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OFFICE AUTOMATION

SELECT DIFFERENT LOCATION

1.Select the Location where the
machine is located. Switch Location
If necessary.

2.l ocate the equipment that is in need
of service by either:

=)

e Clicking the Equipment tile -OR-
e Typing the ID # or Serial # into the R
Search bar e

EQUIPMENT/ITEM

3.The Equipment page opens
displaying the list of equipment at the
Site you selected. Click the equipment
Number of the device that requires
service,

EQUIPMENT/ITEM €| & ;.
4.(lick the green Service button on the

tOD |’|8h‘t Of the Dage The New EQUIPMENT/ITEM INFORMATION
Service Call page will display.

EQUIPMENT NUMBER:  EQ105307 CONTACT: —
ITEM NUMBER:  ESTUDIO256 PHONE NUMBER:  —

SERIAL NUMBER:  5C2IC61388 FAXNUMBER: —

5.Enter a Customer PO Number
(Optional). In the Description section,
type in the problem you are R T R
experiencing.

DESCRIPTION:  Toshiba Copier EMAIL: -

EQUIPMENT/ITEM: ~ EQ105307 .
Toshiba Copier
SC2iCe1388

6 N C | | Ck th e 8 re e n S ave b U tto n '[O D | a C e ENTER A DESCRIPTION OF THE PROBLEM YOU ARE EXPERIENCING WITH THE EQUIPMENT/ITEM
the service request, sescarrion
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