
 

 

 

 

 

 

Using your Business Account  

for Online Purchasing 

 

 

Thank you for registering for a Princess Auto Business Account! 

Once approved, you would have received an email and letter with all your account details. 

Keep your account information in a safe place that’s easily accessible for reference. 

 

 

 

 

 

Table of Content 

Get Setup to Purchase Online………………………..……………………………………………………. 2 

Shopping Cart ……………………………………………………………………………………………………… 2 

Checkout Process – Shipping ………………………………………………………………………………. 3 

Checkout Process – In Store Pickup ………….…………………………………………………………. 6  

FAQs …………………………………………………………………………………………………………………….. 9 



 

 

2 

USING YOUR BUSINESS ACCOUNT FOR ONLINE PURCHASING 

Get Setup to Purchase Online 

1. Ensure that your email is linked to the account, that the account is open and that you’re aware 

of your credit balance.  

• To get this information, you can call our National Call Centre at 1-800-665-8685. 

2. Once connected to the account, you can log in on the Princess Auto website with your email 

and click “forgot password”. 

3. The website will send you a link to your email inbox to reset the password. 

4. Once the password is set you can log in with your email and new password. 

5. Once logged in, you should see your Business Name as well as the store you have selected as 

your default. 

 

 

 

 

 

Shopping Cart 

1. Browse our Website to find the product you are looking for, adjust the quantity and add the 

items to your cart.  
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USING YOUR BUSINESS ACCOUNT FOR ONLINE PURCHASING 

2. When you click on “Add to Cart,” a pop up will come up where you can either click on “Continue 

Shopping” or “Proceed to Checkout” if you have found all your items. 

 

 

 

 

 

 

 
 

Checkout Process- Shipping 

 

1. When you “Proceed to Checkout,” you will see the screen pictured below.  

a. Select the “Business” option to have your order shipped to you. 

b. Confirm that the Ship To Address is correct – if you have multiple Ship To Addresses, 

select the correct one. 

c. Click “Next” to proceed to the next step. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Notes:  

You can have multiple Ship To addresses associated with your account.  

If you need to add an address to the account, you can contact our National 

Call Center at 1-800-665-8685. 

If there’s an active shipping promo, the discount will automatically be 

applied to the order in the Order Summary. 
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USING YOUR BUSINESS ACCOUNT FOR ONLINE PURCHASING 

2. Select your Shipment Option 

 

 

 

 

 

 

 

 

 

3. Choose to pay by Princess Auto Gift Card, Credit Card, PayPal or by using your Princess Auto 

Account.  

a. Once the Princess Auto Account option has been selected, enter your account 

information.  

b. If you require a Purchase Order number as per your application, please provide it in the 

“PO Number” field. 

c. Both the phone number and PO Number fields will be verified before the order is 

shipped to you. Please check the box to acknowledge this. 

Note: if your account requires that you provide a PO Number for every order, a 

number MUST be added. Shipment delays will occur if all information is not filled 

in appropriately.  

d. If a physical copy of your PO is required, we will reach out via email, or you can email us 

a copy to mailorder@princessauto.com 
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USING YOUR BUSINESS ACCOUNT FOR ONLINE PURCHASING 

4. Review your order to ensure you have everything you need in your cart.  

a. Select “Place Order.” 

 

 

 

 

 

 

 

 

 

 

 

5. Your order confirmation number and order details will appear in the final stage.  

a. Please reference this number if you have any questions about your order.  

b. If you have any questions or need to make changes to your order, you can contact our 

National Call Center at 1-800-665-8685. 
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USING YOUR BUSINESS ACCOUNT FOR ONLINE PURCHASING 

Checkout Process- In Store Pickup 

1. When you Proceed to Checkout, you will see the screen pictured below.  

a. Select the “Pickup” option to pick up your order from your selected store. 

b. Input your contact information if you are the person picking up the order.  

c. If another person or courier is picking up the order on your behalf, select “Another 

Person will Pickup for me” and enter their contact information. 

d. Click Next to proceed to the next step. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
2. Select your Shipment Option 

a. The In Store Pickup option is always free. 

b. Click “Next” to proceed to the next step. 
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USING YOUR BUSINESS ACCOUNT FOR ONLINE PURCHASING 

3. Choose to pay by Princess Auto Gift Card, Credit Card, PayPal or by using your Princess Auto 

Account.  

a. Once the Princess Auto Account option has been selected, enter your account 

information.  

b. If you require a Purchase Order number as per your application, please provide it in the 

“PO Number” field. 

c. Both the phone number and PO Number fields will be verified before the order is 

shipped to you. Please check the box to acknowledge this. 

Note: if your account requires that you provide a PO Number for every order, a 

number MUST be added. Shipment delays will occur if all information is not filled 

in appropriately.  

d. If a physical copy of your PO is required, we will reach out via email, or you can email us 

a copy to mailorder@princessauto.com 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

4. Review your order to ensure you have everything you need in your cart.  

a. Select “Place Order.” 
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USING YOUR BUSINESS ACCOUNT FOR ONLINE PURCHASING 

5. Your order confirmation number will be in big bold letters on top. Please reference that number 

if you have any questions about your order.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


