1. If you are a first time user, you will need to select the option on the left side of the screen “Request New
Account” (see arrow below), If you already have a user name and password, go to Page 3, Step 6

After selecting the option “Request New Account”, you will see the screen below.

2. Enter your e‐mail address on the first line and confirm your e‐mail address on the second line.
3. Select a Password. Passwords MUST be at least 7 characters long, include a capital letter and a number
(Example: 7Cookies). After your have entered your user name and password, click on “Request New Account”
on the left side of your screen (see arrow above).
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If you have successfully entered your user name and password, you will now see the following screen and you will
receive an e‐mail message from service@daogroup.com confirming your user name and password and you are now
ready to begin using the Repair Order System continue to Page 3, Step 5.

If the attempt to create a user name and password was unsuccessful, you will see the following screen. If you receive
this message (see arrow below), please call 757‐312‐9040 and ask for Tina or e‐mail Service@daogrup.com.

4. Select the “Home” option on the left side of your screen. This will bring you back to the main login screen for
the Repair Order System.
5. Enter your user name and password and then select “Log‐In”.
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Once you have successfully logged in you will see the following screen:

6. Enter the serial number of the equipment needing repair.
7. Select a Problem Description from the drop down list – Please note that there are separate problem descriptions
for printers and hand held units.
8. You can optionally enter additional information about the problem you are experiencing with the equipment in
the free text area “Enter Problem”.
9. Once you have entered all information, select “Start Repair Request” one the left side of the screen (see arrow
above).
Note: From this point forward, depending on if the serial number is recognized by the Repair Order System will depend
on what screen you see next. Both scenarios will be addressed.

(SEE NEXT PAGE)
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If the serial number was not recognized you will see the screen below. You can try re‐entering the serial number (hint,
try adding a zero to the beginning of the serial number).

If the serial number is still not recognized, select “Continue”. Contract customers will not be billed on a Time and
Material Basis.
If the serial number was recognized, please skip to Page 6 of this help documentation.
If you select “continue”, the following screen will appear and you can manually enter the information.

1. Enter the Model Number of the Equipment (Example: 6220, 6210, 741, 761, CN3)
2. Enter the Serial Number of the equipment
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3.
4.
5.
6.
7.
8.
9.
10.

Enter your contact name
Enter your phone number (required field – use the following format ###‐###‐####)
Enter your extension number (optional)
Enter the address where you need us to ship the replacement equipment..
Enter the Purchase Order Number if repair is on a Time and Material basis (non‐contract customers only).
Enter alternate contact name (optional)
Put a check mark in the box if you would like us to replace the packaging (non contract customers only)
Select which accessories you are shipping with the equipment, or select “None” if you are not shipping any
accessories. This is a required field.
11. Select your shipping method (ground, next day air, etc)
12. Enter any specific shipping instructions (example: deliver to back door, no signature required, etc.)
13. Once all fields are completed, select “Authorize Repair” on left side of screen. The screen will then display a
copy of your return authorization

14. Select “Print” at the bottom of your screen. Please print two copies of the return authorization, one for your
records and one to include inside the box with the equipment coming in for repair.
This completes the process. If you have additional equipment that you need to obtain a return authorization for, after
printing the above document, choose “New Repair Request” and repeat the steps above.
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If the serial number of the equipment needing repair was recognized, you will see the following screen:
Note: The fields below are populated based on the information in our database. The Contact Name, Phone number and
Address are based on the primary contact for your location.

1.
2.
3.
4.
5.

Edit the contact name (if necessary)
Edit the return address (if necessary)
Edit the phone number (if necessary)
Put a check mark in the box if you would like us to replace the packaging (non contract customers only)
Select which accessories you are shipping with the equipment, or select “None” if you are not shipping any
accessories. This is a required field.
6. Select your shipping method (ground, next day air, etc)
7. Enter any specific shipping instructions (example: deliver to back door, no signature required, etc.)

Once you have verified the above information, select “Authorize Repair” on the left side of your screen. The screen will
then display a copy of your return authorization:

(SEE NEXT PAGE)
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8. Select “Print” at the bottom of your screen. Please print two copies of the return authorization, one for your
records and one to include inside the box with the equipment coming in for repair.
This completes the process. If you have additional equipment that you need to obtain a return authorization for, after
printing the above document, choose “New Repair Request” and repeat the steps above.
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