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PWCS Customer Web Portal 

Main Portal 

The customer portal is available for you to order products, keep track of asset information, view 

contract information, and much more.   

Logging In 

1. Go to PWCS.DalyPortal.com  

2. A log in screen will appear 

3. Type your credentials  

4. Select Log In 

 

Home Page 

 

 

file:///C:/Users/brparson/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/UUC9P5XH/PWCS.DalyPortal.com
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What to do if you lose or forget your password 

1. At the login screen, select “Lost your password?” 

 

2. Type in your email address and select Get New Password 

 

3. An email notification will be sent to the email entered providing you with a link to reset your 

password 
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Breakdown of Pages 

Store 

Daly has provided a web-based store that allows online ordering. Once logged in, you can access 

products from Daly’s partners such as HP and Lenovo, see product descriptions, and purchase items.  

1. Click the Store tile to go directly to the Daly Store 

 

 

2. A new tab will appear prompting for your login credentials 

3. Type the appropriate login credentials, select Login 
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4. The approved configurations will be displayed on the main page, along with up to date 

information on the welcome banner 

 

5. To view the approved HP, Lenovo, ASUS, Microsoft, and Printer List be sure to select the banner 

at the top of the store  

 

6. Be sure not to miss the drop-down arrow on the right that contains the Microsoft and Printer 

Selection List 

 

7. The HP and Lenovo page consist of the best use case, the recommended accessories and 

peripherals, and a detailed description of the product 
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8. The Printer Selection Matrix page will assist in deciding the best printer by right sizing the device 

 This will ensure that you are not overpaying or overusing a device 

 

Adding Orders to Cart 

1. Select the desired item and click Add to Cart 

2. You can either change the quantities here or when you check out 

 If you are ordering large quantities be sure to call our Sales team to confirm if there is 

any special discounts available 

o Contact VA Sales: 

 VASales@Daly.com 

 1 (800) 955-3259 ext. 2 

 

Checking Out 

1. From the checkout, you may select the desired items to cart, change the quantities, and remove 

items from the cart 

mailto:VASales@Daly.com


Page 9 of 32 
 

2. In the comments field, you can add comments, such as any special delivery notices or if you 

need the items by a certain date  

 

3. Select Check Out when you are satisfied with the order 

4. If you are ready to checkout, enter the Bill and Ship to Address 

 

5. Select Next 
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6. Select a Payment Method and Delivery Method 

 

 Payment Method: 

o You can select the payment options: Credit Card or Purchase Order 

1. For orders under $3,000, a Purchase Order is not necessary 

2. For orders over $3,000, a Purchase Order is required 

 Please process the Purchase Order via the usual route 

o The credit card will be charged at the time of purchase 

 Delivery Method: 

o The best mode for delivery will be automatically selected 

 If you feel that the delivery mode needs to be changed please add that 

information in the special instructions section 

o Select Next if the order is correct and select Agree, the order will be processed 

to Daly 
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7. You will receive a confirmation at the top of the page indicating your order has been submitted 

and the order number 

 

8. If you have any issues with your order or have questions please contact the VA Sales team: 

 VASales@Daly.com  

 1 (800) 955-3259 ext. 2 

Order Status 

You can view the current standing of any order, including whether or not it has been delivered and 

invoiced.  You will also be able to create RMAs, request address changes, and pull up invoices. 

 Click the Order Status tile to go directly to the Order Status page 

 

 

 

mailto:VASales@Daly.com
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Logging In 

1. A prompt will appear for the log in credentials 

 

a. If you have a username and password type the information on the logon screen 

b. If you do not, select New Registration and fill out the necessary information  

 

c. If the password was forgotten, at the log in screen select Forgot Password 

i. Fill out the form with the appropriate details 
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Viewing Order Information 

1. By default you will see all open orders  

 

2. By selecting Open Order the only items that will be displayed will be Open Orders 

3. By selecting Invoiced orders you will only see orders that have been invoiced 

4. By selecting All Orders you will be able to see both Open and Invoiced orders 

 

5. Selecting the expand button will display all the orders by the selected criteria 

 

 

6. Hovering over the Order Status column will provide you with a detailed description of the status 
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7. Selecting the Customer PO field will allow you to see the order information 

 

 

8. From this view – you can request an address change (if applicable), create an RMA, view order 

status, and locate any tracking information if available 

9. If tracking information is available, it will be displayed in the bottom panel and will link out to 

the appropriate vendor site 
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Requesting an Address Change 

1. Select Request for Address Change on the Order Information Page 

 

2. Fill out the form with the appropriate details 

 

3. Click Send Request; the appropriate resources will be notified for the change request 

Create an RMA 

1. Select Create RMA on the Order Status Page  
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2. Fill out the details about the order 

 

3. Select Submit 

Exporting Orders 

1. Scroll to the bottom section on the main order status page 

2. Select the File Type from the drop-down menu 

 

3. Select Export 
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4. The order will export in the desired File Type 
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Asset Information 

Once you order products, you can easily look up a PO number, delivery destination and more by custom 

filters and by a specific school. 

1. Click the Asset Information tile to go directly to the Asset Information page 

 

2. The main dashboard will display all of the asset inventory 

 

3. There are several filter options that can be used to identify a specific school or serial number 

4. Selecting the desired field will filter the list by that selection 

 

5.                     Exports the data to excel and provides detailed information on the asset 

 

6.                     Prints the data that is displayed 

 

7.                     Refreshes the filter 
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Services 

As part of our services, you will be utilizing Daly’s IT Business Management System called Autotask. The 

service tickets are generated through Autotask and then dispatched to the appropriate technicians who 

carry out and document the plan of action and resolution on the ticket. From the portal you will be able 

to view service tickets, create calls, and add notes to current tickets.  

 

Service Portal 

 Select the Click here to view Service Information to link to the Service Portal Website 

 

Accessing the Service Portal 

 Once you have received an email indicating your client access portal has been activated and the 

credentials used for login, then you may proceed to accessing the Client Portal through Autotask 
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 This email will give you instructions on how to login and change your password. Remember to 

save the link so that you may access it later. 

 

Ticket Information 

Creating a Ticket 

1. Click Create a Ticket 

 

2. Select the School (Account) 
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3. Select Request Type 

 For equipment purchased through Daly, select PWCS Service Request – Daly Purchased 

 For equipment purchased previous to Daly that is under warranty, select PWCS Service 
Request – Legacy Warranty Devices 

 

4. Select the Priority  

 

5. Type the Problem in the Ticket Title, and the Description under the Description field 

 

6. Select the Ticket Contact 

 The account contact was imported based on the school location 

 If the contact moves to another school or location, please contact 
ServiceDesk@Daly.com to have the contact moved to the appropriate location 

 

mailto:ServiceDesk@Daly.com
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7. Scroll to the Asset section and select the folder icon  

 

8. Select the appropriate Asset Information  

 

9. Fill out the Follow-On Questions you feel are necessary (not all follow on questions need to be 
answered) 

 

10. Do not fill out the Additional Information questions 
11. Click Save and Close 

 This will alert our Daly Helpdesk of the new ticket creation 
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Viewing My Tickets 

1. To view tickets click “View My Tickets” 

 

2. To open the ticket, click the ticket number 

 The ticket will give you all the information that you entered to create the ticket.  You 
may add attachments, notes, along with printing the ticket. 

 

Adding Notes to Tickets 

1. Click Add Note 
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2. Type the Title and Note 

 

3. Click Save 

Adding an Attachment to Tickets 

1. Click Add Attachment 
2. Type the Title 
3. Click Choose File 
4. Select the file you wish to choose 
5. Click Attach File 

 

6. Click Save and Close 
7. To view the information scroll to the bottom of the ticket 
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Viewing All Open Tickets  

1. Click Open Tickets 
2. This will list all open tickets for PWCS 

 

Viewing Completed Tickets 

1. Click Recently Completed Tickets 
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2. To do a Ticket Search, type in the field you wish to search and then press enter 

 

Additional Information/Features 

Buttons and Navigation 

 

 

 

 

To Adjust the Column Chooser  

1. Click the grid on the Left Hand Corner 

 

Column 

Chooser 
Export Advanced 

Filter 
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2. A pop up will appear with all of the columns you may select 

 

3. The new column Inbound Number has been added  

 

To Export to Excel 

1. Click the second button in the Left-Hand corner 

 This gives you the option to export as a Comma Separated Value, Microsoft Excel, or a 
PDF 
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2. Click OK, this may take a few minutes 

 

3. Autotask will export to Excel with the columns you selected 

 

Advanced Filter  

 This gives you the option to search for single or multiple items 
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Technology Bulletin 

Be sure you are up-to-date on the latest updates through our technology bulletin.  You can find all the 

necessary information on the portal below.  

1. From the drop-down select Technology Bulletin 

 

2. On this page you will be able to view tech updates and see current information on necessary 

technology new 

 

Trending Reports 

If there are issues, reports will be generated on topics such as trending issues and failures so we know 

where to focus on to resolve issues.   

 From the trending reports page you will be able to see the top issues that are trending 
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Contract Information 

 By selecting the contract information tile you are able to see a breakdown of the services, 

agreements, and see a listing of the manufacturers covered by Daly 

 

 

Contact Us 

 Provides you with the appropriate information regarding contact information 
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Feedback 

Let us know how we are doing. We would appreciate your feedback on components of the web portal so 

we can make it as efficient as possible.   

 Provide Daly with Feedback on the Feedback form 
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If you need access to any other pages  
or have questions please contact: 

WebPortalSupport@Daly.com  
 
 
 
 
 
 
 

Brittany Farmer 

1-800-955-3259 x462 

 

mailto:WebPortalSupport@Daly.com

