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How To Login 
This lesson takes you through the DRS dealer website login process. 

Open a web browser and go here 

 

Enter credentials 

 

and you're in... 

 



Basic Navigation 
This document shows explains some of the home page choices and navigation options 

Navigation 

Activity Connected 



How to add a Contact 
This lesson takes you through adding a contact (login)  and describes the different types. 

From the home page, go to Our Profile > Contacts > New 

Admin = Full System Rights (Can see Financials & manage Contacts)
A/R = Financial Rights  (Can see Financials but can't manage Contacts)
Staff = Unable to see Financials and can't manage Contacts

Do NOT  "Hide" an account as you are unable to unhide it yourself - if you do hide by mistake contact DMIIT@DMIORG.Com 
(Future plans to only appy the hide to A/R and Staff, must not hide a hideen account from the Master)
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Fill in the information 

 

(1) Permissions: 
 
Admin: 
Can view and makes changes to all items 
 
A/R:   
Contacts tab is hidden. Cannot create nor make changes to other contacts. 
Cannot add Ship Methods   
Under Account - Can see Payments/Credits, Orders,  Left to Allocate 
 
Staff:  
Contacts tab is hidden. Cannot create nor make changes to other contacts.  
Cannot add Ship Methods 
Under Account - Cannot see Payments/Credits, Orders,  Left to Allocate 
 
 
 
**DMI can further modify contacts including: 
Add/Delete Master contacts 
Hide/Unhide contact from web 
Allow contact to receive alerts 
Allow contact to receive inovice 



How to create an Order 
This lesson takes you through creating an order 

From the home page CLICK Orders > New Order 

 

At the 'New Order' pop-out window, fill in the information 
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Arrive at the Order Detail page and verify/edit any information then CLICK 'Add 
Item' 

 

At the 'Order Item' pop-out windows,  fill in the information then click 'Add' 
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Arrive at the 'Select Model Number' window 

 

New line item has now been added 

 



How to add a Ship Method 
This document briefly explains adding ship methods  

Go to Our Profile > Ship Methods tab 

 

Verify selection 

 



How to create a KRA 
This lesson takes you through creating a KRA (Return) 

Go to KRA > New KRA 

 

At the New KRA pop up, enter information,  then CLICK Continue 
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At the next KRA Detail Screen, verify the information,  then CLICK Add Item 

 

At the KRA Item pop-up,  enter information,  then CLICK Save. 
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At the KRA Detail page,  your KRA line item now shows.  Repeat adding items as 
needed. 

 

Returning to the KRA page,  a list of your KRAs appear here 

 



How to create a credit request 
This lesson takes you through creating a credit request. 

Go to Vendor Credit Requests > New Request 

 

At New Credit Request pop up,  enter information,  then CLICK Continue 
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At New Credit Request pop up,  upload any supporting documents,  then CLICK 
Save 

 

*If a document is unavailable,  CLICK Skip 

Credit Request is now submitted 

 



 

FAQs 
GENERAL | OUR PROFILE | ORDERS | SHIPMENTS | KRA | ACCOUNT | VENDOR CREDIT REQUESTS 

 

• Customer Service: custs@dmiorg.com 
• IT issues: help@dmiorg.com 347-943-

4356 
I need help 

• Click into the sesssion and wait ~15 to 
30 seconds 

I just came back 
to my desk and 

my session is 
frozen 

• Click on another Navigation menu tab, 
then click back in to your screen 

I closed a 
session window.  
How do I get it 

back? 

• CLICK the title of the column.  Data will 
sort from smallest to largest. 

How do I sort 
my items 



GENERAL 

 

• You don’t have to do this! 
DMI will be moving all this 
data over to the new 
system for you! 

How to import 
account information 
(A/R, current open 
orders, credits, and 

so on… from old 
Lawson system to 
new DMI system?   

• You must contact DMI-IT for 
the master password to be 
altered in anyway including 
password 

How to change 
password for master 

account? 



OUR PROFILE

 

 

 

 

 

 

 

• If you clicked Save and 
checked the hide button,  
the contact is now hidden.  
Contact DMI to unhide.  

Where is 
the contact 

I just 
added?  

• Contact DMI customer 
service:  
custs@dmiorg.com 

How do I 
add a ship 
method? 



ORDERS 

 

• Currently we don't have a 
limit 

How many line 
items can I 

enter? 

• Yes!  CLICK on Import Order 
and you'll find template and 
instructions. 

I've got a bunch 
of orders.  Is 

there a way to 
bulk upload? 

• Credit Hold 

On my order, 
what does the 
yellow CH box 

mean?  

• only if you use the house trucker When can I use 
store Drop? 

• DMI will Auto Release 

How to release 
back orders? Or 

they will be 
automatically 

released by DMI? 



SHIPMENTS 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Go to Shipments > CLICK 
on the line item > the 
Shipment Detail page will 
load 

I'd like to 
see details 

on my 
shipment 



ACCOUNT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• You need to be either 
an admin or AR to see 
this.  Contact one of 
your admins to enable.   

I'd like to see 
Payments/Credits, 
Orders, and Left to 

Allocate 



VENDOR CREDIT REQUESTS 

 

• This window for reference 
only.  Because of the web 
coding, it allows false editing. 

On the Credit 
Request Details 
window,  I typed 

in my 
information but 
it doesn't save. 

• It may take a few days before 
DMI get's the credit from a 
vendor so wait 7 days before 
submitting a request. 

If my sales rep 
give me a credit 
allowance, how 

long should I 
wait before I 

request a credit 
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