
Document for ALTO Users Group

How to submit a service request in 
the ALTO Users Group (AUG) portal ?
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Document for ALTO Users Group : creation of a new service request
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Once you login in the AUG, go to:
Service request / New request

All of the fields are mandatory. After you pressed the
“Save” button you will still be able to change all details
you have filled.

On top of the default name you
can add more information.
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In the tab “Beam request” you can add all the 
different type of beam you request,  you just 
need to use the button add.
Once you save, the details will be summarized in 
a table.

Document for ALTO Users Group : Beam request tab

General point :
• Remember to press the button « Save »

before moving to another tab.
• You will always be able to edit a tab as many

times as you need.
• You can come back to the preparation of

your service request at any time, you just
need to go to “Service request/My services”.
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Document for ALTO Users Group : Participants tab

In the tab “Participants” you can add all the 
participants from your company who will be 
present during the service request.

You will be able to add them only if they have an 
account in the Alto Users Group.

In the form, the 4 questions are there to
remember which additional documents you 
have to provide (according to the area you need 
to access). You only need to indicate which
documents will be provided (in a second step)
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Document for ALTO Users Group : Hazards tab

In the tab “Hazards” you must answer several
questions associated to the potential hazards
associated to your service request. You must
answer to all the questions, it’s mandatory for
the Risk Prevention Service of IJCLAB. You
need to press the button “Add” to see all the
fields.
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Document for ALTO Users Group : su

If all the tabs have been correctly filled, the button “submit” will appear.

The button “Export” will create a pdf of your service request.

Once you press the button “submit” your service request will be analysed. You
will no longer be able to modify it.


