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Sign up
If you get to apply for a system account, please click “Register Now.”

After completing the required information, click “Register.” Then check the specified email 

account, open the registration message, and follow the link to change your password.
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Set Password 
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Check the designated email inbox and click “Set Password” (please complete this within 2 hours).

Enter your new password, then click “Confirm” to complete the setup.
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Login

Account: Please enter your email address.

Password: Please enter the password you set.
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Forgot Password 
Click “Forgot Password”

Enter your email address

Check the designated email inbox and click “Set Password” (please complete this within 2 hours)
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Document Management – Details & Status Display

• On the RMA Request Management Portal, all requests submitted under that account are displayed.

• There are five possible request statuses: Canceled、Awaiting Receipt、Under Repair、Repair Completed、Case Closed



2025/7/21 8

Document Management – Status Descriptions

Status Definition

Cancelled
If the goods are not received or the request is cancelled for any 

reason, no further processing will take place.

Awaiting Receipt Awaiting arrival of goods at the repair center.

Under Repair Item under repair.

Repair Completed Item pending repair confirmation.

Case Closed Item has been shipped.

• The five RMA document statuses are：

Canceled、Awaiting Receipt、Under Repair、Repair Completed、Case Closed
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Document Management – Edit & Delete

• User can edit or delete the documents using the 'Edit’  and 'Delete' options.

Edit Delete
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Document Management – Create New RMA Request (1)
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• To add a new document, please click the 'Add' button.
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Document Management – Create New RMA Request (2)
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To edit the company name, email, contact number, or address, please update the information above.

To add a new repair item, click 'Add Repair Item’.

Fill in the repair item details, then click 'Add'.
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Document Management – Create New RMA Request (3)

➢ Click the repair item, then the information pops up. 
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Document Management – Create New RMA Request (4)

➢ After completing the addition, please click the 'Add' button at the top right corner.
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Document Management – Print
➢ After creating a document, please check the print number and click the 'Print' button.

➢ The system shows the shipping information. Click 'Confirm Print' to print the information 

and attach it to the top of carton.
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View Document Status
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Review Process
➢ Click the item to enter the details of the document.
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➢ Check real-time workflow status

➢ An 'Export' button is provided to enable exporting documents as PDF.

Review Process – Real-time Status Check
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Thank You

+886 (2) 2662-2338#3322

+886 (2) 2662-3632

sales@everfocus.com

https://www.everfocus.com

Please contact us at
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