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Notes:Session 1
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Site Access
New Parts On Command

Audi	 iAudiportal.com  >   login   >   Parts On Command link

Volkswagen 	 VWhub.com  >   login  >   Parts On Command link

Quick Start | Access POC



ACTIVITY

4

Home Page
Place the number of each site descriptor below 
in the correct circle on the home page wireframe 
above. Example, there is a “one” placed in the 
circle where users will always find the POC logo 
on the new site. 

1

6

7

9

8

10 11

13 14 15

2 3 4

1.	 Logo Button

2	 Dealer ID

3	 Facing PDC

4	 Shopping Cart

5	 Parts Search

6	 Tab Bar

7	 Links

8	 Critical Alerts/Car Down

9	 Promotion List

10	Notifications

11	 Special Notice

12	 Parts News

13	 Help

14	 Contact Us 

15	 Dealer Search

12

5
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Parts Availability Tab

1

2

New Feature

Three Ways to Check Availability

	 1	 Part Number
	 2	 CSV Upload
	 3	 ETKA Transfer

3

4L005305U   1   

Check Availability 
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Parts Availability Tab
Check Availability — By Part Number

4F1880204D

561823031E

G  052738A4 1   
1   
1   

Make sure spacing is 
correct when entering 
part numbers.



ACTIVITY

7

Promotion

Special Notice

Cross-Border Block

Lookup

Add Rows

Direct Exchange

Service Camp./ 
Tech. Bulletin

1

2

3

4

5

6

7

Match The Icon
Use a line to connect the New POC Icon in the left 
column with its copy description in the right column. 
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Parts Availability Tab
Part Information

New Feature

�Direct links to Bulletins and 
Safety Data Sheets (SDS)

NOTE: �Bulletins are not  
available in Canada   
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Parts Availability Tab
Check Availability — By Importing a .CSV File

1

2

3

You can import a parts list from a spreadsheet, by saving it as a CSV file  
and importing the file via the import function.

If invalid parts are uploaded, these will display after the Check Availability  
button is selected.

FULL INSTRUCTION 
ON CREATING AND 
IMPORTING A CSV FILE 
CAN BE FOUND IN THE 
APPENDIX.



10

Parts Availability Tab

See Appendix for ETKA Order Steps

1

2

Check Availability — By ETKA Transfer
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Parts Availability Tab
Order Parts

In the Parts Availability Tab and Availability subcategory, ( 1 ) enter your 
part number and ( 2) quantity, paying special attention to spacing, then 
( 3)click the Check Availability Button.

1 2

3

Enter Part Numbers
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Parts Availability Tab
Order Parts

After clicking the Check Availability Button, you will be 
presented with the Parts Availability List view. This view 
provides information on cost, on-hand quantity, facing PDC 
availability and availability at other PDCs. Icons below the 
part number denote special considerations about the part, 
e.g., Haz-Mat.

Review Parts Information
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Parts Availability Tab
Order Parts

In Parts Availability List view, you will ( 1 ) select Order Type (Daily 
or Stock), ( 2 ) enter Dealer PO number, ( 3 ) add a Dealer Comment 
if needed and ( 4 ) select the Carrier Code, based on the urgency 
of the order. Next, ( 5 ) check the box to the left of the part.  
( 6 ) Click the button at the bottom to Add to Order. 

1 2 3

6

5

4

Add Parts to Order
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Parts Availability Tab
Order Parts

NOTE: If you wish to delete the part, check the box to the 
left of the part number and click Delete Selected.

After clicking the Add to Order button, you should see a validation message. Now 
the order is on your order list and ready for submission. In this view, you may still 
change Dealer PO, Requested Quantity, Order Type and Carrier Code. Clicking the 
Submit button at the bottom will order the part(s).

Place Your Order
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Parts Availability Tab
Order Parts

Once you have clicked Submit to place your order, 
you will be presented with the Order Confirmation 
page. The green box will show a successful order 
and the details of the order are now complete. 

Review Order
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Initiate Order Tab
Order Parts

The Initiate Order Tab works much the same way as Parts 
Availability, but with fewer steps.

Just ( 1 ) enter your Part numbers and ( 2 ) Requested Quantities, 
( 3 ) Order Type, ( 4 ) PO, ( 5 ) Dealer Comment, ( 6 ) Carrier Code 
and ( 7 ) click the Add To Order button. 

1 2

3 4 5 6

7
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Initiate Order Tab
Order Parts

This view shows you the parts 
available and allows you to 
change quantities, order type 
and carrier code before clicking 
Submit and adding to your order. 

New Features

•	 Transmit Daily Orders from 
	 your DMS
•	� Change Order Type & 

Carrier Code at the line 
item level prior to hitting 
“Submit”.

How DMS orders will be 
translated in POC:

Stock:
	 •	 STK -> Stock
	 •	 WKL -> Weekly Stock
	 •	 DSS -> �Drop Ship 

Stock 
Daily Orders:
	 •	 DPO -> Daily
	 •	 EMG -> Emergency
	 •	 VOR - > �Vehicle Off 

Road
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Initiate Order Tab
How to Place a RED

When a part has no stock 
available, the confirmed QTY will 
show 0. To upgrade to RED, click 
the drop down under Order Type 
and select RED Warranty or RED 
Non-Warranty.

To upgrade an existing order 
to RED when there is no stock 
available at the PDCs, select the 
drop-down next to Upgrade to 
RED and select RED Warranty or 
RED Non-Warranty.
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Initiate Order Tab
Critical Alerts

Only 6 fields are required, 
with optional check boxes for 
clarification and space for 
additional comments.

The Critical Alert check box, 
is found at the order line 
level inside the Initiate  
Order Tab.
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Initiate Order Tab
Critical Alerts

Steps for creating a Critical 
Alert—from Order Line level

After order is entered or 
transferred to POC:

1	� Locate Order Line that 
needs alert

2	� Select Daily Order Type 
and RED Order Priority

3	� Select Critical Alert  
check box to open up  
a critical alert

4	� Enter VIN, Mileage, 
RO#, RO Date,  
Customer Name

5	� Check Car Down  
status (Yes/No)

6	 Select Update

7	� When returned to Order 
Page, select Validate 

8	 Select Submit

1

2

3

4

5

6

7

8



21

Initiate Order Tab
Critical Alerts

Critical Alerts Display on the New POC 
Homepage. To add or view comments  
or to check ETA, select the alert from the  
New POC Homepage.
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Initiate Order Tab
Order Parts

This view shows your result after 
clicking the Submit button—Order 
Confirmation—along with a complete 
summary of charges.
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Initiate Order Tab
Direct Exchange



ACTIVITY
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Challenge
It’s 2:20 p.m. and I need the  
following Warranty parts next day.

Part numbers needed:

•  3c0254505 X	 Qty. 1
•  06d107066S	 Qty. 4

Parts Ordering Challenge

Based on the Challenge below, what 
would be your next steps? We will ask 
you to walk us through the process for 
each part.
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Notes:Notes:Session 2
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D2D Tab
Opportunities, Print Label, Seller Order Status, Buyer Order Status

D2D Tab	 D2D Opportunities  >  Review Seller Order Status or Buyer Order Status

Quick Start | D2D (Dealer-to-Dealer) Opportunity

You can see notifications of 
your D2D opportunities in 
the POC Links Section of the 
Home Page.

If your dealership participates in the D2D program, this view will allow you 
to view D2D opportunities. Additionally, you will be able to print shipping 
labels right from this tab. Everything you need for D2D, all in one place!

(Note: non-enrolled dealers will not see D2D opportunities in the system.)



27

Actions Tab
Pending Actions

The Actions Tab allows you to view 
unresolved issues and take the 
appropriate action to resolve them.

In the Pending Actions subsection, 
you’ll see items that require your 
intervention. 

•  Provide missing information  

•  Provide correct information 

•  Cancel the order
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Actions Tab
Order Notifications

In the Order Notification subsection, 
you will find exceptions from 
DMS downloads. Notifications 
are viewable for 10 days. Order 
Notifications are also displayed on 
the Home Page.
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Order Info Tab
Order Details

New Feature

•   �Carrier tracking information is now 
available for stock  and daily orders

•   �Click on Document Flow icon for 
tracking information. FedEx tracking 
numbers now have a direct link

The Order Info Tab features two 
subsections, Order Details and Order 
List. Order Details allows you to view 
current orders, as well as search 
previous orders by status, date range, 
PO number and Order Type. These 
orders will display in list form, and 
you may sort the list by any column 
heading.
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Order Info Tab
Order List

The subcategory Order List allows 
you to search the same way to 
display a list of current orders and 
their total cost. Lists in this view are 
also sortable by column header. 

New Feature

Total Cost Column
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Invoices Tab
Invoice List

New Features

•  External vendor dropdown search
•  Invoice turns gray once printed
•  Select All button for Invoices
•  �Once an invoice has been printed, 

it turns light gray in the invoice 
list, allowing you to differentiate 
between printed and non-printed 
invoices.

The Invoices Tab features an Invoice List view that you can use to view 
current invoices or search by Date Range, Invoice Number, Order Number, 
Part, Vendor and Order Type.

Clicking on an order will provide a detailed breakdown with surcharges, 
handling charge, discounts and internal unit cost. 
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Returns Tab
Buyback, Claims, Core List

In the Returns Tab, there are a number of subcategories that pertain to 
buyback, claims and cores. You can initiate buybacks and in the Buyback 
Schedule subcategory is a new feature that allows you to see Eligible Value 
versus Credit Value.
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Returns Tab
Initiate Buyback
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Returns Tab
Buyback Schedule

By clicking on a return item, you 
can check its status. By clicking the 
Document Flow icon at the far right 
of the window, you can see details 
on the return status of an item.

New Feature

Eligible Value vs Credit Value
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Returns Tab
Initiate Claim

New Feature

•  Upload Claim Image
•  �Binocular Icon (Lookup)  

Instead of Reference Button

SEE APPENDIX FOR SIZING AND 
ATTACHING IMAGES TO YOUR 
CLAIM
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Returns Tab
Initiate Cores

New Feature

•  �POC will convert X part to 
U, including pseudo cores.

•  �User does not need 
to select small, large 
or catalyst. POC 
automatically splits 
deliveries.
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Returns Tab
Core Bank - Open, Core Bank - History
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Accessories & Drop Ship Tab
Accessories

The Accessories & Drop Ship Tab 
features a visual, catalog-like 
appearance. 

You can search by

•  Year or Model or both

•  �Categories in the menu and  
at the bottom of the page 

•  Browse visually using the slider

When you’ve found what you’re 
looking for, simply select the 
quantity you want and click Add 
To Cart. If you need more details, 
simply click or rollover More Info  
to see more.
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Accessories & Drop Ship Tab
Drop Ship

Accessories & Drop Ship Tab	 Drop Ship  >   Categories   >   Choose category  >  Browse parts  >  Click Add to Cart button

Quick Start | Drop Ship

Steps to Placing an Order

	 1	 Add Items to Cart
	 2	 Click on Cart in Header 
	 3	�� Click Submit

For drop ship items like oil, select 
the Drop Ship subcategory and 
navigate to the items you need and 
add them to your shopping cart. 
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Reports Tab
Reports

One Pager Report

Parts Statistical Report
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Home Page



ACTIVITY
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Features and Benefits Match
Below is a list of benefits from the new Parts On 
Command site. In the box are corresponding features for 
those benefits. Place the correct feature on the line next 
to the benefit that it provides. 

POC Benefits

Allows you to search by partial number, full number or keyword                      

Provides direct access to assistance, based on the section or task you’re in      

Links you directly to any SDS documents                                                    

Allows instant visibility of nationwide stock

Lets you import parts list directly from ETKA                                                        

Switch seamlessly between brands as Dual Dealership 

Uses a dropdown of External Vendor Names to search invoices  

Work with specific date range on Buyback Schedule

Update Type and Carrier Code before submitting order

Link directly to tracking information                      

POC Feature Bank

1.	 PDC View 

2.	 Parts Search Bar

3.	 Document Flow Icon 

4.	 Part Information

5.	 Invoices Tab  

6.	 Returns Tab

7.	� ETKA Transferred  
List on Home Page

8.	 Parts Order

9.	 Help Icon      

10.	Dealer ID Drop Down 



43

Q&A Next Steps:

•	 Knowledge checks
•	 Survey
•	 Skill up consultants
•	 System readiness steps 



Appendix



Header

Tabs

Sections

Footer

H
eader

1	
Logo button 

Returns you to hom
e page 

from
 any page

2	
D

ealer ID
 

Show
s your dealership  

nam
e and num

ber. D
ual 

D
ealership can use drop- 

dow
n to sw

itch betw
een  

brands

3	
Facing PD

C
 

Show
s your dealership’s  

facing PD
C

4	
Shopping C

art 
Show

s all item
s pending 

subm
ission - “O

ne stop 
shopping” Parts, accessories, 
drop ship.

5	
Parts Search 

Search for parts by part  
num

ber or by part type

Tabs
6	

Tab B
ar 

A
llow

s you to access all  
m

ajor PO
C

 tasks, grouped  
by topic tabs

Sections
7	

Links 
PO

C
 Links are quick links to 

internal sections of PO
C

. W
eb 

Links are also found on V
W

hub 
and iA

udi

8	
C

ritical A
lerts/C

ar D
ow

n 
C

ritical A
lert Status w

ith possible 
ETA

 status

9	
Prom

otion List 
Links to all current prom

otions

10
	N

otifications 
Lists the m

ost current 
notifications regarding  
parts order

11	Special N
otice 

N
otices and updates regarding 

parts and procedures

12	Parts N
ew

s 
Latest new

s on parts

Footer
13	H

elp
 

Links directly to all PO
C

  
H

elp inform
ation

14	C
ontact U

s 
Links to contact page for phone, 
em

ail, chat or FA
Q

s

15	D
ealer Search  

Links to D
ealer Search page
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9

8

10
11

12

13
14

15

2
3
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H
om

e Page Guide
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Icon Guide

H
az-M

at

Prom
otion

D
rop Ship

D
ealer O

rder B
lock

Perm
anent Referral B

lock

Tem
porary Referral B

lock

C
ross-B

order B
lock

U
pper O

rder Lim
it Q

uantity

N
on-Returnable

N
ot D

2D
 Eligible

V
IP Part

R
ED

 O
rder O

nly

D
irect Exchange

Service C
am

p. /Tech. B
ulletin

Special N
otice

Rejection

H
elp

Search

Inform
ation

A
dd M

ore Info

A
dd Row

s

C
art

Referred

O
ut of Stock

In Stock at Facing PD
C

Feedback - Success

Feedback - Failure

Feedback - W
arning

Pagination

C
alendar

V
iew

 as List

V
iew

 as G
rid

Print

D
ow

nload PD
F

Lookup

V
IN

A
dd a C

om
m

ent

G
rid C

olum
n Sorting

D
ocum

ent Flow



	
1.	

O
pen a session in Excel and create 

a tw
o-colum

n parts list respecting 
the part num

ber spacing
. C

olum
n A

 
w

ith the part num
ber and colum

n B 
w

ith the quantities. 		


	
2.	

W
hen the list is com

pleted
, go to 

Sa
ve A

s and m
ake sure to change 

Save as type to C
SV

  
(C

om
m

a delim
ited

. *.csv)

	
3.	

To upload the file into Parts O
n 

C
om

m
and

, go to Initiate O
rd

er/
Pa

rts O
rd

er of the  
Pa

rts A
va

ila
b

ility/A
va

ila
b

ility Ta
b

	
4.	

O
n the right side of the page, click 

on B
row

se and look for your C
SV

 
file. You can then follow

 the norm
al 

ordering procedure by clicking 
C

heck Stock or A
d

d
 To O

rd
er.

Im
port a .CSV File Guide



	
1.	

C
reate a new

 ETK
A

 order form
 by 

clicking on the order form
 button 

		


	
2.	

To add a part to the order form
, 

double click on the part then click on 
A

SSU
M

E to add it. 

		


A
 shopping cart w

ill appear beside 
the part to show

 it has been added 
to an order.	

 

	

	

ETKA Order Guide



	
3.	

O
nce you are ready to subm

it, open 
your order form

.   
C

heck off all the parts you w
ant and 

click on C
O

LLEC
T.	

	
4.	

The D
epot order form

 w
indow

 w
ill 

open. O
nce you give your order a 

nam
e press O

K
. 

	

	

	

ETKA Order Guide



	
5.	

A
 w

indow
 w

ill pop up
. C

lick Y
ES 

and a green check m
ark w

ill appear 
beside the part num

bers.	

	
6.	

C
lick on the depot A

dm
inistration 

button. 

 
  

	
7.	

O
n the D

epot A
dm

inistration page, 
highlight the order form

 you w
ant  

to subm
it and press D

EPO
SIT to 

transfer. 

	
8.	

C
hoose the order type and click O

K
 

to transfer to Parts O
n C

om
m

and
. 

V
IN

 is optional.

	

	

	

	

ETKA Order Guide



Resize Im
age Guide

	
1. G

o to M
icrosoft Paint on  

    your com
puter

	
2. G

o to File, then O
pen

a
. Brow

se your com
puter to find your 

im
age w

hich needs to be resized
b. C

lick O
pen

	
3. A

fter your im
age opens, click  

    Resize from
 the H

om
e tab

	
4. C

hange the Resize option to be  
    m

odified by Pixels
	

a
. �M

ax resolution for a claim
 

im
age in new

 the PO
C

 is 640
px 

x 480
px. Enter H

orizontal:  
640

 and the Vertical w
ill auto 

populate. It is ok if sm
aller than 

the 480
px m

ax.

	
5. 	

C
lick O

K

	
6. 	�

G
o to File, Save A

s, JPEG
 Picture 

and Save your picture to your 
com

puter so you can find  
it w

hen initiating your claim
 in 

the new
 PO

C
.



System
 Readiness Guide

System
 R

eadiness Step
s:

To com
plete prior to launching the N

ew
 

PO
C

1.   �For optim
al perform

ance, set your 
screen resolution to 160

0
 x 90

0
 and 

zoom
 to 10

0
%

.

2.  Supported brow
sers are Firefox,     

      Internet Explorer and Safari for iO
S.

3.  �Turn off com
patibility view

 in  
your brow

ser:

Internet Exp
lorer:

A
. �G

o to : Tools >
 C

om
patibility V

iew
 

Settings

B. �U
ncheck the top box: D

isplay 
intranet sites in C

om
patibility V

iew
.

C
. C

lose the pop-up
.

D
. �C

lose the w
indow

 and log in again 
to new

 PO
C

.

4.	  C
lear your brow

ser cache. Best 
     practice is to clear your cache w

eekly. 

Firefox:

A
. �G

o to M
enu “H

istory” >
 “C

lear 
Recent H

istory”.

Com
patibility View

 Settings for new
 PO

C 


M
ust change the first tim

e accessing new
 PO

C  

Internet Explorer 

1.
Go to : Tools > Com

patibility View
 Settings 

 

2.
U
ncheck the top box: Display intranet sites in Com

patibility View
 

 

3.
Close the pop up 

4.
Close the w

indow
 and log in again to new

 PO
C 

Com
patibility View

 Settings for new
 PO

C 


M
ust change the first tim

e accessing new
 PO

C  

Internet Explorer 

1.
Go to : Tools > Com

patibility View
 Settings 

 

2.
U
ncheck the top box: Display intranet sites in Com

patibility View
 

 

3.
Close the pop up 

4.
Close the w

indow
 and log in again to new

 PO
C 

Clear up all O
ld Caches in Firefox and IE11 

1.
Firefox 

a.
Go to M

enu “History” ‐> “Clear Recent History” 

 

b.
“Clear All History” dialog w

indow
 popped up 

 

c.
Click on the “Clear N

ow
” button at the bottom

 and it w
ill clear all the old caches and m

ake the brow
ser 

to w
ork properly. 
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B. �“C
lear A

ll H
istory” dialog w

indow
 

popped up
. 

C
. �C

lick on the “C
lear N

ow
” button at 

the bottom
 and it w

ill clear all the old 
caches and m

ake the brow
ser w

ork 
properly.

Internet Exp
lorer version 11:

A
. �C

lick on tool m
enu icon on the top 

right corner of the IE11 brow
ser, 

w
hich w

ill open a m
enu bar  

as below
.

B. �Select “Internet O
ptions,” a sm

all 
dialog w

indow
 as follow

ing w
ill be 

popped up
. C

lick on “D
elete” button.

Clear up all O
ld Caches in Firefox and IE11 

1.
Firefox 

a.
Go to M

enu “History” ‐> “Clear Recent History” 

 

b.
“Clear All History” dialog w

indow
 popped up 

 

c.
Click on the “Clear N

ow
” button at the bottom

 and it w
ill clear all the old caches and m

ake the brow
ser 

to w
ork properly. 

 

   

 

     

2.
Internet Explorer version 11 

a.
Click on tool m

enu icon on the top right corner of the IE11 brow
ser, w

hich w
ill open a m

enu bar as 
below

 

 

b.
Select “Internet O

ptions”, a sm
all dialog w

indow
 as follow

ing w
ill be popped up 

 

c.
Click on “Delete” button, a separate dialog w

indow
 “Delete Brow

sing History” w
ill be popped up. Select 

all for deletion or at least select those in the high‐lighted for deletion.  

2.
Internet Explorer version 11 

a.
Click on tool m

enu icon on the top right corner of the IE11 brow
ser, w

hich w
ill open a m

enu bar as 
below

 

 

b.
Select “Internet O

ptions”, a sm
all dialog w

indow
 as follow

ing w
ill be popped up 

 

c.
Click on “Delete” button, a separate dialog w

indow
 “Delete Brow

sing History” w
ill be popped up. Select 

all for deletion or at least select those in the high‐lighted for deletion.  
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C
. �A

 separate dialog w
indow

 “D
elete 

Brow
sing H

istory” w
ill be popped 

up
. Select all for deletion or at least 

select those highlighted for deletion.

D
. �C

lick on the “D
elete” button at the 

bottom
, w

hich w
ill clear up all the 

selected caches.

E. �You can also update the brow
ser 

data settings by clicking on the 
“Settings” button in the  
“Internet O

ptions” dialog
.

 

d.
Click on the “Delete” button at the bottom

, w
hich w

ill clear up all the selected caches. 
e.

You can also update the brow
ser data settings by click on the “Settings” button in the “Internet O

ptions” 
dialog. 

 

f.
A separate dialog w

indow
 “W

ebsite Data Settings” w
ill be popped up: 

 

d.
Click on the “Delete” button at the bottom

, w
hich w

ill clear up all the selected caches. 
e.

You can also update the brow
ser data settings by click on the “Settings” button in the “Internet O

ptions” 
dialog. 

 

f.
A separate dialog w

indow
 “W

ebsite Data Settings” w
ill be popped up: 

F.   �A
 separate dialog w

indow
 

“W
ebsite D

ata Settings” w
ill be 

popped up:

G
. � C

hange from
 the “Every tim

e I visit 
 the w

ebpage” to “A
utom

atically”.

H
.  �C

lick on “O
k” button w

hen done.

 

g.
Change from

 the “Every tim
e I visit the w

ebpage” to “Autom
atically” 

h.
Click on “O

k” button w
hen done. 

 



	
1.	

A
ccess PO

C
		


•	A

udi: iA
udi >

login>
N

ew
 Parts O

n C
om

m
and link

		


•	Volksw
agen: V

W
hub >

login >
 N

ew
 Parts O

n C
om

m
and link

	
2.	

Search A
vailability for Parts &
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 D
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 D
rop Ship >

 C
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 D
2D

 O
pportunities >

 review
 Seller O

rder Status or Buyer O
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C
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•	C
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