
 
 
 

OnTimeParts.com Tutorial:  Checkout 

Intelligrated attempted to make the checkout process as streamlined and intuitive as 
possible.  At any time you can click on the “Ca ncel” button, which will return you to your 
Ca rt, or you can click on the “Back” button, which will return you to the previous step in 
the checkout process.  A summary of your checkout is provided in the right-hand sidebar 
for your convenience.   
 

• Once you have all the parts in your Ca rt at the appropriate quantities and you are ready 
to proceed to checkout, click on the “Checkout” button: 
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• Once you click on “Checkout”, you will be taken to the first of three steps in the 
Checkout process: Shipping Information. 
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• In the first section of the Shipping Information page you’ll need to verify the Ship To 

Address. 

 
 

• Ship To Address:  This should contain the address you would like your parts shipped to.   
 

• If the address populated is correct, move onto the next section. If the address populated 
i s not the correct Ship To Address, click on the “Change Address” button. 
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• From this page, you can search by existing address zip codes, browse through the 
a l ready-existing addresses (you will have to change pages if there are more than 20 
a l ready-existing addresses on file for your account) or create a new address if the 
correct Ship To address doesn’t already exist as an option for your account. 
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• If you search by zip code, enter the zip code and click “Go”: 

 

 
 

• If there is a match it will be returned in your results. 
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• If you don’t know the zip code, browse through the available pages to search for the 
correct Ship To address.  
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• If you can’t find the appropriate address listed, click on the “Create Address” button.  
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• Fi ll out the fields that are required as indicated by the asterisk. 
 

 
• Once you have completed the form, click “Apply” to save your new Ship To address and 

to return the checkout process. 
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• Intelligrated utilizes a special verification that will only allow validated combinations of 
ci ty, county, state and zip.  If you enter a combination that is not recognized, you will 
receive an error and will be asked to verify your information based off of the choices in 
the dropdown.

 
 

• Once you have corrected the Ship To address information, click on the “Apply” button 
a gain.  

 
• If you are going to begin shipping to this new address on a regular basis, contact 

Intelligrated at 877-315-3400 option #2 to have this address available for future use on 
OnTimeParts.com. 
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• Next, you’ll need to verify the Ship To Contact: 
 

 
 

• Enter the name of the person who should be notified when the part arrives on your site, 
a long with their phone number and email address.  If there is not a designated person to 
receive the part, please enter your contact information. 

• After you have successfully chosen your Ship To information, you will return to the 
Shipment Information page where you will select your Shipment Method and enter any 
Shipping or Packing Instructions in the Shipping Details section: 
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*Please note that your Shipment Methods will be based on total order weight and cubic 
volume to determine whether it ships parcel, LTL or full truckload. 
 

• Below is a glossary describing each of these Shipping Methods: 

Shipping Method Description 

Factory Choice Intelligrated’s shipping department determines the most cost 
efficient shipment method 

FedEx 2D Second business day delivery 

FedEx 2D AM Second business day delivery typically by 10:30 a.m. 

FedEx 1st Overnight Next business day early morning delivery between 8 and 10 a.m. 

FedEx Freight 3D Delivery in 3 business days 

FedEx Ground Delivery based on distance to destination (1-5 business days) 

FedEx Priority Overnight Next business day delivery typically by 10:30 a.m. 

FedEx Std Overnight Next business day delivery typically by 3 p.m. 

Other/Third Party 
Carrier 

Customer has a preferred carrier other than those listed 

UPS 2D Second business day delivery  

UPS 2D AM Second business day delivery typically by 10:30 a.m. 

UPS 3D Delivery in 3 business days 

UPS GRD Delivery based on distance to destination (1-5 business days) 

UPS NDA Next business day delivery typically by 10:30 a.m. 

UPS NDA (Sat) Next business day delivery on a Saturday 

UPS NDA Early AM Next business day delivery as early as 8:00 a.m. 

Will Call Customer picks up order from Intelligrated’s warehouse 
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• Once you’ve made your selection and entered any Shipping or Pa cking Instructions, it’s 
time for the last section of the Shipment Information page, Freight Terms.   
 

 
 

• Select the appropriate method in which you want the freight to be paid for based off of the 
options presented.  A description of each option is provided. 

• If you select either Bill My Account or Bill Third Party, all of the fields applicable to that 
section become required. 

• Once you’ve selected your Freight Terms, click on the “Next” button. 
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• The second page of checkout is the Billing and Pa yment Information page. 
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• In the first section of the Billing Information page you’ll need to verify the Bill To 
Address information.  
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• If this address is the correct Bill To Address, move on to the next section. If this address 
i s not correct, click on the “Change Address” button. 
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• From this page, you can search by zip code or page through the existing Bill To 

a ddresses for your account. This process is identical to selecting a new Ship To Address.  
Fol low the same steps to select a new Bill To Address.   
*Note that the option of “Create Address” is not available during the Billing portion of 
checkout.  If a new Bill To Address needs to be created, please contact Intelligrated at 
87-.315-3400 option #2. 
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• Next, you’ll need to verify the Bill To Contact: 

 
 

• If the contact information is correct, then move on Payment section.  If it is incorrect, 
please enter the name, phone and email address of the correct contact. 
 

• Once your Bill To section is complete, it’s time to choose your Payment. 

 

 

 
• Enter a PO Number or your name if you do not have a PO number for this purchase.   
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• If you select the Invoice option for payment, The PO Number becomes a required field.  

 
 
 
 

• If you select the Credit Ca rd option then all the fields necessary for a credit card 
purchase become required fields. 
 

 

Revised January 5, 2015 



 
 
 

• After you’ve entered your payment information, click the “Next” button to move on to 
the last page in Checkout: Review and Place Order. 

 

• The Checkout: Review and Place Order page provides a summary of your order and the 
choices you made thus far in the checkout process.  
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• You a re given one last opportunity to change any of the information found on the 
Shipping Information or Billing and Payment Information pages by cl icking on the 
“Cha nge” button. 
 

 
 

• By cl i cking on either of the “Change” buttons, you will be redirected back to the 
a pplicable page within Checkout to change the existing information.   
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• In the Shipping Information page, you now have the option to select whether or not you 
wa nt your order to Ship Complete, meaning that the order will not ship unless all parts 
on the order are available to send in one shipment.  If you do not check this box, your 
pa rts will ship as they become available, which could mean that you may receive your 
order in multiple shipments.   
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• Once your order has no other changes that need to be made, click on the “Place Order” button 
to process your order. 
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• Once you’ve done that, you will be given a confirmation message that includes your 
order number.  You will also receive an order acknowledgement via email within one 
business day to notify you that your order has been received.   

 
• Cl ick on the “Continue Shopping” button to return to the homepage. 
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