Morbark, Inc.

Work Instructions

Instructions For: FrontLines - how to enter a Common

Return RMA (customer/dealer)

Prepared By: Susan Yaw

Effective Date:

Revisions:

9/5/08

8/13/09

*Please note all fields with an asterisk (*) are required fields.

e Through web browser locate the following site:
www.frontlines247.com/morbark.htm

e Enter User Name (from when Account was created)

e Enter Password (from when Account was created)

e Click Submit
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http://www.frontlines247.com/morbark.htm

e Click Continue
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Create RMA Request - Please Note

Welcome to Client Suppoert new and improved automated RIVIA tool.

The goal of client support is to provide guality service in a timely manner. Use of this ENA tocl prowvides an efficient way of processing and tracking your
return.

All returns recpuire an R A# prior to shipment to any Service Facility.
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e Create an RMA Request screen (NOTE: if the following contact information is
changed after initial entry, the RMA will reflect most recent information entered):

Contact Information:

Enter Company Name

Enter Customer (Account) Number
Enter Contact Name

Enter Email address

Enter Phone Number

Enter Fax Number, if applicable
Enter Address 1

Enter Address 2, if applicable
Enter City

Enter State/Providence

Enter Country

Enter Zip/Postal Code

Enter Customer Account Number
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Create RMA Request
(Scraen 1 of 3)

Please enter customer and contact data here

Contact Information:
Company * l—
Customer No * l—
Contact l—
Email* [
Phone * ||—
Fax l—
Address Line 1* l—
Address Line 2 l—
ciy [ ]
State/Province * l—
Country * l—
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Billing Address:

*If the same as contact address as above, check box to next to Bill Address
header auto populate the fields.
Enter Company Name

Enter Contact Name

Enter Phone Number

Enter Fax Number, if applicable
Enter Address 1

Enter Address 2, if applicable
Enter City

Enter State/Providence

Enter Country

Enter Zip/Postal Code
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Shipping Information:

*If the same as contact address or billing address, check the appropriate
box to next to header auto populate the fields.
Enter Company Name

Enter Phone Number

Enter Address 1

Enter Address 2, if applicable

Enter City

Enter State/Providence

Enter Country

Enter Zip/Postal Code

Click Continue
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e Type of RMA Return screen
o Click drop-arrow to select Morbark RMA Common Return
o0 Click Continue
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Type of RMA Return
Please choose the correct type of return you wish to process
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e Morbark RMA Common Return screen
o Enter Item Description

0 Enter Morbark Part Number
o Enter Quantity of Item
o Click drop-down arrow and select Reason for Return
o If Reason for Return is “Other,” enter detailed Other Reason for Return
o Select correct response to if you will be contacting Morbark for a pick-
up
> If yes, also select if the pick-up will be from returnee’s
location or a customer's location
o0 Enter Morbark Sales Order Number
o0 Enter Purchase Order of Original Sales Order Number
o Enter Invoice Number
o Click Continue

**Please note if this return is due to Morbark's error, please contact Morbark
Customer Service at 800-255-8839 for an item pick-up to be scheduled. For all
other returns, freight charges are the customer's responsibility.
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Morbark RMA Common Return

For common types of retums (not warranty or bulk returns), please fill in information as complete as possible. All fields with asterisks are required for
submission to be accepted.

NOTICE: If this refurn is due to Morbark's ervor, please call 1-800-255-8839 and ask for customer service to arrange for Morbark to pick-
up returnied items. Forall other retiiins, freight charges are the customer's responsibility.

IMPORTANT!

A COPY OF THE RMA MUST BE PRINTED TO BE SHIPFED AS A PACEING SLIP WITH THE RETURNED ITEM(S), AND
THE RMA NUMBER MUST BE CLEARLY WRITTEN ON THE OUTSIDE OF THE CONTAINER FOR MORBARK RECEIVING TO b=
PROCESS PROPERLY.

All fields with asterisks (*) must be completed for form to accept submission.

Item Information Help
Item Description * I 3
Morbark Part Number * I
Quantity of Item* |1

Reason for Return Help Jid
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Summary screen.

o If all information shown in summary is correct, click All Information
Correct - Submit.

o If summary information shown is incorrect, click Go Back and Change
Information.
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e Your RMA Request has been Submitted screen
0 Record RMA number provided for use later in steps
o If additional parts are to be added to this RMA, click Add Another Unit
to this RMA. Complete steps above beginning with Morbark RMA
Common Return screen.
o If there are no additional parts to be added, click Done
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e Click List My RMAs
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My RMA Requests - Active screen

Click number of RMA just entered (recorded in above steps)
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Once RMA appears on screen, use the Print button on the toolbar of the web

browser to print two copies

0 Copy #1 - to remit to Morbark with returned parts. This will serve as a

packing slip.

o Copy #2 - to be saved by customer for records

Click Log Out to end session

PLEASE NOTE: When boxing parts for shipment to
Morbark, write the RMA number on outside of box
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Item Information

Marbark Part Number 12345-456
Quantity of Item |

Reason for Return

Reason for return Morbark Shipped wrong Part

Other Reason for Return
Original Sale Information

Morbark Sales Order Number 1234567

P.0. of Original Sales Order
Number

Invoice Number
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Help

COMPANY CONTACT Submitted Sep 04, 2008 11:41

Taw Test Susan

CustomerMo: 12345 T: $89-831-0550

347 West Lake Street susan.yaw(@morbark.com
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