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Basic Access
Allows access to brochures, specification sheets and training.

1. Select Basic Access to view/download the Sales Materials or Training



4 | P a g e

How to Register for Privileged Access
Privileged access allows the user to create service cases, order consumables and check on the status of cases.

1. User clicks Register for Privileged Access

2. User fills in First Name, Last Name, Email address, Preferred Language and the Registration Code provided by

Dept Admin. Click Agree, and not a Robot. Click Submit.
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3. Confirmation that request has been submitted for review. Email sent to end user.

4. Email sent to Customer Administrator that new user has requested access to portal. Customer admin has two

choices, they can either approve or deny the request.

5. Case reviewed and contact is created. Email sent to end user with temporary password and login info.
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6. Approved user will be required to reset password at first login.

Creating a Service Request
1. User clicks Create Service Request

2. Select Account from drop down list

3. Select proper contact for the service call

4. Select Asset which requires the service

5. Under Subject enter the type of service required

a. Enter the description of the challenge

b. Add Attachments, if required

6. Select Submit
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7. Confirmation page “Your request has been submitted”

8. If you need to add additional comments place in “Type your message here” and click Send

9. Alternatively, if you require to cancel the case, select Cancel Case



8 | P a g e

Order Consumables
1. User clicks Order Consumables

2. Select Account from drop down list

3. Select proper contact to receive the consumables

4. Select Add
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5. Select the drop down list under Asset, select

proper asset

6. Select the drop down list under Item, select

item to order and quantity

7. Select Add

8. Select Add if more items are required to order

until the order is complete

9. Enter the PO, if required

10. Enter Additional comments if any

11. Select Submit

Knowledgebase – FAQ, Support Tools, Training Materials, User Manuals
1. Select Downloads - Knowledge

2. Type in model in the Search bar (ie C450i) and all related materials will be provided

a. Alternatively, browse the different options (FAQ, User Manual, etc)
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Fleet Management Services – Move, Change, Training Request
1. Select Support Services under the Support button on home page

2. Select Fleet Management Services
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3. Select Account

4. Select the Contact

5. Select the Category

6. Select the Asset

7. Enter any notes required

8. Add Attachment and select Submit

Asset List
1. From the home page select Support, Assets

2. You can select any asset by clicking on the line item

3. If you’re looking for a specific asset, select the Filter button and filter accordingly
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Case List
1. From the home page select Support, Case List

2. You can select any case by clicking on the line item

3. If you’re looking for a specific case, select the Filter button and filter accordingly

Contact Us


