
Adding Technicians 

Instructions  

 Please note:  Displayed screen shots in this How To guide may change 
and look different as enhancements are made to the DOSD tool but the 
process and steps to request a part should remain the same.  



1.  Log On to DOSD web site  
a. Provide registration information  

2. Obtaining a verification code  
3.  Setting up Service Provider Account  

a. Set up Service Provider Detail  
b. Service Provider Contact  
c. Invoicing Detail  
d. Remittance Detail (If you choose that program)  

4.  Register End User Customer  
5.  Accepting Program Terms and Conditions  

a. Service Provider  
b. End User Customer 

6.  Setting up your Users  
a. SPOC, Logistics, Technician  

7. Getting a Quote  
8.  Enrollment Payment  
9. Account Activation  
10.  Contact Information  









This page shows users associated with the account. 
 

Click òNew Technicianó to add a new user and to set their permissions. 



Only a User with SPOC rights can set a Users Role and Permissions. 



Å User ID ð E-mail address of individual.  
Å First Name ð First Name of individual.  
Å Last Name ð Last Name of individual.  
Å Role ð SPOC (Single Point of Contact), Logistical, 
 Technician. 
Å SPOC ð Has the right to assign permissions. 
Å Technician ð Person repairing the systems. 
Å Logistics ð Not a tech, but can request parts. 
Å Ship to Override ð Should be checked unless you donõt 
 want that person to be able to change a ship to 
 address when requesting a part. 
Å Language -  Preferred choice of language. 
Å License ð Is the date a certified technician is authorized to 
 use the program. 
Å Opt Out E-mail ð No notification e -mails from the tool will 
 be sent if this is checked. Recommend that you 
 do not check this box, if you forget your 
 password the system will not be able to send 
 you an e-mail notification.  
Å Fee to Checkout ð Check to pay for program license to 
 allow a certified technician to access the 
 program.  



Å Home Branch ð Is the main account that 
 this user belong too. 
ÅLocked ð If checked, user will have access 
 to the web site but the user will not 
 be able to use the program 
 features. 
Å Branch ð If you set up or have multiple 
 branches,  you can assign your user 
 to have access or limit access to 
 specific branches by checking that  
 specific branch. 
Å Test Available ð Is the date that 
 certifications expire once a 
 program license has been applied. 
Å Inactive ð If this box is checked, the user 
 will be locked out of the program.  



Add user information, select permissions, fee to checkout and press òSaveó. 



Add user information, select permissions, add technician 
license fee to checkout and press òSaveó. 



To pay for the technician or technicians added, click on 
the  òCheckoutó Tab. 


