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TOTO Sales Training

Audience:  
Distributors

Revised Version 11/3/22
New TOTO Sales Portal Go Live on 11/14/22
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TOTO Sales – Order Management Portal

Website:  https://totoe2w.totousa.com/

TOTO Sales is TOTO’s online purchase order management portal

https://totoe2w.totousa.com/
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TOTO Sales – Order Management Portal

Visibility to:
• Product Search 

Functionality 
• View Orders 
• View Quotes
• View Invoices
• Inventory
• Dashboards
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Quickest Way to Select an Account
Click on TOTO! 
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View Orders

To get started – Search by Account # or Account Name
1.  Account #:  by ship to (account number) 
or 
Account Name (partial customer name or for locations with multiple locations 
you can enter the city name)
2.  Select the location
3.  Click on View Orders In this example:

Account #:  2051135
Or
Account Name:  Frostproof
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View Orders

Search Options:
Order # - example TOTO SI Number
Customer PO – this can be a partial number
Show Details, Show Invoices or Track Shipments
If you don’t see an order, update the “order date range”
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Order Details – Line Status

Last Status:
• Open – backordered  product - reference the estimated allocation date
• Allocated – will reflect actual allocation date 

• FFA orders to be shipped within 7 business days.  Note:  truckload shipments 
will ship as per the delivery appointment scheduled (for a quick estimate, add 
7 business days to the allocation date)

• PPA orders to be shipped within 2 – 3 business days
• Shipped - will show actual shipping date, along with shipping details on the line 

comments

If using the Order Line Status Filter:
Open – will be all allocated and backordered product
Closed – will be cancelled or shipped/invoiced
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Shipment Tracking
Tracking Info on Order Detail Page
• Parcel shipments will link directly to FedEx or UPS Website 
• LTL shipments will be tracked through our TMS (Transportation 

Management System)  provided by JB Hunt
• TL shipments  - Customer Service will need to be contacted to 

provide shipping details as most loads have multiple customers on 
them

Parcel Example
FedEx Pro number

LTL Example
BOL numberTL Example

https://www.jbhunt.com/track-shipments/

Important Note:  shipment tracking is available for up to 120 days
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Line Level Comments

Shipped Line Level Comments:
Shipment Date:  060222
Carrier SCAC:  TO5V FedEx / Parcel Shipment 
BOL #:  6X47297
For LTL or Parcel shipments:  the pro number or tracking number will appear on the 2nd line 
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Line Status Code Quick Reference

Line Status Details
1. Open – “backorder” and/or not allocated yet - reference the estimated allocation date

• If a line is backordered and the estimated allocation date is the same date as the 
order date, please refer to TOTO Sales within 3-4 hours for a more accurate 
estimated allocation date

• We do not partially ship a line, unless instructed
• If we do, the line number will change for the partial fulfillment of a line

• Allocated – will reflect actual allocation date 
• FFA orders to be shipped within 7 business days.  Note:  truckload shipments will 

ship as per the delivery appointment scheduled (for a quick estimate, add 7 
business days to the allocation date)

• PPA orders to be shipped in approx. 2 – 3 business days

• Shipped  - will show actual shipping date, along with shipping details on the line 
comments

10



“Achieve Customer and Employee Satisfaction with Kindness”11

Carrier Code Details

*this chart will be updated on TOTO Sales by clicking on 
Routing Guide/FAQs
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Email Notifications

Example of Order Confirmation 

The portal provides registered users: 
Order Confirmation Emails – Order Details and Estimated Allocation Date for each item
Shipment Notification Emails – Shipment Date and Shipment Details
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View Quotes – Quote Details
List of quotes for a selected account 

Details:
Quote Qty Ordered (original qty)
Quantity Available 
Quantity Used
Expiration Date

Select a Quote

Details 

Click on Show Details
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Line Level Invoice Details 

Invoice details:
 Very useful for: 

 Claims requirements
 Account management activities  



“Achieve Customer and Employee Satisfaction with Kindness”15

New! Inventory Inquiry for Distributors

New! Added Inventory Inquiry for Distributors 
Enter Item and Qty Available Qty = Backorder or Available

Each customer is assigned a primary distribution center.  If the report is reflecting inventory 
only at one DC, the inventory may be in the process of being transferred or we may have 
additional incoming supply arriving soon. 
If there is an urgent requirement, please contact your local sales representative or TOTO's 
Customer Service Department .

For Backordered Items, please reference the current TOTO Lead Time Bulletin.  If you need additional 
information, please contact your local sales representative or TOTO's Customer Service Department at 
888-295-8134.
At the time of purchase order processing, the order confirmation will include the estimated allocation 
(availability) date and this information is also available by clicking on Self Service, Order Inquiry, and view 
order details. 
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Item Search by Number or Name

Partial Item Number 

Predictive Item Search 

Partial Item Name

Item Number 
Image
List Price
Standard Discount Price
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Item Search by Item Category



“Achieve Customer and Employee Satisfaction with Kindness”18

Dashboards – Order Details by Ship to Account

Status of Orders 

1. Click on the Order # from the 
Dashboard list

2. Order Details will appear that 
has line status details  
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Dashboards – Available Quotes by Ship to Account

Available Quotes

1. Click on the Quote # from the 
Dashboard list

2. Quote Details will appear that 
has line status details  
• Item
• Qty Available
• Qty Used
• Expiration Date
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Questions Regarding Orders or Shipments:
Please contact your assigned Manufacturer Representative, TOTO assigned 
sales team member or TOTO’s Customer Service Department 
888-295-8134 option 5

Registration requests or inquiries:
Kristen Miller kmiller@toto.com

20
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Thank You
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