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POWR 3.0 Quick Start Guide  

 

What would you like to do? 

Click on one of the following options to get a screen walk through.  

 

1. Request a Return Shipment to Cisco 
1.1. RETURN one single RMA with one Part  
1.2. RETURN more than one RMA   

 
2. Download Shipping Labels - For existing shipment already created 

2.1. Search by RMA # 
2.2. Search by Shipment ID, RMA or Tracking # 
 

3. US and Canada Only - Request Pickup of Pre-printed Waybill that came with your Advance 
Replacement part 

 
4. India only - Download Delivery Challan or Tax Invoice for an RMA 

 
5. Mexico Shipments - Editing Pickup Location Address  

 
6. Print Commercial Invoice 

6.1  Print Commercial Invoice when Submitting a Shipment 
6.2  Reprint Commercial Invoice 
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1 Request a Return Shipment to Cisco 
 

1.1. RETURN One Single RMA with One Part - Login with Cisco Account 
 

1.1.1  Login 
 

 

 

Click on the box 
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1.1.2  Home Page 

 

 

 

 

1.1.3  Set Pickup Location 

 

 

 

• Enter an RMA # 

• Click Request Return 

Optionally enter 
Special Site Instructions 

Click Next 

 
Click the 3 dots to make any 

corrections to Pickup Location and 

Contact Info – all 4 boxes must be 

populated to proceed 
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1.1.4 Schedule Pickup (1 of 2) 

 

 

 

 

 

 

 

1.1.5  Schedule Pickup (2 of 2) 

 

Verify Weight & Dimensions 

are populated correctly 

• Optionally View Package to verify / correct SN  

• Select Special Equipment and / or enter number of Pallets if 
applicable 

Click Continue 

Select Carrier, Date and Time of Pickup 

or accept default values 

Click Next 
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1.1.6  Summary  

 
 

 

 

 

 

Verify the Summary Page and make edits if required 

• Check the Acknowledgement box 

• Click Submit 

Optionally add 
Email notification 
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1.1.7 Print Labels / Finish 

 

Return to Menu 

 

1.2 RETURN More Than One RMA - Login with Cisco Account 
 

1.2.1 Login 
 

Verify the Success message 
 

Click Finish 

Optionally add Email 
notification for 

Labels 
 

Print Labels 
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1.2.2 Home Page 

 

 

 

 

• Enter multiple RMA #s, comma separated 

• Click Request Return 

Click on the box 
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1.2.3 Set Pickup Location 

 

 

 

 

1.2.4 Select Parts 

 

 

Click the 3 dots to make any corrections to 

Pickup Location and Contact Info – all 4 boxes 

must be populated to proceed 

Optionally enter Special 
Site Instructions 

Click Next 

• Click the check box next to “Line” or 
“RMA” to select all parts or check each 
part individually 

• Verify the selections are displayed in 
the right panel 

Qty to be Picked up can edited 
Click Next 
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1.2.5 Create Packages 

 

 

1.2.6 Schedule Pickup (1 of 2)

 

 

 

 

Select the preferred Packaging option 

which will populate values in the 

Package/Box column 

Verify Packaging Configuration Created 

Click Next 

Verify Weight & Dimensions are 

populated correctly 

 

Click Continue 

• Optionally View Package to 
verify/correct SN 
 

• Select Special Equipment and/or 
enter # of Pallets, if applicable 
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1.2.7 Schedule Pickup (2 of 2) 

 

 

 

1.2.8 Summary 

Select Carrier, Date and Time of Pickup 

or accept default values 

Click Next 

Verify the Summary Page and make edits if required 
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1.2.9 Print Labels / Finish
 

 

Return to Menu 

 
 

Optionally add 
Email notification 

 

• Check the Acknowledgement box 

• Click Submit 
 

Verify the Success message 
 

Print Labels 

Click Finish 

Optionally add Email 
notification for Labels 
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2 Download Shipping Labels - For Existing Shipment Already Created 
 

2.1 Search by RMA # 
 

2.1.1 Login 

 

 

 
2.1.2 Home Page 

 

 

Click on the box 

• Enter the RMA # in 
the Download Labels 
area 

• Click the Download 
button 
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2.1.3 Label 

 

Return to Menu 

 

 

 

2.2 Search by Shipment ID, RMA or Tracking Number  
 

2.2.1 Login 
 

 

The label will open in PDF format. 
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2.2.2 Home Page 

 

 

 

 

 

Click on the Download Center icon 
in the panel on the left 

Click on the box 
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2.2.3 Download Center 

 

Return to Menu 

 

 

3 US and Canada Only - Request Pickup of Pre-printed Waybill That Came with Your 

Advance Replacement Part 
 

3.1 Login 

 

• Enter a value in one of the three 
Search Filters - hit Enter or click 
Search 

• Click on the Carrier Label icon to 
open the label in PDF format 
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3.2 Home Page 

 

 

 

Click on the box 

Click the 

Information 

icon for more 

details 
• Enter an RMA # 

• Select the check box 
“Request label only” 

• Click on Request Return 
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3.3 Set Pickup Location 

 

 

 

 

 

3.4 Select Carrier (1 of 2) 

 

Click the 3 dots to make any corrections to 

Pickup Location and Contact Info – all 4 boxes 

must be populated to proceed 

Optionally enter Special 
Site Instructions 

Click Next 

Verify Weight & Dimensions are 

populated correctly 

 

• Optionally View Package to verify / correct SN 

• Select Special Equipment and / or enter 
number of Pallets if applicable 

 

Click Continue 
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3.5 Select Carrier (2 of 2) 

 

 

 

 

 

Select a Carrier 

Click Next 
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3.6 Summary 

 

 

 

3.7 Print Labels / Finish 

 

Return to Menu 

 

 

Optionally add Email 
notification 

 

• Check the Acknowledgement box 

• Click Submit 
 

Verify the Success message 
 

Print Labels Optionally add Email 
notification for 

Labels 
 

Click Finish 
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4   India only - Download Delivery Challan or Tax Invoice for an RMA 
 

4.1 Login 
 

 

 

 

4.2 Home Page 

 

 

 

Click on the box 

Select the Special Document Access 

(India Only) icon in the left panel 

OR 

Enter the RMA # in the designated 

box in the lower right side – hit 

Enter or click Search 
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4.3 Special Document Access 

 

 

 

If navigating using the icon in the left 

panel, enter the RMA# here - hit Enter 

or click Search 

 

 

Click Download and follow 

browser prompts to View File 
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Return to Menu 

 

 

 

 

5  Mexico Shipments – Editing Pickup Location Address 
 

5.1 The default pickup location for an RMA is also populated in the SAT Registered Address box located in 

the right panel of the Set Pickup Location screen.  Certain changes made in the Pickup Location box will 

impact the SAT Registered Address behavior. 
 

***Beginning 01-Jan-2024, the SAT Registered Address information will be required to proceed with the pickup request. 

 

 

5.2       Modifying the Pickup Location Address 
 

5.2.1 Edit Current Location Option (preferred method) 
 

 
 

• By selecting the Edit Current Location option, the default pickup location address will be available to make edits. 
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• Do Not Change the Address Name unless you would like to save a new address to your Address Book.  Simply make the 
necessary Address edits and click Apply. 
 

 

 

 

• Changing the Company Name will remove all pre-populated information in the SAT Registered Address box, 

including the RFC # and will require the user to re-enter the information before being allowed to proceed with the 

pickup request. 

 

 

5.2.2 Add New Pickup Location Option (not recommended) 
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The Add New Pickup Location option is designed to allow users to:  

• Change the address of this pickup by selecting a different one which has been saved in their personal Address Book.  

• Create a new address to save to their Address Book and use for this and future pickups.  

 

IMPORTANT NOTE:  Using this feature will completely remove all the data previously populated in the SAT Registered Address 

box.   
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Return to Menu 

 

6 Print Commercial Invoice 
 

6.1 Print Commercial Invoice when Submitting a Shipment 
 

 
 
 

 
 
 

 

The “Generate 

Commercial Invoice” 

option is displayed on 

the Schedule Pickup 

screen only for 

shipments where a 

Commercial Invoice is 

required as per tables in 

the POWR tool.   No 

special action is needed.  

Click the Next button.   

Review the Summary 

page, check the 

acknowledgement box 

then click Submit to 

trigger the Commercial 

Invoice. 

If the system obtains 

complete information, the 

Commercial Invoice will 

be displayed within a few 

seconds.   

Click the 3 dots above the 

document to view the 

menu options to 

Save/Print, etc.  
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Return to Menu 
 
6.2  Reprint Commercial Invoice 
 

 
 
 
 
 

The “Commercial Invoice Form” 

popup window will appear only if 

the Country of Origin of the 

returned parts is missing.  Select 

the country in which the part was 

manufactured (found on the 

label) from the dropdown list 

provided.  

If there is more than one part on 

the shipment this popup window 

will appear: 

 

Click Continue to apply the same 

country to all parts, if 

appropriate.  Otherwise, choose 

Cancel.  Click Save & Preview to 

trigger the Commercial Invoice. 

Click the 3 dots above the 

document to view the menu 

options to Save/Print, etc.  

 

From the POWR Home Page, Select the  icon from 

menu in the left panel to open the Download Center. 

 

https://cisco-my.sharepoint.com/personal/cahoneyc_cisco_com/Documents/Desktop/User%20Guides/POWR%203.0%20Quick%20Start%20Guide_V8_Global_Add_CI.docx#ReturnMenu


 

Cisco Confidential 

 
 
 

  
 
 
Return to Menu 
 
 
 

• Enter a value in one of the three Search 

Filters - hit Enter or click Search 

• Click on the Commercial Invoice icon to 

open it in PDF format 

 

 

https://cisco-my.sharepoint.com/personal/cahoneyc_cisco_com/Documents/Desktop/User%20Guides/POWR%203.0%20Quick%20Start%20Guide_V8_Global_Add_CI.docx#ReturnMenu

