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How to log into  
your account

Given you’re an Active Hayes Customer with  
an enabled Hayes Portal Account: 
1.	 Access the login page via the Hayes website hayeshandpiece.com.au

2.	 Hover over ‘ONLINE PORTAL’ and select ‘LOGIN’

3.	 Enter your Username and Password

NOTE - username is your email address
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How to submit a  
repair request

Given you are logged in and on the Home  
Page of your Hayes Online Portal Account 
Click on the ‘Submit Repair Request’ tile, where you will be taken  
through a series of screens

Screen 1: Form Expectations

Read though the form requirements before
clicking ‘Next’ to proceed.

Screen 2: Practce Detail Confirmaton

Confirm the practice details by clicking ‘Next’

Your Name = the name of the employee the  
Portal has been set up against 
 
Practice Name = the Name of the Practice 
registered with Hayes and Henry Schein 

Account Number = Henry Schein Account Number
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Screen 3: Select Delivery Address
Select the address where the asset  
is located.

Your selection will determine the asset list populated 
on the following screen. Click ‘Next’ to proceed.

Screen 4: Select or Create an Asset

From the list of assets, select the asset you want  
to have assessed / repaired and Click ‘Next’.

I M P O R T A N T 	  
Once you proceed past this point, you must continue to 
the end. DO NOT CLOSE the page. If the page is closed 
or timed out, an incomplete case will be created but 
will not be actioned by the Hayes team. Contact Hayes 
directly if this occurs.

HINT: Use the Serial # in the ‘Search’ function  
for quicker identification

Asset NOT in the list? 

Without having an asset selected, select ‘YES’ to the
question ‘Would you like to add new asset to your
account?’ and Click ‘Next’.

Screen 4.1: New Asset Details

Complete the fields accordingly:

Serial Number 	 Serial # documented on the Asset

Brand of Asset 	 e.g. KaVo, Morita, NSK, EMS

Model of Asset 	 e.g. M9000L, 4HEXO, Ti-Max X450L

Model Category 	 e.g. High Speed, Low Speed

Purchase Date 	 Date the Asset was Purchased

Click ‘Next’ and continue to Screen 5.
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Screen 5: Reason for 
Assessment / Repair

Upload any supporting images by using the
‘Upload Files’ or ‘Drop Files’ function.

In the textbox ‘What is wrong with the equipment?” 
Detail the reason for the Assessment / Repair. Be as 
detailed as possible and explain exactly what you are 
experiencing.

Do you have more assets to include for assessment/ 
repair? If yes, click yes and go through the same  
process for a new asset. If no, click next.

Screen 6: Loaner request

If you are requesting a loan unit select ‘YES’ and if not 
select ‘NO’. note- loan units are limited and only  
available for certain brands etc. If you select YES, 
Hayes admin team will contact you to discuss  
this further.  

When finished you as the customer will receive an 
email with your case number to reference the job 
status online

NOTE - Loaner Charges may apply

When technicians have quoted your equipment you will 
receive a repair estimate via email which you may reply 
to with any instructions.
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Screen 7: Submission Confirmation

Your Repair Request has now been successfully  
submited. Click ‘Finish’ and close the window or
navigate back to the home page by clicking on  
‘Home’ in the top page ribbon.

You will also receive a confirmation email from us  
detailing the Repair Request number (Case No.)  
and the expected next steps.

Our friendly Hayes Team will be in contact regarding

•	 The availability of a Loaner if one was requested

•	 Courier booking to Pick up all your Repair Assets

NOTE - You will receive an email directly from TNT  
to your login email, in the body of the email will be 
download consignment note to be printed and  
attached to TNT bag/ box


