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User Guide:  Return To Stock 

Receiving in RTS

Verify RMA

· Verify model and serial number per TA1217 (link)

· Verify if item has (-) or no (-)

· Verify notes

· Category - Stock, Standard or Special

· New stock or Consignment stock

· CO and Line if credit is needed

· If credit is needed verify CO and line # is entered on the general tab on RMA Line Items form

**IF ANY INFO IS MISSING PUT ON HOLD**
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· Under PCB tab on RMA Line Items Days Due needs to have the # 5 entered
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Credit Needed

· Model entered in item field on RMA Line Items with no (-)

· Open RMA Return Transaction form
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· Enter RMA#

· Tab over (NOT F4)

· Check box of line being credited
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· Location will be RTS Repair

· If location RTS Repair does not exist right click on location field and click add 

· Warehouse – main

· Item – model being returned

· Location – RTS Repair

· Save
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· Click on box for RTS Repair that you just created
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· Close out of Item Stockroom Locations form
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· Click Yes

· Click serial numbers tab on RMA Return Transaction Form
· Check box or boxes for corresbonding serial numbers being returned
· Click the receive button
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· You should receive this message, click OK

· Return to RMA Line Items screen

· Click on refresh

· Verify dates have been entered
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No Credit Needed/Consignment Stock

· Model entered in item field on RMA Line Items with a (-)
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· Click on PCB tab to enter dates 

· RMA Start (todays date) and Promise Date (5 working days from start date)

· Save
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Printing RMA Paperwork

· Open RMA Verification Form
· Enter RMA number in starting and ending boxes
· Print (1 copy per box and 1 to give to sales)
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· Open PCB RMA Label Printing Form

· Enter RMA number

· Click on Print Router-RTS Report
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· Report Submitted message will appear (click OK)
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· Blue sticker on box with Cal date of 2 working days prior to promise date and Prom Date entered

·  Cal_________Prom_________
· Mark on RTS router as to whether it is stock/standard/special/mod to stock

· Scan RMA to box through box tracker

Process RMA

· Spot Check

· Perform function test depending on model number.

· Spot check, power up, continuity test, Bias, insulation resistance, off ground, etc.

· Note any discrepancy by serial number

· Move to Engineering for review.

· Return to Repairs group

· Engineering Review (for credit only)

· Verify model is newest revision and agree to put into stock.

· Note any discrepancy by serial number

· Return to Repairs group

· Final Inspection (for credit only)

· Verify if unit appears used, has scratches, nicks, dents, rattles, etc

· Note any discrepancy by serial number

· Move to Appropriate Area

· Return to Repairs Group

· Any issues found-unit will be moved to Remit Hold Shelf and remitted to Sales

Closing RMA

· Consignment stock

· Enter ORS in evaluation field on the disposition tab
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· Enter RMA Done date on PCB tab
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· On RMA Verification Report write the following “not in a current location” and deliver to Inventory.

· Stock (credit needed)

· Enter ORS in evaluation field on disposition tab
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· Add note on RMA heading reading that you emailed CSR to issue credit

· Subject : General

· Date

EMAILED CSR _____. OK TO ISSUE CREDIT

Initials
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· Send email to CSR (in routed to field) reading “RMA# ____. Ok to issue credit”

· Print out LG121 form fill out initiator, date, model no and quantity. Under instructions write “current location RTS Repair, RMA#____” OR “not in a current location, RMA#____”

· Deliver to group planner to decide if recalibration should be done right away.

Notes entered here





CO and Line entered here





Enter 5





RMA #





Choose RTS Repair from Drop Down





Check box





Receive





Serial Numbers Repair





Refresh





Dates entered here





(-)model
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