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StoreFile is a page used to look up service companies for clients and it can be accessed from 

DOLI. The page is organized by client, and then, by store so we can see which companies are 

assigned as Primary and Secondary.  There is also a function in StoreFile that allows you to see 

who performed orders for that store in the past.  

To access StoreFile, click on the link at the top of Quadrant 1 that says “StoreFile.”  

 

After you click the link in DOLI, a new window will open that will allow you to click on the client 

on your order. Make sure you match the 

client on the order exactly so you can get the 

correct results. For example, if the client link 

under the navigation bar says “BBY 

Appliances,” then you need to find that in 

StoreFile.  

After you have found the correct client, click 

on the client name in StoreFile and this will 

open a list of stores for that client. You will 

need to find the selling store listed on the 

order by clicking on the client name link listed 

below the DOLI Navigation Bar in Quadrant 

3. To find the store number in the list; you 

can use CTRL+F to find the store number 

quickly.  

For each store, there are fields for Primary, Secondary and Tertiary Service Companies; 

however, not all positions will be filled for every store.  If you look at the picture below, you can 

see how some stores have one service company, others have two service companies and 

others have all three filled with companies.  
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These companies are within the area of the store and work orders for that store. Generally, the 

primaries’ area is within 40 miles from the store and the secondary/tiertiary areas are 40 miles 

from their starting locations to the store. You will use the A# listed to look up the contact 

information in SMT. 

 

Accessing the Work Order Log 

The Work Order log is a tool in StoreFile that lists the past jobs out of that store.  This 

information includes the service companies that performed those jobs. In some cases there may 

not be a store 

assigned company 

or all of the store 

assigned 

companies may 

decline the job, that 

doesn’t mean there 

aren’t any other 

options. If you click 

on the store 

number link, a new 

window will open 

within the StoreFile 

screen. From this 

screen, you can 
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see a button for “Work Order Log.” See the button on the image to the right. When you click 

on that button, a new screen will open to allow you to access the Work Order Logs for that 

store. 

The Work Order Log is organized by oldest at the top to most recent orders at the bottom. There 

is a scroll bar to roll down all of the order. Logically, the most recent orders may be the best 

options since they worked for us not too long ago. However, you will need to review SMT to 

make sure they are still Active companies. Review the dates and statuses carefully in the 

log. You will use the “Assigned A#” column to find the service company in SMT.  

 

 

What’s Next? 

After you have the A# for the service company or companies that you would like to contact, you 

will need to call them. However, the contact information is not listed in StoreFile, so you will 

need to go to SMT to find the authorized contact and the company contact information.  

 

Important!  Make sure that the service company status in SMT is Active before you call them. 

If they are not an Active service company, we will not contact them for coverage.  


