
4. Then Click Submit. 
 

 
Fig 5: Username & password 
 

·  Challenge Question will appear when you wish to reset your forgotten password or when 
you want to change your password. You will need to provide the challenge answer to 
continue your amendment. 

 

1 2 

3 

4 



������������	�
	����
���� �
�
�
�

 
Tractors Singapore Limited 
www.tractors.com.sg 

7 

Session 3 – Place an Express order 
 
1. Log on to www.tractors.com.sg and click on PartStore Login  (Fig 1).      
2. Enter your User Name  and Password  and click Login . 
 

 
Fig 6: Login Page 
 
 
 
1. Click on Order Parts  to make an order or check parts availability and price 

 
Fig 7: PartStore Home Page 
 

To order or check on 
Parts Availability and 
Price. 
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1. Fill in Order For  drop down box 
2. Enter Serial Number  if available 
3. Enter Quantity  & Part Number   
4. Click Next  to continue 
 

 
Fig 8: Shopping Cart Page 
 

To delete any item, click on the ”Dustbin”. 
 
 
1. Parts Exceptions  page will appear when you have options such as Replacement,  

Remanufactured  or Alternative  Parts.  
2. Make you selections and click Next to continue. 
 

 
Fig 9:  Order Entry Exception Page – Reman option & Replaced Parts 
 

·  After clicking Next, the Shopping Cart  (Fig 10) will only reflect the new number. 
 
·  Click on Next to continue and keep the list as it is. 

 
·  To make selections, (e.g. from original to remanufactured option) change the quantity of 

original part number to zero and input the quantity into the alternate part option. Click 
Next  to continue and Shopping Cart (Fig 10) will reflect the amended part number. 
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1. Check your order on the Shopping Cart . 
2. Note Availability  of Parts Status 
 

 
Fig 10: Shopping Cart Page – with pricing and availability 
 
You may click on Print to print out the layout with price and availability for your reference. 
 
Under Availability , you may see the following stock status: 

·  In Store – Item Ex-Stock in TSL 

·  Available at ADC – Stock in Depot.  

·  No Stk, B/O by Air – No stock in Singapore and items need to be airfreight in. If item is 

over 222lbs in weight, item may go for seafreight (approx 2 months period to deliver) 

·  Indirect Replacement. B/O by Air – Items had been discontinue, unable to order 

 
 
You can save the list of parts you have entered by clicking on the button Save.. The system will 
then ask you for the name of the list to save in the Frequent Order List (FOL).  Click Save and 
Return to return to Shopping Cart (Fig 10).  FOL will be elaborated in Session 4 . 
  
 



������������	�
	����
���� �
�
�
�

 
Tractors Singapore Limited 
www.tractors.com.sg 

10 

1. Enter all fields in Payment & Shipping  
2. Click Next  to continue. 
 

 
Fig 11: Shipping & Payment Page 
 

·  Customer need to enter their specification for B/O items in Special Instruction .  

·  For Part Available at ADC, please state either BOBO (3 Days) or Urgent Order  (1 Day 

with 5% emergency charge). 

·  For Parts No Stk. B/O by Air, please state B/O by Airfreight  as permission to proceed 

to order. 

·  Please advise if you want items to be sent in 1 consignment or send ex-stk first. 

 
 

Customer 
PO Number 

Enter delivery address 
in 2 lines  

Enter PO Number to ensure it appears in 
all invoices 
Enter B/O instruction & Delivery 
Instruction 
Enter Vessel Name if any 
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1. Review the order and instructions.  
2. Pls fill Order Placed By, Email & Phone no.  
3. Click on Place order to complete the transaction.  
 

 
Fig 12: Review Order Page 
 

·  Order Adjustment refers to Emergency Charges for items as Available in ADC . If 
customer had stated BOBO, Emergency Charges will be waived from final invoice. If 
customer stated Urgent , Emergency charges will reflect in the final invoice. 

 
 
1. Please note Order Acknowledgement  page and Order number (TSL Order Ref.). 
2. PartStore will also send you an e-mail order acknowledgement. 
3. To obtain a detailed, printable report of your order, press View Order Summary . 
 

 
Fig 13: Acknowledgement page 

TSL Reference No 
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Session 4 – Frequent Order List (FOL) 
 
1. To create or select a pre-save part list, click on Resources then Frequent Order List on 

PartStore homepage 
2. To add the list to your shopping cart, check the box beside the list name and Add to 

shopping cart  
3. To create a list, click on Create. 
 

 
Fig 14: Frequent Order List Page 
 
 
1. Enter a List Name , the Quantity  and Part Number .  You may enter up to 90 lines only.  
2. Click Save and Return  to go back to the entire lists name.  
 

 
Fig 15: Create a list 
 
 
 
To proceed to ordering, please return to session 3 . 
To delete a list, check the box beside the name and click on Delete. 
To edit a list, click on the list name. Make the necessary changes and click Save and Return . 

Create a List Name 

Enter Quantity and 
Part Number 
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Session 5 – To upload a Part List 
 
1. Open a new Excel File.  
2. Keep only one sheet and delete the balance.  
3. Enter only Quantity  and Part Number . 
 

 
Fig 16: Excel Sheet Format 
 
 
 
 
1. Choose Save As type as CSV (Comma Delimited) (*.csv).   
2. A message box will appear, choose Yes.  
 

 
Fig 17: Saving a CSV. File 
 
The Part List must be saved as .CVS format to be recognized in PartStore. 
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1. Login to PartStore 
2. At Shopping Cart,  click on Load List to Upload file from PC   
3. Browse & Upload . 
4. Click Next  to process the order as usual.  

 
Fig 18: Uploading a .csv file 
 
Advice:  
Keep the file you have created for future ordering use. It can be a template for your future order 
entry. 
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Session 6 - Using SIS Parts Information 
 
1. To search for a part number/description when you have serial & arrangement number, click 

on Parts Book (SIS)  on PartStore homepage (Fig 7). 
2. Enter the serial number and click Submit. 
 

 
Fig 19: Service Information System Page 
 
 
1. Enter a part number to search its consist or enter a description.  
2. Click Search  to continue 
 

 
Fig 20: Enter Part Description 
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1. Select the right Engine Arrangement number. 
 

 
Fig 21: Selecting the right arrangement. 
 
 
 
1. Choose the part category to continue.  
 

 
Fig 22: Selecting the right part type. 
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1. SIS web will show the break down of the individual parts within the category. 
2. To see a picture of the group, click on View Parts Graphic .  
 

 
Fig 23: Breakdown of the group number 
 
 
 
 
1. After viewing the parts, you may transfer the parts to Order Entry  for pricing and stock 

status.  
2. Click on the blanks under Qty. 
3. Select Add to Order List . You can continue to search for other parts and will remain on SIS 

webpage.  
4. Once you are done, click on Order Parts  and it will bring you back to Order Entry. 

Alternatively, you can click on Price & Availability to view price. 
 

 
Fig 24: Adding Parts to Order Entry 
 
To print out the picture together with the Part list, Click on Format for Print. Leave your cursor 
within the inner-frame and right click print.Alter 
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Session 7 – Preference (Customizing PartStore) 
 
1. Click on Resources  then Preference  in PartStore Homepage (Fig 7).  
2. Make necessary changes and click Save and Return . 
 

 
Fig 25: General Preferences Page 
 
 
 
 

May enter 
default Delivery 
Address 



������������	�
	����
���� �
�
�
�

 
Tractors Singapore Limited 
www.tractors.com.sg 

19 

Session 8 – Core Tracking 
 
Core Tracking is a function for you to check for outstanding core that had not been returned 
back to Caterpillar 
 
1. Click on Resources  then Core Tracking  on PartStore Homepage (Fig 7) 
2. Enter the Date Range 
3. Click on Search Result  
4. Outstanding core will be displayed 
 

 
Fig 26: Core Tracking Page 
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Session 9 – Document Review 
 
Document Review can use a search tool against TSL Business System’s files and retrieve 
historical parts order documents and invoices that were placed through the customer account 
number linked to your PartStore id for both online and non-online orders. 
 
1. Access www.tractors.com.sg (Fig 1).  
2. Click on Document Review under Quick Access  and log in with your username and 

password.  
3. Select Document Type  (Parts Document or Invoice).  
4. Enter Date Range 
5. Click on Search Result. 
 

 
Fig 27: Document Review Page 
 
 
 
 
1. Click on the document number to open and view its details 
 

 
Fig 28: Search result display 
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 Session 10 – Editing Personal Profile 
 
1. Access www.tractors.com.sg (Fig 1).  
2. Click on Edit Customer Profile under  Quick Access   
3. Select your desired options to make amendments. 
 

 
Fig 29: Editing My Profile 
 
 


