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FLUKE SERVICE FHS REP/SUB  

ONLINE RMA ORDER CREATION PROCESS 
 

At the Welcome page select either the “Service Quote/Order” tab or “Create Service 

Quote/Order” link from the ‘Quick Links’ section. 

 

EXAMPLE: WELCOME PAGE: 

 
 

Creating 'Contact Information': In the ‘Contact Information’ section fill in the following 

fields: 

1. Customer Name: Defaults to the Online RMA accounts username. 

2. Contact Name: Defaults to the company name, overwrite this field with the name of 

the associate processing the service RMA. 

3. Contact Phone/Fax: Key in the contacts Phone and Fax number, the phone number is 

a required field.   

4. Contact Email: Key in the contacts email address.  Note: The email address in this 

field will be used to send automated receipt & shipment notifications for the service 

order being placed. 

 

EXAMPLE: CONTACT INFORMATION 
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Creating 'Billing Information' or ‘Shipping Information’: In the Billing or Shipping 

Information section fill in the following fields: 

1. Address: Select the Find button (Magnifying Glass icon: ) 
Example: Billing Information 

 
 

2. Country will default as applicable.  

3. Search by ‘Province’ or ‘City/Town’ & select ‘Search’. 

4. Select the applicable address, the form will return to the ‘Service Quote/Order’ 

page with the selected address populated in the ‘Address’ field.   

  
 

5. Contact Person: Select the Find button (Magnifying Glass icon: ) 

 
 

6. Select the applicable contact name from the list, the form will return to the 

‘Service Quote/Order’ page with the selected name populated in the ‘Contact 

Person’ field.  Note: A new contact can be created by selecting “Create Contact” 

button.  
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Product Information: 
 

1. Model: Select the Find button (Magnifying Glass icon: ) 

 
 

2. Model: Key in the model number and select the ‘Search’ button. 

3. Select the applicable model, the form will return to the ‘Service Quote/Order’ 

page with the selected model populated in the ‘Model’ field.  

 

 
*Note 1:  Not all country codes may be listed, the standard we use as a default is the US 

version as the calibration process and pricing is the same. 

  

** Note 2:  Raysafe items are not applicable to this process, you must go through 

www.raysafe.com fill out the service request to obtain the correct RMA. 
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4. Serial Number – Key in serial number of the unit, this is a freeform field.  

5. Repair – Select the box if the unit is to be repaired. A selection box will appear, 

check the repair and you will then be returned back to the form. 

6. Calibration – Select the Find button (Magnifying Glass icon: ) 

 
 

7. Select the applicable calibration, the form will return to the ‘Service Quote/Order’ 

page with the selected calibration populated in the ‘Calibration’ field.  
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8. Warranty – Select the warranty status of the unit. 

9. Contract # – If “Gold Member” or “Contract Agreement” (Contract Agreement 

applies if  you have the Silver Care Plans)is selected key the contract number 

(contract number is the Care plan serial number-Beginning with FB)in the 

Contract field.  

10. Line Total – This will automatically populate the combined repair & calibration 

price from Oracle.  If a warranty status of “In Warranty” or “Gold Member” or 

“Contract Agreement” is selected the total will default to 0.00.   

11. Problem Description – Open the form by selecting the icon (  ) 

  
 

12. Key in detail information of the unit failure & select ‘Submit’, the form will 

return to the ‘Service Quote/Order’ page.  Note: There is a minimum character 

length of 10.   
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13. Shipment Method – Shipment method will default; this field can be changed.  

14. Key in shipping instructions if applicable & select ‘Submit’, the form will return 

to the ‘Service Quote/Order’ page.   
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15. Asset Number – Key in asset number of the instrument if applicable. 

16. Accessories – This is a freeform field to enter accessories that will be sent in with 

unit. 

17. Calibration Certificate Name & Place –this is where to add the cal cert name that 

is needed if different than he one automatically added to the form. 

Stipulations are:  50 total characters allowed.   

Format as:      Company name, City, State 

 

Incorrect:  CERTIFICATE PLACE:  'Meditek Services S.A' located in San Jose, 

Costa Rica. 

 The length of this cal cert name is 55 characters (must include spacing) 

 Do not use apostrophes at the beginning or ending of the company name 

 Do not add the additional words “located in” 

 

CORRECT FORMAT:   

 Meditek Services S.A., San Jose, Costa Rica 

                     This is 43 characters, and proper formatting 

 

 

 

  

 A cal cert name must fit in this box, otherwise it is too long.  

 

MEDITEK SERVICES S.A., SAN JOSE, COSTA RICA      
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18. Calibration Interval – Select calibration interval from list of values in drop down 

box. 

19. Calibration Interval Special Requirements – This is a freeform field to enter 

special calibration requirements when applicable. 

20. Additional Information/Comments – This is a freeform field to enter any 

additional information pertaining to the instrument. 

21. Submit-When you have updated 15-20 as required click on the submit button to 

save your entries. 

 

 
 

22. If more than five models need to be entered, then select the “Add More Rows” 

button & continue.  

23. Total (USD) – The line total will accumulate.  
 
Tax Information 
  

**This section does not apply to international customers** 

 
 
 
Payment Option Information 

 

1. Type – Select the appropriate payment option 
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2. PO Number – When selecting the type of “PO Number” the purchase order 

number is a required field.  

 
3. Credit Card – When selecting the type of “Credit Card” the ‘Card Type’, ‘Card 

Holder Name’, ‘Card Number’ & ‘Expiration Date’ are required fields.  The ‘PO 

Reference Number’ is not a required field but should be populated if the customer 

references a company purchase order number.  
4. Select Continue. 

 

 
 
 
Online Confirmation: 
 

1. Place Order – Once all values have been reviewed select the “Place Order” 

button, the confirmation will be emailed to the email address loaded in the form. 

If changes need to be made, select the “Back” button to go back to “Service 

Quote/Order” form. 

Note: DO NOT select the “Place Order” button more than once, it will create 

multiple order in Oracle.  
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Return Order Details: 

 
 
Return Order Number – This is the Oracle RMA number, by selecting the RMA you can 

view the confirmation that was emailed.  
 
Customer Confirmation/Packing List: 
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Once you have the RMA# you can follow up on the status of this RMA as well. 

You will need to click on Order Status:  This is the second choice after order create / 

RMA. 
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When you press on go your screen will look like :  

 



14 

 

After you press the go button your screen will look like the 
following:

 

Next you will want to click on the ORDER NUMBER:     
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The follow 3 screen prints are what you will have on your screen.  

 

The first set of 

information-is the 

Order information 

Where the unit is to ship to:  

This area would be filled out with the 

ship to customer name and billing and 

shipping address.  

The bottom-line area is the headings for 

the section below.  
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What you have is the list of equipment that was sent in for service on this RMA . 

FIRST COLUMN:  MODEL NUMBER 

SECOND COLUMN;  SERIAL NUMBER 

THIRD COLUMN:  UNIT OF MEASURE 

FOURTH COLUMN;  PRICE 

FIFTH COLUMN: EXPECTED COMPLETION DATE 

SIXTH COLUMN: The Status of items 1 and 2, is in the Status Column: in this example it states:  Awaiting 

Shipment.  

(When you see an item with the a “dummy” serial number, it is an item that is due to our internal process). 

SEVENTH COLUMN: is the Order Detail for that specific product:   

 Advises you the calibration and /or repair and the pricing 

EIGTH COLUMN: details is the shipment information 

NINTH COLUMN:  details is the invoice.  
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