
Dealer On-Line Warranty claim 
procedures

Exception Claim 
Standard Warranty 

Board Return



http://warranty.ricohservice.com/login.asp

Note: Help link for dealer. It 
contains detailed information on 
how to use the site. You can also 
download the help document 
from the help screens.

If you are not already a 
user, click the 
registration link.

You can expand the 
login options and select 
how you want to login.

Selecting the top option 
will keep you logged in.



Dealer Registration

• Click register link on login page

• Fill in the required information 
and click the Register button.
(Contact your SSC if you need your account 
number information)



Dealer Registration cont’d.

Check the entered information 

then click the Confirm button.

You will see a Registration succeeded message
at the top of your home page. Click the X to close the message.



Common website elements

Search button – Select this to search the current pages data.

Export button – Select this to export the current pages data.

Breadcrumb menu– Indicates where you are on 

the site. Click the Home icon to be taken to your 

default page

Menu items – Accessible from any page



Edit your dealer information.

StandardWarranty: Use this section to submit claims for items that fall under the standard 
warranty period. These should include parts with a cost of $200.00 or more. Parts with a cost of
$200.00 or less are covered by the 1.75% discount applied to all parts purchases fromRicoh.

Exception Claim: Use this section to submit claims not covered by the standard warranty. These 
itemswill require prior approval by your respective SSC.

Supplies arewarrantied for ninety (90) days from the date of shipment for failure due to defects in 
material andworkmanship. Supplywarranty is located under the Exception Claim tab.Warranty 
doesNOT cover any claims for failure to meet projected published yields of any/all such items 
identified as supplies.

Board Return: Use this section to return circuit boards purchased fromRicoh to be used for 
troubleshooting purposes. Please note that the final credit will include a deduction for any testing 
and repair charges.

Use the appropriate link to enter/track your claims



Dealers Homepage cont’d.

These links show claims less than 60 days old.

The balance of the claims(over 60 days old) are in the archives. 
You can delete unwanted claims.



Quick look at claims

Claims are color-coded for easy identification. 
Yellow – Entered by Dealer.
Orange – Approved by SSC.
Green – Credit dept. Has approved and sent the claim for payment.
Blue – SSC needs more information from you. See the comments section of the claim. 
Red – Claim is declined by SSC. Explanation can be viewed by clicking on the View icon. 
Purple – At or on its way to Hytec (Board return only)



Adding a Standard warranty claim

Click or hover the Standard Warranty link. then click the Plus icon to add a record

You can now manage your claims from the pop-up screen when you
hover over the button. Just click the Option button to View, Edit, or
Delete the record when the pop-up opens.

If you haven’t entered any claims yet, the only thing that 
will show up is the button. Click it to begin.

If you have existing 
records, click the 
Add button
at the bottom of the list.



Adding a Standard warranty claim cont’d.

Note: As you type in the part number, the list will
scroll. If you see the part you want, you can click
on it or just continue typing.
The part number you enter may or may not be in
this list**.

Enter the required fields *.
The copy address checkbox will fill in the dealers
information from the main record.

**There are some parts that are ineligible for warranty. 
If you enter one of these, you will see this message.

See the next page for the Service Options.



Adding an Standard warranty claim cont’d.

Depending what service option you choose, the 
Ship Via fields will show or hide.

Clicking Repair and Return will show you this alert.

Selecting Advanced Exchange will expand the Ship Via and PO fields and alert you to 
the cost and the need for a PO number for the selections.



Adding an Standard warranty claim cont’d.

When all the items are filled out, 
click the Add button.



Adding an Standard warranty claim cont’d.

The claim will be added to the list.
An email is sent to Ricoh’s warranty claim department informing them that a claim 
has been submitted.
Ricoh will then review the order and Approve, Decline, or indicate they need more information from you. 
If approved, Hytec will send you an email with shipping instructions or a ship notification(if Advanced 
Exchange was selected)



Adding a Standard warranty claim cont’d.

Dealer Email:
This is the email you will 
receive from Hytec when the 
item in your claim has been 
shipped.



Adding an Exception Claim

Click or hover the Exception Claim link. then click the Plus icon to add a record

You can now manage your claims from the pop-up screen when you
hover over the button. Just click the Option button to View, Edit, or
Delete the record when the pop-up opens.

If you haven’t entered any claims yet, the only thing that 
will show up is the Add button. Click it to begin.

If you have existing 
records, click the 
Add button
at the bottom of the list.



Adding an Exception Claim cont’d

Start by selecting Hardware or 
Supply.
This will determine the correct 
fields on the form to use.
Some information is already filled 
in from your profile(highlighted).

Don’t change the highlighted fields
unless the fields are blank. Today's
date is preloaded.
You can change with the calendar
icon.

If you select Hardware, you will see this pop-up.



Adding an Exception Claim(hardware)

Fill in all information about the
hardware claim.
Note: mandatory fields *.
The attachment must include the
old and new invoices. (Machine
history, only if requested by the
SSC.)
Only .tiff, .zip, or pdf files are 
allowed. Don’t use characters 
other than letters and numbers in 
your filename.

Click the Add button at the 
bottom to complete the entry.

For multiple Parts/Invoices, 
Download the Worksheet(from the 

menu link) and enter “See 
Spreadsheet” in the Part Number, 
Original and Replacement
Invoice, and Serial Number fields. 
Fill out the spreadsheet and 
include with your attachments.

If you want a different email address 
notified, you can add it here.



Adding an Exception Claim(supply)

Fill in all information about the 
supply claim.
Note: mandatory fields *.
The attachment must include the 
invoice.
Only .tiff, .zip, or pdf files are 
allowed. Don’t use characters 
other than letters and numbers in 
your filename.

Click the Add button to complete 
the entry.

For multiple Parts/Invoices, 
Download the Worksheet(from the 

menu link) and enter “See 
Spreadsheet” in the Supply Order 
Code, Lot Number and Original 
Invoice Number fields.
Fill out the spreadsheet and 
include with your attachments.

If you want a different email
address notified, you can add
it here.



Adding an Exception Claim cont’d.

The claim has been added to the list.
An email is sent to your SSC informing him that a claim has been submitted.



Adding an Exception Claim cont’d.

If the SSC wants you to send back the part, you will get one of these email notifications.

If the item is to be sent to Ricoh

If the item is to be sent to Hytec

Dear Dealer Name,

Exception Warranty Update

Your SSC has approved your claim and indicated that he wants the item, 
with part number 1234567 returned to Ricoh.

Please box up the item and have it ready for the UPS driver, that will show up 
with a call tag within 1 to 3 days.
Print this email and include it in the box so your item can be properly processed.
The claim won't be paid until the item is received

If you have any questions, please contact your SSC 

Claim Information
Claim ID: 31123
Dealership: ready4data
Account Number: 123456789

This is an automatically generated email from an unmonitored account.
Please don't reply.

Dear Dealer Name,

Exception Warranty Update

Your SSC has approved your claim and indicated that he wants the item, 
with part number 1234567 returned to Hytec.

Please box up the item and use the UPS pre-paid label that you will receive 
from Hytec in a separate email.
Print this email and include it in the box so your item can be properly processed.
The claim won't be paid until the item is received.

If you have any questions, please contact your SSC

Claim Information
Claim ID: 31124
Dealership: ready4data
Account Number: 123456789
This is an automatically generated email from An unmonitored account.
Please don't reply.



Viewing/Editing/Delete a claim

Click the Options button to bring up the Options menu.
Click the View or Edit icon for the record you want to look at.
Note: You can only Edit/Delete a claim that hasn’t been processed by your SSC. 
You can view any claim.



Viewing/Editing a claim cont’d

Edit:
Change any of the fields that you need
to modify, then click the Save button.
SSC gets an email that a claim was

View:
Let's you look at what is in the
claim.



Adding a Board return

Click or hover the Board Return link. then click the Plus icon to add a record.

You can now manage your claims from the pop-up screen when you
hover over the button. Just click the Option button to View, Edit, or
Delete the record when the pop-up opens.

If you haven’t entered any claims yet, the only thing that
will show up is the button. Click it to begin.

If you have existing 
records, click the 
Add button
at the bottom of the list.



Adding a Board return cont’d.

Select the email you want the email responses to 
be sent to. You can add an email by clicking on the 
plus button.

After selecting the number of 
boards you are returning, you will 
see the message below.

Click the Add button when you are finished.



Adding a Board return cont’d.

You will see the Add succeeded message. (close with the X)
The record is added to the top of the list and and an email is sent to 
your SSC for their approval. When the SSC approves the return, you 
will get an email. Samples shown on next slide.



Adding a Board return cont’d.

SSC needs more information.

SSC declined the request.

Update

Your SSC needs more information for a board return for part number(s) D0BX5726 that you 
entered on 1/25/2024
The Return ID is 719

Please go to http://warranty.ricohservice.com
and login to review the SSC's comments.
You can then modify your existing return and re-submit.

Any questions please contact the SSC 
Thank you,
Ricoh Board Return.

This is an automatically generated email from
An unmonitored account. Please don't reply. 

Update

A board return for part number(s) D0BX5726 that was entered on 1/25/2024
was declined by your SSC. 

Please go to http://www.ricohservice.com/warranty
and login to review their explanation.
The Return ID is 720

Any questions please contact the SSC 
Thank you,
Ricoh Board Return.

This is an automatically generated email from
an unmonitored account. Please don't reply. 



Adding a Board return cont’d.

SSC approved your request. The email contains the instructions for sending. 
Make sure you print the email and include it in the box and write the Return ID 
number on the outside of the box.

A board return for part number(s) D0BX5726 that an SSC approved on 01/25/2024 needs your 
attention.
Please print this email as your packing slip and include it in the box(s) you are returning.

Please go to http://warranty.ricohservice.com
Click the blue Board Return button and edit the Return record and update it with the shipping 
information, date shipped, and tracking number. 
The Return ID is 721
Please also write the Return ID on the outside of the box(s).

Send the board(s) back to:
Hytec Dealer Services
Attn: Ricoh Dealer Part Return Processing
3600 Vineland Road #121
Orlando, FL 32811

Any questions please contact your SSC 
Thank you,
Ricoh Board Return.

Packing Slip Information
Return ID: 721
Dealer: ready4data
Ricoh Account number: 123456789
Address Info:
5 NJ Way
West Caldwell, NJ 12345
Contact: Mr. Dealer 
Phone: 123-456-7894

This is an automatically generated email from
an unmonitored account. Please don't reply. 



Adding a Board return cont’d.

Log back into the warranty site and go to the board return section. 
Click the Options button for the approved record and click Edit.

You will see some new fields at the 
bottom of the request.
Fill in the shipping information and 
click Save.
An email will be sent to Hytec alerting 
them the board is being shipped.



Adding a Board return cont’d.

The Update succeeded message appears (close it with the X). 
The record is now purple meaning its at or on its way to Hytec

When Hytec inspects the board(s) and determines their condition, they will ship 
the good boards back to Ricoh and you credit will be processed.
If any boards are found to be bad, Hytec will repair them before sending to Ricoh.
You will get an email with the details for the board that was found to be bad. Shown on 
next slide.



Adding a Board return cont’d.

You will get the email below if Hytec finds any of the boards that you sent in 
were bad during their testing process.



Adding a Board return cont’d.

When Ricoh processes your board credit, you will receive the email below.

The return record turns green and shows the credit amount.

Mr. Dealer, 

Your board return for part number D0BX5726, which your SSC approved on 
1/25/24, was completed on 1/25/24 and was submitted for payment today. 

The amount of the credit is 100.00

To view any details about the board return, please go to 
http://warranty.ricohservice.com and login if you want to see the details. (The 
return ID number is 721)

Any questions please contact your SSC. 

Thank you,

Ricoh Warranty Claims 

This is an automatically generated email from an unmonitored account. Please 
don’t replay. 



Site Links

Link menu:
Dealer Help - Help pages(includes link to download this presentation).

Worksheet - Used for multiple claim items. 
Warranty Home - Your homepage.
Archives - Shows records older than 60 days 
Reports – Track your monthly claims
Change Password - Lets you change your login password. 
Logout - Log out of system and returns to the login page.



Searches

Clicking on the Advanced Search button you can search through your claims in the 
Standard, Exceptional, or Board Return sections.



Searches cont’d

Clicking the Advanced Search button brings up the search form.

Fill in any number of fields to search for records then click the Search button.



Report Sample



End presentation

Please direct any questions 

to your SSC


