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1. General information
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• Launch on 2025.07.01 as a web portal

 for customer repair return registrations

• Automatic creation of a return order for each repair

 Return Merchandise Authorization (RMA) generated and sent

• Registration of the return by acceptance in the SCANLAB-Receiving Dept.

 Start of repair process
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2. Registration/Login
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• Responsible contacts receive access to the portal

 access request via CustomerService@scanlab.de

 multiple contacts per customer & bulk emails possible

• Providing customer access via email

 Invitation link

• Registration required before access

• Login via email address and password

• Central link on the SCANLAB homepage

 under „Repairs and Returns“ + on the sign in page for the SCANLAB customer portal
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3. View
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Homepage Repair Portal

Here you find the instructions 

on how to create a repair 

request

You can create a new 

request here

You can view your repair 

orders here

Here you can view your 

profile, edit it and log out
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View of Repairs

Here you can select the 

view of your repairs 

(active/completed/all)

You can create a new 

request here
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4. Creation of repair requests
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Creation of repair requests
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• „Case Title“: Titling

• „Customer Product“: enter the serial number and select the 

product from the list

• Chargeable cost estimate?: yes/no

• „Description“: error description

• „Customer Reference“: optional

• Upload of documents possible
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Creation of repair requests
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• Automatic sending of RMA form by email and upload in the portal
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Creation of repair requests
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• Attachment of RMA form to package + in the package

 repair ready for shipment

• Scanning of RMA document in SCANLAB-Receiving Dept.

 start of tracking

 start of repair process steps

• Repair status changes displayed in the portal
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Creation of repair requests
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• Option to send additional documents via the portal

Comments can be added 

here

Documents of any kind can 

be uploaded here
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5. Exeptions when creating a request
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16

• Manual entry of the serial number in the “Serial Number” field

• Description of the product as precisely as possible in the 

“Description” field

• The corresponding article number is determined by SCANLAB

after the request has been sent 

• The RMA form is sent after identification
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Optical components
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• Manual entry of the exact name or wavelength and focal length 

in the “optic components” field 

• Enter additional information under “Description“

• The corresponding article number will be determined by 

SCANLAB after transmission of the request 

• The RMA form is sent after identification
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Serial number not in customer product list
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• Manual entry of the serial number in the “Serial Number” field

• Enter the product name under “Description”

• The corresponding article number is determined by SCANLAB

after the request has been submitted 

• The RMA form is sent after identification
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6. Repairs without prior registration
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Creation of repair requests
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- Case 1: you have no active portal access

 manual creation of repair request by SCANLAB until activation

 Case 2: you already have active portal access

 You will be contacted after the goods have arrived

 Please create the request afterwards in order to comply with the process

! Repairs will only be started once the request has been registered in the portal !
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7. Advantages
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• Central location for all repair orders

• Packaging instructions / handling instructions for hazardous substances on RMA form

 ZnSe / Be-components

• Status tracking through the portal

• Document upload for repiar documents
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Further help needed?
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If you have any questions, you can contact CustomerService@scanlab.de or your 

responsible sales manager at any time


