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How to Order Supplies 

1. On the login screen, enter your Username and Password. Click the Login button. 

 

Login Button 

2. On the dashboard screen select the Order Supplies button. 

 

Order Supplies Button 
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3. On the Sales Order screen, click the Add Items button. 

 

Add Item Button 

4. On the popup, choose how you would like to find the items you are looking for. 

 

Choose the Equipment you need supplies for. 

 

http://www.rpg.com/


RPG Squarefoot Solutions  |  320 Second Street, Laurel, MD 20707  |  (301) 498-3225  |  www.rpg.com  

5. On the new popup, click the quantity you would like to order. Click OK. 

 

Enter the Quantity and click OK 

6. Once you have added all the items you would like to order, click Save. You will receive a 

Thank You popup confirming your order was received.  

 

        Click Save       Success! 

 

Your Supply order is complete. 
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How to Place a Service Call 

1. On the login screen, enter your Username and Password. Click the Login button. 

 

Login Button 

2. On the dashboard screen select the Service Call button. 

 

Service Call Button 
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3. On the Service Call screen, click Select Equipment/Item to choose the equipment that needs 

service. 

 

Click here to open the popup with your equipment listed. 

 

Select the equipment that needs service. 
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4. Enter the issues you are having in the Description box. 

 

Type your issue here. 

5. Click the Save button to submit your Service Call. 

 

Click here to save your information. 

Your Service Call is submitted. 
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How to Submit a Meter Reading 

1. On the login screen, enter your Username and Password. Click the Login button. 

 

Login Button 

2. On the dashboard screen select the Meter Reading button. 

 

Meter Reading Button 
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3. On the Meter Reading screen, scroll to the equipment you want to submit a meter for. Chose 

the date for the meter reading. 

 

Select the date and meter reading text area. 

4. Type the meter reading in the New Reading box. This will generate a new popup. Click OK 

to close the popup. 

 

Enter the reading and click OK. 
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5. Click the Submit button at the top or bottom of the page to save your meter reading. 

 

Click the Submit Button 

Your Meter Reading is submitted. 
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