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CUSTOMER PORTAL USER GUIDE

SPARES ORDER PLACEMENT



www.customers.collinsaerospace.comNOTE: This website is intended for 

the use of our established customers.

Login to your Collins Portal 

account to place an order.
• There are 4 ways to place an order:

1. Spares Part Search

2. Spares Priced Quote

3. Spares Quick Order Entry

4. Spares Reorder Button

If you do not have an account, click 

the Register button to gain access. 

Instructions can be found here or in 

the FAQ and Customer Support 

page.
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https://www.collinsaerospace.com/what-we-do/service-and-support/support/help/customer-portal-help/
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1. Select Spare Parts Search in the 

drop-down menu and search for the 

require part(s). 

2. Place an order for a priced parts by 

clicking Add To Cart button.

3. Click Proceed to Checkout button to 

be directed to the Checkout page to 

complete order submission.

Priced quotes will also display the 

Add to Cart button.
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1. Click on the Quotes link will direct you to Quote 

Requests page to view submitted quotes status. 

2. Click Priced status and search button to filter by 

priced quote(s). 

3. Click Add To Cart button to place an order for a 

priced quote.

--OR--

4. Click the Request # to view additional details, 

such as comments from your Customer Service 

Representative (CSR), when available. 

5. Click Add To Cart button to place an order for a 

priced quote.

6. Click Proceed to Checkout button to be directed 

to the Checkout page to complete order 

submission.
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Quick Order Entry function will allow you to place an order up 50 

parts.

1. Click on the Quick Order Entry icon will open the Quick 

Order Entry widget to place an order. 

2. Paste in the Part and QTY
• Format is Tab Delimited.  Either paste the part and click tab in the 

keyboard and input the qty. 

                           --OR– 

• In an excel sheet with 2 columns, 1 column is the part the second 

column is the qty.  Copy both the part and qty column into the 

3. Click Continue button will add all the valid parts to Cart and 

will be directed to the Quick Order Entry Complete page. 

4. The Quick Order Entry Complete page displays the items 

added to Cart, total items in Cart and the items not added. 

5. Click Checkout button to be directed to the Checkout page 

to complete order submission.

  --OR--

6. Click Item Could Not Be Added link to see the reasons why 

parts were not added to the cart and information on how to 

proceed.
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Reorder button is available in the Spare Order 

Details page that allows you to replicate a 

previously submitted order and add it to cart.

1. Click on the Spares link will direct you to 

Spares Order History page to Search and 

View the submitted order. 

2. In the Spares Order Details page, click 

the Reorder button. 

3. Click Proceed to Checkout button to be 

directed to the Checkout page to 

complete order submission.
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Customer Portal Support Team Email:
customer.portal@collins.com  

For 24/7 global AOG please contact: 
1-877-808-7575 (within U.S.) 

1-860-654-2500 (outside U.S.) 

Collins Customer Portal FAQ and Support: 
https://www.collinsaerospace.com/support/help/

Customer-portal-help  

Collins Business Contacts:
https://www.collinsaerospace.com/support 

mailto:customer.portal@collins.com
https://www.collinsaerospace.com/support/help/Customer-portal-help
https://www.collinsaerospace.com/support/help/Customer-portal-help
https://www.collinsaerospace.com/support
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