
1.

GETTING STARTED GUIDE
Microcat Partsbridge delivers faster online parts ordering for dealerships and their body shops.

VIEW THE ORDER LIST
View your list of orders, the order status, and track orders efficiently. Quickly search or filter 
your orders to find the one you want. Search for orders by Customer, 

Estimate No., Vehicle or VIN.

Filter orders by status, brand and 
date range.

View the list of orders and the  
status at a glance. 

Retrieve an estimate from a body 
shop customer.

Click Open to view the details of  
the order.

Use the quick action buttons to 
process your orders depending on 
their status. 
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GOOD TO KNOW:
• Double-click an order to open it.

• Click the               column to sort the list of orders. 

• To access settings and install useful add-ons, click the       icon.
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2.

OPEN AN ORDER
Open an order to view the vehicle and order information, validate any invalid parts and add 
additional parts. 

View a summary of the vehicle and 
the estimate.

Click the                       icon to  
quickly navigate to the part image 
and add related parts to your order.

Click the                      icon to  
validate parts (if required).

Add additional parts or view an 
image using the Parts Catalog.

Use the Close button to return to 
the list of orders. 

Save your order until you are ready 
to send the quote to the body shop.
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GOOD TO KNOW:
• Click the                              icon to view detailed vehicle information.

• Click the      icon to view part photos from the manufacturer.

• Click the      icon to view supersession information.
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3.

SEND A QUOTE TO THE BODY SHOP
Prepare and send the quote to the body shop. View the profit, rebate and margin, so you 
maintain your profit while offering discounted parts.

Check the PR column to determine 
which parts are eligible for a rebate.

View your overall profit, margin  
and total for the full order.

Use the             icon to filter by  
part type.

Enter your sell price for the part 
based on the estimate price and 
rebate.

Confirm the status is set to Quote 
for the aftermarket parts.

Send the quote to the body shop.
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GOOD TO KNOW:
• To view all details on the estimate, click the Show entire estimate switch.

• Click the                button to view or add notes for the body shop.

• Click the       icon to print the estimate or order.
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4.

FINALIZE THE ORDER AND INVOICE PARTS
Once the body shop confirms the parts they want to order, you can finalize the order and invoice 
the parts. It’s important to invoice parts correctly to ensure you receive rebates on eligible parts.

Confirm the status is set to Order 
for the parts you want to order.

Transfer the order to your DMS  
(if available). 

Click Mark as Invoiced.

Enter the invoice number that 
matches the invoice number in  
your DMS.

Click the Apply to all / Apply to 
empty lines drop-down.

Click Save. 

1

2

3

4

5

6

1

2

3

4

5

6

See our Dealer Invoicing Guide for more  
information on matching invoice numbers.

Contact Customer Service for  
assistance with DMS integration.



WHAT’S NEW?

ORDER SEARCHING
Use the search and filter features to easily track 

and manage your orders. Improved order searching 
and date range filtering helps you quickly access 

and view your orders.

ORDER MANAGEMENT 
The order statuses are more descriptive and easier 

to understand for faster order processing. 
Additional information such as the invoice number 

and the estimated rebate are clearly visible.

PARTS CATALOG
Use the enhanced parts catalog for more  

accurate ordering. You can view a parts image, 
replace a part or add more parts.

Use existing parts on the order to quickly  
find and add related parts.
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