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Customer Portal

1. Customer Log In

Your customer portal url is http://portal.hilliardos.com:4035

You can also access the portal by visiting HilliardOS.com and navigating to CUSTOMER
PORTAL in the top navigation.

1. Enter your email address in the Username field.
2. Enter the temporary password the first time you log in.
3. Click Log In to log in.

HILLIARD

OFFICE SOLUTIONS

CUSTOMER PORTAL LOGIN

Your Email
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Customer Portal

2. Changing Password

Upon the first log in with the temporary password, you will need to change your
password to avoid issues.

1. Enter the temporary (or existing password if previously changed)

2. Enter the new password
Note: Passwords must be a minimum of 6 characters including a
letter and number. NO special characters are permitted.

Retype the new password to ensure they match.

Choose a security question or create a custom question.

Enter your answer to the security question.

Click Update Account to save the changes.

R

CHANGE PASSWORD

Old Password: *

MNew Password: *

Repeat New Password: *

SECURITY QUESTION

Option 1 - Select a predefined question from the list below:
In what city did you meet your spouse/significant other? v
OR. Option 2 - Create your own security question: (max. 200 characters)

Custom Security Question:

Security Answer: (max. 100 characters) *

Scottsdalel

Update Account
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3. Dashboard Overview

Once logged in to the Customer Portal, the dashboard will appear. The
dashboard offers the following options:

HILLIARD
——C"

"OFFICE SOLUTIONS.

WELCOME TO CUSTOMER PORTAL!

[N — ]

CURRENT BALANCE

$36,380.40USD
Equoment Tipe W Seral Address O Contract Ortan Servce Cais
Koy Mnoes Kenia Messs B4 2248 79008 ™
B rescon oo Komich Mnos Konics Mot BEmut Mde MFP T Vo
# Prace an Crer Koich Mnots Koruch Mot Bizhut Mds MFP KLUOTTI0N o 2
5 — Komics Minols Konics Mnots Bt Mde MFP LA N ‘
Ko Moy Kones Mersts Btud Wiy MFP 01703 ™ 2
B o Karsica Minoas Konis Mot Bctub Mde MFP LTI N 1 2
& oo Ko Mnoms Kianca Minots Bictesd Mda MFP LURO1TI08 ™ 1 1
B skiscile Konica MnoRs Kianika Minotia Bictest Jde MFP o 2
Ko Mos Kanica Messtis Bt Yol MFP s z
all Rapers Kimica MingRa Kons Mot Bictut Mde MFP L0708 o 0 )

PageiotdizRecos) @1 231489

PO® | Suks | Daw Amoure Comgecy | DalbsryDate | Ship Mamed = mices | Rafe Statn Pestng Date Dot Duce GeaneTowl Comanzy
Cloted AN WAWIUED USD waane FEDEX Grow Clossd 470201 sz SHANSZUSD USD
e M9Q0E  S2LMEOSUSD USD 28 POSES  Cieasd VR0 020t $550TEUSD  USD

At the top of the dashboard you will see a list of your equipment with shortcuts to order
supplies or place a service call.

MY EQUIPMENT

o Equipment Type Mg Seral 8 Address On Contract Ordars Sarvice Calls

152 Ovder Supples | New Service Call  Konica Minofla Konica Minoita BH 224E 6790092 No 0

27 Ovdar Supplies | New Senvice Call  Konica Minolta Konica Minolta Bzhub 3642 MFP KL498017300 Yes 2 3
r] Order Supplies | New Senace Cal  Konica Minolta Konica Minota Bizhub 364e MFFP KL498017301 Yes 1 2
M Ordor Supplies | New Service Call  Konica Minoita Konica Minolta Bzhub 3548 MFF KL498017302 No U 4
s Order Su Naow Serce Call  Konica Minolta Konica Minolta Bzhub 364e MFP KL498017303 No 2z

| Mow Service Call  Konica Minolta Konica Minolta Bzhub 364e MFP KL498017304 No 1 2

Konica Minolta Konica Minota Bzhub 364e MFP KL4BE01T305 Ko L]
75 Ovder Supplies | New Service Call  Kanica Minolta Konica Minota Bzhub 3648 MFP KL40&017306 No o 2
7 Oeder Supplies | New Service Call  Kanica Minoia Konica Minota Bzhub 38648 MFP KL4GE017307 No o 2
163 Order Supplies | New Service Call  Konica Minolta Konica Minota Bzhub 3640 MFP KL4BE017308 Yos 0 L]

Page1of4(32Recorss) @ 12 2 4 @
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On the right side is a list of options that are available, including account balance

HILLIARD
I S e S OLUTIONS

OFFICE SOLUTIONS

Customer Name

Change Password | Logout

CURRENT BALANCE

$36,389.49 USD

Resupply Order
Place an Order
Pay Balance
Billing

Orders

P R F e\ R

Service Calls

l||] Reports

At the bottom of the screen are a list of recent orders and invoices. To run a more
detailed report choose Billing or Orders on the right side of the page.

ORDERS INVOICES
- - Invoice # s Post T =

B 107 Cioted  4R6R018  S9.44192USD  USD 262018 FEDEX Geour g Fat - ostng Date Oue Date GrandTotal Curmency
T R e 5293 Closed 4262018 52672018 $9.44192USD  USD
& s T P T s Zrrrrer e G 5283 FO4S680  Closed 3202018 1202018 $S5076USD  USD
B 10173 NC  Open 3122018  ST80000USD USD PO45630  Open 2242018 262008 $14937USD USD

Reatal 5276 PO456S0  Closed  ¥192018 192018 $14937USD  USD
@ 1mn Closed  ¥G2018  $19.08273USD USD 52018 FEDEX Geou P POSESD  Closed 38018 452018 $14937USD  USD
® 10 Cosed 382018 S511.03USD  USD 182018 FEDEX Grow == ST T TG PP e
B 15 Open 1232018 §10686USD  USD 5139 PO45633  Open 2112018 2018 $63506USD  USD
B 10151 Closed 11133017  $1377242USD  USD 1152017 FEDEX Grow e PO Open V2018 1R 271150080 USD
B 10149 Closed 102772017 S1993575USD  USD 1RTT FEDEX Grou 5374 Clozed 1182017 1215207 S000USD USD
B e T S S ORI S ST 10 S0 523 Johanna Closed 1152017 12152017 $1425670USD  USD
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4. Entering a Service Call

Locate the machine that needs to have a service call placed.

1. Click the New Service Call link.

2. Enter a subject for the service call. The subject field is limited to 100 characters.

3. If the machine that was selected is not correct, you can change the machine on
the service call window by selecting it from the dropdown.

NEW SERVICE CALL

Use the following form to submit your information and create a new service call.

* indicates required field.

Contact Person

Email

Subject

Machine is Jamming

Equipment Type Serial Number
Konica Minolta BH 224E EQO001
Equipment Address Manufacturer Serial #
6790092
Location Active Contract
Mo
F 7
152 - Konica Minolta BH 224EEQ0001 (#6790092) - v

Below the equipment is where the priority of the call can be set.

There is a description field that you can provide any additional details that did not fit in
the subject line.

4. Click Create Service Call to create the service call for your equipment.

Hilliard Office Solutions 7
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Priority

Low

Description *

The machine wont print and is jammed. There is an error code on the screen saying to clear the jam.

P

Create Service Call | Cancel

The service call will be submitted to the system. The service call can be viewed by going

to Service Calls > Open Service Calls CP

B SERVICE CALLS
4 BACK

New Service Call

Open Service Calls CP

‘ Closed Service Calls

OPEN SERVICE CALLS CP

callid := | Date := | Subject := | Equipmenfld := inslD = | MFGSerial :=  Equipment Type : Technician

Contact Name (=

= Status

1432 5212018 Machine is EQ0001 152 6790092 Konica Minoita Open Jennifer Walker
Jamming BH 224E
BH 224E
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5. Entering a Supply/Resupply Order

In the menu, choose “Resupply Order”, or in the equipment list, choose “Order Supplies”

Change password | Logout B

CURRENT BALANCE

336,389.49 USD

1D Equipment Type Mg Serial # Adi

F ) | 152 § Order Supplies |WNew Service Call  Konica Minolta Konica Minolta BH 224E 6790092 15°
B Resupply Order 851

. 27 Order Supplies | New Service Call  Konica Minolta Konica Mineolta Bizhub 364e  KL498017300 15°
4 Place an Order MFP as(

Note: if you choose “Order Supplies” by a machine, only the items available for that
machine will be available to be selected.

Simply Check the box beside the items that must be ordered. Once all the items are
selected, click “Finalize Order” to review before submitting the order.

Supply Name Item Code UoM Currency List
Price

TN-324K Toner Black ABDA130 EA usD i~
(C258/C308/C368: 28k)

188 - TJS7890 - Konica Minolta Bizhub 364e MFP (#KL498017319)

Active Contract : Yes

Supply Name Item Code

TN-324K Toner Black ABDA130 EA usD 7]
(C258/C308/C368: 28k)

141 -TSS123 - Konica Minolta Bizhub C364E MFP (#ARTUL2175)

Any Street USA
Active Contract : No

Supply Name Item Code

TN-321C CYAN TNR. C224/C28 A33K430 EA usD 7]
TN321K BLK TNR C224/284/e A33K130 EA usD 7]
TN-321M MAG TNR C224/284 A33K330 EA usD O
TN-321Y YLLW TNR C224/284 A33K230 EA usD o

Sublotal $311 40
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Update the Request Delivery Date if necessary

Enter your P.O. Number for your own tracking purposes

Note that the pricing may be adjusted to account for items covered under contract.

Company Name
Account Info.

All The Prices Are In:

Billing Address Shipping Address

Any Street USA Any Street USA

Request Delivery Date:
5/3/2018 =

P.O. Number
JW00123|

Order ltems

TN-324K Toner Black (C258/C308/C368: 28k)
ABDA130

I $0.00
Item Price : $57.60 Covered : Yes /

Equipment Address Equipment Type
Konica Minolta Bizhub 364e
MFP

TN-324K Toner Black (C258/C308/C368: 28k)
ABDA130

Item Price : $57.60 Covered : Yes

Equipment Address Equipment Type

Konica Minolta Bizhub 364e
MFP

1

Serial Number
TJS7888

Serial Number
TJS7890

Line Total:

Line Total:
$0.00

Manufacturer Serial #
KL498017320

Manufacturer Serial #
KL498017319

Please Note: Any prices listed are for demonstration purposes only
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Customer Portal

1. Click the “Add Equipment” dropdown to select an additional piece of equipment to
order supplies for. Alternatively, choose the “Add Other Items” to search for
additional items to order.

Update the shipping method if necessary.

Add any notes you need to communicate to the Hilliard supply team.

Click “Refresh Total” to update the document total.

When finished, click “Submit Order” to submit the order.

oD

If you would like to start over, click “Clear Order”.

TN321K BLK TNR C224/284/e 1 Line Total: *®
A33K130 . 55760 |
Item Price : $57.60 | Covered : No /
Equipment Address Equipment Type Serial Number Manufacturer Serial #
Konica Minolta Bizhub C364E  TS55123 ARTUL2175
MFP
- Select Equipment v

Add Supplies

Selact shinning mathod

Company Truck ¥
Motes
Please deliver to receptionist Subtotal $196.20
Tax $15.60
Total 3211.80

Refresh Totals

Submit Order Clear Order

Please Note: Any prices listed are for demonstration purposes only
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Once the order is submitted, the page will refresh with a review of the order.

Company Name
Account Info.

L
AT O

To Addnese: s2rg & Wmis Srest Sube @ Ehip To Address, 13158 M TEE Srwsi Phosnz POz

m

ORDER ITERMS

AEDA1ZD

P Sries g i —— [ p—
e et fm em Frice Gusnbty Line Tots Cowersd
L HOMET BBIK (S-S LS "
0.0 LD 1 BLO0 U=D0 i
B I gITHHT: ACCTHIT mgumeni Tips Tarind Mumbasr pmwmsiome Seom &
12138 N "B Sheat, Phosns, AT ionicn Mincia @chob 184a MFE2 TISTBER ELEREOT1TIZC

Fem Frice ne Tote

(4]
=]
1]

0.0 LD 1 BLO0 U=D0 i

mr_igITHHT: Afsraas mougamani Typs Sanin Lo e pmurmsiorer Seem &
12138 N "B Sheat, Phosns, AT ionicn Mincia @chob 184a MFE2 TISTEED ELERI0T1TIS
mEmTT
H Fem Price Gusniky Line ot Covernssd
TH-2321C CYAN THR CZ2&C2E
F12EED LU=D 1 §133.50 UED: iz
B LI ITHHT: ACCrEIT mgumeni Tips Tarind Mumbasr pmwmsiome Seom &
121538 M "EE Sheal, PRosns, AT Honcm Mincia @ohoh TIEES WIFE TEE123 ARTULIITS
mEmaT
FEm Frice vty Line Tots Coveed
=780 UED 1 BET.E0 =D iz

12138 N "B Sheat, Phosns, AT }ionicm Mincia @chob TIEEE WFF TEE1IZ AATULIITS

Eubiotal
Tax
Total

Cider Moles

Pl deibesr bo reoepSonist
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6.

1.

Making a Payment

Log in to the Customer Portal

2. Click on “Pay Balance” in the Main Menu

3.

HILLINRD
B e SOLUTIONS

OFFICE SOLUTIONS

Customer Name

Change Password | Logout

CURRENT BALANCE

$36,389.49 USD

Resupply Order

Place an Order

Pay Balance

Billing

Orders

Service Calls

Reports

= PR Flels @

In the “Make A Payment” window, check the box in the “Pay” column beside the
invoice(s) (A) you would like to pay. Alternatively, if partial payments are
enabled, you can click the pencil beside the “Payment Amount” (B) to edit the
amount you would like to pay.

Additionally, if you would like to make a payment on account, not tied to an
invoice, enter that amount in the Payment on account field (C).

Once ready, click the “Make a Credit Card Payment” button or the Make ACH
Payment button to be taken to the screen to fill in formation.

Please Note: Any prices listed are for demonstration purposes only
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MAKE A PAYMENT

Customer Information
1212 Any Street
Any Town, 77879

The following is an up-to-date statement of activites on your account. Use this page to pay online using your credit card or you can remit payment to
the above address.

Select All Unselect All

Type Date Doc#  Reference Due Date Criginal Amount Due Pay Payment Amount Balance
Journal entry 211512018 658 2/15/2018 $14,138.32 $14,138.32 (] $0.00 $14,138.32
Credit Memo 4/29/2018 108 4/29/2018 $-41.23 $-41.23 ()] $0.00 . 5-41.23

Nt P gt o A N e P o D gt Qe s sat AT et o0 10p e,

Lrean meno e 52 Tuibidu1y b, 317, @ Sbvu o-1.73
Invoice 9/18/2019 5591 10/18/2019 5426.41 54, ] $0.00 . §426.41
Invoice 1/27/2020 5630 1234 2/26/2020 551.50 @ ] $0.00 » 551.50
Invoice 2/4/2020 5633 3/5/2020 $41.97 $41.97 [+ $41.97 $0.00
Invoice 2/4/2020 5634 3/5/2020 §783.40 5783.40 7 $500.00 §283.40
Invoice 2/4/2020 5635 101 3/6/2020 5489.66 548966 | @ 5489.66 $0.00
Invoice 2/4/2020 5636 013456 3/5/2020 $537.67 553767 [ $0.00 §537.67
Payment 3/31/2020 138 3/31/2020 §-8,403.34 $-840334 [ $0.00 . 5-8,403.34

QPayment on account: 100 |

Q Total Payment: $1 ,131.83
=** DEMO *** Make a Credit Card Payment *** DEMO *** ‘ Make ACH Payment ‘

Please Note: Any prices listed are for demonstration purposes only
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5. Enter your payment information, any additional notes on the screen and click
“Pay Balance”.

A list of the invoices you are paying and the amounts appears at the bottom of the

window. If you would like to change the invoices, click “Change Selection” to be
taken back to step 3 to update the selection.

MAKE A CREDIT CARD PAYMENT

ENTER CARD DETAILS ADDRESS INFORMATION
Country®
Name on card: *
usa v

Joe Smith
Street/PO Box: *

Card Number: )
1234 Main St

4007000000027
City / State™

Expiry: CCV:
L/ Phoenix
04 v 2024 v 443
Arizona v
Card Type: =
Zip*
VISA A
85240

Primary Phone:®
555-555-5555
Primary Email:*
joesmith@gmail.com
Amount to Pay:

$1,131.63 USD

Notes

Thank you for the excellent service and support!

Pay Balance Change Selections

Documents Selected
Date Type Cur Ref# Reference Due Date Amount
21472020 Invoice 5633 3/5/2020 541.97 USD
20472020 Invoice 5534 3/5/2020 £500.00 USD
20472020 Invoice 5635 3/5/2020 5489.66 USD
4/28/2020 On Account 42972020 5100.00 USD

$1,131.63 USD

6. The Address Information will disappear after clicking “Pay Balance” and will let
you know if the payment is successful or if there was an error. You will also
receive a confirmation email letting you know once your payment was successful.

Hilliard Office Solutions 15
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7. Entering Meters

1.

Locate the piece of equipment you would like to submit meters for. Click on the

equipment id

DASHBOARD

HILLIARD
I B S OLUTIONS

OFFICE SOLUTIONS WELCOME TO CUSTOMER PORTAL!

Customer Name

Change Password |
Logout

CURRENT BALANCE
MY EQUIPMENT

$36,389.49 USD

Equipment ID

(Z Resupply Order
# Place an Order
$ Pay Balance
M200
B siino Test123
2 orders 50090
65450
2 Service Calls
52020
.,|I Reports View All Equipment

In the top right corner of the
Equipment Information window,

Order Supplies | Mew S

Order Supplies | Ne:

Crder Supplies | Me:

Order Supplies | New

Crder Supplies | Me:

Order Supplies | New
Order Supplies | Mew
Order Supplies | New
Crder Supplies | New

Order Supplies | New S

GENERAL INFORMATION

click the “Meters Needed” button.

Note: If this button does not
appear, no meters are need at
this time.

Equipment Type

Konica Minolta BH 224E EQ0001

Item Number Manufacturer Serial #
ABTHO11 6790092

Status Active Contract
Active No

Contact Name Telephone

Equipment Address Location

Display [10 v | records Search
Meler ¥ Dale ¥ Value ¥ Type ¥ Biled
BLK 712312018 3526 Service N
BLK 9/20i2017 3526 Actual N
BLK 8202017 10 Initial N

Equipment Type

Konica Minolta C001000 - JPC Tech - KM Bizhub C364E MFP

Konica Minolta Konica Minolta BH 224E

Konica Minolta Konica Minolta BH 224E

Konica Minolta Konica Minolta Bizhub 227 MFP
Konica Minolta Konica Minolta Bizhub 364e MFP
Konica Minolta Konica Minolta Bizhub 364e MFP
Konica Minolta Konica Minolta Bizhub 364e MFP
Konica Minolta Konica Minolta Bizhub 364e MFP
Konica Minolta Konica Minolta Bizhub 364e MFP
Konica Minolta Konica Minolta Bizhub 364e MFP

New Service Call ‘ Place an Order

Meters Needed

Serial Number

888-541-3214 X100

Please Note: Any prices listed are for demonstration purposes only

¥ Source

Mobile

Phone

Hilliard Office Solutions 16
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3. The meter entry page will open. Please enter your meters here.

Send your meter readings easy way!

Please submit your meter readings below.

#  Model AssetTag MfrsSN Address

1 BHZ224E EQO001 6790092

Location

MeterCode

BLK

DueDate Meter Value

05/01/20 | 25467|

4. Once completed, click “OK” to submit the readings. A confirmation will appear.

Impactmeters.forzacloud.net says

Meter readings added successfully

Please Note: Any prices listed are for demonstration purposes only
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