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ON-LINE CUSTOMER PORTAL OVERVIEW
Ordering supplies or requesting service has never been easier!

	Benefits and Features Include:

	Supply Ordering Benefits
	Service Call Benefits

	· See only the supplies for the printers you have! No need to search thousands of confusing items!
	· Ability for multiple users to access service calls through a private portal!

	· Order any time day or night! With a few simple clicks, you can place your order in minutes!
	· Ability to schedule a service call at your convenience!

	· Receive confirmation of your order and tracking information when your product ships!
	· Ability to track the status of your service call for remote locations!

	· Review order history for multiple locations and set ordering limitations! 
	· Ability to approve/disapprove repair of machines after diagnosis!

	· Request quotes for supplies for new equipment!
	· Ability to review service history!


Logging Into Your Customer Center:
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Welcome Diana,

United Laser is pleased to provide yon with this online website to bring you an casier and more
informative way to order your supplies, hardware and request service.

To View Pricing or To Place An On-Line Order:
You may view your items listed on the “Place an Order” on the left. Once you are ready to
‘place your order simply check the tem, add to your cart, and proceed to checkout

To Place A Service Call:

Any service call you place in your customer center will go directly to our service database. You
will be updated via email on the status of your call unil it s closed. Yon may also check the
status and history of al of your calls at any time by simply clicking on the work order mumber.

To Request A Quote on Addifional Items:
Click on the "Request a Quote” link to the Ief of the screen. Simply type the name of the item
ou would like quoted. Once you find your item, click "request quote” and you will be
contacted via email with your quoted item. Our customer care team will also upload this request
to your quote section so that you may order i at any time.

Need help or cannot find the ifem in the search menu:
Simply send an email to customercare@united-laser.com or call 1-888-487-8775 and we
will be happy to assist.

Should you have any questions, please feel free to contact us at any time.

We appreciate your business!




· Go to www.united-laser.com
· Click on Customer Log In

· Log In using your USER ID and Password
· Be sure to save this page to your favorites for easy access.

If you do not have, or cannot find your USER ID or password, please email our Customer Care team at customercare@united-laser.com. For our customer’s security, USER ID’s and passwords cannot be communicated on the phone.
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· Once you are logged in, you will see your home page with brief instructions on how to navigate your customer center. 

· Simply Click on what you would like to do to begin either ordering supplies or requesting service.

Viewing Pricing:
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If you are a new customer, and would simply like to view pricing on the items we have quoted you, you can click on “Place an Order”. The next screen you will see will be the listing of all the quotes you have requested. You do not have to place an order to view pricing. Simply click on the quote you wish to view (in red) and you will be directed to the list of those items with pricing.

Placing an Order:
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To add a new service call click on the ADD NEW button. To view the status on an old service call
click on the service call ID.
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· Once you click on the quoted items, you will come to this screen. Here you can view your prices, or start the ordering process by checking the boxes on the left for the items you need. You will be able to change quantities on the next screen.
· Once you have selected the items you need, click the [image: image1.png]Add to Cart ]



  button at the top or bottom of the screen.

Once you have selected your items and quantities, the online ordering system will walk you through step by step the rest of the way. You will be presented with the following options:
· Payment Options-  by Invoice (if your account is set up on Net 30) or Credit Card

· Ship to Options- You can add as many shipping addresses as you like.
· Shipping Preference- regular ground or overnight shipping.

· Notes Option- if you have special instructions on the order you will be able to add them before checking out.
Please don’t forget to click the [image: image2.png]Complete Order



 button on the order confirmation page. Your order will appear incomplete from our side, unless this is selected. We will make an effort to contact you to confirm your order if this is not selected; however, this may delay your order.
Placing a Service Call:
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Thank you for choosing United Laser to service your equipment.

As an Authorized Service Provider for HP, Lexmark, Xerox, Dell, and Brother, United Laser
stands ready to service all your printers, fax, and multifunction devices.

Before incurring the cost of a service call, we recommend you confirm that your printer is
having one of these issues:

1. Marks, lines, spots or other defects, remain on the printed page after changing the toner
cartridge.

2. Machine is making an unusual noise even after changing the toner cartridge.

3. You cannot print even after checking the cable connections, printer is ‘on line’, or correct
printer is chosen.

4. Machine is frequently jamming even after fanning and reloading paper & paper tray.

5. Machine displays an error code.

“Select a Call Type Select a Call Type.

ct a Call Type
1" Image Problems on Paper
2 Machine is making unusual noise

You cannot print to your device
4. Machine is Jamming

5. Unknown Error Code

6. Other





· Placing a Service Call is just as easy as ordering toner. Simply click the “Service Calls” button on the left side of the menu.
· On this page you will be able to see the history of all service calls as well as their status. You can either click the 

 button, or you can click on the individual service call number to check status.


· Once you click the 

 button, you can select the call type and then enter the additional details of the call.

By clicking on the individual service call number, you can see the details and status of all of your service calls.  
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