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Chapter 1 - Getting Started

1) Type your application URL into your browser.
2) Enter your User Name and Password.
3) Click OK
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Chapter 2 - Work Orders

2.1 Search for Existing Customers

2.1.1 Search for Customer by Equipment Information

1) Enter Phone number or Serial number
2) Select * Search’ Button

3) The system will search for a matching pre-existing non-major account contact.

CQuick Repair Price Lookup

Work Orders

Create MNew Work Order
Create New Work Order

ok Order

Search fs stomer hy Equipment Information
Cell Phone Mumber d ) | _|
Serial Murnber |

Search |

2.1.2 Search for Customer by Salutation, First Name, Last Name

1) Enter data in the salutation, first name and last name fields.

= e rtrd  [Contacts]  linventor

Jab Ordar Saarch Croata ke Wiork Order aick Repa

CORIMURIC ATTORS
Create New Worlt Ovder

=, ]
Zalstaben | P,
First Flacme
Last Hary el Phern Hmbon
e Senal Humber
Aiddras [ Srarch |

2) Once you leave the last name field, the system will search for a matching pre-existing non

major account contact.

2.1.3 Search for Major Account Customer
1) Select Corporate Account from dropdown under ‘Mgjor Accounts
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Major Accounts

Corporate Adcount [ John's Cheop Fhones ﬂ

2) The system will search for a matching pre-existing contact from the major account
selected.

2.2 Select Existing Customer or Create New Customer

Customer Name Salutation Address Day Phone Night Phone Email Retailer
Create MNew Ilr. Create new customer entry

Simnpson, Dave  Mr 123 Street MName, Citylame, Ontario LOLYE S 613-555-4444 -~ Eetailer HO
Radema, Ted Ul .. Ontario -, -, Retaler HOQ
Contact, Betal  Ir Address, City, Ontane K1H 623 = s Eetaler HO

1) Click on the correct customer name or "Create New" if there are no matches.
2) All available customer datawill be entered into the Create Work Order fields.

2.3 Update Customer Record

Updating any field on the Work Order will automatically update the customer record when the
Work Order is created. In the case of a magjor account contact, address information is tied to the
billing site of that major account, and must be updated via the site details screen (Go to Contacts,
Find Company, Select the Company, Select the Site).

2.4 Create Work Order

1) Select the sales rep associated with the sale from the dropdown list.

2) Click "Create Work Order".

3) The Work Order Detail page is automatically displayed. Verify that al information is
correct.

4) Select ‘ Phone Fault Description’, ‘Parts Sale’, ‘Loaner’ or ‘Radio Fault Description’ to add
ajob to the work order. Work Orders must have at least one job in order to be compl eted.
To cancel the work order, click "Cancel this work order in the top right corner.
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P 5 Caneel this
Work Order Details Soaa
Worlk Order # 144 Created Date Aug 05 2004 17:15 pm
Status Created Company Name Techdata
Name flichael O'Brian Address 123 Address
City Province Cntario
Postal Code Diay Phone
Night Phone Fax
Pager Fmail
GST Exemption = Customer PO #
PST Exemption # Sales Rep John Billington

[ Phone Fault Description ] [ Pars Sale ” Loaner ] [ Fiadio Fault Description ]

Chck one of the buttons abowve to add a job to this work order.

2.5 Create Phone Fault Description Job Order

Y ou can cancel ajob order at any time by clicking the "Cancel thisjob order” link in the top
right hand corner.

2.5.1 Cell Number Search

1) Enter acell number.

2) If there is o matching cell phone in the system, the screen will automatically
‘refresh’ and present you with next option. If the cell phone number has been entered into
the system previously, the system will automatically fill in serial number, make and model
and owner-on-file information for you. If there are severa matches, you can choose which
match is most appropriate, or create a new record for the item to be repaired.

Create New Job Order

Cancel thus job order

Cell Fumber (613 22z zzz2
2.5.2 Serial Number Search

1) Enter a serial number

2) If there is no matching serial number in the system, the screen will automatically
‘refresh’ and present you with next option. If the serial number has been entered into the
system previoudy, the system will automatically fill in make and model information for
youl.
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Create New Job Order

Cell Mumber (613 |y 222 2222
Serial Mumber 1111111

2.5.3 Enter Job Order Information

Create New Job Order

Cell Mumber (6813 [y|222 |- 2222
Serial Mumber 1111111
MWanufactorer Motorola |
Iodel Startac 3000 |

FPhone Cwner First Marme |Bill
FPhone Owmner Last Name |Smith
Fault Code [—zelect

Cancel thus job order

Cancel tlus job order

1) Enter Manufacturer, Model and Phone Owner name if not aready filled out.
2) Fault Codes applicable to the Manufacturer and Model will be returned.

3) Select appropriate Fault Code

Create New Job Order

Cell Number (613 pezz |zzzz

Serial Number 1111111

Manufacturer hotorala, _'_V:

Model Startac 3:EID:D v

Phone Owner First Name Bill

Phone Owner Last Name Smith

Fault Code Antenna is broken ar missing

Additional comments about
the problem

Warranty Proof of Purchase
(Attached)

Estimated Repair Price F29.00

[ Create Jok Order ]
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6) The Estimated Price that corresponds to selected ‘ Fault Code’ will automatically be
entered. If the fault code has no standard repair estimate, the price will be "t.b.d", or "to be

determined”.
7) Select the ‘ Create Job Order’ button.

2.5.4 Indicate Included Accessories

Accessory Check

Eattery Included? ¥
Other Accessones? .|
Dretails:
next

1) If abattery isincluded with the phone, check the Battery Included box.

2) If other accessories are included with the phone, check the Other Accessories box and
type a brief description in the details box.

3) If no accessories are included, leave both boxes unchecked.

4) Select the "next" button.

2.5.5 Add Another Job to the Work Order
1) Select “Yes’ to return to the top of the ‘ Create New Job Order Details page

Add another job to this work order?

Yes
2) Select "No" to continue

2.5.6 Add Loaner to the Work Order
1) Select "Yes' to create a Loaner Job (See section 2.6)
Loaner Applicable?

Yes

2) Select "No" to continue
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2.5.7 Print Work Order

1) Select "Yes' to go to the printed Work Order page. This function can be accessed from
the Work Order Details page and the Job Order Details page at any time.

Print Work Order?
FrintWark Order M

2) Select "No" to return to the 'Work Order Details page.

2.6 Create Loaner Job Order

ID Serial # Manufactwrer / Model / Part Add to Job
T3 12225125 Motorela : 120C : Phone r
Add

2.7 Find Existing Work Order or Job

1) Enter the criteria desired to find the Work Order or Job. To search for multiple Work Order
IDs or Job Order IDs, separate each Work Order with acomma.
Job Order Search

Work Drrle Invoice Number

Job Order I} Company Name
Retailer —A— | Customer Name
Start Date 2004 [v][07  [][05 [+ Address
End Date SEPNTER pos | DRRTER oy | B VTR ..".' City
Work Order Status | —Al— | _ Erorite —All- . ||
LR i _ ! Postal Code Find Postal Code
Keented iy e L Day Phone Contact | )
Sales R —Mone— (2]
SR 2l L Night Phone Contact | )
Serial Number
Fax { )
Cell Phone ( ) - 2
Email
Wayhill
Phone Owner Name
View Work Orders [

2) Matching Job Orders will be returned. If you select "View Work Orders” as an option on the
search screen, Work Orders will be displayed instead.

Find Existing Work Order
Weork Order I Status  Customer Name Created By Created Date
38 reated Fred Smuth Firstl Last 28 Jan 2003 1253 pm
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2.8 Using the Quick Repair Price Lookup

Y ou can check the estimated price of arepair prior to entering Work Order and Job Order
information.

1) Select a manufacturer from dropdown
2) The screen will automatically ‘refresh’ and present you with next option

Find Existing Work Ordar

Quick Repair Price Lookup

Manmfacturer |Al "I
Search |

3) Selecting ‘ Search’ will offer aview of al parts and prices associated with that model of

phone
Find Existing ' Create New Work Order Quick Repair Price Lookup
Retailer
Quick Repair Price Lookup

Manufacturer | Cuslcomm =
Model 2700 =

Search
Prablem Description Price §
Banery doesn't lagt az leng as it should 47,50
Antenna 1z broken or missing 29,00
Plastic housmg of phone is damaged (Dther than back housing) 47.50
Charger is damaged 2%.00
Phone dossn't charge battery fully or at all 4750
FPhone dossat power up 4750
Electrenic: display iz completely or partly blank 47,50
Blartramie diseduris rpmslrad nehinale s shoremine an dismdss AT S0
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Chapter 3 — Contacts
3.1 Find Existing Customers

This section allows the user to search all the customers entered by your store who are not
associated with a major account. Editing of these customers is done via the create work order
screen when selecting a customer.

3.1.2 Search For a Customer
1) Use any number of criteriato search for existing Customers.

Quick search by last name
A|B|C|DIEIFIGIHITE|LIM|N|O|P[QIR|S|T|T V| W X|Y|Z].. |

Sahstation | —All— | v

Last Warme

First Iarme John

Company MName

Address

City

Province —_Alil— |»

Postal Code Find Postal Code
Day Phone { i -

Iight Phone { i -

Fax { ) g
Pager
Email

2) All matching customers will be returned. Select the customer name to view customer
details.

Night

Customer Name Company Address Day Phone Fmail
FPhone
" First 1568 Catling Avenue, Ottawa, Ontarie K12
Billington, John e Th3 3453434264655
Shipman, John Idr. Test July 2nd 652 Browning, Ottawa, Ontario E9u7hé  613-234-2345
Srrith, John D, Tows 't' s 123 Street, Funwille, Ontario finfin 123-333-3333
Thomplfi"r’" Tei toys B Us 234234 street, Ottawa, Ontario 112-343-2222
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3.2.3 Edit Customer Details

Client Record Add Contact Event go.woreuen
ID: 457 SyncContactID: Date: 2004 [w| |08 [v] [ 05 [w] [17[v][35]v]
Salutation v| Public Hotes: . |

Last Mame LastNarme

Firt asiie — Private Notes:

Company Mame MNew Company

Address 123 Avenue Street

Siy City - Create Wew Weork Order

Prowince | Ontario liga

Postal Code K13 287 Find Postal Code

Dy Phone g1rop1 An L1

Night Phone (22§22 ez | [e2

Fax 44 hlaa | ]ad

Pager EEB

Ernail 33

[ Update Client Record ]

3.2 Find Existing Companies

This section allows the user to view or edit major account details and search all the customers
entered by your store who are associated with a magjor account.

3.2.1 Search for a Company

1) List of Major Accounts displayed by default.
2) Access the Company Details view by clicking on the mgjor account name.

Find Company

A|BICIDIEIF | GUE L DR IL| M| E O B[O S T W)Y 2]
Mame

John's Cheap Phanes

Mary and Brendan's Phone Shop

3.2.2 Edit Company Details

1) Change the company name by editing the company name field.

2) Add a note for the company - to change simply edit the field.

3) Upload alogo (must be .gif format, ideally 140x77 in dimension) for retailers or major
accounts that will have their own log-on and wish to have their logo displayed on work orders
given to their own customers.
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3.2.3 Create New Site

1) Add New Site for magjor accounts by clicking ‘ Create Site’ in the Mgor Account
Company Details page.

EDIT COMPANY DETATLS ADD NEW SITE
Company MNotes:

Thi=s i=s the main site.

TPLOAD LOGO

Browse . Upload GIF

2) Enter datainto al fields.

3) Select Billing Site

4) You must enter in Main Contact information.
5) Click on ‘Create New Site’

Site Details

site MName Main Site Contact

O Credit Account [ Retaler [ Vendor Salutation B, v
Gt ion % First Mame B

(if Eetailer)

Billing Site | —hew Site (currently being created)— v CamiianE

Site Addvess Day Phone { J N
Address Evening Phone | ) il
City R (I
Prosince :_Ontario v PageriOther

Postal Code Find Postal Code Emal

Country :iCanada |

Create Mew Site

3.2.4 Edit Site Details
1) By clicking Name on ‘' Site List’ you can view Site Details page.
2) Make changes to Site details and click ‘Update Site

Campany Jobm's Cheap Fhones Mlain Site Contact
Site Marme |c= Ho Sahtation I
HAcddress [1416 Lossie Tenacs FustNawe  Joho
ity e LaztMame  Thompsen
. Day Fheae  613-742-0918,.
Province {Ontaria | Evering Phops -,
Postal Code | Find Postal Clode Fax -
Conmiry [Canaca =] Fagee/Other
Stahas m Headquarters Site [ Emad fthempsondiitdepartment com
Edling &ne lm
PET Exemgption I'ﬁu'nb:r]

Updste Site
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Chapter 4 — User Management

4.1 Create New User

4.1.1 Site and Login Selection

1) Select new User Site
2) Enter 'Desired User Login'. Selection of Login will check to ensure no duplicates are
chosen. If you select alogin name that is aready in use, the following error message will
be displayed:
‘Sorry, that user login is aready in use. Please select another user login. ’

User Management

Site that the new user belongs to | Fetailer HO =

Desired User Login

Select site and chack logan availabilib: |

3) Click "Select site and check login availability" to continue.

4.1.2 Enter Contact Information

1) Enter First Name, Last Name, Email and Desired Password.
2) User Login cannot be changed.

3) All values can be edited at alater time.

Create New User

Spte that the mew uses belougs to Fetatler HD

Fust ame [ Last Maune |

Logm Info Te=r Login: FlewLogn Fmnal [
Fagaward

4.1.3 Set User Restrictions

User CGranp Ple=teiler | Langnage Preference English =
Hales Rep? O T e huimi hamn
Enable Work Onders m Enable Conracts r
Create New hlajo Acoomes O Al hlapor Aceonuts to Wk Chiders &
Add Imventory o1 Loaer Managemens T Fnable Joh Tyvpes Cefhitar [ Parts Sale [ Loaners [
Enable Uaer Manageiment O Fadr Candle Damageiment
Puachase Chlder Access O Payinents
Aceegs to Heports O Crinae Frofie by Heraler Repont
Cremie New Liser I

1) If the site selected in step 4.1.1 is amajor account, the user group should be set to Corp.
2) Thelogged in user will only have the option to edit the user based on the privileges he or
she has him or herself. In other words, if the currently logged in user cannot create new
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major accounts, he or she cannot create a new user with the ability to create major
accounts.
3) See Section 4.2 for a detailed description of each user restriction.

4.2 Edit User Detalils

1) Access user details screen by clicking on the name of the user listed on the User
Management screen.

Edit User Details

Fuorse [Tame Fil:ﬁ Last [fame |Lnr:l
Login Info Tser Logi: Farater Euail |
Papnrard ratmier
ser Gromp [Fateiler =] Langnage Prafeyencs [Enigizh =]
Hales Bap? ] Techmcian?
Euable Woale Oudlers F Enable Cantaces B
Create Mew Lajer Accounts = Add blaer Accounts e Work Orders
Auld Tnventery ar Loaner hanagement # Enalle Job Types Celliler B Parts Sale W Lozgera &
Euahle Usep hlanageaent P Fault Cade Dlanagement
Papchase (hidder Acecess Paymments
Accors to Hoports Crrass Prafit by Reotwiler Foparr
Upisate User

2) Edit user details by changing the form values and clicking "Update User".

4.2.1 Set as Sales Rep

Setting a user to be a sales rep will place their name as an option in the sales rep
dropdown box available on the Create Work Order Screen.

4.2.2 Set as Technician
This option is not available for retail users.

4.2.3 Enable Work Orders

1) In order to use the Work Order section, at least one Job type must be enabled, Cellular,
Parts Sale or Loaner.

2) Once enabled user will have ‘Work Orders’ choice on main menu bar and be able to
view/create Jobs of the type(s) enabled.

4.2.4 Enable Contacts
Once enabled user will have ‘ Contacts' choice on main menu bar.

ork Orders | ~ [®) =l -

Create MNew Comparty Fird Coragarty

ILoaner Management
Find Customer

User Managerment
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4.2.5 Create New Major Accounts

1) User hasrights to create new corporate accounts
2) They will be available from dropdown under ‘Major Accounts when creating Work
Order. See Section 4.2.6 to enable this option.

MMajor Accounts

@Uﬂt | John's Cheap Phones =

4.2.6 Add Major Accounts to Work Orders
Once enabled user will have ‘Mg or Accounts choice on ‘ Create Work Order’.

MMajor Accounts

Corporate Acocount |—n,’a—

4.2.7 Add Inventory or Loaner Management

1) Once enabled user will have ‘Loaner Management’ choice on main menu bar.
2) User can now enter new Loaner phones or manage existing Loaner Inventory.

Luaner Management |

Wlanags

Manage Loaners

Part # Description Total Rented
[ [ Creata new class
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4.2.8 Enable User Management
Once enabled user will have a‘User Management’ choice on main menu bar under Contacts.

Contacts
Find Compar

I=er Management Create MNew Company

Find Customer

4.2.9 Purchase Order Access
This Option is not available to Retailers.

4.2.10 Access To Reports
ThisOption is not currently available to Retailers.

4.2.11 Enable Job Types

These Checkboxes are visible on the * View Work Order Detail’. They correspond to one of
the buttons bel ow; these buttons will be activated or deactivated accordingly.

LIren
Customer PO #

PET Exemption #
Sales Bep

Fhone Fault Description Parts Sale | Loaner |

4.2.12 Fault Code Management
This Option is not available to Retailers.

4.2.13 Payments
This Option is not available to Retailers.

4.2.14 Gross Profit By Retailer Report
This Option is not currently available to Retailers.
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Chapter 5 — Loaner Management

5.1 Create New Loaner Class

1) Enter aPart #
2) Enter the Class Description. The class description is the name that will show on the

Loaner job. (See Section 2.6)
3) Select 'Create new class.

MWanage

Manage Loaners

Part # Description Total Rented
| [ Creats new class I

5.2 Add New Phones to Loaner Database
1) Enter the loaner phone serial number.
2) Enter the Manufacturer.
3) Enter the Model
4) Select 'Create New item'

Part = 234
Description: Phone
Serial = Manufacturer Model ERented

12223125 Motorola 1202 |  Update item |

I I I Creata new item |

5.3 Mark Loaner Phone as 'Rented’
1) Check the Rented box next to the loaner item.
2) Select 'Update item'.
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