
How to Create a Return Authorization (RA) 

 

Step 1: Once logged into the Service Manager portal, click the Create RA radio button in the Create RA 

widget (as indicated by the red arrow)  

 

 

Step 2: In the next window, select the existing Ship To information, or click New to add a new shipping 

address for the RA. 

Step 3: Repeat the same process to complete the Contact Information field. 

Step 4: Click Confirm RA Details to proceed. 



     

 

 

 

Step 5: Click Add Return Item to enter the details for the item being returned. 

 

  

 

 

Step 6: Step 6: In the fields highlighted in yellow, enter the necessary details, including the Return 

Model ID and Suffix.  



Then, look up and select the corresponding Service Level and Service Type associated with the specified 

Model ID 

 

 

 

Step 7: Click on Save to save and move to the next step click or Click on Save & Add New to add another 

product details as part of the RA 

 

 



 

Step 8: In this step, you can view the details of the previously selected product, including the Return 

Item, Return Item Description, Cost, Quantity, and Return Serial Number. 

Step 9: Click on Next after validating the Return Item details 

 

 

 

 

Step 9: In this step, attach a copy of the Purchase Order (PO) by following the PO instructions provided 

in the red box. Alternatively,  

Users may download the Credit Card Form, complete the required details, and attach the filled form. 

Step 10: Click on Approve and Submit RA after completing Step 9 



 

 

 

 

 

 

Step 10: In this window, a notification confirming the successful submission of the Return Authorization 

(RA) will be displayed, including the RA Number for your reference. 

 



 

 

Step 11: Print RA Details 

To print the Return Authorization (RA) information, click the Print RA Details option. 

 

 

 



 

 


