QRG - MANAGING RETURNS

In this Quick Reference Guide: WE EXPLORE HOW TO MANAGE RETURNS

VIEW RETURNITEM — OPTION 1

From the Workbench:

1. Click Workbench.

2. Select the Return items tile.

3. Use filters to identify the right document

4. Open the Returns PO by clicking its number.
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Item No. Creation Date

Customer: Honeywell - TEST Order No.: 4100003785 e

CREATE A CREDIT MEMO FOR RETURNS

1. To create a Credit Memo, click on the Orders tab of your
supplier account.

. Select Orders and Releases from the dropdown list.

. Click on the Return Items sub-tab.

. Select one or more return items from the same order.

. Click the Credit Memo for Return Iltems button or
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Credit Memo for Return ltems.

7. Enter all information marked with an asterisk to successfully

move forward.
8. The subtotal will reflect a negative value.
9. Click Next to review your memo.
10.To make further changes, click Previous.
11.To submit your changes, click Submit.
12.To exit without saving any changes, click Exit.

VIEW SUBMITTED CREDIT MEMO FOR RETURNS ITEMS

. If you selected only one item, you can also select Actions >

1. To view submitted credit memo, click on the Invoices tab of your

supplier account.
. Select Credit Memos from the dropdown list.
. Use the specific search criteria to ease the search.
. Set Type as Credit Memo & Search.
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. To open a Credit Memo, click on its number.

VIEW DS RECEIPTSFORRETURNS SHIPMENT

1. To view receipts sent to customer, click on Fulfillment > Goods

Receipts.

. Review search results, including Routing and Invoice statuses.

VIEW RETURNITEM = OPTION 2
From the Homepage:

Honeywell

1. To access a Return PO, click on the Orders tab of your supplier account.

2. Select Orders and Releases.
3. Click on the Return Items sub-tab.
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Use the specific search criteria to populate return items. Advanced filters

allow more refined search.

5. To view the return item, click on the order number.

F Orders and Rela
Items to Confirm ltems to SeReturn Ite

Orders v
Orders and Releases

° w Search Filters
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Customer: ‘ All Customers

Order Number

Part No

" Crder Number Item
|:| 4100003804 10
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Customer Part No
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Order Number Item Date Part# Return Quantty  Actions
4100003804 10 27 May 2022 NRGLVL-0-5P7-R10 1(EA)  Actions
4100003805 10 ezozz NRGLV1-0-SP7-R10 1(EA)  Actions

Create Return Item Credit Memo
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L Credit Memo for Return ltems

Credit Memo Type

You are creating a Credit Note with Quantity Adjustment
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Credit Memo #:*

Total Gross Al ant:
Credit Memo Date:* | 15 Jun 2022 =]

Supplier Tax ID: *‘ |

Remit To 123 STREET 3 v
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v Search Filters

o Invoices ~ Payments
Customer:

Subtotal: $-250.00 USD
| | Total Tax: $0.00 USD
$-250.00 USD
Total Amount without Tax:  $-250.00 USD

Total Net Amount:  $-250.00 USD
Amount Due: $-250.00 USD
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* Indicates required field Add to Header

Subtotal: $-250.00 USD
Total Tax: $0.00 USD
nt: $-250.00 USD
ax: $-250.00 USD
nt: $-250.00 USD
nt Due: $-250.00 USD

View/Edit Addresses
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Invoices (74) Page | 1 v » H=
Type t Invoice # Customer Reference Amount Routing Statu
Line-ltern Credit S Honeywell - P
Mermo CCTEST2_CM TesT 4412099168 $107 USD  Sent
Line-ltem Credit e Honeywell - -
Memo CCTEST2_CM TesT 4412099168 $107 USD  Sent
Line-ltem Credit Honeywell - - .
Mermo CREDEMOSP4 & qpor 4100003817 $250000 USD  Acknowiedged
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Goods Receipts (71)

Receipt Number Reference
171050000016312021 4500003720
171050000016302021 4500003718
171050000016292021 4500003717
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