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Select the Location where the 
machine is located. Switch Location 
if necessary.  

Locate the equipment that is in need 
of service by either:
• Clicking the Equipment tile   -OR-
• Typing the ID # or Serial # into the 

Search bar

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

Click the green Service button on the 
top right of the page. The New 
Service Call page will display.

Enter a Customer PO Number 
(Optional). In the Description section, 
type in the problem you are 
experiencing. 
 
Click the green Save button to place 
the service request.

HOW TO PLACE A SERVICE CALL


