Return Order

Procurement and sourcing > Common > Purchase orders > All purchase orders

Summary Return purchase orders are almost identical to regular
purchase orders, but use a negative quantity and a Returned
order type.

Steps 1. Create a Return order
2. Add Return order lines
3. Return order confirmation
4. Return order Packing slip

TipS + Print the Packing slip document and send it with the
shipment to the vendor



Return Order

Create a Return order

- Create purchase order (1 - ceu) '?HE‘@
¢ Click the new Purchase order Vendor
button. One-time supplier:
Vendoraccount: | 1000] v
Name: Pear, Inc.
e Select the Vendor account. Ca -
Address
Name: Pear, Inc. Address: 1 Main St
e Enter the vendor Name and G
o Usa,
Address where the goods will be
Sent. Delivery address: Pear, Inc. ‘V ‘t‘ @
4 General 000463
O SeleCt a PurChase type Of Purchase order References Storage dimensions
Returned OI‘deI‘ Purchase order: 000463 RMA number: S04432 Site: 1 ‘v
Purchase type:  Returned order v ProjectID: v \Warehouse: 11 ‘v
h b Invoice account: 1000 v Purchase agreement ID: ‘v Dat
e Enter the RMA number oes
Hame: Pear, Inc. (furrem:y Accounting date: | 3/11/2012 | )
prOVIded by the Vendor’ Lurreney: uso ‘v Delivery date: 201
Intercompany

° CliCk OK. Intercompany:

Administration

oK ‘ ‘ Cancel

Vendor with whom the purchase order is placed
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Add Return order lines

e (Click the Add line button.

e Select the Item

=4 Purchase order (1 - ceu) - Purchase order: 000463, Pear, Inc. = [@
number to return. Purchase order Purchase Manage Receive Invoice General O @
= B bt /< Delete = —— | 7 Fromall “y 0
. e = @ From journal — ~
L] Enter a negatlve Purchase  Froma Edit Header | Line Totals ~ Generate fram  Attachments
order  sales order view | wview template ¥
Quantity. MNew Maintain Show Copy Wiew Attachments
000463 : 1000 - Pear, Inc. Open order Latest purchase 0... [3] v

Purchase order header

Purchase order lines

S Addline gl Add lines 7 Remove Purchase order linev G Financialsv  § Inventaryy >
Type Line number Item number  Product name Quantity Unit Unit price  Netamount Receive now
: -1.00 Pcs 499,00 -499.00
Line details
4 « > bl || Z]|E 2| | @Altem number included in the line. | A(0) | USD| ceu ‘ Close
L e—— M—

o1
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Return order confirmation

e On the Purchase tab, click the generate Purchase order
button. _
- % Confirm purchase order (1 - ceu) ‘EHE[@
e Check POStil’lg. Parameters | Other ‘ Select \
Parameters Print options ‘ Printer setup ;‘
- Quantity: Ordered quantity Print: Current v
¢ Check Print purchase order. vt .
Late selection: Use print management destination:
e (Click OK.

Owerview | Setup

New X Delete

Update Purchase order  Name

 Purchase order 000463 Pear, Inc.

oK ’ ‘ Cancel ‘ ‘ Batch

Job will be updated and subsequently printed.
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Return order Packing slip

17 ¢ . . . ( -« Posting product receipt (1 - ceu) ?Hﬁ\@ \
e Fill in the (negative) quantity shipped ‘ E—
i A . Parameters | Other ‘ Select
m the Recelve now fleld‘ Parameters Print options

Quantity: Receive now quantity v Print: Current v ‘

e On the Receive tab, click the generate Posting:

Totals

v v

‘ Printer setup »
Use print management destination:

Product receipt button.

Print sales documents:

Owverview | Setup | Lines | Line details | Purchases | Fixed assets

e Mark Posting.

MNewy /< Delete

Update Purchase order  Name Product receipt
. . Prod ipt 000463 Pear, Inc. SO4432

e Mark Print product receipt. Y ot vete: e
e Type the RMA number or Purchase

order number in the Product receipt

field.
e (Click OK.

0K j ‘ Cancel Batch
Job will be updated and subsequently printed.

93



Return Order

chase order (1 - ceu) . Purchas order 000455; Pear, Ihc

Purchase order Purthase Manage Receive Inwvoice General
. / = XDelete [F | == 7 Fromall ¥
| & (B % o s (e W@ !
e (5 @ From journal e
Purchase  From a t Header | Line Totals = Generate from  Attachments
order  sales order view | wiew termplate ¥
Maintain Showy Copy Wiew

i

MNew

Attachments
000465 : 1000 - Pear, Inc.

Open order Latest purchase o0... [ +
I Purchase order header

Purchase order lines

~4Addline  “xlAddlines 7 Remove

[7] Type  Line number Itern number
reee 9027

* Purchase order linev [ Financials ¥
Product name

iPad - 64GB - White

iy InventoryY 5 Product and supply~ ‘:’i

Quantity Unit  Unitprice  Netamount

Receive now

699.00 -699.00

I> Line details

4 4 = P Pl ||_| [ | Unit in which the item is purchased.

| 0 | uSD| ceu




