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1. Click on „Register“ on the upper right of the webpage

2. Complete the needed information on the registration form

3. Please attach your trade licence and your letterhead

4. Click on „Send“

After checking your documents, we create your costumer account. 

Please note: We can only sell to retailers and commercial customer services. After your 

successful registration you will receive two e-mails, one with welcome information and the 

other one with a link to set your Webshop password. 

1.

2.

3.

4.
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1.1. Getting Access

1.1.1. Create a Customer Account

1. Customer Account



If you forgot your existing password:

1. Click on “Login“

2. Click on “Forgot your password?“

3. You will be redirected to another page. Please enter your customer number or your mail 

address.

4. Click on “Send”

You will receive an email to change your password.

2.

1.

3.

4.
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1.1. Getting Access

1.1.2. Create a New Password or Change an Existing Password 

1. Customer Account



2.

3.

If you would like to change your password:

1. Click on “Your Account“

2. Click on “Change Password“

3. Enter your old password and set a new one

4. Click on “Save“

1.

4.
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1.1. Getting Access

1.1.2. Create a New Password or Change an Existing Password 

1. Customer Account

12345678



1. Click on “Your Account“ (as shown 

on page 7)

2. Click on “Account management“(as 

shown on page 7)

3. Click on “Contact management“

4. Click on “Other contacts“

3.

4.

5.

Tipp: Role „Purchaser“ –
contacts are always eligible
for making orders
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1.2. Account Management

1.2.1. Create & Edit Contacts and User Rights

1. Customer Account

6.

7.

Tipp: If you want to change 
the information and user 
rights for one of your 
contacts, click on the contact 
number or name of your 
chosen contact. After that 
you have the possibility to 
save your changes. 

8.

5. Click on the button “+ Add new 

contact“

6. Enter contact information

7. Choose “Position” and add rights

8. Click on “Save”

The new user will receive an email to set 

a password.



1. Click on “Your Account“

2. Click on “Account management“

3. Click on “Delivery addresses“

4. If you want to edit or delete an existing address, use the pen or the trashcan symbol

5. If you want to create a new address, choose the button “+ Add new address“

3.

2.

1.

4.

5.

7

1.2. Account Management

1.2.2. Change or Add Delivery Address

1. Customer Account
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1.2. Account Management

1.2.3. Approve Orders

1. Customer Account

If one of your contacts does not have the right to order, you need to approve his/her order. 

1. Click on “Your Account“ (as shown on page 7)

2. Click on “Account management“(as shown on page 7)

3. Click on “Approve orders“

4. To approve an order click on the order number

5. The order is then shown below the table

6. You can either “Delete selection”, “Update” the order, e.g. increase number of items, 

or you can “Add selected [items] to basket” to approve the order.

6.

4.

5.

Tipp: Click on “You have 

one or more unapproved 

basket” below the basket 

symbol for direct access 

to unapproved orders
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1.3. Delivery Tracking

1. Customer Account

1. Click on “Your Account“ (as shown on page 7)

2. Click on “Delivery Tracking“

3. You can filter by order no., part code, order date or by your reference.

4. Click on the “+”-sign next to the order number to show all details, incl. parts no and 

tracing number. 

5. With a click on the tracing number, you will be automatically directed to the carrier, 

e.g. UPS.

3.

2.

4.

5.

12345678



2.

3.

4.
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1.4. View and Download Invoices

1. Customer Account

1. Click on “Your Account“ (as shown on page 7)

2. Click on “Invoices“

3. You can filter by document no. and date, order no. or by your reference as well as 

contact no. and name

4. You can either look at your invoice online (“show”) or download directly. 

12345678

12345678 – Test & Account Ltd – LS27 5BU, Unit 1, Enterprise Testcity, Great Britain 
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1.5. Back Orders

1. Customer Account

In the section “back orders” you can check the status of the items ordered not yet in stock 

or which await shipping. 

1. Click on “Your Account“ (as shown on page 7)

2. Click on “Back Orders“

3. You can filter by order no. or date, part code or by your reference

4. Click on the “+”-sign next to the order number to check status of individual parts

2.

3.

4.

12345678
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1.6. Saved Baskets

1. Customer Account

To access your saved baskets, go to: 

1. Click on “Your Account“ (as shown 

on page 7)

2. Click on “Saved Baskets“

3. When clicking on the basket’s 

name/number, the items included in 

this basket can be viewed below the 

table. 

4. You can then update, delete or order 

the items.

You can also Save Baskets for future 

orders (e.g. if you’re sending a quote to a 

customer first) or for reoccurring orders. 

1. To save a basket, go to your basket 

and click on “Save basket“. 

2. You name each basket individually

1.

2.

2.

3.

4.
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1.7. Price Display

1. Customer Account

To show customers their prices you can change between net and /list price. 

1. Click on “Your Account“ (as shown on page 7)

2. Click on “Options for Price Display“

3. Tick the box “only show list prices” and click update

4. The prices will change automatically, e.g. also in the basket. 

2.

3.

4.4.

12345678
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1.8. Website is not Displayed Correctly

1. Customer Account

If the Webshop is not displayed correctly, you can use the Health Monitor for potential 

troubleshooting. 

1. Hover over “Your Account“ in the navigation bar

2. Click on “Health monitor“ in the submenu pop-up

Always make sure your browser is updated (at least Internet Explorer 9, Firefox 4, 

Chrome 11, Opera 10 or Safari 5) and that cookies and JavaScript are enabled. 

1.

2.



To always find the spare part you are looking for, we provide you with several search 

options within the webshop. 

1. Fast Search 

2. Appliance Search 

3. Search by product group 

4. Refrigeration Gasket Search

Also, you can use digital catalogues for over 450 manufacturers and various applications, 

such as refrigeration. Further information can be also be found on our website. 
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2.1. Overview

2. Product Search

2.

3.

1.

4.2.3.
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2.2. Fast Search

2. Product Search

With Fast Search

1. You can search for items without registration/log-in.

2. You can search by many possible search parameters: 

▪ OEM, CCS or GEV part number

▪ Product or manufacturer name

▪ Appliance, application or product group

3. You can filter by application, product groups and manufacturers/devices.

4. The system displays article lists with limited technical information. Log in to your 

customer account to view prices, availability and detailed information of the desired 

item.

2.

3.

1.

4.
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1. Select a manufacturer and hit enter.

2. Enter additional information to narrow 

down the result page

3. The result page includes model no. 

and edition

4. Click on parts list to display all parts 

of the selected appliance ordered by 

relevance or on exploded view to 

open the drawing of one of 160,000 

available appliances.

2.3. Appliance Search

2. Product Search

Appliance search helps you to find the right part by using manufacturer and model of the 

appliance it is intended for. To use the appliance search simply click on the respective 

button next to the Fast Search field.

2.

3.

1.

4.
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2.4. Refrigeration Gasket Search

2. Product Search

With the refrigeration gasket search, you can find and customize gaskets for a large 

number of different profiles. 

1. To use the refrigeration gasket search, simply click on the respective button next to 

the Fast Search field.

2. Select whether you need refrigeration gaskets or gaskets for walk-in fridges.

Within each category, you can decide between standard and customizable.

2.

1.



5. Check the measurement 

indication to see where to 

measure the gasket 

dimensions. For plug-in 

gaskets, you can choose 

between outer and dart-to-dart 

dimensions. (Tipp: You can 

measure dart-to-dart 

dimensions on the appliance 

instead of the gasket.)

6. Then, enter the short side and 

then the long side of your 

gasket.

7. For many profiles, you can 

decide whether the gasket 

should have four or three sides 

and whether the sort side or 

the long side should open.

8. If you click update, you will 

receive an immediate price 

calculation. 

19.02.2019

2. Product Search

2.4. Refrigeration Gasket Search

3. You can filter by manufacturer, 

gasket type, with magnet and 

profile number.

4. Then select the required gasket 

profile 
3.

4.

5.

7.

6.

Tipp: Standard, available gaskets 

are automatically listed and 

proposed, if you enter 

dimensions that (closely) match 

an existing standard gasket.  

8.

5.

19
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2. Product Search

2.5. Result Page

When searching for an item, e.g. via Fast Search by using the parts lists of a specific 

model in the appliance search, all (matching) items are displayed with 

1. Name/technical information (preview)

2. Information on where the part is located (although next day delivery in ensured from 

both warehouses in Germany and UK)

3. Number of items available, e.g. > 10 items in stock

4. List price, net price and your discount. Please note that discounts vary per part.

5. To make sure you always receive the part you require, most parts are marked 

either as

a. Original Equipment Manufacturer

b. Original Component Manufacturer

c. Suitable Recommended Part as a technical alternative. 

d. We also indicate you whether any alternative is available and show which type 

they are. 

3.
4.

1.

2.

5.
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2. Product Search

2.6. Item Page

On the item page, you find three tabs

1. Technical information, like measurements

2. Alternative items

3. Spare parts (are already part of the article) 

4. Relevant accessories

You can also download, e.g. operating manuals and data sheets, if available (5)

5.
1.

2.

4.3.



You can save items that you order frequently or want to order at a later point by marking 

them as favourites. 

1. Simply click on the grey star icon next to the part, either on the result page or the 

item page. 

2. A yellow star marks items already added to favourites

3. To view and order your saved articles, go to the „Favourites“ tab
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2. Product Search

2.7. Favorites

1.

2.

3.
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3.1. Add Items to the Basket

3. Order

You can add items to the basket either

1. By clicking on the shopping-cart button on 

the result or product page.

2. Or by adding item code and quantity 

directly in the basket

1.

2.



If you already have the desired part no. on hand you can use the quick order 

function.

1. Enter the CCS or GEV code and the desired quantity directly into the form.

2. By clicking on the green shopping-cart button, you can add the entered item to 

your basket.

3. If the system finds a GEV and a CCS article with the same article number, a 

pop-up appears in which the correct part can be selected.

4. Click on the green shopping-cart button to add the correct item to your basket.

5. After you have added the item, a pop-up will give you technical information on 

the item. Your basket is automatically updated (6).
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3.2. Quick Order

3. Order

1.

2.

3.

4.

6.

5.



If you already know what parts no. you are looking for and have many items to order 

you can use the bulk order function, instead of typing multiple code into the Fast Search 

or Quick Order function. 

1. Download the template of the GEV Excel table.

2. Enter the desired part no. and quantity in the table. You can also add a reference. 

Save the table to your computer. 

3. Click on „Upload Excel Sheet“ and select the table or drag and drop it into the grey 

area.

4. A list with all items opens. Identical part numbers are indicated so that the correct 

part can be selected. You can add or remove parts. 

5. You can then add the desired items to your basket.
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3.3. Bulk Order

3. Order

2.

4.

5.

3.1.
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3.4. Basket functions

3. Order

Within the basket you can 

1. Add additional items by entering part code and quantity.

2. Add your personal reference to parts on a line basis to easily sort them e.g. by project, 

customer or appliance. Click on split references, if you need the same part with 

different references. 

3. Change the quantity of items

4. Save your basket for later (see page 12)

5. Send the basket as a quote to the customer including the option 

a. to show net or list prices

b. to add surcharges either, in pounds or percent.

Simply enter the customer’s e-mail and click “send”. You will always receive a copy.

6. Delete selected items, update your basket, only order selected items or send your 

basket for approval.

1.

2.

3.

4. 5.

5.

6.

Tipp: Baskets send as quote are 

automatically saved and can be 

accessed via “Saved Basket” for 

later reference.

6.
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For Webshop trainings and any other questions

you might have, please contact our customer

service team: 

Email: info@ccspares.co.uk

Tel: 01706 621 155


