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1 Return Order Management 

1.1 Return Goods not yet Transferred or Invoiced 

A Purchase Order has been created based on “Supply Location” and goods have been 

received (GRN) but not yet invoiced. The faulty goods were fully returned to the 

vendor.  

1. “Cancel Reservation” in the created transfer order. Single-click “Reserved Quantity 

Outbound” 

 

2. In the opened window, “Reservation Entries- Transfer lines”, select a line and cancel 

the reservation entry 

 

3. Click “OK” in the below message 
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4. “Reserved Quantity Outbnd.” in the Transfer order would be null 

 

5. Navigate to the Posted Purchase Receipt matching to the Transfer Order and Purchase 

Order. Select the relevant Posted Purchase Receipt line (GRN Line) and click “Undo 

Receipt” 

 

6. Click “Yes” in the message shown below 

 

 

 

 

 

7. An entry to reverse the Receipt of goods(GRN) will be automatically created 
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8. Once the replacement items have been received by the vendor, click “Remove Transfer 

Option” in the Purchase Order line 

 

9. Enter the new quantity received in the “Qty to Receive” field in the Purchase Order 

line. 

 

 Note: If Original quantity was “5” and quantity returned was “5” then re-enter 

“Qty to Receive” as “5”. 

 Note: If Original quantity was “5” and quantity returned was “3” then re-enter 

“Qty to Receive” as “2”. The quantity received should also be entered in the 

Transfer Order. 

10. Click “Post” then “Quantity received” field will be updated with the received quantity. 

 

 

 

 

 

 

 



 

4 | P a g e  
 

11. In the previously created Transfer Order, select the relevant line and click “Reserve” 

 

 Note: Update the “Quantity” field to the undamaged quantity. 

 Note: If Original quantity is “5” and undamaged quantity is 2, update the 

quantity to “2” 

12. Select “Outbound” and click “OK” 
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13. Single-click the “Total Quantity” value 

 

14. The screen shown below will be opened. 

 

15. Click “Actions” in the ribbon and click “Reserve” 
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16. The fields will be updated as shown below 

 

17. “Enable Transfer Option” in the relevant Purchase Order for the line. 

 

1.2 Return Goods not yet Transferred but Invoiced 

Items are returned after receiving (GRN) and before transferring to another site. The 

purchase invoice has been posted. 

1. Go to the Transfer Order which was created against the Posted Purchase 

Receipt(GRN). Click the value in the “Reserved Quantity Outbnd.” field. 
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2. Select the line and click “Cancel Reservation” in the Ribbon. 

 

3. Click “Yes” in the message shown below. 

 

4. Navigate to Departments -> Warehouses -> Orders and Contracts -> Purchase Return 

Orders. 
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5. Click “New” in the Ribbon 

 

6. Enter all relevant information in the Purchase Return Order. “No” field will be auto-

generated.  

 

7. Click “Get Posted Document Lines to Reverse” button in the ribbon. 
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8. Select the Document Type Filter as “Posted Receipts”. 

 

9. Select the relevant Posted Receipt and click “Ok” 

 

10. Change the value in the “quantity” field to the quantity returned. 

 

11. Change the “Posting date”  

 

12. Update “Return Qty to Ship” as Required. 

 

 



 

10 | P a g e  
 

13. Click the “Post” Button in the Ribbon and select “Ship” 

 

14. When the credit memo is sent by the Supplier, update the “Posting Date”, “Vendor Cr. 

Memo No.” and “Quantity to Invoice” values as required. 

 

15. Click “Apply Entries”. 
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16. Select the Invoice, click “Set Applied-to ID” in the Ribbon and click “OK” 

 

17. Click the “Post” button in the Ribbon and select “Invoice” 
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1.3 Return Goods Already Consumed 

The Items have been consumed. 

1. Navigate to the Item Journal and enter relevant information as shown below 

 

 Entry Type: Should be “Positive Adjustment” to add the quantity consumed 

previously. 

 Sbu Code, Projects Code: Dimensions relating to the location selected. 

 Quantity: Quantity that needs to be returned to the Vendor 

2. Click the drop-down arrow in the “Applies-from Entry” field 

 

3. Select the “Negative Adjustment” entry previously posted and click “Ok” 

 

4. The Item Journal line will be updated as shown below. Click “Post” in the Ribbon 

 

5. Click “Yes” in the message shown below 
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6. Navigate to Departments -> Warehouses -> Orders and Contracts -> Purchase Return 

Orders  

 

7. Click “New” in the Ribbon 

 

8. Enter relevant Information 

 

 No.: The Item No. that needs to be returned to the Vendor (Item entered in the 

Item Journal previously. Step 1). 
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9. Click “Appl.-to Item Entry” drop down 

 

10. Select the line relating to the “Positive Adjustment” created. 

 

11. The “Return Quantity to Ship” in the Purchase Return Order line will be updated as 

shown below. 

 

12. Click “Post” in the Ribbon 

 

13. Select “Ship”  

 

14. The Purchase Return Order line will be updated as shown below 
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15. When the Vendor’s Credit Memo is received, update the information as required 

 

16. Click “Apply Entries”. 

 

17. Select the Invoice, click “Set Applied-to ID” in the Ribbon and click “OK” 
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18. Click “Post” in the Ribbon 

 

19. Select “Invoice” and click “OK”. A Credit Memo will be posted 

 

20. Navigate to Posted Purchase Credit Memo and search by the “Vendor Credit Memo” 

No. to view the posted credit memo. 
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21. Navigate to the relevant Vendor Card and click “Ledger Entries” in the Ribbon. The 

Vendor Ledger Entries will be displayed as shown below. Select the relevant Invoice. 

 

22. Single-click “Remaining Amount” 

 

23. The “Detailed Vendor Ledger Entries” will be shown. 
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1.4 Return Goods Transferred and Invoiced 

The Purchase Receipt (GRN) is created, Goods have been transferred using the 

automatically created Transfer Order and an Invoice has been posted. The goods were 
found to be defective and need to be returned to the supplier and a credit memo has to 

be posted. 

1. Create a new Transfer Order and enter relevant information 

 

 Transfer-from-Code: Current Location of the goods 

 Transfer-to-Location: Location from which the goods will be returned to the 

supplier. 

 Item No: Item to be transferred 

 Quantity: Quantity of the Item that needs to be transferred to the Vendor 

Note: Only transfer goods if the supplier will collect the goods from the “Transfer-to-

Code” location. If not, create a Purchase Return Order.   
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2. Click “Reserve” in Functions 

 

 

 

  

 

 

 

 

 

 

 

3. Select “Outbound” 

 

4. Single-click “Total Quantity” 
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5. Select the relevant line and click “Reserve” 

 

 

6. “Reserved Quantity” will be updated as shown below 

 

7. The “Reserved Quantity” in the transfer order will be updated as shown below 

 

8. “Ship” and “Receive” Quantity by clicking “Post” in the Ribbon. The goods will then be 

transferred to the “Transfer-to-Code” Location  
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9. A “Posted Transfer Receipt” will be created as shown below 

 

10. Navigate to Departments -> Warehouses -> Orders and Contracts -> Purchase Return 

Orders  

 

11. Click “New” in the Ribbon 

 

 



 

22 | P a g e  
 

12. Enter relevant Information 

 

13. Click “Appl.-to Item Entry” drop down 

 

14. Select the line relating to the “Transfer Receipt” created. 

 

15. The “Return Quantity to Ship” in the Purchase Return Order line will be updated as 

shown below. 
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16. Click “Post” in the Ribbon 

 

17. Select “Ship”  

 

18. The Purchase Return Order line will be updated as shown below 

 

19. When the Vendor’s Credit Memo is received, update the information as required 

 

20. Click “Apply Entries”. 
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21. Select the Invoice, click “Set Applied-to ID” in the Ribbon and click “OK” 

 

22. Click “Post” in the Ribbon 

 

23. Select “Invoice” and click “OK”. A Credit Memo will be posted 
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24. Navigate to Posted Purchase Credit Memo and search by the “Vendor Credit Memo” 

No. to view the Posted Credit Memo. 

 

25. Navigate to the relevant Vendor Card and click “Ledger Entries” in the Ribbon. The 

Vendor Ledger Entries will be displayed as shown below. Select the relevant Invoice. 
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26. Single-click “Remaining Amount” 

 

27. The “Detailed Vendor Ledger Entries” will be shown. 
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1.5 Reducing Unit Price of Invoiced Goods 

The Purchase Order has been invoiced and the unit price of the items need to be 

reduced. 

1. Navigate to Departments -> Financial Management -> Payables ->Purchase Credit 

Memos 

 

2. Click “New” in the Ribbon 
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3. Enter relevant information as shown below 

 

 Type: should be Charge(Item) 

 No.: Select “Price_Diff” or assigned No. 

 Quantity: Enter invoiced quantity 

 Direct Unit Cost.: Enter Amount to be reduced by each item 

 Tax Area Code, Tax Group Code, Tax Liable: Select these as they appear in the 

Invoice 

 

4. Select the line and click “Item Charge Assignment” as shown below 
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5. Click “Get Receipt Lines” in the Ribbon 

 

6. Select the relevant Purchase Receipt line (GRN) and click “OK” 

 

7. Click “Suggest Item Charge Assignment” 

 

8. Click “Amount” in the message shown below 
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9. The “Remaining to Assign” field will be updated as shown below. Click “OK” 

 

10. Click “Apply Entries” in the Ribbon 

 

11. Select the relevant Invoice and click “Set Applies to Id” in the Ribbon 

 

12. “Post” the credit memo from the Ribbon 
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13. Navigate to the relevant Vendor Card and click “Ledger Entries” in the Ribbon. The 

Vendor Ledger Entries will be displayed as shown below. Select the relevant Invoice. 

 

14. Single-click “Remaining Amount” 

 

15. The “Detailed Vendor Ledger Entries” will be shown. 

 

 

 

 

 

 


