e-info

Dear Customer:
We are excited to introduce you to our website and your E-Info Customer Portal. This portal provides a
quick and easy way for you to enter a service call, request a supply order and enter your meter reads
online. We are enclosing a packet with step-by-step instructions on how to login and enter your specific
request. For your convenience, your User Name and Password may be recorded in the space provided
below.
Please be aware that this login information should be kept confidential to the individual user(s) of the
website. Should you need to change this login information due to a lost password or changes in
personnel, please do not hesitate to contact our office with this request.
If for any reason your account with Advanced Business Equipment is delinquent, we may withhold or
suspend delivery of the products or services ordered. It is customer’s responsibility to notify Advanced
Business Equipment of any changes in user(s) allowed to access and/or order supplies and/or services
from Advanced Business Equipment’s website. The customer is responsible for the accuracy of all
information provided that is necessary for us to process the order(s). Advanced Business Equipment
aims to ensure that all prices indicated on our website are correct at all times. If inaccurate information is
displayed on our site at any time due to system errors we will endeavour to correct this at the earliest
possible time. Consequently, we reserve the right to change prices without prior notice. We apologize in
advance for any inconvenience this may cause.
Costs incurred for all orders, supplies or service, placed, will be the responsibility of the customer. We
will not refund orders that are refused, or that are returned because they cannot be delivered. If an
order has been shipped to an incorrect or invalid address due to such inaccuracy, customer alone is
responsible. The suspension by the customer of any work or partial shipment received, for any reason
whatsoever, shall entitle Advanced Business Equipment to payment in full for the portion of the work
completed or supplies received. Access to our website may be terminated at any time by us without
notice.
If you have any questions or need assistance, please contact our office at 828-274-1152.
Thank you for your continued business with Advanced Business Equipment!
Sincerely,
Advanced Business Equipment
www.abecarolina.com

User Email: _____________________________
Password: ____________________________________

This information is to be kept confidential to the individual user.
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General Information
e-info
Welcome to Advanced Business Equipment’s e-info service. This e-info portal provides a quick and easy
way for you to place a service call, place a supply order and input meter readings online.
You must have Microsoft® Internet Explorer® 8.0 or higher or Firefox® 9.0.1 or higher to open e-info.
Logging In for Existing Customers
In previous versions of e-info you used a customer number to login to the e-info website. The new login
method requires you login with your email address rather than the customer number. If you have used einfo in the past, you will be able to login with the old login credentials (the customer number and
password). However, you will be required to change your username and password once you login. After
the username and password has been changed you will no longer be able to use the old login
information. The image below is the page that displays after you login with your old login credentials
(the customer ID and password). You may enter address and phone information, but it is not required.

To login to e-info with new login credentials, do the following:
1. Go to www.abecarolina.com and click in to our Customer Center.
2. Select the e-info icon on the next page.
3. In the Account # field, enter your email address.
4. In the Password field, enter your password.
5. Click [Login]. If the user has rights to only one location, they will be redirected to open the
Customer Home Page window.
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If the user has rights to multiple locations, they will be redirected to the Customer locations
page.

Creating a New User
Please contact our Asheville office to create any new users. We can be reached toll free at 1-800-6271556. Please be sure to have the new user’s full name and email address when calling.
Editing Your Profile
You can edit your profile via the [Edit profile] button that displays after you login to e-info.

To edit
1.
2.
3.
4.

your profile, do the following:
Log into e-info. You will be redirected to your e-info home page.
Click [Edit profile] to be redirected to the Edit profile page.
Make the appropriate changes.
Click [Save]. You will be redirected back to your e-info home page.
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e-info Navigation Menu
On every e-info page you will see the e-info navigation menu. You use this menu along with links on the
pages to navigate to the various pages of e-info.

Service Summary

The Service summary area is where you find all service calls placed by your company and where you can
place new service calls online. You can view your service calls and call details by provided categories or
you can locate a specific service call or list of service calls by using the Find service call field.
To access the Service summary, click the Service tab.

Locate Service Call by Provided Category
1. To view service call history by category locate the call status heading of the type of calls for
which you want to view detail and click the corresponding counter hyperlink. You can select from
one of the following:
 Pending calls: Call that have been entered into the service call list but have not yet
been scheduled or dispatched. Calls you enter from the e-info web site have a pending
status until we schedule or dispatch them.
 Scheduled calls: Calls that have been scheduled to be dispatched at a defined date and
time.
 Dispatched calls: Calls that have technicians assigned and dispatched to the equipment
location.
 On hold calls: Calls that have been placed on hold and cannot be dispatched due to
your account being on credit hold, the technician is waiting for parts, et cetera. On hold
calls will not be dispatched until the issue is resolved.
 Cleared calls: Calls that have been completed by the technician and are awaiting
necessary billing information.
 Invoiced calls: Calls that have been completed by the technician and invoiced.
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Call history: Complete summary list of all your service calls: pending, scheduled,
dispatched, on hold, cleared, and invoiced. e-info lists the most recent calls first.

You will be redirected to the Service calls page which displays all service calls that meet your search
criteria.
2. To view more detail about your pending calls, click on the call number. e-info displays details
about your call.

Find Service Call
To search for specific service calls for which you want to view service history, use the Find service call
field.

1. In the Find service call field, enter any of the following information.
 Status
 Call number
 Service call contact
 PO number
 Description
 Address
 Call Type
 Equipment
 Serial number
 Item number associated with the equipment in our database
2. Click [Go] to be redirected to the Service calls page which displays all service calls that meet
your search criteria.
3. You can view more detail about your pending calls by clicking on the call number. e-info displays
details about your call.
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Place Service Calls
You can submit a service call through the Service summary area. The service call is added to our
database as soon as you submit the call.
To enter a new service call through the Service Summary area, click [Enter service call] to navigate to
the Submit service call page and do the following:
1. Under the Step 1: Identify the equipment that requires service heading, select the
appropriate radio button.
 This is an existing equipment in the system: If selected, in the field provided enter
identifying information for the equipment. You can also use the Find Equipment
function to locate the equipment by clicking the [?] icon.
 This is not existing equipment in the system: If selected, enter the appropriate
information in the following fields:
Description: Brief description of the equipment. This field is required.
Model: Equipment model.
Serial number: Equipment serial number.
2. Under the Step 2: Enter your name and phone number and (optional) customer PO
number heading, complete the following fields as appropriate:
Name: Contact name for this service call. This field is required.
Phone: Contact phone number for this service call. This field is required.
Email: Contact email address for this service call. This field is required.
Customer PO: Purchase order number for this equipment.
3. Under the Step 3: Enter a description of the problem you are experiencing with the
equipment heading, in the Description field, enter a detailed description of the issue you are
experiencing with the equipment. This field is required.
4. Click [Continue] to navigate to the Validate service call page. The Validate service call
page lists the following information:
 Information you provided on the Submit service call page.
 Detailed equipment information.
 Service history for that piece of equipment.
5. Verify the information in the Validate service call screen and click [Submit service call] to submit
the call to our database and to navigate to the New service call page.

Order Summary
In the Order Summary area you can track your existing supply sales orders, or place new orders. The
summary box displays your number of newly submitted orders, orders submitted in the last 30 days, and
all orders in e-automate. To view your order summary, click the Orders tab to navigate to the Sales
order summary page.
Place an Order
Using e-info, you can place orders online using different methods. To order items on an established
contract, use the Find Items to Order by Equipment method, or find items ordered previously using
the Find Items to Order by Previous e-info Order method.
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To place an order from the Sales order summary page, click [Enter sales order] to be redirected to
the Place new order page.

Order by Equipment
This method allows you to find items to order by the equipment with which the items are associated.
Note: To order items on an established contract, you must use this method.
To place an order by equipment, do the following:
1. Click the List equipment link to navigate to a page listing all your equipment or use the Find
equipment search field and click [Go] to navigate to a page listing the equipment that meet
your search criteria.
2. Click the equipment number to the left of the line item to navigate to a list of items associated
with that piece of equipment. Note: If no items are associated with that piece of equipment in
our database, e-info displays the message: There are no sub-items to list. Items must be
enabled by your dealership.

You will be redirected to a page that lists the items you can order that are associated with the
equipment you chose.
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3. Locate the item you want and in the Qty column box to the left of the item enter how many of
the item you want to order.

Note: Items that are under contract display as $0.00. Items that are not under contract display
with an appropriate price.
4. Click [Add to order] to navigate to the Confirm order page.

5. Complete the following fields as appropriate.
PO number: PO number for this order.
Ordered by: Enter your name or use the dropdown menu field to select your name.
EMail: Contact email address where you want correspondence sent regarding this order.
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6. Verify the quantity in the Qty fields. If you change any quantities, click the [Recalculate] link or
[Recalculate] button to update the Sub total.
7. In the Comments field, enter any extra comments you want to add for this sales order.
8. If you want to add more items to this order, click [Add more items] to navigate back to the
Place new orders page.
9. If you want to change the Ship to address, do the following:
a. Click the [Change ship to] link located in the upper right corner to navigate to the Pick
ship to address page.

b. Select the radio button next to the location to which you want this order shipped. If you
want the order shipped to the same address as the bill to, click [Same as bill to].
c. Click [OK] to return to the Confirm order page.
10. Click [Submit order] to submit your order and navigate to the Order submitted page. This
page reports your order reference number and provides a link back to the e-info home page.
Order by Previous e-info Order
This method allows you to find items you want to order by taking a previous order you have made
through e-info and turning it into a new order.
To place an order using a previous order, do the following:
1. Click the Last 30 days corresponding number hyperlink, click the All orders corresponding
number hyperlink, or use the Find orders search field to locate a previous e-info order. You will
be redirected to a page listing the appropriate previous e-info sales orders.
2. Click the sales order number located on the left side to select the sales order you want to use.

You will be redirected to the Sales order detail page.
3. If you want to keep the quantities exactly as they were in the previous order, skip to step 5.
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4. If you want to change the quantity, locate the item you want and in the Qty column box to the
left of the item enter how many of the item you want to order.

5. Click [Add to order] to navigate to the Confirm order page.

6. Complete the following fields as appropriate.
PO number: PO number for this order.
Ordered by: Enter your name or use the dropdown menu field to select your name.
EMail: Contact email address where you want correspondence sent regarding this order.
7. Verify the quantity in the Qty fields. If you change any quantities, click the [Recalculate] link or
[Recalculate] button to update the Sub total.
8. In the Comments field, enter any extra comments you want to add for this sales order.
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9. If you want to add more items to this order, click [Add more items] to navigate back to the
Place new orders page.
10. If you want to change the Ship to address, do the following:
a. Click the [Change ship to] link located in the upper right corner to navigate to the Pick
ship to address page.
Select the radio button next to the location to which you want this order shipped.

b. Click [OK] to return to the Confirm order page.
11. Click [Submit order] to submit your order and navigate to the Order submitted page. This
page reports your order reference number and provides a link back to the e-info home page.
Locate Sales Orders by Items
You can locate sales orders by items that have been recently ordered, picked, shipped, backordered, or
canceled. To locate sales orders by these categories, click the corresponding hyperlink. You can select
from one of the following:
 New: Displays a list of items recently ordered.
 Picked: Displays a list of items that are being prepared for shipping.
 Shipped (Last 30 days): Displays a list of all equipment you do not have on contract in our
database.
 Back ordered: Displays a list of ordered items that are currently on back order.
 Canceled (Last 30 days): Displays items that have been canceled in the last 30 days.
You will be redirected to the Order details page. This page will list all sales orders with items found
under that category.

To view more details about the sales orders, click on the sales order number.
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Locating Recently Submitted Sales Orders
You can choose to see all sales orders that were recently submitted, all sales orders that were placed in
the last 30 days, or see a list of all sales orders. To view any of these lists of sales orders, do the
following:
1. From the Sales order summary page (main Orders page), click the number hyperlink that
corresponds to the sales order list you want to display.
Newly submitted: Orders that have been recently submitted.
Last 30 days: Orders places in the last 30 days.
All orders: All orders that have been place through e-info.

You will be redirected to the Orders page. This page will list all sales orders under the selected category.

To view more details about the sales orders, click on the sales order number on the left of the line item
to navigate to the Sales order detail page and to view complete details for that sales order.

13

Find Orders
To search for specific sales orders, use the Find orders field.

1. In the









Find order field, enter any of the following information.
Sales order number
Sales order description
Ship to address associated with the sales order
Amount total for the sales order
Detailed description
Price of any item on the sales order
Backordered quantity
Detail item

2. Click [Go] to be redirected to the Orders page which displays all sales orders that meet your
search criteria. To view more details about your sales order, click the sales order number on the
left side of the page.
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Track Shipped Orders
From the Order summary page you can also track the shipment and verify the arrival of your order.
To track the shipment of an order, do the following:
1. From the Sales order summary page, click the Shipped: (Last 30 days) number hyperlink to
navigate to the Order details page.

2. Locate the order you want to track and click the order number on the left side of the page to
navigate to the Order details page.

3. Locate the Shipments section near the bottom of the page and click the Shipment number
you want to track. You will be redirected to the Sales shipment details page.

4. Under the Packages heading located at the bottom of the page, click where it says Click to
track XXXX to view tracking information on the shipping company’s website.
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Meter Summary
From the Meter Summary area you can:
 View a list of meters that are due
 View a list of all meters
 Use the Find equipment function to locate a specific piece of equipment
 Place service calls
To access the Meters summary area, click the Meters tab.

Meters Due
If you click on the Meters due number hyperlink, e-info displays a list of your equipment that currently
has meter readings due. You can then enter appropriate meter readings for equipment due. e-info
displays each piece of equipment with details; the last meter reading, date of the last reading, and the
contact information.
To enter a meter reading, do the following:
1. Click the Meters tab.
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2. Click the Meters due number hyperlink.

You will be redirected to the Meter readings due page.

3. In the *Date field, either verify the date or enter the meter reading date.
4. Under the New reading column, enter the meter reading(s), obtained from the machine, in the
appropriate meter type field(s). The new reading must be greater than the last reading.
5. Click [Continue] to navigate to the Confirm meters page.
6. Verify the meter information and click [Continue] to submit your meter readings and to navigate
to the Meter entry posting report page. This page displays your meter entry results.
All Meters
If you click on the All meters number hyperlink, e-info displays a list of your equipment with meters.
You can click on the equipment number to get detailed equipment information as well as request a
service call for that piece of equipment.
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To enter a meter reading, do the following:
1. Locate the equipment for which you want to enter meter readings.
2. In the *Date field, either verify the date or enter the meter reading date.
3. Under the New reading column, enter the meter reading(s), obtained from the machine, in the
appropriate meter type field(s). The new reading must be greater than the last reading.
4. Click [Continue] to navigate to the Confirm meters page.
5. Verify the meter information and click [Continue] to submit your meter readings and to navigate
to the Meter entry posting report page. This page displays your meter entry results.
Find Equipment
To search for specific pieces of equipment for which you want to view details or enter meter readings,
use the Find equipment field.

Enter any of the following information and click [Go] to be redirected to the Equipment page that will
display all equipment that meet your search criteria.
 Equipment number
 Equipment description
 Equipment serial number
 Equipment location address
 Contact for the equipment
 Phone number associated with the equipment
 Fax number associated with the equipment
Enter Readings Due
You can enter meter readings that are currently due from the Equipment meter summary page (main
Meters page) via the [Enter readings due] button. If you do not have any meters due, the [Enter
readings due] button does not display.
To enter a meter reading, do the following:
1. Click [Enter readings due].
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2. You will be redirected to the Meter readings due page which displays all equipment with
meters currently due.

3. Locate the equipment for which you want to enter meter readings.
4. In the *Date field, either verify the date or enter the meter reading date.
5. Under the New reading column, enter the meter reading(s), obtained from the machine, in the
appropriate meter type field(s). The new reading must be greater than the last reading.
6. Click [Continue] to navigate to the Confirm meters page.
7. Verify the meter information and click [Continue] to submit your meter readings and to navigate
to the Meter entry posting report page. This page displays your meter entry results.
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