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YOUR DASHBOARD 
  + Create work order Create a new 

work order 

View your 

most recent 

30 days of 

work orders. 

Dunder Mifflin Paper Co. 

Dunder Mifflin, Scranton #1 

Shows the support 

hardware & 

software contract 

status based on the 

location chosen in 

the dropdown. 

Ticket Categories 

based on selected 

option in the drop 

down. 

Tickets categorized by: 

Today, This Week, Last Week, 

This Month, Last Month & 

the Work Order Total 

A view of the year of 

tickets with severity level 

break down. 
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HOW TO CREATE A WORK ORDER 
1. From the dashboard click on “+ Create work order” 

 
 

 

 

2. Fill in the form data within the pop-up window. 
 

 

 

  

• What location is the service call relating too? 

o Click the dropdown “Select Store” and 

choose the location. 

• Who can we contact to resolve the issue? 

o Fill in the contact information: 

▪ Contact Name 

▪ Contact Phone 

▪ Contact Email 

o Fill in the alternate contact information if 

a secondary individual can be reached. 

• What problems are you needing assistance 

with? 

o Click the dropdown “Select issue” 

o Write a detailed description explaining 

the problems you are facing. 

• Would you like to receive updates on the status 

of your work order? 

o Check the box  

Upload any pictures or files that you may feel will help 

assist our service technicians with resolving the issue by 

uploading it to the work order.  

*Click Submit when finished* 
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ATTACHING FILES TO A WORK ORDER 
 

 
  

(1) While creating or when re-opening a 

work order, click on “Choose Files” 

at the bottom of the form. 

 

 

(2) This will open a window in which 

you can select the files to associate 

with the work order. 

(1)  

(2)  

Once you select the file the window 

will close, and you will see your file 

listed within the work order form. 

Do not worry if you accidentally 

selected the incorrect file just hit the 

“Trash Can” and choose the correct 

one! 
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HOW TO GET TO YOUR WORK ORDERS 
 

  Users can see their most recent 

past 30 days of work orders 

directly from the Dashboard. 

OR 

 

View and Search for work orders by clicking on the Work 

Orders tab on the navigation panel.  
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SEARCHING FOR WORK ORDERS 
 

  

Search for a work order 

by number  

Search for a work order by 

date range 

Search for a work 

order based on 

the status that it is 

in. 
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VIEWING WORK ORDERS 
 

  You can view a work order by clicking the Work Order #, or the magnifying glass. 

 

After selecting the work order you will be taken to a detailed view of all the information and work associated with it. 
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WORK ORDER VIEW OPTIONS 
 

  

View a history of 

your work orders 

associated with 

the location that 

the current ticket 

is associated with. 

Turn Notifications 

ON or OFF 

Dunder Mifflin Paper Co. 

Click to Re-open the current work 

order. 
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WORK ORDER VIEW OPTIONS 
 

  

Dunder Mifflin Paper Co. 

Dunder Mifflin Paper Co. 

1725 Slough Ave. 

Scranton, PA 18506 

United States 

Dwight Schrute III 

Michael Scott 

Dwight.Schrute@DunderMifflin.com 

(444) 222-3344 

(444) 222-3344 

(444) 222-3344 

Below reflects the location and the contact information for 

the work order. 

The Remarks Section reflects content relating to work and your comments associated 

with the work order. 

The Task Section lists all the technicians associated with the work order and the status of the areas that they have/are working on. 
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ADDING USERS TO THE PORTAL 
 

 
  

Start by clicking on the “User Management” Tab (1), followed by “+ Create user” (2) 

(2)  

(1)  

Dunder Mifflin - HQ 

Dunder Mifflin - Scranton 

Dunder Mifflin - Stamford 

Dunder Mifflin - Akron 

Dunder Mifflin - Buffalo 

3269 New York Ave. New York New York 

Scranton

 

Pensylvania

 
Stamford

 Akron

 
Buffalo

 

Ohio 

Connecticut 

New York 

1725 Slough Ave. 

6269 Shrute Road. 

1231 Nard Dog Lane 

1122 Pams Place 

Fill in the username and the email address 

of the user that is being added. 

 

 

Search for the locations that need to be 

assigned to the user or scroll through the list 

and mark the boxes next to the locations. 
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SETTING UP EMAIL NOTIFICATIONS 
 

 

 

From the Navigation list, click on the “Notification Setup” Tab. 

Next Click on the “+ Add Store” 

This will bring up a list of the locations in 

which you can choose to receive 

notifications from. 

Check the boxes next to the locations 

and click Save. 

(1)  

Dunder Mifflin - HQ 

Dunder Mifflin - Scranton 

Dunder Mifflin - Stamford 

Dunder Mifflin - Akron 

Dunder Mifflin - Buffalo 

3269 New York Ave. New York New York 

Scranton

 

Pensylvania

 
Stamford

 Akron

 
Buffalo

 

Ohio 

Connecticut 

New York 

1725 Slough Ave. 

6269 Shrute Road. 

1231 Nard Dog Lane 

1122 Pams Place 

Fill in the username and the email address 

of the user that is being added. 

 

 

Search for the locations that need to be 

assigned to the user or scroll through the list 

and mark the boxes next to the locations. 

 

 

Dunder Mifflin - Scranton 1725 Slough Ave. Pensylvania

 

Scranton

 


