Credit Return

Please Note: You cannot void a completed sales order if it has already been exported to
QuickBooks Desktop or QuickBooks Online.

1. ‘Sales’>‘Sales Orders’
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2. Select a ‘Fulfilled’ Sales Order
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Sales Orders i ADDNEW
Sales
O Ny Status Customer Sales Rep Location Date Created Order Type Total Paid Amount
Sales Orders 0O 1043 ED Dusty's Rusty Bike Store Warehouse 07/02/2021 $20.00 $0.00
0O 1042 Erica's Shop Warehouse 07/02/2021 $20.00 $000
o s ISSUED Allan's Raceway Warehouse 07/02/2021 $10.00 $000
0O 1040 [ FuLFiLen ] Allan's Raceway Warehouse 07/02/2021 $20.00 $000
0O o3 [ FuLFiLen ] Allan's Raceway Warehouse 07/02/2021 $20.00 $000
g 37 Allan's Raceway Warehouse 07/02/2021 $100.00 $0.00
O 03s [ FuLFien ] Kelsy's Company James Tidwell Warehouse 07/02/2021 $90039 $0.00
O 1034 Becea's Outdoor Shop Warehouse 07/02/2021 $1.00 $0.00
O 1033 [ FuLFien ] Allan's Raceway Warehouse 07/02/2021 $120.00 $0.00
O 1032 [FuLFien ] Kelsy's Company Warehouse 07/02/2021 $200.00 $0.00
[ XY ™ Kelsy's Company Warehouse 07/02/2021 $240.00 $0.00
0O 1030 [ PickinG ] Kelsy's Company Warehouse 07/02/2021 $140.00 $0.00

3. Select the Ellipse (three vertical dots)> Choose ‘Duplicate Order As Credit Return
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4. Once selected, the order will now change it’s status to ‘Estimate’
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5. Select ‘Issue’

& You duplicated sales order as credit return
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Allan's Raceway v 1037 - Return Warehouse v
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6. Once ‘Issued’ you will have the option to now receive the returned items back to
inventory. In order to receive the items, select ‘To Receiving’ once selected, you can find
the returned order in ‘Purchasing’ under the ‘Receiving’ module
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No. Customer General Details
I 1037 Allan's Raceway Customer * Order No * Location* Customer PO Vendor PO
Allan's Raceway v 1037 - Return Warehouse v
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Bill To Ship To
Allan's Store, Allen, 222 Wrec v Allan's Store, Allen, 222 Wrecker's Blvd, Santa Bark -
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7. Select ‘Receive’ to receive the returned items back into inventory
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8. You will then select the quantity returned and what location they are to be received.
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9. Once ‘FINISH' is selected, you have received the inventory back in stock and the credit
return has been ‘FULFILLED’
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