
GETTING STARTED GUIDE
Submitting Repair Orders for iPad,

MacBook, and Chromebook Repairs.
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To begin placing work orders for your 
repairs, please create an account (if you’ve 
already created and account, please skip 
this step and log in).

• Go to: www.agirepair.com.

• Click: [Log In / Create Account].

• Click: Don’t have an account? Click here 
to create one.

• Fill out new account information and 
click submit.

• After your account is verified, you will 
receive an email confirmation that your 
account is now active.

CREATE SCHOOL ACCOUNT

Log In?

Log in to your account to start a new repair, check the status of an existing repair, or view pricing. 

*Email:
*Password:

Forgot your password? Have it reset.
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After logging into your account, you will now
have the ability to submit work orders.

• Click on the Device Repairs tab located 
at the top of the page.

• Click on the needed repair service 
(Ex: iPad).

• Add needed repair(s) to shopping cart by 
clicking Add.

CREATE A REPAIR WORK ORDER
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A display box will appear that will allow you
to select the quantity of repairs.

• A second box will appear where you can   
input optional information for your devices 
such as serial number, item reference, and 
item comments.

• Passcode: Please provide the passcode 
for any device that is not unlocked. 
This is necessary for us to perform a full 
diagnostic and final QC check after the 
repair is completed.

• When finished, click on the shopping 
cart icon to checkout.

CREATE A REPAIR WORK ORDER
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• An order information box will appear, allowing 
you to verify all entered information.

• Utilize the paper/pencil icon to edit and the red 
“X” to delete, if any changes need to be made 
to your line items.

• Incoming and return shipping methods will be 
defaulted to free ground shipping.

• Other shipping options are available at an 
additional cost if a faster shipping service 
is needed.

• Enter your PO Number.

• Enter any necessary Order Comments.

• Click the Checkout Button.

CREATE A REPAIR WORK ORDER
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After clicking checkout, if you have ten or more
repairs in your cart, a dialog box will appear 
for confirmation of the number of shipping 
labels needed.

• The number of labels will default to 1. If you are
only shipping 1 box, click Yes to confirm that you
will only need 1 shipping label.

• If you have more than 1 box, click No and enter
the correct number of labels in the Number of 
Labels field. The number of free shipping label(s)
will print for the number of labels entered.

• If your cart has 9 or less repairs, a dialog box
will not appear assuming you are only shipping 1
box and only need 1 shipping label.

• When finished, click Checkout.

CREATE A REPAIR WORK ORDER
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• After checking out, you will receive confirmation that  
your work order was submitted.

• The confirmation details your Work Order Number.

• The work order traveler, along with your shipping 
label(s), will automatically appear and prompt you to 
ship them.

• If the documents do not automatically appear due 
to certain computer settings, please use the print 
friendly work order traveler and print friendly 
shipping label options in the upper right hand 
corner to print.

CREATE A REPAIR WORK ORDER

12345
Example
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• Once you have printed your work order traveler and free shipping label(s), include the work order traveler in 
the box with your securely packaged damaged devices and attach the free shipping label(s) to your box.

CREATE A REPAIR WORK ORDER

12345 Net 30  
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• You will also receive an email confirmation of your submitted work order.

CREATE A REPAIR WORK ORDER

Ground 
12345
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• The Order Manager Customer Portal allows you to view the status of submitted work orders, edit work 
orders that are pending submission, cancel submitted work orders that have yet to ship, convert repair 
quotes into work orders, check the status of your repairs, etc.

CREATE A REPAIR WORK ORDER
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You have the ability to create your own repair
quote for pricing and PO generation, if needed,
prior to submitting your work order.

• Add needed repairs, as previously discussed 
on page 4.

• When finished, click the shopping cart icon, and 
the order information box will appear.

• Click the Get Quote option to automatically 
open or save your repair quote.

• If the repair quote does not automatically open 
due to computer settings, please use the print 
friendly quote option.

CREATE A REPAIR QUOTE
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• Once you open or save your repair quote, it will look like the example below.

CREATE A REPAIR QUOTE

$99 00

Glass/Digitizer Repair

Free Ground Shipping

Free Ground Shipping

Net 30
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By using the Order Manager, you can convert 
repair quotes into a submitted work order.

• Click on the Order Manager tab.

• Choose Filter on: Quotes.

• Choose the correct quote and click 
Edit/Submit.

• The Order information box will appear, 
click Submit Order Using Quote.

CREATE A REPAIR QUOTE
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By using the Order Manager, you can cancel a
submitted work order.

• Click on the Order Manager tab to view all 
submitted work orders.

• Choose Filter on: Work Orders or utilize the 
Search by function to Search by PO Number, 
Quote Number, Serial Number, etc.

• Choose the correct work order that you 
would like to cancel, and click cancel.

• A dialog box will appear to confirm the 
cancellation, click Yes.

CANCEL A SUBMITTED WORK ORDER
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• After confirming the cancelled work order, the Order Manager will display the cancelled work order
notification for your reference. An email confirmation will also be sent to you and AG iRepair informing 
both of us that the work order has been cancelled.

CANCEL A SUBMITTED WORK ORDER
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• In Order Manager, you  have the ability to view and print all invoices.
• Invoices - view, save, and print all repair invoices.
• Parts - view, save, and print all invoices for parts purchased.
• Other - view, save, and print all invoices relating to repairs performed that are not found on 

our website. Example: MacBook Air full-unit repairs.

VIEW & PRINT INVOICES
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• An Excel spreadsheet is also available for a more detailed view of all repair and cost data.

• The Excel spreadsheet provides two views:
• Summary Tab - a quick overview of total # of repairs, device type, total invoice, etc.
• Details Tab - an extensive overview of all invoices by line item, each repair performed, the price for 

each repair, etc.

VIEW & PRINT INVOICES
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• You can submit multiple repairs per work order. However, we ask that you include the work order traveler
with every box you are shipping to us.

• Any personnel at both the district office and school locations that will be placing work orders should create
their own AG iRepair account.

• The district level contact will have a master account. All work orders placed for all schools associated 
with the district can be easily managed and kept track of with this account.

• School accounts will only show information pertaining to that specific login.

ADDITIONAL HELPFUL INFORMATION
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We are here to help! Please contact us if you have any questions or need further assistance.

Alaina Bilsky
Educational Business Development

alaina@agirepair.com
1-888-325-5713 x155
www.agirepair.com

CONTACT US
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