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2025 OTR Engineered Solutions Partner Portal User Guide 

Thank you for participating in our program. Find OTR Engineered Solutions Partner Portal by entering 
https://partners.otrwheel.com into your web browser.  You may also access the Partner Portal directly 
from our corporate website, www.otrwheel.com.  On PC, hover your cursor over sign in on the top right of 
the webpage.  Select Partner Portal from the drop-down menu.  A new webpage will open in your 
browser.  

 
  
On mobile, select the navigation icon, aka the hamburger button, 

on the top right.  From the menu, select Partner Portal.  A new 

webpage will open in your browser.   

New users must register to create an account on the right-hand 
side of the screen.  Follow the steps below to complete 
registration.  Anything with a red asterisk is a required field. 

https://partners.otrwheel.com/
http://www.otrwheel.com/
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1. Enter your email address.  You may not register the same email address more than once. 
2. Create a password. 
3. Enter first name/last name. 
4. Enter your company’s unique authorization code.   

Each company has one authorization code, but each company may create as many user accounts as 
needed. If you do not know your company’s unique authorization code, please reach out to our Portal 
Support team or Customer Care department.  They can be reached by email at 
portalsupport@otrwheel.com, customercare@otrwheel.com or by phone at 1-800-833-6309.  Please be 
prepared to provide your company’s account number and/or company details to our staff. 

5. You must read and agree to OTR’s terms and conditions in order to complete registration.  Select 
the review terms & conditions button and a pop up will appear.  Read and scroll all the way to 
the bottom of the document.  The continue to agree button will turn red and become usable 
once you have reached the end of our terms and conditions.  Select continue to agree to be 
returned to the registration page.  Finally, check the box that you have read and agree to the 
terms and conditions. 

mailto:portalsupport@otrwheel.com
mailto:customercare@otrwheel.com
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6. Select register to submit.   

 

Already Registered?   
Simply, sign in on the left-hand side of the page, with your registered email address and password.  

 



 

OTR Eng i neere d  So l u t i ons ,  I nc .  • 195  Cha t i l l on  Road  • R ome,  G A • 30161  • 1-800- 833-6 309• 08 /01 /202 3  

Forgot your Password?  
Select the link and follow the prompts to restore access.  

 

Let’s Get Started  
Welcome!  Your account has been created.  On the homepage, information about the account is listed on 

the left-hand side of the page.  Here, you can edit details about your account and change your password. 

On the right, you can see and search service requests by status by switching through the different tabs 

(pending/approved/rejected/canceled).  This is also where you will find the option to create a new service 

request.   

 

How to Create a Service Request 

1. Select create a service request. 

 

2. Select a Customer - Enter your customer’s location (city or store number), for which you have 
already serviced, in the selection box.  If your serviced location cannot be found, please contact 
our portal support team (by email portalsupport@otrwheel.com or by phone at 1.800.833.6309).  
Select next to move forward with creating your request. 

mailto:portalsupport@otrwheel.com
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3. Enter Additional Customer Information - In this next section, please fill out any applicable 
information for your customer including contact information, assigned PO #, work order number 
etc.  Anything with a red asterisk is a required field.  We have prepopulated a United email 
address for each location in the United Rentals Service Approver Email Address field.  You may 
override the data if the correct contact is not displayed.  For permanent changes, please notify us 
at portalsupport@otrwheel.com.  You can enter more than one email address if separated by a 
comma.  Select next when ready to move forward.  

 

mailto:portalsupport@otrwheel.com
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4. Enter Machine Information - In this next section, please fill out any applicable information for 
your customer’s machine including unit #, hours on machine, serviceable positions etc.  Select 
next when ready to move forward.  

 
5. Enter Product, Parts, and Labor – In this section, enter products, components, and/or labor 

used when the service was performed. 

a. Add OTR product(s) used during service.  Enter the stock code or description in the 

search box.  Note, you will not be able to see or modify product pricing. You will be 

commissioned at your normal rate. 

i. Non-OTR products are not permitted on our portal.   

ii. Not all OTR products are supported by the National Account Program.  Please 

inquire with the Portal Coordinator for any considerations.   

iii. If a swap wheel has been damaged beyond repair, OTR will charge the supplier, 

and the supplier will charge United through our portal.  Select the applicable new 

wheel part number from the product drop-down.  

b. Add miscellaneous item(s) from the drop-down.  Please enter correct quantities and 

costs.  

c. Add labor item(s) from the drop-down.  Please enter correct quantities and costs.   
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6. Review your Work Order – you can go back and make any necessary corrections by selecting 

the back/add/edit button.   

7. Upload Any Pictures or Documents – The Service Provider must provide a document 

(electronic invoice/delivery receipt) for all service requests that contain a P.O. number, part 

number(s), quantities, and any service/labor items.  Please note, if attached here in our portal, the 

document is displayed to the United Rentals recipient.  To add with your service request either 

drag and drop into the submission box or select anywhere in the box to browse your files. 

Supported file types are listed, and space is limited. Please allow files to load before selecting the 

blue attach file(s) button.  

If your documentation contains internal pricing and is not suitable for United to view, you may 

email to us instead at, payotrus@otrwheel.com & portalsupport@otrwheel.com. 

mailto:payotrus@otrwheel.com
mailto:portalsupport@otrwheel.com
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8. All Done?  Check the box that states the service request is ready to be submitted.  Please note, 

this will be the only opportunity to add photos/documentation of the service.  After the box has 

been checked, the submit service request button will activate, please press it to submit.  

 

When a service request is submitted: 

• All billed items, including miscellaneous parts and labor, will appear as line items. 
• A web number is assigned (OTRP#). 
• Customer’s PO# is referenced on the top right. 
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• The document will appear in OTR’s B2B Portal for United Rentals to view. 

 
United Rentals has seven calendar days to approve or reject submitted service orders before they are 

automatically approved by our system.  Each pending service request will display a count down timer.   

How to Cancel a Pending Service Request  

You can cancel a submitted service request as long as it is still in pending status (not approved or 

rejected status).  Please note, canceled service requests cannot be resubmitted (like a rejected request). 

1. Find the needed service request by searching for the OTRP# or location in the search field.  You 

can also go to your pending tab. 
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2. Select the cancel button and then confirm that you want to cancel.  The service request will move 

to the canceled tab and will be labeled as canceled.  The United Rentals location will see the 

cancelation status added to the service request in their portal.  

 

Rejected Service Request Notifcation 

If a service request has been rejected, you (the service provider), will be notified via email from 

noreply@jotform.com.  The email subject line will reference the OTR P Web ID.  Please make sure to add 

this address to your approved sender list.   

 

You will use this Web ID to search for the rejected service request in your portal.  The reason for rejection 

should be included in the email.  You will also find that the service request, in your portal, has been 

updated with the reason for rejection.      

How to Resubmit a Rejected Service Request 
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In the event that United Rentals has rejected your service request, you may modify and resubmit the 

same request.   

1. Locate the needed service request in the rejected tab or by using the search bar.   

   

2. Select the hyperlinked OTRP# to access and view the order details.  You should see the rejection 

reason listed on the top left.  Select edit service request on the top right.  

 

3. You will be returned to the beginning of the already submitted service request.  Select next to 

move from section to section and update changes.  You may also scroll down to the area where 

you need to make changes.  All data previously submitted is saved except for any files that were 

attached, those will need to be reattached before resubmitting.   
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4. Easily add, remove, or change quantities to product(s), item(s), and/or labor as needed. Press 

next to update changes to that section. 

 

5. Upload Any Pictures or Documents- Documents are not saved after a rejection and will need to 

be reattached.  
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6. Again, check the box to activate the submit service request button. Select submit service 

request when ready.

 

Return to your account page to see service request statuses. You can review service requests in each 

status category and can export each category to excel.   

 


