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Instructions For: How to enter an RMA for 

Repair/Rework
Effective Date: 2/3/10 
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*Please note all fields with an asterisk (*) are required fields. 
• Through web browser locate the following site: 

www.frontlines247.com/morbark.htm 
• Enter User Name (from when Account was created) 
• Enter Password (from when Account was created) 
• Click Submit 

 
 
• My RMA Requests – Active screen will appear 
• Click Request RMA 
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• Click Continue 
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• 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: 
o Enter Company Name 
o Enter Customer (Account) Number 
o Enter Contact Name 
o Enter Email address 
o Enter Phone Number 
o Enter Fax Number, if applicable 
o Enter Address 1 
o Enter Address 2, if applicable 
o Enter City 
o Enter State/Providence 
o Enter Country 
o Enter Zip/Postal Code 
o Enter Customer Account Number 
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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.   
o Enter Company Name 
o Enter Contact Name 
o Enter Phone Number 
o Enter Fax Number, if applicable 
o Enter Address 1 
o Enter Address 2, if applicable 
o Enter City 
o Enter State/Providence 
o Enter Country 
o 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.   
o Enter Company Name 
o Enter Phone Number 
o Enter Address 1 
o Enter Address 2, if applicable 
o Enter City 
o Enter State/Providence 
o Enter Country 
o Enter Zip/Postal Code 
o Click Continue 
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• Type of RMA Return screen 

o Click drop-arrow to select Morbark Repair/Rework Return 
o Click Continue 
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• Morbark Repair/Rework Return screen 

Item Information 
o Enter Item Description 
o Enter Morbark Part Number 
o Enter Quantity of Item 
o Enter Serial Number of Machine 

Payment and Return Information 
o Enter a PO # (for billing purposes) 
o Enter a Sales Order # 
o Enter how you would like your item(s) returned to you 
o Enter the address of the location you would like your items returned to 

you  
Service Information 

o Enter what repair/rework you are submitting parts for 
o Click Yes or No if you are returning blades to be sharpened 
o Click Yes, No or Can't Remember if the item has required work before 
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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• 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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• Your RMA Request has been Submitted screen 

o 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 
Repair/Rework Return screen. 

o If there are no additional parts to be added, click Done 
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• 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 
o 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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