
P&S Portal Usage Manual 
Returns 
The steps to complete a return are as follows: 

1. Open P&S Portal, login and go to Returns tab. 

2. Identify the return to be processed. Easier to just use the numbers after the R, so 

11095564R71420 is just R71420. 

3. Find the return in the main Returns view and click Details. 

 
 

4. Within the details view, the top area is the data EMPR has captured, P/N, Serial if capture (a 

dot is shown when no S/N captured) and expected condition. 

 

 



5. Check the three items we require, P/N match, S/N match (if we scanned), and any physical 

damage. 

 
6. Click Save 


