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Requesting Access to the Online Portal
To enable access to the Online Service Portal, please contact AM/PM to set-up your Administrator account by following the instructions below:

1. Email us at  portalsetup@ampmservice.com  with the following details for your Administrator:

 Full Name
 Direct Email Address
 Name of Store
 Store Address
 AM/PM Account Number for Your Store

     Note that the Administrator, once set-up, will have the ability to give access to additional users if needed.

2. Confirmation: Once set-up by AM/PM, you will receive an email containing your 
       login rights and details. 

       *Please note that completion of your set-up may take up to 48 hours.

3. Login Details: Upon accessing the portal for the first time, you will be prompted to update 
      the temporary password that was initially given, to one of your choosing.

4. Admin Access: Once your password has been updated, your Administrator  account will 
        have been successfully created.  Additional users can be added by the 
        Admin based on the needs of your organization.
        
        For instructions on how to add users to the online portal, please refer 
        to page 10, “Adding Users to Access the AM/PM Online Service Portal.”
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Online Portal Dashboard Breakdown

Tickets are 
categorized by: 
Today, This Week, 
Last Week, This 
Month, Last 
Month and the 
Work Order Total

Chart shows 
Severity Levels of 
work orders over 
the year.

Button to create 
a new work order.

View your most 
recent 30 days of 
work orders.

Shows the 
support hardware 
and software 
contract status 
based on the 
location chosen 
in the dropdown.

Ticket Categories 
based on selected 
option in the drop 
down menu.
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How to Create a Work Order to Request Service
Need to request software or hardware service with AM/PM? It’s now easier than ever to open a work order and stay informed 
in real-time. To create a work order, follow the steps below:

1. From your Dashboard click on “+ Create work order” button. A Create Work Order pop-up will appear.

2. Fill your information into the Create Work Order pop-up form. 

Work Order Form Breakdown:

Select Location: To select the location your service request 
pertains to, click the dropdown “Select Store” and choose from 
your listed locations.

Store Contact: Determine the best person in your organization 
that AM/PM could contact for more information or to quickly 
resolve your issue. Please provide their name, direct phone number 
and email. If a secondary contact is available and can be reached, 
please include their details in the Alternative contact sections.

Product Issue: Tell AM/PM about the issue you are experiencing 
from the dropdown menu. For example, are you having an issue 
with your point-of-sale software or hardware? Describe your issue 
in detail below to enable us to quickly understand and connect you 
with the right technician to best assist with your issue.

Email Notification: Check the box to stay up-to-date on the status 
of your work orders via email notifications. 

Attachment Files: Upload up to 3 pictures or documents that you 
feel may help assist AM/PM in resolving your issue. 

Click “Submit” when you have completed the form.

Note that content fields with a “*” are mandatory and must be filled out in order to 
successfully submit the work order.
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How to Attach Files to a New Work Order
Is there a picture or supporting document that may assist AM/PM in better understanding and resolving your point-of-sale issue? 
Add up to 3 files (.jpg, .png, .gif, .jpeg, or .pdf) directly to your work order by following the steps below:

1. From your Dashboard click on “+ Create work order” button. A Create Work Order pop-up will appear. 
     Towards the bottom of the pop-up form, click the button “Choose Files.”

2. After clicking “Choose Files,” a window will appear enabling you to navigate and locate the file that you would like to upload from your computer.      
     Click “Open” to load the file into the work order. You can upload up to 3 supporting files to your work order.

3. Once you have located the file and clicked to “open,”the window will disappear and you will see your file now listed within the work order form. 

Don’t worry if you accidentally selected and uploaded an incorrect file to your work order. To remove before submitting, click the “Trash Can” 
icon and then reselect the “Choose Files” button to locate the correct document.
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Viewing Work Order Details & Attaching Files to a Previously Submitted Work Orders
Already submit a work order but wish to include an attachment that will better assist AM/PM with your issue? 
Follow these steps to add up to 3 files to your previously submitted active work orders:

1. From your Dashboard, locate the active work order you wish to add files to. Click on the work order number highlighted in blue or the blue button 
     with the magnifying glass at the end to bring up the work order details. 

2. Once viewing the work order details, on the right-hand side, click the “Add New Remark” button in the ‘Remarks’ section.  
The Remarks section shows comments and notes associated with that particular work order.

           3. When the “Add Remark” window pops up, write your comments 
                                                                                                                                                              in the “Describe Your Issue” section and add up to 3 attachments 
                                                                                                                                                              by selecting the “Choose Files” button. Click “add” once complete. 
                                                                                                                                                              For more information on uploading files, please refer to the  
                                                                                                                                                              How to Attach Files to a New Work Order section.
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How to Locate & Access Your Work Orders
Work orders can be accessed through your Dashboard or via the Work Order tab.

Work Orders From Dashboard: 
Your dashboard will display all recent  
workorders within the past 30 days.  
These include requests made by phone,  
email or the online service portal. Easily  
fnd work orders utilizing the search  
bar or choose to view your work order  
history by clicking the “Check All Work  
Orders” button.

Work Orders Tab: 
By navigating to the “Work Orders” tab, 
you have more options to filter and sort 
your data. Choose to sort either by the
work order number, work order status,
or for work orders between a specific 
timeframe. Work orders can be created 
at any time by selecting the 
“+ Create Work Order” button.
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How to Filter Through Work Orders
Depending on the number of stores your organization has, you may have access to view work orders across all locations.  
For simplicity, AM/PM’s online portal provides the ability to sort and filter work orders from your “Work Order” tab.

Search for a work 
order by it’s specific 
AM/PM work order  
number.

Search for work 
orders by a specific 
work order status 
including Pending, 
Open, Closed, Billed 
or Canceled.

Search for a work 
order in a specific date 
range by selecting the 
“to” and “from” dates
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Adding Users to Access the AM/PM Online Service Portal
After initially requesting access from AM/PM and having been set-up with your admin account, you can begin adding additional users to the  
online portal. If you do not currently have access to the online portal, contact us at portalsetup@ampmservice.com. 

1. Click the “User Management” tab in the Navigation panel on the left-hand side. Select the “+ Create User” button.

2. When the “Create User” pop-up opens, fill in all mandatory 
     fields including the username for the user you are adding and 
     their email. Under “Customers/Stores,” select all stores that this 
     user can have access to. For multiple locations, select all boxes 
     next to the each of the stores on the right-hand side. While as 
     the accounts admin you can add an unlimited number of users 
     to your online portal, AM/PM recommends that only key 
     personnel responsible for placing service requests be given 
     access to prevent confusion or unauthorized work orders.

     Once complete, click “Save.” An email will be sent to the user
     informing them of they new access to the AM/PM Online  
     Service Portal including a temporary password. The user will 
     be prompted to update their password upon the their first 
     successful entry into the portal.

     Repeat this process as the Admin until you have added all 
     team members to the AM/PM Online Service Portal.

Explore the POSsibi l i t ies Sales: 1-800-336-2622   |   Support: 1-800-663-4571 10



Online Service Portal Guide

Setting Up Email Notifications
Easily stay up-to-date on the status of your service requests in real-time by choosing to set-up email notifications in the online portal. 
To receive notifications on all or select stores of your choosing, proceed through the following steps:

1. From the Navigation Menu on the left, click on the “Notification Set-up” tab.

2. Click on the “+ Add Store” button.

This will bring up your list of locations that you can 
select from in order to receive email notifications about 
active point-of-sale service.

3. Check the boxes for the locations you wish to receive notifications. 
     When finished, click the “save” button. 

     Your added location(s) should appear now under your ‘Notification Store List’

     To remove notifications, visit the “Notification Set-up” tab. 
     Locate the location you wish to take email notifications off of. 
     Under the “Delete” column, click the red “Delete Store in Notification List” button. 
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              is here to help.
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24/7 point-of-sale support when and where you need it.

Live Customer Support

Portal Set-up: portalsetup@ampmservice.com

Support Email: help@ampmservice.com

Toll-Free Phone: 1-800-663-4571

POS Software & Hardware Sales

Email: inquiries@ampmservice.com

Toll-Free Phone: 1-800-336-2622

Head Office: 604-421-5677

AM/PM Service®

Corporate Headquarters, Canada
1110 - 2237 Hawkins Street,
Port Coquitlam, BC V3B 0M2, Canada

AM/PM Systems™
Corporate Headquarters, USA
Unit 101, 1602 Pike Street NW, 
Auburn, Washington 98001, United States


