End User Guide to Using the Synergetics Customer Portal

Use the ePortal to create service requests

Open your Internet browser and enter the following address: http://www.synergeticsdcs.com
Click on Customer Portal.
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Each service call
has a unique ID#.
Each service call

describes one
issue. Click on

the service call ID

to view service
details.
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The Show drop-
down menu
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view service calls
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Status Definitions
below)
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Service Call Status Definitions:

Synergetics DCS, Inc.

All — all service calls for the chosen location

Waiting on Approval — service calls waiting for approval by the Technical Coordinator for

work to begin
Waiting on Parts — service calls that cannot continue until parts arrive

Waiting on Customer Input — a problem has been identified and a decision must be made

by the customer before work proceeds

Waiting on Purchase Order — work on the service call cannot continue until a purchase

order is received for needed work/parts
Open — service calls that have been assigned to Synergetics for work
Complete — all service calls that have been completed
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The New Call Wizard dialog box will appear
assistance.
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‘i New Call Wizard - Step 1 - Microsoft Internet Explorer (=]
N

New Call Wizard ‘

ESRRte Enter your name and
This wizard will guide you through the process of requesting help. 1 i
This is an easy process that will take only a short amount of Iocatlon In the

time.

appropriate fields.

we first need to collect information about who you are and
where you are located,

Please enter the contact name and location for this call:

First and Last Name: I

Your Location: I
(Example: Room 101}
MNEXT »>»

SYNERGETICS

Click Next.

(U

A New Call Wizard - Step 2 - Microsoft Internet Explorer (=]
N

=l Mew Call wWizard ‘
Step 2 of 3:
. 1If you would like to be naotified when this issue is resolved, enter
Enter your email your email below:

address (optional). S S

{optional)

<<BACK | NEXT »>

/

Click Next. - —
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‘i New Call Wizard - Step 3 - Microsoft Internet Explorer (=]
N

MNew Call Wizard ‘ =

Please enter a detailed description of the issue you would like to

resolve: Enter a detailed
3 | description of the

1| issue or problem.

Step3 of 3:

Click Confirm &
Submit.

<< BACK COMNFIRM & SUBMIT <
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After submitting, you will get the following message:

/2 New Call Wizard - Finish - Microsoft Internet Explorer -0l x|
New Call Wizard ‘
Finished!
Thank you for submitting this issue. The Service Call 1D is:
0E0v21-0001.
Close YWindow
SYNERGETICS

Click Close Window and the process is complete!

Your technology coordinator or technician will process your request. Use the Service Call ID to
reference your specific service request. Please do not submit the same issue more than once.
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