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     Getting started 

Sign in at portal.totalscopeinc.com. New to the portal? Use "Get started" to request access. Everything else in this guide is reached from the left-hand menu. 

 

1  Sign in with the email TSI has on file. "Forgot Password?" sends a reset link. 

 

2  New user? Click "Get started", type your facility, pick it from the list, then enter your 

details. 

 

3  Your dashboard: the amber strip flags anything needing attention; the five cards 

summarize your account. 

 

4  The buttons beside the page title start the most common tasks: send a device in, request 

packing or a loaner, approve quotes, message TSI. 
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Send a device in for repair 

Dashboard → "Send Product In". Six short steps; nothing ships until you press Send on the last one. 

 

1  Step 1: choose "A scope" for anything with a serial number, or "Instruments" for trays. 

 

2  Step 3: click the symptoms that apply. Use the text box for anything else TSI should know. 

 

3  Step 5: confirm the return address and pick UPS or FedEx. TSI emails you a prepaid label. 

 

4  Step 6: check the decontamination box, then press Send. The button stays gray until you 

do. 
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Approve or decline a quote 

When TSI has quoted a repair, it shows on the dashboard and under Serialized Devices as "Awaiting Approval". 

 

1  The dashboard tells you how many quotes are waiting. Click "Approve Quotes" or the 

"Awaiting Your Approval" card. 

 

2  Each waiting device has a red "Approve" button at the right-hand end of its row. 

 

3  Enter your name under "Approved by", check the PO and billing details, then press 

Approve. 

 

4  "Deny this quote" lets you say why. TSI returns the device unrepaired. 
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Track repairs, invoices and inspection reports 

Serialized Devices shows every scope at TSI now. Invoices and Documents hold your paperwork. 

 

1  Serialized Devices: status, work order and progress for every device at TSI. Search by 

serial, WO, model or PO. 

 

2  Invoices: open and paid, with the balance at the top. "Question?" sends a note about one 

invoice. 

 

3  The PDF link opens the official invoice to print or forward. 

 

4  Documents: the signed final-inspection report for any device, with every test result. 
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Loaners, packing materials and your team 

Return a loaner from My Loaners, order boxes from Request Packing, and manage who can sign in under Team & Access. 

 

1  My Loaners: every loaner out with you and how long. "Return label" starts the return. 

 

2  Return: check the address, pick a carrier, print the label. Leave pickup checked if you need 

a driver. 

 

3  Request Packing: use + and – to set how many boxes and inserts you need, then confirm 

the address. 

 

4  Team & Access: who at your facility can sign in. Send colleagues the request-access link to 

add them. 

 


