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Administrative tasks made easy

Welcome to Toromont Hub, your secure online portal to access invoices, Customer Value 
Agreements (CVAs), equipment data, and more.

This user guide will walk you through your Toromont Hub account step by step.
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1 User Management 

1.1 Access Levels

Admin 

•	 If your company has an Admin assigned, they have the ability to perform tasks in the Admin Menu

•	 If your company DOES NOT have an Admin assigned, someone from the Digital team can grant them 
this power, or the Digital team can handle all requests

•	 Has the ability to add, modify or delete users in the company

•	 Has the ability to add, modify or delete groupings in the company

•	 Assign groups/security levels where certain groups have access to certain modules (invoices, 
equipment list, etc.) and/or child company accounts

Web Access

•	 Will provide access for users to Toromont Hub 

Mobile Access 

•	 Will provide access for users to Toromont Connect

1.2 User Types 

Customer User 

•	 Any customer users 

•	 Has access to both web and mobile applications, depending on Admin’s assigned preferences

Customer Admin 

•	 Requires Admin approval from Toromont Digital team 

•	 Has the authorization to manage users (delete, add, modify which groups/modules users can view) 
and assign child companies/accounts to users

•	 If there is no Customer Admin, a member of the company can manage users

1.3 User Groups
User groups are used to assign companies to the users and to restrict modules/accounts from certain 
users.

User groups can be created/modified by Customer Admins and Toromont Admins only.
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1.4 Create – New User
	› Select company name

	› Select “User Management” in “Admin” menu

	› If user is NOT found, select “Add new user”

	› Input user information (email*, first/last name*, phone number, extension number), assign user 
type, assign user group

	› Assign language depending on preference

	› Assign user role (admin, web access, mobile access)

*Required fields to populate
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1.5 Create – User Account in a Company 
	› Select “User Management” from the “Admin” menu

	› Check user to see company accesses under “Update Profile”

	› Assign “Admin” role privileges

	› Brief customer on their ability to control, create and/or delete other company users
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1.6 Create Group - Company
From the Home screen:

	› Select “Group Management” from the “Admin” menu

	› Create group name

	› Select account(s) for this group

	› Select “Modules” for this group

	› Select “Add New Group” 
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1.7 Assign User(s) – Group Within a Company
From the “Admin” menu:

	› Select “User Management”

	› Select the arrow beside the email (login name) of desired user

	› Select “Update Group” 

	› Multi-select groups you want to assign the user
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2. Financial Management 

2.1 Invoice - Locate
From the Home screen:

	› Select the “Financials” menu

	› Select “Invoice list”

2.2 Invoice – Filter by Account
From the Home screen:

	› Select the “Financials” menu

	› Select in top right corner “Filter List By Account”

	› Select/unselect accounts associated with company
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2.3 Supporting Documentation
On the “Invoice Lookup” screen: 

	› Select the desired invoice

	› Select the black arrow beside the invoice number

	› Select “View Supporting Documents”
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2.4 Invoice – Approval
Note: If a status is set to red level, a note is mandatory from the user.

	› Find the specific invoice you want to approve

	› Select the invoice and it will turn dark grey

	› On the top right select “Approve”

	› Change the status to “Approved” (ready for payment)

	› Select the person you want to submit this to

	› Add any notes

	› Click “Submit”
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2.5 Invoice Status – Multiple
	› Click and drag your mouse down the list for the desired amount

	› Select “Approve” in the top right corner

	› Select the invoice from the list of multi-selected invoices

	› Set the desired status for the invoice along with who to send to

	› Select the next invoice that needs a status

	› Include any notes

	› Select “Submit”
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2.6 Invoice Approval – Levels
On the “Invoice Lookup” screen:

	› Select white space underneath

	› Filter by desired approval level
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2.7 Invoice - Print
On the “Invoice Lookup” screen:

	› Select one or multiple invoices

	› In the top right corner select “Print”

	› Select “Yes” or “No” if you want to also print the additional documents  
(packing slips, Proforma invoice, etc.)

	› Select printer icon in the top corner
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2.8 Invoice – Export MS Excel
On the “Invoice Lookup” screen:

	› Select one or multiple invoices

	› In the top right corner, select “Export data”
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2.9 Invoice Approval

2.9.1 SUPPORTING DOCUMENTS 

On the “Invoice Lookup” screen:

	› Select multiple invoices

	› Select “Approve” in top right corner

	› Select desired invoice

	› In the top right corner view supporting documents associated with specific invoice  
(packing slips, Performa invoice, etc.) 
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2.9.2 STATUSES

From the “Admin” menu:

	› Select “Invoice Approval Management”

	› Select “Add New Level” in the middle

	› Provide the description in English and French

	› Select the status

	› Click “Submit”
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2.9.3 MODIFY STATUSES

From the “Admin” menu:

	› Select “Invoice Approval Management”

	› Select the arrow beside the level status description

	› Select “Modify”

	› Make changes to the description in English and French

	› Select the status

	› Click “Submit”
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2.9.4 DELETE A STATUS

From the “Admin” menu:

	› Select “Invoice Approval Management”

	› Select the arrow beside the level status description

	› Select “Remove Level Status”

	› Select “Yes” to delete
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2.10 Monthly Statements
When a user selects the PDF icon, the summarized document for the selected month will be produced. 

From the “Financials” menu:

	› Select monthly statement

	› Select PDF icon in the right column for the desired month
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3 List Function

3.1 Invoice Lookup – Search
From the Home screen:

	› Select “Invoice List” from the “Financials” menu

	› Select blank white space under the column header “Invoice Number”

	› Type invoice number
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3.2 Invoice Types – Filter
From the Home screen:

	› Select “Invoice Look Up” from the “Financials” menu

	› Select white area beneath invoice type filter header

	› Select desired invoice types

3.3 Invoice Lookup – hide columns
From the Home screen: 

	› Select “Invoice Look Up” from the “Financials” menu

	› Select 3 dots in column headers

	› Select “Columns”

	› Unselect undesired sections
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3.4 Invoice Lookup – Save View
From the Home screen:

	› Select “Invoice Look Up” from the “Financials” menu

	› Select 3 dots in column headers

	› Select “Columns”

	› Unselect undesired sections

	› Select “Filter List By Account” to select/unselect any accounts

	› Select “Save” icon in top left corner

	› Input list view name at the bottom

	› Select “Save”
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4 Customer Value Agreement (CVA)

4.1 View Equipment List
	› From the “CVA” menu, select “Contract List”
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4.2 CVA – View Equipment Repair History
In the “CVA” section:

	› Search equipment by serial number or equipment number or enrollment number

	› Select arrow beside enrollment number

	› Select “Repair History”

4.3 CVA – View Contract Invoices 
	› From the “CVA” menu, select “CVA Invoices”
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5 Equipment List

5.1 Equipment – View Fleet
	› From the “Equipment” menu, select “Equipment List”

5.2 Equipment – Add Equipment
On the “Equipment List” screen:

	› Select “Add Equipment” in top right corner

	› Select specific customer number

	› Fill in equipment information, as well as any notes
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5.3 Equipment – Modify Equipment Details  
When a user modifies their equipment, the request will be logged in the sub-section “Equipment 
Request” until it is either approved or denied by Toromont.

On the “Equipment List” screen: 

	› Select arrow beside the serial # of desired piece of equipment

	› Select “Modify”

	› Update any fields

	› Select “Request Update” button

	› To review Equipment Requests, select “Equipment Requests” from the “Equipment” menu
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5.4 Equipment – Delete  
On the “Equipment List” screen:

	› Select arrow beside serial # of desired piece of equipment

	› Select “Modify” 

	› Select “Request Delete”
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5.5 Equipment – View SMU (Service Meter Unit) 
On the “Equipment List” screen: 

	› Select arrow beside serial # of desired piece of equipment

	› Select “Equipment Detail”

	› In the section “Unit #” you will find the service meter information

5.6 Equipment – View Configuration
On the “Equipment List” screen:

	› Select arrow beside serial # of desired piece of equipment

	› Select “Configuration”
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5.7 Equipment – Request Connectivity
On the “Equipment List” screen:

	› Select arrow beside serial # of desired piece of equipment

	› Select “Request Connectivity”

	› Select the type of connectivity desired

	› Fill required fields and select “Send” to submit request
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5.8 Equipment - Request Service
Allow users to request service for a piece of equipment on Toromont Hub and/or Toromont Connect.

On the “Equipment List” screen:

	› Select the arrow beside the serial # of the desired piece of equipment.

	› Select “Request Service”, select the type of service repair,  fill the required fields (contact name, 
mobile phone number, and email address).

	› Select “Submit” to submit your request.

•	 Once your request is submitted, go to the “Equipment Request” list to view the status of the repair. 

•	 The User who submits the service request will receive SMS notifications surrounding the 
appointment (ex: The technician gives the customer a heads up they are on the way!)
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5.9 Equipment - Service Repair Status
Under the “Equipment Request” section:

	› Select the arrow beside “request Id” of the desired piece of equipment.

	› Select “View Requests Detail”.

	› Select “View Repair Status” to access any key contacts, documents, and messages associated with 
the service appointment.

	› Select “close” when finished.

•	 The User now has the ability to view and approve/dispute quotes, proformas, inspections and 
documents associated with a service appointment

•	 Keep track of your messages between our service Schedulers or Technicians.
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5.10 Equipment - Approve Service Quote/Proforma
From the “View Repair Status” screen:

	› Select the “Quote” or “Proforma” tab and open the PDF file to check the document and make sure 
all is good. 

	› Add any comments about the Proforma file and check the box to acknowledge the terms and 
conditions. 

	› Add the initials and job title of the requester and select “Approve Proforma” before closing the 
pop-up window when you’re done.
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5.11 Equipment - Dispute Service Quote/Proforma
From the “View Repair Status” screen:

	› Select the “Quote” or “Proforma” tab to open the PDF file and check the document.

	› Add any comments about the Proforma file and check the box to acknowledge the terms and 
conditions. 

	› Add the initials and job title of the requester and select “Contact me for changes”. 

	› Close the pop-up window when you’re done.

 

* A Toromont representative will reach out within 1-3 business days to clarify the quote or proforma.
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5.12 Equipment - Messaging for Service Request
From the “View Repair Status” screen:

	› Select the “Messages” tab and start typing a message in the box.

	› Select the blue arrow icon to send the message.

•	 View and write messages directly to the Toromont Cat Service team

•	 Keep track of when a quote or proforma was approved and by which user
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5.13 Equipment – Map View & Map History
From the home screen: 

	› Select “Equipment List” from the “Equipment” menu

	› Search for desired piece of equipment using serial #, make or model

	› In the column headers go to “Last Known Location”

	› Select the link that is underlined to view equipment on the map
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5.14 Equipment – Work Order 
From the home screen:

	› Select “Equipment List” from the “Equipment” menu

	› Search for desired piece of equipment using serial #, make or model

	› In the column headers go to “Last WO”

	› Select the link that is underlined to view equipment work order history

	› Filter desired date range in the top and select refresh

	› Select in the top right “Export Data” to export equipment work order history to an excel file
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5.15 Equipment – Notes
From the Home screen:

	› Select “Equipment List” from the “Equipment” menu

	› Search for desired piece of equipment using serial #, make or model

	› In the column headers go to “Product Comment” 

	› Select the pencil and paper icon

	› Add any desired notes for that specific piece of equipment
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6 Parts

6.1 Parts – View 
Find a list of all parts ordered including the serial number, quantity, order status and unit price.

	› From the “Parts” menu, select “Parts Order List”
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7 Parts.cat.com (PCC)

7.1 PCC Access – Parts Order
From the Home screen:

	› From the “My tools”panel, select “Shop your parts online”

	› From the “Parts” screen, select “Order Parts” in top right corner
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7.2 PCC Access – Create an Account
	› Select “Shop your parts online” from Home screen or “Order Parts” on Parts screen 

to visit Parts.cat.com

	› Select “Sign In or Register”

	› Select “Register”

	› Input desired location

	› Select store

	› Fill out necessary contact information then create an account

	› A Toromont representative will reach out and complete your account

7.3 PCC Access – Benefits 
•	 Order parts any time of day, 365 days a year

•	 More accurately find parts needed for your equipment

•	 Faster ordering process compared to over the phone

•	 View parts availability quickly

•	 View available used parts inventory

•	 Access parts manuals

•	 Help center is available to provide support or to answer any questions
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8 VisionLink Access
	› On the Home screen, select “VisionLink” from the “My Links” panel
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9 Assistance
	› Select “Contact Us” from the menu

	› In the section “Message” write any questions/comments

	› Select “Send” and your message will be emailed to us.  
We will get back to you within 1-3 business days.
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Toromont Connect + Toromont Hub: 
Get the complete picture

By using Toromont Hub for all your business administration needs and Toromont Connect to monitor day-to-day 
operational information, you’ll now have total visibility and control of all your Toromont Cat equipment and services – 
available anytime, anywhere.

 

Equipment Management at a glance
Functions Toromont Connect 

(mobile)
Toromont Hub 

(desktop)

Track hours, location, fuel, operator performance,  machine health and 
utilization (Cat and non-Cat equipment)

 

Order parts, view order history, and track parts  

Request Service Available by  
June 2022

Available by  
June 2022

Request Connectivity  

Get health & maintenance alerts  

Manage planned maintenance Available by  
June 2022

Available by  
June 2022

Equipment Maintenance (CVA) 

Connect with Toromont experts  

Access operation & maintenance manuals, warranties, work orders, 
service history, etc.

 

Immediate fault notification Available by  
June 2022

Available by  
June 2022

Activities Hub 
• Notifications 
• Requests

 

Financial Information 

Toromont Connect
Toromont Connect is an easy-to-use 
mobile application for instant access 
to fleet information. You can use it to 
manage your fleet, connect to your 
local branch, order parts and more, 
right from your smartphone.

Toromont Hub
Toromont Hub is a web application 
for administering all your Toromont 
equipment and services. You can use it 
to manage invoices, service contracts, 
equipment data, parts orders and 
more.
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