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700:   Returns/Repairs Menu          - 

 
 

OVERVIEW          
 To select the Returns/Repair Order Menu:       
 
OPTION 701:  Work With Return/Repair Orders    
 To Select Work with Return/Repair Orders: 
 Locate the Customer Account: 
  To Add a Return/Repair Order:   

      
OPTION 702:  Work With R/R-Only Orders    
 
OPTION 703:   R/R-Only Customer Records    
 
OPTION 707:  Work with Return Authorizations    
 To Assign an RA Slip Number:       
 To Display an Active Return Authorization:  
  To Display all RAs assigned to a Customer:      
 To Find an RA by Number:      
 To Delete a Return Authorization:       
 
OPTION 708: Create & Print Credit Requisition  
  To select Create Credit Requisition:   

  To Create a Credit Requisition:   

 To Save and Print the Requisition Worksheet:   

     
OPTION 709:  Display Customer Account     
 To Display a Customer Account Record:         
Layout, Display a Customer detail screen      
 To Display Sales History for Prior Years:  
 To Display the Account’s Ship-To Address: 
 To Display Comments: 
 To Display the Bill-To Address 
 To Display a Different Account:        

  To use the F7 jump:         
 
OPTION 710:  Display a Return Authorization     
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OPTION 711:   Display a Return/Repair Order    
  To begin a repair history inquiry:   
Search by Return/Repair Number       
 To find a record by return/repair number:      
Layout for Display a R/R Order screen    
  To review additional records from the same customer:    
  To page through additional records:       
SEARCH By SPECIFIC STOCK NUMBER       
 To find a record by stock number:      
Search By Customer Name        
  To search for a record by Customer Name:   
 
OPTION 717:  Active R/R Orders Report      
 To print the Active R/R Order Report:   
Layout, Active R/R Orders Report        
 
OPTION 718:  R/R Orders by Date Report     
 To print the All R/R Orders Report:   
Layout, All R/R Orders Report        
 
OPTION 719:  Return Authorization Workslips    
 To Print Return Authorization Workslips:   

Layout, Return Authorization Workslip 
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700:    Returns/Repairs Menu invisi 

OVERVIEW 

 

  R/R Customer Number duplicates of 201 Customer Account #s. 

401 Order # duplicates 701 numbers. 

(Green) screen missing List Opts: 11=Vw Repl Ship Ord, 12=Vw Repr Ship Ord 

    11=ReplaceShipped 12=RepairShipped 

[Act Cmt] on screen, but can’t be used, of course. 

The Returns/Repairs Menu allows the processing of returns, repairs, and replacements for 
your customers. As with sales orders, all return orders must be tied to a Customer Account.   

 
 Create (Add) a Returns Warehouse (which MUST be Warehouse Number 900) using the 
325 Locator Menu Option 328. Work with System Warehouses.  Then use Option 327. 
Work with Locator System Whs to define the 900 Return/Repair warehouse storage area.   
 
Returned items are received, with Option 701, into the Returns Warehouse 900.  This 
Returns Warehouse segregates returned inventory until it can be systematically assessed 
for return to inventory, repaired, or otherwise disposed of.  
 
A  Return Authorization Workslip controls and streamlines the receipt and disposition of 
returns, and indicates whether a sales credit or refund for the return is allowed.  An RA Slip 
is a sequentially numbered paper form that is printed with Option 719.  Use an RA Slip to 
document a 707 Return Authorization record, and then send the slip to the warehouse 
receiving area.  The RA Slip is kept, for tracking purposes, with the returned stock.   
 
Implement one of the following actions for each unit of stock:  

Repair: Repairs don’t affect physical inventory; items are repaired, and then return-
shipped. 
Replace: The system allocates and ships new inventory stock as replacements. 
Return-to-Customer As-Is: Also has no effect on inventory. 
Give Credit: The system creates a Customer Credit Requisition for the returns.   
 

The repair/return process is integrated with the 400 Orders, Fulfillment & Shipping Menu.   
When R/R Orders are settled, new (401) Shipping Orders are created, containing the 
Replacement, Repaired, and Returned-As-Is items.  Repaired stock and return-as-is stock are 
designated from the 900 “R/R Warehouse.”  Replacement stock generates separate shipping 
orders, allocated from the (regular stock) Warehouse 1 inventory. All shipment and tracking 
information is stored in the R/R Order’s history. 
 
Returns that are authorized for Credit to the Customer’s Account generate a Credit 
Requisition Worksheet, with the information needed to create an Option 410 Credit Memo, 
or an (Accounts Payable) customer refund. 
 
In a distribution or fulfillment business, some return/repair orders from consumers can be 
handled on behalf of your direct customers.  Administer these transactions through the 703 
Returns-Only Customer and 702 Returns-Only Orders.  An R/R-Only Customer record has 
only address and contact information.  No refunds are possible; any fees must be prepaid or 
COD.  Although processed separately, each of these transactions must be tied to the account 
of your actual customer.  No billable charges accrue to the Customer Account. 
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The Returns Warehouse might be a “virtual” one in a rare-returns company, as a set-aside 
shelf.  Returned stock quantities are not counted as stock Available for Sale, nor are they 
included in the Inventory-At-Cost figures.  Because the general inventory system uses 
“available” quantities, inventory reports will print zero quantities for each Stock Number 
in the 900 R/R Warehouse.   
 
There is a way to display stock quantities in the 900 Warehouse for a single Stock Number.  
Use the Stock Status screen (301 Stock list, option 11=Stock Status, or 307/8 Stock Status).  
This screen has a [Whs] (F9) Warehouse button, which displays a window with the total 
units in each normal warehouse. The window’s [Repairs/Normal] button toggles to 
display the quantity in the 900 R/R Warehouse. 
 
It is useful to maintain a list of the 900 Returns Warehouse stock to return to the active 
inventory on a regular basis, particularly before updates in pricing, physical inventory, 
month-end, or year-end.  Whether the company uses manually-computed or automated 
Cost-of-Goods-Sold calculations, the returned stock can’t be accounted for if it remains in 
the 900 warehouse.  Add the items back into the normal inventory warehouse, using 
Option 302: Enter Stock Receipts, or the RF Scanner (Gun) Menu Pallet In/Box In process. 
 

 

 To Select the Return/Repair Order Menu: 
 

 Click on 700. Return/Repair Order Menu, or 

 Key command “700”, [Enter] 
 

The Repair Order Menu appears. 
 

 

Returns/Repairs Menu screen  
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OPTION 701:    Work with Return/Repair Orders  

 
This option receives returned stock, creating a new order for return/repair.   The R/R 
Order is created here, and may be edited.   

 

For any Customer Account return, assign a Return Authorization to the Customer (with 
Option 707), and manually complete the numbered paper slip, using it at receipt to identify 
the returned stock in the warehouse.  Use the RA Slip Number as the Return/Repair 
Order Number.  See 719 Return Authorization Slips, and 707 Work with RA Slips.   
 

As the RA Slip identifies the Customer’s merchandise, and specifies the authorized 
resolutions for the return, attach it to the items in the warehouse until the return-shipping 
documents are created. 

 

 To Select Work with Return/Repair Orders:  

 Click on 701. Work with Return/Repair Orders, or  

 Key command “701”, [Enter] 
 

The Work with Return/Repair Orders selection screen appears.  

 
Work with Return/Repair Orders selection screen 

 

The Work with R/R Order selection screen can be used to display any or all R/R Orders; 
see the instructions for Option 711 Display R/R Orders for display advice. 
 
All returned stock should be pre-authorized, and should arrive in the warehouse with a 
Return Authorization Number.   Use Option 711, RA Display, to verify the RA 
assignment (and to locate the Customer Number, if needed).  
 

 

 To Display a List of Active R/R Orders:  

 View, select, or key Company Number, [Tab], [Tab], 
 

 Key (full or partial) Customer Name, [Enter]. 

Use the letter “A” to display all Customer Accounts. 
 

The system displays a list of R/R Orders, positioned to the entry.  The list is sorted by 
Customer Account Name.   The Show Settled Orders (Y/N) field defaults to N=No. To 
display BOTH Active and Settled R/R Orders, change this field to “Y”.  
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Work with Return/Repair Orders list screen 

Layout, Return/Repair Order List screen 
 

Selection Fields:  

Comp./Custom. :  Company Number must be specified for any search.   
Customer Account can be selected with [Prompt] (F4). 
 

Customer Name: Position-To and Sort-By field. “A” displays R/R Orders  
for all Customer Accounts. 

 

R/R Order #:   Displays a specified R/R Order detail screen. 
 

Stock Number : Not Pos/Sort, but does select orders with the specified 
stock for a specified Customer. 

 

Date:   Selects Orders created on a specific date. Use the Calendar  
Icon to select any date. 

 

Show Settled Orders Y/N:  Default is N=No, show only ACTIVE R/R  
Orders.  Select “Y” to include settled orders.  

 

Stock Section Columns: 
 

 Opt: List Options field with these Selections:  
 

2=Change, to edit an (A=Active or H=Hold) order.  
 

4=Delete, to Void an (A=Active or H=Hold) order. The record remains 
in the R/R Order list with “V” status. This status requires confirmation, 
and cannot be reversed  
 

5=Display, to display any order, active or resolved.  
 

10=Cmts, display an active local Comments window for the order. 
 

11=Vw Rpl Ship Ord, to display a (S=Settled) Replaced-Stock shipping 
order. 
 

12= Vw Rpr Ship Ordr, to display a (S=Settled) Repaired-Stock (or 
Returned-As-Is) shipping order. 
 

15=Settle, to a R/R Resolution detail screen, to finalize an (A=Active or  
H=Hold) order. 
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Co/Cust.Nbr: Company and Customer Account Numbers. 
 

Return#: R/R Order Number. 
 

Customer Name: Customer Account or Ship-To Name. 
 

Mo Dy Year: Order Creation Date. 
 

Code:  C=Customer Account, R=Returns-Only Customer 
 

Sts:  R/R Order Status:   A=Active, H=Hold, S=Settled,  
  V=Void, C= Given account credit for entire order. 

 

Cmt:  Comment; An * (Asterisk) indicates an internal comment for the  
order, which can be displayed with Opt. 10=Cmts. 

Active Buttons: 
 

 [Help] (F1):  Brings up a “Help” window with information about the cursor’s  
field.  From any [Help] (F1) window, press [Extended Help] (F2) 
for detailed information about the entire screen. 

 

[Exit] (F3): Cancels the current screen and returns to the 700 Returns/Repairs  
Menu. 

 
[Prompt] (F4): For fields with a lookup icon, lists all data choices for the field.  
 

 [Refresh] (F5): Refreshes the list to include new selections. 
 

[Add] (F6): With Company and Customer Account specified, brings up the  
Add a R/R Order detail screen.   
 

 [Jump] (F7): With a specified Customer Account, displays the Account’s screen  
in your choice of other Menus: Accounts Receivable, Customer 
Account, Sales History, Order List, and Return/Repairs. 

 

 [R-Only Orders] (F9): Jumps to the 702 Work with Return-Only Orders  
screen.  If an R/R Order can’t be found here, it may be a 
transaction for a Non-Customer-Account, a 703 R/R-Only 
Customer. 
 

[Cancel] (F12): Cancels the current screen and returns to the 700 Returns/Repairs  
Menu. 

 

[AcctCmt] (F19):  When a Customer Account is selected, display and/or add global 
Account Comments.  

 
 
 

 

 To Open a New Return/Repair Order:  

In the Comp/Customer #  fields, 

 Select or key Company & Customer Account Numbers,      
 

 Press [Add] (F6). 
 

The Add a Return/Repair Order Screen appears. The Customer Account’s Ship-To Name 
and Address appear at upper right, but these can be edited, if needed.  
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Add a Return/Repair Order screen 

Layout for Add a Return/Repair Order detail screen  

Left Header Section: 

Comp/Customer#: Company and Customer Account Numbers display. 
 

R/R Order #: R/R Order Number: The returns process is easiest to  
manage if this number duplicates the RA Number. 
 

Code:        Identifies the Customer Type (Display only): 
C:  Customer Account (All 701 R/R Orders=C) 

   R:  Repair-Only Customer (All 702 R/R-Only=R) 
 

Return Reason: Specified in the Return Authorization, this field displays after  
selecting the Return Authorization Number. 
 

Receive Date:  (Default is today) Date of R/R Order creation. 

Cartons:        Number of Cartons received for this order. 
 

Attention:         Specify a Sales Rep, or department. The field prints on the R/R  
Order resolution sheet.   

 

Return Auth : Return Authorization (RA) Number for this return. 
 

Ship Via :  Return-shipping Carrier & Service, required.  This VI  
Code carries to any (Option 401) Shipping Order. 
 

R/R Whs :    900 is default, the receiving warehouse.  
 

 
Right Header Section: 

Name & Address:  The Customer Ship-To Name & Address defaults from the  

Customer record, but can be edited here. Note that State  and  

Country  accept ONLY the USPS 2-character abbreviations.  
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Stock Section Columns: 
Seq:       Line-item Number in this order. 
 

Qty:                 Unit Quantity. 
 

Stock # :   Stock Number.  [Prompt] displays the stock selection list.  If this  
R/R Order’s Return Authorization specified a Sales Invoice, 
ONLY the stock from that Invoice can be selected.  

 
Active [F] Keys include: 

   F8=[Delete Ord]: VOIDs a R/R Order.  The order remains in the R/R Order  
       list, but the status cannot be reversed.    

 

   F19=[Act Cmt]:   Displays the Customer Account General Comments window. 
 
   F11=[Mfr Stk#]:  Toggles to display a second item line with the Manufacturer  
                 Serial lot and Manufacturer Stock Number, if used. 

 

   F20=[Track]:       Displays Parcel Shipping Info with Tracking Number for a 
      settled order.  

 

   F21=[Manifest]:  Displays the Parcel Shipping Info (with Tracking Numbers)  
   for all orders shipped with the same carrier on the same day. 

 
 

Complete the R/R Order screen:  
 

 Key Repair Number, [Tab]  

Use the RA (Worksheet) Number, so Credit Requisitions and 
stock can be tracked through the system, or assign numbers in 
sequence. 
 

 

 View/edit Ship-To Name, [Tab] 

Auto-fills from the 201 Customer Account.  If the Name and 
Address need editing, do so now. 
 

 View/edit Address lines 1 and 2, [Tab] 
 

 View/key Receive Date, [Tab]   

Default is today.  (If a different date is entered, the entry won’t 
print on the 713 Return/Repair Orders Received Today report).  

 

 Key Ctns, [Tab] 

Enter total number of boxes received. 
 

 View/edit City, [Tab] 
 

 Key Attention, [Tab]    

Specify a Sales Rep, Department, etc.; this field prints on the 
order’s Resolution Sheet. 

 Select or Key Rtn. Auth. Number , [Tab]    

Use [Prompt] (F4) to select from the Customer’s open RAs, or 
key the Return Authorization Number.  
 

 View, select or key State , [Tab] 
 

 Key or select Ship-Via : option, [Tab] 
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                      Select return shipping method.  Use [F4] to choose, if desired.                   
   A required field, even for credits/refunds; use “Bill” for no  
   shipping.  

 

 View Return Warehouse , [Tab] 

Warehouse Number 900 segregates returns/repairs from regular 
inventory stock.  
 

 View/key 5-digit Zip Code, [Tab] 
 

 View, select or key Country Code , [Tab] 

 

Next, key entries to the Stock grid:  

 Key Quantity, [Tab] 

The Unit Quantity of a single Stock Number. 

 

 Select or key Stock Number , [Tab] 
Up to 30 characters, alphanumeric. Use [Prompt] to select Stock 
Number, if desired.  

 

When finished with Stock Entry, 

            Press [Enter] twice. 

 

The R/R Order is saved, and the Remarks window appears. 
 

   
Remarks window 

 

Note: The Remarks window carries text from 701 R/R Order Entry, through to any 401 
Shipping Order, appearing on the final Packing Slip.  Remarks print only on shipping 
documents, not on credit requisitions.  The Customer’s Reference Number (from the 707 
RA screen) will also print on customer documents. The Remarks field can be edited until the 
R/R Order is finalized. 

 
 

 Key Remarks, [Enter]. 

      Key a note about the order, or other information.   
 

The system returns to the Work with R/R Order list screen. The R/R Order remains active 
until a resolution is documented for each stock unit, using the list Option 15=Settle.  
 

With the list Option 2=Change, any active field in a R/R Order can be edited, including the 
RA Number, the Received Date, and the Stock.   
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Finalize Returns/Repairs 

This process records the disposition of all stock in a Return/Repair Order, automatically 
creating shipping orders and/or (partial or full) credit requisitions.   

The active fields on the screen may be edited.  ANY changes made here, however, create a 
printed Return/Repair Order Status sheet when saved, even if the order is not S=Settled. 

Replacement, Repaired (or Reconditioned), and Return-as-Is stock is converted into 
standard 401 “Shipping” Orders, with:  

 Regular Inventory Stock (from Warehouse 1) allocated for Replacements, and 

 Repaired and Return-As-Is stock in a separate order, designated from the 900 R/R 
Warehouse. 
 

These new Orders appear in the 401 Work with Orders List.  They have the active status 
code REP, and a (Customer) PO Number of REP(R/R Order#). This coding indicates 
that the virtual 900 Returns Warehouse has the stock, and ensures that the shipping order 
will appear in the Customer Account’s History records. 

Quantities entered in the Give Credit column create a printed Credit Requisition sheet that 
prints with the R/R Order Status sheet.   The Credit Req serves as a worksheet for creating 
a Customer Account Credit Memo, or for issuing a Refund through 750.100 Accounts 
Payable. 

To finalize an R/R Order, key the appropriate item quantities in the Transaction columns; 
then change the Status field to S=Settled, and save.  The R/R Order Status sheet prints 
with the finalized resolution.  You may use Option 707 Work with RA Slips to delete the 
RA Number assignment; this prevents the re-use of the RA Number. 

 

 To Finalize a Return/Repair Order:  

   From the R/R Order list, in the order’s Opt field,  

 Click on 15=Settle/Ship.  

 

The Finalize/Ship an R/R Order Screen displays.  

 
Finalize R/R Oder screen 
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Layout, R/R Order Resolution screen:  
 

Top Right of screen:  
Ship-To Name & Address: Key any changes, if needed.      
 

Top Left of screen:  
Return #: R/R Order Number 
 

Co/Account: Company and Customer Number 
 

(Cust) Code:      Identifies type of R/R customer: 

C:  Customer Account (all 701 R/R Orders) 
 R:  Repair-Only Customer (all 702 R/R Orders) 
 

Return Reason: Specified in the Return Authorization record displays text from  
the Return Code field)  
 

Receive Date:  Date R/R Order was created.     

Ttl Chgs Charge for service and/or shipping:  This field may  
generate a COD tag for the shipping service 
 

Sts  Status Code (see bottom right of screen) 

Ctns:  Number of boxes received.  

Attn Sales: Sales Rep Name, used. 

Repair Whse: Return/Repair Warehouse 

Shipping Whse :  Regular Stock (Shipping) Warehouse 

Rtrn Auth #: The RA Number for to this return. 

Rtrn Code : Code for the Return Reason field. 

Ship Via : The Carrier and Service specified. 

Stock Section:  

Seq:  Line-Item Number 

Qty:   Units received 

Stock #     Stock Number.   

 
 

Disposition Columns:  Replace: Return-Ship normal Inventory Stock 

Repair:  Return-Ship Repaired/Reconditioned Stock 

Credit:     Issue a Credit Memo or Refund. 

Send Back: Return-Ship the Customer’s Stock As-Is. 

 

Bottom Right:  

Status Codes List:       A  Active Repair Order; Not Completed  
  C  Full Credit for returned stock  
  H  Active Hold (credit-hold, waiting repair, etc.) 
  S  Settled; R/R Order is Completed. 
  V  Void: deactivated record. 
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Active [F] Keys Include:  
 

[Override] (F9):  Confirm quantity warnings, etc. 
 

[Comments] (F10):  Displays the local Comment window for this order. 
 

[Remarks] (F11):   Displays the Remarks Window, which carries text from 
701 R/R Order Entry, through to any 401 Shipping Order, 
appearing on the Packing Slip, and/or on a Credit 
Requisition 

 

[F16=Mfr Stk#]:  Toggles display of 2nd item line with a Manufacturer’s  
Serial Number and Manufacturer’s Stock Number (if 
used).  

 

NOTE:  Verify the entries.  Changes are not permitted after saving this screen.  
 

 

For each line item, in the Stock Disposition columns, 

 Key Quantities. 

Entries may exist in all four columns for any single Stock 
Number.  Be certain that the sum of all four columns equals the 
units in the QTY column.  

 

Move the cursor to enter repair or handling fees, if needed, and then to the Sts field, to 
finalize the R/R Order Status: 

 

 Key any Ttl Chgs, [Tab] 

 

 Key Status Code: 

“S” to Settle, or 
“H” to Hold the Order 

  “C” for Full Credit. (DO NOT USE “full credit” here:  
The credit req will not print. 4/14/15 

 

 Press [Enter]. 

The system saves the record, and the Remarks window appears.   
 

 
Remarks Window 

 

Text from this window prints on the Shipping Order’s Packing Slip, and on a Credit 
Requisition, as well as the R/R Order Status sheet.  Add a note to the Customer, if desired. 
 

 Again, Press [Enter] to save. 
 

The Return/Repair Order Status sheet prints.   
 

Note that the R/R Order Status sheet prints with a simple 80-character-across (portrait layout) 
format.  When printed from an email pdf, you may need to click on your printer’s “Fit to Page” or 
“Shrink to Fit” setting to avoid cutting off margins.  
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A new Return/Repair Order Status sheet prints when any changes to the order are saved 
here.  The R/R Status sheet summarizes the order resolution and status, even if the status is 
still A=Active, or H=Hold.  

 

 If any Stock is credited to the Customer Account, a Credit Requisition prints, as 
well. Use the Credit Req. as a worksheet to post a Credit Memo (Menu Option 
452) to the Customer Account, or to process a Cash Refund through 750.100 
Accounts Payable. 

 

 For any Stock that is Replaced, a new 401 (Shipping) Order is created.  The R/R 
Order History now displays the System Number of the new, active order.  The 
replacements ship from regular inventory in the Shipping Warehouse 001.   

 

 For any Stock that is Repaired, or Returned-As-Is, a separate 401 (Shipping) 
Order is created.  The stock (in the Returns 900 Warehouse) is sent through the 
Shipping Warehouse 001.  Regular inventory is not affected. 

 

When the 401 Order is completed, the Shipping Information (including tracking 
numbers) will appear in the Return/Repair Order record. 
 

The system returns to the 701 Work with R/R Order list screen. The order’s Status is now  
S (settled).  
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Note that 15=Settle can also be used to edit an order when the Status field remains 
A=Active.  When any change is saved on this screen, the R/R Order Status Sheet will print 
with status A=Active. All stock defaults to the “Replace” column.  

 
 
 
 
 
 

  To Display a Settled R/R Order:  

With the Company/Customer’s Settled Orders displayed, in the R/R  
Order’s Opt field, 

 

 Click on 5=Display. 
 

The Display a Return/Repair Order Screen appears.  
 

 
 

The screen says ORDER SETTLED, and all fields are display-only.  
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OPTION 702    Work with Return/Repair-Only Orders  

 

Return/Repair-Only Orders are those for customers who did not directly purchase 
merchandise from you.  Typically, a retailer had purchased merchandise from you, and you 
are providing service for that merchandise. For example, if you sell stock to a retailer or an e-
commerce site, you may have an agreement to accept warranty return items directly from 
their customers.  

ALL Option 702 R/R-Only Orders require an R/R-Only Customer (see Option 703 Work 
with Return/Repair-Only Customers).  Note that the R/R-Only Customer records can be 
accessed with [ROnlyCust] (F9) on this screen. An R/R-Only Customer record can be added 
and/or edited; clidking on [Cancel], then, returns to this screen.   

These orders do NOT require assignment of a Return Authorization Number.   

Otherwise, this system follows the same process as Option 701: Work with Return/Repair 
Orders, with the following exception:  Credit for returned goods can only be resolved by 
repair-and-return, or by replacement.  Since you did not sell this stock to this customer, 
you don’t issue a refund or sales credit.  
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OPTION 703    Work with Return/Repair-Only Customers  

Create records for R/R-Only Customers here.  These customers are separated in the 
Conveyor database, so that normal customer account records and financial activities do not 
include them.  The repair-only customer record is limited to shipping address, contact 
information, and two dates, for creation, and last-action.  A sequential Customer Number 
is automatically assigned to each record.   

See Option 702 Return/Repair-Only Orders. 

R/R-Only Customer records do require a regular Customer Account Number, referring 
only to the actual Customer Account to whom you sold the stock.  Note that there is no 
function in the system to charge or invoice the Customer Account. 

An R/R-Only Customer record may be edited here.  If an R/R Order already exists, 
however, the Order screen must be edited directly; changes here will not carry to existing 
orders 

 

 To Create a Record for a Return/Repair-Only Customer: 
 from the 700. Repair/Return Menu: 
 

 Click on 703. Return/Repair-Only Customers, or 
 

 Key command “703”, [Enter]. 
 

The Work with R/R-Only Customer selection screen appears.   

 
Add R/R-Only Customer selection screen 

 

 View, select, or key Company Number, [Add] (F6). 
 Don’t key the Customer Name yet; this field won’t transfer the  

name to the Add screen.  
 

The R/R-Only Customer Detail screen appears.   
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R/R-Only Customer detail screen 

 
 

The R/R Customer Number field displays the (next sequential) R/R-Only Customer 
Number.   

 

 Key the Ship-To Name & Address fields.   

Fields with highlighted labels are required.  Other contact information is optional. 

 
At the bottom of the screen, the Creation Date and Last-Action Date fields both display 
today’s date. 

 

 Press [Enter] to save.   
 

The new record is saved, and the system returns to the R/R-Only Customer list screen.  The 
new Customer is in the list, and you may use the record to open an R/R-Only Order. 

 
The R/R-Only Customer List will sort by Name or by Date. Because the system assigns 
sequential numbers to customer, the Date sorting lists the records in R/R Customer 
Number order.  

 
 

 To Find a R/R-Only Customer by Name: 
    From the 703. R/R-Only Customer selection screen, 
 

 View, select or key Company Number, [Tab],  
 

In the Customer Name field,  
 

 Key “A”, [Enter]. 
 Key any entry in this field to position a long list, if desired.  
 

The Work with R/R-Only Customers list appears, sorted by Company/Customer 
Name, positioned to the entry.  Note that the list does not sort by last name. 
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 To Find a R/R-Only Customer by Number: 
    From the 703. R/R-Only Customer selection screen, 
 

 View, select or key Company Number, [Tab] 
 

In the Date field,  
 

 Select or key any Date, [Enter]. 
 Format mmddyyyy.  Key any date, or click on the Calendar Icon to  

select any date.  
 

The Work with Return-Only Customer list appears. Because the R/R Order 
Numbers are assigned in sequence, the oldest records appear first.  The most 
recent records are at the end of the list.  
 

 
R/R-Only Customer list screen 

 
 

You may select an R/R-Only Customer from the list, clicking in the Opt box to choose 
2=Change, 4=Delete, 5=Display, or 10=Comments.  
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 OPTION 707:    Work with Return Authorization 
 

A Return Authorization Number is required to create a Return/Repair Order. Assign the RA 
Number from a printed RA Slip (Menu Option 719) to a Customer Account here. Record 
the reason for the return, a Customer’s Transaction Reference, if known, and an identifier 
for the original sales transaction.  

The paper RA Slip can specify the stock numbers and quantities expected, and any internal 
authorization(s) your company may require.  When returned stock arrives, the Return/Repair 
Order retrieves data from the RA record. The Customer Reference Number specified here 
prints on the R/R Order’s resolution document(s).  

 

Only one transaction can be tied to this authorization with any of:  

 the System Number,  

 the Customer Purchase Order, or  

 the Invoice Number.  

If one sale transaction is specified, only stock from that sale can be received into the R/R 
Order. If a credit requisition is issued as the R/R Order is settled, the system uses the 
price(s) from that sale.  
 

If stock from more than one sale is expected, or if no sales transaction is specified, the R/R 
system will accept any Stock Numbers, in any quantities.  If a credit requisition is issued as 
the R/R Order is settled, the system will pull last price paid for each Stock Number. If there 
is no sales record for a Stock Number, a Credit Requisition will have no prices.   
 

RA records remain in the list (and can be re-used) unless they are deleted. 

    

 To Select Work with Return Authorizations:  
From the 700 Return/Repair Menu, 

 Click on 707 Work with Return Auth Slips, or  

 Key command “707”, [Enter]. 

 

The Work with Return Authorizations selection screen appears  

  

Work With Return Authorizations selection screen.  
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 To Assign a Return Authorization Slip to a Customer Account: 
 Press [Add] (F6). 

 

The Add a Return Authorization screen appears.

  

Add a Return Authorization detail screen. 

 

 Key Return Authorization Number, [Tab]   

Key the RA Slip Number (up to 7 digits, numeric).  It appears on 
the slip, on the upper right.  Otherwise, key the next RA number 
in sequence.  

 

 View, or key Company Number, [Tab]  
Up to 3 digits, numeric. 

 

 Select or key Customer Account Number , [Tab]  

Up to 10 digits, numeric. 
  

 View Authorization Date, [Tab] 

    Default is today.  Key a different date, if appropriate. 
 

 Select or key Reason Code , [Tab] 

Use [Prompt] (F4), if desired to select a reason.  Return-Reason 
(RA) Code is maintained in Admin Menu, Option 908.  The RA 
Code selected here can be edited when the R/R Order is settled. 
 

 Key Customer Reference Number, [Enter]. 

Optional.  The Customer may assign a debit memo or other 
transaction ID.  This field defaults to a R/R Order’s credit 
requisition or return-shipping order. 
 

 Key an Original Order’s System Number,  

<OR> 

 Invoice Number,  

<OR> 

 Purchase Order Number, [Enter].           
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NOTE: Key only ONE of these fields (optional, but recommended). An entry 
here limits the stock the system will accept for the R/R Order.  For returns with 
stock from more than one sales order, leave these fields blank. 

 

 

 

The RA Information is saved; the Authorization Code and Customer Reference 
Number will default into the 701 Return/Repair Order when that is created.   
 

 

 

Complete the RA Slip information; it will be needed when the returned stock 
arrives.  Your business may not need all of the information pictured; use it to suit 
your situation. 
 

 

Be certain that the completed RA Slip is available to the warehouse staff who’ll 
receive the returned stock and create the Return/Repair Order.  
 

 

 
Menu Option 719. Paper RA Slip  

 

 

For close control of Return Authorizations, use an RA once, and then delete the record to 
prevent its repeated use: 
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 To Delete a Return Authorization:  

With the RA displayed in the Work with Return Authorization list, in the  
RA’s Opt field,  
 

 Click on 4=Delete. 
 

The Delete a Return Authorization confirmation screen appears. 

 

               

Delete a Return Authorization screen 

  

 Press [Enter] to confirm. 

 

This Return Authorization is deleted.  To cancel the deletion, press [Cancel] (F12).   

 

NOTE that deleted Return Authorizations are completely deleted from the system.  
The record number can be RE-USED if desired.   

  



Returns/Repairs Menu 

11/20/2015 Returns/Repairs Menu 26 

   

 

OPTION 708 Create Credit Requisition 
 

This process creates a Credit Requisition work slip for returned stock.  A credit requisition 
does the groundwork for preparing credit memos, finding the most recent price paid (and 
any discount given) for the specified stock.  The Sales Rep for any commissions 
adjustment. 

A Credit Memo can be created without a requisition; a requisition is not used for customer 
credits when no merchandise is returned.  ConveyorWare’s credit requisition identifies an 
original invoice and the most recent price paid, computes totals for each line item, recalls 
discounts, provides a total credit amount, and then automatically prints the Requisition 
worksheet with that data. 

Note that the 701 Returns/Repairs process can also create a Credit Requisition for returned 
stock.  The 701 Credit Req. process does not (necessarily) pull the sales data from the most 
recent transaction; 701 will pull data from a specified (in the Return Authorization) invoice.  

If a requisition doesn’t print, check the Customer’s Sales History (Option 109, Display 
Sales History).  A Credit Req. can only generate if the Customer purchased this Stock 
Number from you.  

Review the requisition sheet (and any needed authorization), then manually post the credit 
to the Customer Account with Option 410 Create Credit Memo.  A handling or restocking 
fee may be applied, reducing the amount of the credit. 

A Credit Requisition requires the Customer Account Number.  Note a customer’s debit 
memo or reference number in the Cust Ref. field; this information is needed when the 
actual sales credit (410 Credit Memo) is issued to the account. 

 

 To select Create a Credit Requisition: 

From the 700. Returns/Repairs Menu, 
 

   Click on 451. Create Credit Requisition, or  
 

   Key command “451”, [Enter] 
 

                       The Create a Credit Requisition selection screen appears.   

 
Create a Credit Requisition selection screen 

 

 View, select or key Company Number , [Tab] 

Up to 3 digits, numeric.  Use [Prompt] (F4) to select, if desired.   
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 View, select or key Customer Account Number , [Tab] 

Up to 10 digits, numeric.  Use [Prompt] (F4) to select, if desired.   

 

 View, select or key Warehouse Number , [Continue]. 

Up to 10 digits, numeric.   Warehouse 1 is default. Use [Prompt] 
(F4) to select, if desired. 

 
The Credit Requisition active detail fields display. 

 
Credit Requisition detail screen 

 

 View or key Sls #, [Tab] 

5 digits, numeric.  Default is blank. Key the Sales Rep (by Number) 
whose commissions will be debited for this transaction, if 
known.   

 

 Key Receiving Number, [Tab] 

7 digits, numeric.  Optional.  Default is blank. Key the warehouse 
receiving record number; this can also be the Return/Repair 
Number. 
 

 Key Cust Refer., [Tab] 

12 chars, alphanumeric. The Customer’s Debit Memo, or other 
reference. 
 

 Key Quantity, [Tab] 

5 digits, numeric. The unit quantity of the stock. 
 

 Key Stock Number , [Tab] 

30 digits, alpha/numeric.  
 

To add item lines, click on [Next]. There is no limit to the number of line entries. 
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 To Save, and to Print the Worksheet: 

 Press [Continue] (Enter). 

 

The system prints the requisition worksheet and returns to the 450 Credit Menu. To 
post the credit worksheet as a final credit memo, use Option: 452:  Create a Credit 
Memo. 
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OPTION 709:  Display a Customer Account 

 
This option provides non-editing display of Customer Account records.  Both local 
Customer [Comments] (F10) and global [Account Comments] (F19) can be displayed and 
edited here.  

 

 To Display a Customer Account record:  

From the 200 Customer Menu, 

 Click on 709 Display Customer Account, or 

 Key command “709”, [Enter]. 

 

A Display Customer Account screen appears.  

 

Display Customer Account selection screen 

 
 

 To Display a Customer Account with an Account Number ,  

With cursor in the Work with Custom.# field: 
 

 Select or key the Customer Account Number, [Enter] .   

Up to 10 digits, numeric. Use [Prompt] (F4) to select, if desired. 
 

The Display Customer Account detail screen appears.   

 

 To Display the Customer Account List : 

 With cursor in ANY field, display the list of ALL accounts: 
 

 Press [Enter]. 

       The [Prompt] button also works here, but requires more steps to  
   display the list. 

The Display Customer Account list screen reappears, with the list of accounts sorted by 
Customer Name.  
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Display Customer Account list screen 

 

To navigate the list, click on [Next] and [Previous], or use a keyboard’s Page Down and 
Page Up.   

In any selected record’s Options field, click on 5=Display. 
 
 

 To Search for an Account by Customer Name : 

In the Position-to Customer Name field: 
 

 Key Customer Name, an Initial, or a Partial Name, [Enter]. 
 

The Work With Customers screen reappears, with a list of accounts that match or include 
the name or initial letters entered. The list is sorted by Customer Name.  

To navigate the list, click on [Next] and [Previous], or use a keyboard’s Page Down and 
Page Up.   

In the correct record’s Options field, 
 

            Click on 5=Display. 
 

The Customer Account detail record displays. 
 

 To Sort and Search for Customer Account by Customer Phone:  

   With cursor in the Area Code field,  
 

 Key Any Number, [Enter]. 

       To limit the list, enter an Area Code, or enter an entire phone  
   number to display one account.      

 

The Customer Account list displays, sorted by Customer Phone Number.  Accounts with no 
phone number are not included in the list.  

 

In the correct record’s Options field, 
 

            Choose 5=Display. 
 

The Display a Customer detail record displays. 
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Display A Customer detail screen 

Layout for the Display Customer Account screen 
 

On the Top Right corner of the screen:  
These ten data fields, beginning with AR Current, show the customer’s 
Accounts Receivable, Sales, and Credit History. 
 

On the Left and Center of Screen: 
Company Number and Customer Account Number 

*CMT: This flag, next to Customer Account #, indicates that notes exist in 
the local Comments [F10) window.   The global Customer Account 
Comment (F19) does not have a flag/indicator. 

 

Bill-to Name:   Company Account Name 
 

Bill-to Address:   Address for invoicing. 
 

Inventory Mgt :  The Inventory Management code affects  
receiving, storage, and order allocation for stock. 

 

City & State :   City and State for invoicing. 
 

Zip Code:   5 Digit Zip Code for US addresses, or postal code. 
 

State Abbreviation :  2 digit USPS State code. 
 

Creation MDY:  Month, Day & Year the account was created. 
 

Credit Limit:   Highest Amount on the Account to ship new  
orders.     

           
Crd. Review M/Y:  mm/yyyy. Month when the account’s credit was  

last reviewed.   
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Review Code:   N=New: Credit assessment took place when the  
account was new. Other entries can be subscriber-
defined. 
 

Payment Terms :  Defaults to each new order.  
 

Dun & Brad® :   Dun and Bradstreet financial rating, if used.   
 

Territory # :   The assigned Sales Territory (default is 01).  
 

Sales Rep :   The assigned Sales Rep, if used. 
 

NAICS Code :  Specifies the customer’s industry sector, 4 digits  
shown. If unknown, or not used, default is 
“9999.” 

 

Telephone Number:   Contact Phone 
 

Contact:   Primary (usually Billing) Contact Name.  
 

Email:   Email address for the primary contact. A shipping  
recipient email can be added to the Ship-To panel  
in orders. 
 

A/P Fax #:   Accounts payable/primary contact fax. 
 

Default Ship Via :  Preferred shipping service.  This field defaults to  
the account’s new orders. 

 

B/Y Fax #:   Buyer’s/Shipping recipient’s fax 
 

Blanket PO:   A Customer-specified Purchase Order Number  
for all orders.  Information-only field: this does 
NOT default to new orders. 
 

Note:    A short comment about this account; this field  
appears on Credit Hold and AR Aging Reports. .   
 

Finance Chg%:  Info-only field.  Any finance charges are manually  
entered in Accounts Receivable.  

 

Advertising Y/N:   Default is N.  “Y” If the customer accrues  
advertising credit. 
 

Adv. Earned:  Current advertising credit amount accrued. 
 

Commission %:  4 digits, no assumed decimal. If specified here, the  
system assigns this sales commission for all stock 
sold to this customer. This rate can be overridden 
by rates entered in inventory records and order 
screens.  
 

Resident. Code:  Blank (default)=Commercial address.  
R=Residential, for parcel shipping surcharge. 

 

Discount %:   Discount rate given on each invoice (computes in  
addition to volume price breaks). 
 

 

On Lower Right corner of screen: 
 

 Press [Enter] to view the Shipping and Sales Tax window: 
 

The Shipping and Sales Tax window appears.  
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Shipping and Sales Tax window 

 
Bypass Credit Limit:  “Y” ships new orders without dollar limit.  

 

Bypass 60 Day Limit:  “Y” ships new orders without overdue limit. 
   

Print Packing Slip:  “Y” prints a packing slip at order completion 
  

Print Price on Packing Slip: “Y” prints prices on order sheet and packing  
slips.   

 

Print Invoice:   “Y” prints an Invoice for each shipped order  
at order completion (see next field), or with the 
day-end process.  

 

Put Invoice in Carton: “Y” to print and include the Invoice with the 
shipment. 

 

Include Frt Chg in Inv.:  “Y” to add parcel shipping charge to each invoice.  
This can be done at order completion for 
integrated-UPS shipping accounts, or with the 
day-end process for Indicia and FedEx.  

 

BOL Remark:  A message here prints on all freight shipment Bills  
of Lading.  

 

Charge Sales Tax (Y/N): Y= Calculate Sales Tax. N= Customer’s  
purchases are sales tax-exempt.  

 

Tax Exempt Number: If applicable.  Most jurisdictions require that  
sellers keep customers’ exemption certificates on 
file. 

 

Tax Authority:  The locality for Sales Tax for this customer. 
  

 
 

 To Return to the Display a Customer detail screen: 
 

 Click on [Cancel] (F12). 
 
           The system returns to the Display a Customer detail screen. 

 

Note: [Continue] (Enter) and [Exit] (F3) exit the Customer Account record, and return to 
the Display Customer List screen. 
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 To Display this Customer’s Record(s) in a Different Menu: 
 

 Click on [Jump] (F7). 
 

The Jump selection window appears. 

 
 

Choices are:   A=Accounts Receivable (Option 107),  
C=Customer Account (Option 207),  
H=Sales History (Option 109)  
O=Order List (Option 401), and  
R=Return/Repairs (Option 701).   
 

 

 

  Key [Letter], [Enter]. 
 

The current Customer Account is displayed in the selected display screen. 
To return to the original module, repeat the [Jump]. 

 
 

 To Display the Customer’s Sales History for Prior Years:  
 

 Click on [Sls Hist] (F8).  
 

The Sales History window appears. Data only appears for customers with previous years’ 
history in the system. The most recent year is listed first. 

 

 
Sales History window 

 

 To Exit the Sales History window:  

 Press [Enter], or [Exit] (F3) or [Cancel] (F12). 
 

The system returns to the Display a Customer screen 

 
 
  



Returns/Repairs Menu 

11/20/2015 Returns/Repairs Menu 35 

   

 

 To Display the Ship To Name and Address:  

 Click on [Ship-To] (F9). 
 

 

The Ship To Address window appears. 

 
Ship-To Address screen 

 To Exit Ship To Name and Address Screen:  
 

 Press [Cancel] (F12) 
 to return to Display a Customer, or 

 

  [Exit] (F3) exits to the AR Menu. 
 
 

 To Display Account Comments:  

 Click on [Acct Cmts] (F19). 
 

The global Account Comments window appears. 

 
(F19) Account Comments window 

 

This Account Comments window can be displayed while working with the Customer 
Account in any activity.  Display and/or add Account Comments in AR, Orders, Sales 
History, and Returns. 

 

The Account Comments window is active, and may be edited.  Both [Exit] and [Cancel] 
return to the Display a Customer screen. 
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 To Display (Non-Calendar) Fiscal Year Sales:  

   The display assumes a calendar-based fiscal year.  If your Company  
operates on a non-calendar fiscal year, display current and last fiscal year  
sales:  

 Click on [Toggle_Sls] (F20). 
 

The Cur Sls and LY Sls fields change to fiscal year net totals with the FYr flag.  
 

 

 

 

 

 To Return to the Return/Repair Menu: 

 Press [F3=Exit] or [F12=Cancel] twice. 

 

The System returns to the 700 Return/Repair Menu screen.   
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OPTION 710:    Display a Return Authorization 

 

This screen displays existing Return Authorizations that have been assigned to Customer 
Accounts in Option 707 Work with Return Authorizations. These RAs should correspond 
to RA Slip Numbers: sequentially numbered paper forms that contain all the information 
needed to receive returned stock and to authorize its disposition.  The RA Slip is required 
for receiving returned stock in the warehouse, opening a R/R Order. 

Search for a specific RA Number, or display a list of records for the Customer Account or 
for a special issue date.  

 

 To Display an Active Return Authorization:  
 Select 710. Display an RA Number, or  

 Key command “710”, [Enter] 

The Work with Return Authorizations selection screen is displayed.  

 

 

Work with Return Authorization screen 

 To Display all RA Slips Assigned to a Customer Account:   
 View, select, or key Company Number , [Tab] 

 Select or key Customer Account Number , [Tab] 

All Return Authorization Numbers assigned to the customer appear in the list. 
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Work with Return Authorization list screen 

 

 To Display a Return Authorization:  
   In the record’s Opt field,  
 

 Click on 5=Display. 
 

The Return Authorization detail screen displays the fields from the list screen, and includes 
any sales transaction specified when the RA was issued.   
 

 

Work with Return Authorization detail screen. 

 

 To Exit:  
 Press [Exit] or  [Cancel] 

 

The system returns to the 710 RA Display Customer list screen. 
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OPTION 711:   Display Return/Repair Orders 

 
This option displays active and settled Return/Repair Orders. To display records, you need 
the Company Number, and:  

Customer Account Number: Displays all RR Orders for an account. 
Repair Order Number: to display that record. 
A Specific Date for a list of all RR Orders received/created that date. 
Customer Name “A” for ALL RR Orders, in Customer Number, and then date 
order. 
 

 To Select Display Return/Repair History:  

From the 700 Return/Repair Menu, 

 Click on 711. Display a Return/Repair History , or 

 Key command “711”, [Enter]. 

  

The Work with Repair Orders screen is displayed.  

 

R/R History Display screen  

 

 To Display a List of ALL R/R Orders:  
 

 View, select, or key Company Number, [Tab] 
 

In the Customer Name field,  

 Key “A”, [Enter]. 

 

The Repair History Inquiry list screen appears, with entries in Customer Name order.  The 
Show Settled Orders field defaults to Y, showing both active and settled R/R Orders.  
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 To Display a Record by R/R Order Number:  

 View, select, or key Company Number , [Tab] 

 Key R/R Number , [Enter]. 

 

The system displays the specified record. 

 
Display a R/R Order screen
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Layout for Display an R/R Order screen  
 

Left Header Section: 

Comp./Customer#: Company and Customer Account Numbers. 
 

Cust Code:           Customer TYPE: C=  Customer Account R=  Repair-Only customer  
 

R/R Order #:      Return/Repair Order Number 

Return Reason:   Specified on Return Authorization Slip (or specified when  
order was settled). 

  

Receive Date       Creation Date of the R/R Order. 

Ctns                     Number of Cartons received. 

Attention:            Sales Rep, Department, etc. 

Rtn Auth #          Return Authorization Slip number assigned to the customer. 

Ship Via:       Specified Parcel Carrier/Service 
 

Right Header Section: 
Name:       Return-To (Ship-To) Name & Address 

 

Stock Columns: 

Seq:                      Line-Item number. 

Qty:                      Quantity Received. 

Stock #  :         Stock Number. 
 

Disposition Columns:    Unit Quantity in each:   

Replace: New stock shipped (DEFAULT for all orders with Active or 
Hold status). 

Repair: Repaired/Reconditioned stock shipped 

Credit: Credit Requisition issued (for a Credit Memo or refund). 

Send Back: Returned to Customer in As-Is condition. 

Status Section:  
   Status Codes:       A=Active, H=Hold, S=Settled, V=Void 
 

Total charges      Total of charges for repair service.   

Cust Ref#:        Customer Reference Number; 

Remarks:             This field prints on internal and on customer documents. 
 

Received              R/R Order Created Date  
 

Last Action          Date of resolution or last activity for this record. 
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Active [F] Keys include: 

 

 [Mfr Ser#] (F11):      Toggles to display an additional item line with the Manufacturer’s Serial a  
                                    Number, and the X-Ref Number, if applicable. 
 

[Comments] (F10):    Displays the Customer Account General Comments window. 

      [Track] (F20):             Displays this Order’s Parcel Tracking info. 

[Manifest] (F21):        Displays the day’s Parcel Manifest containing this R/R Order. 
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OPTION 717:   Active R/R Orders Report 
 

This report lists all Return/Repair Orders with Active or Hold Status.  

Open R/R Orders stay on this report from day to day.  New orders appear as they are entered.  Orders are deleted as 
their status is changed to S=Settled, C=Credit, or V=Void. 

  

 To Print the Active R/R Orders Report:  

 Click on 717 Active R/R Order Files, or  

 Key command “717”, [Enter]. 

The Company Selection screen appears.   

 
 

 View, select, or key Company Number, [Print] 

       3 digits, numeric. Key a different Company Number or use [Prompt]  
   to select a Company, if appropriate.  
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Active Return/Repair Orders report 

Layout for Active R/R Orders report 

  

Repair #               R/R Order Record Number  

Account #              Company and Customer Account Number.  

C/R                    Customer Type Code:  C=Customer Account,  

R=Repair-Only Customer  

Name                   Customer Account Name or Repair Customer Name.  

Date Received     Date of R/R Order creation.  

Qty             Units received.  

Attn Sales             The sales rep (or department, etc.).  This field is not connected to the Sales Rep Number, and 
doesn’t affect the commissions program. 

Remarks                Memo keyed in the repair order; may contain Customer’s Reference Number.  
 

Status                 Active- Received, with R/R Order In-Process  

 Hold- Order on Active Hold 
  

Date Shipped:       Blank.  This field remains blank until the R/R Order is settled.
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OPTION 718:  R/R Orders by Date Report 
 

This option lists all R/R Orders, both active and settled, in any date range. 

The orders are sorted first by Order Creation/Received Date, and then by R/R Order 
Number. 

 

 To Print a R/R Orders by Date Report:  

 Click on 718 R/R Orders by Date, or  

 Key command “718”, [Enter]. 

The Report selection screen appears.   

 
 

 View, select, or key Company Number, [Tab] 

       3 digits, numeric. Key a different Company Number or use  
   [Prompt] to select a Company, if appropriate.  

 

 Select or key Begin Date , [Tab] 

       8 digits, numeric, input format mmddyyyy, display format  
   mm/dd/yyyy.  No default.  Specify the earliest date using the  
   Calendar Icon, or key the date. 

 

 Select or key End Date , [Print] (F6).  

   8 digits, numeric, input format mmddyyyy, display format  
   mm/dd/yyyy.  Default is today. Specify the most recent date  
   using the Calendar Icon, or key the date. 

 
The system prints the report and returns to the menu.  The R/R Orders are sorted by 
Creation Date/Date Received. 
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Layout for R/R Orders by Date Report 

  

Ret/Rep # Return/Repair Order Number 

Account Number      Company and Customer Account Numbers.  

C/R                            Customer Code, defines if this is a:  
 C – Customer Account  
 R – Repair-Only Customer 

Name                   Customer Account Name or Repair Customer Name.  

Date Received     Date of R/R Order creation.  

Qty             Total Units returned.  

Attn Sales             The sales rep (or other department, etc.) who should review 
the return. 

Remarks                Memo keyed in the repair order; may contain Customer’s 
Reference Number.  

Status                 Current Status of the Order:  

ACTIVE: Received, with R/R Order In-Process  

 CREDIT: A Credit Requisition was issued.  

 HOLD: Order on Active Hold 

 SETTLED: Any Service Complete, and Shipping Order 
created.   

 VOIDED: R/R Order Canceled before settlement.   

Date Shipped:           This field remains blank until the R/R Order is  
         settled.  
 
  

NOTE: “Give Credit” indicates that a credit requisition printed for some or all of 
the stock in the R/R Order. It does not confirm that a Credit Memo or refund was 
issued. 
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OPTION 719:    Print Return Authorization Workslips   
 

Return Authorization Slips provide control and direction for handling returned stock.  Use 
these worksheets as part of the Repair/Return process.  RA Slips let receiving staff have all 
the information needed to create and resolve return and repair orders.  The slips may be 
kept with returned merchandise in the 900 warehouse, helping to track resalable returned 
stock, defective stock, repairs, and as-is returns. 

 

Return Authorizations are handled with both paper slips and the system software.  Use 
Option 707 Assign Return Authorization Slips to designate the Customer Account an RA 
Slip is assigned to, and to enter other data needed for the process. 

 

This option prints any number of sequentially numbered, 8.5 by 11 Return Authorization 
(RA) Workslips.  For first-time use of this process, key a starting number that can also be 
used as (or as part of) the warehouse Return/Repair Order Number.  Otherwise, enter the 
NEXT number after those previously printed.   

 

 

 To Print Sequentially-Numbered RA Workslips: 

From the 700 Return/Repair Menu screen,  
 

 Click on 464. Return Authorization Workslips, or  
 

 Key command “464”, [Enter]. 
 

The Return Authorization Forms selection screen appears: 

 
Enter a starting RA Slip Number: 

 

 Key Starting RA Number, [Enter]. 

     Key any starting number desired, up to 7 digits.   
    Avoid duplicating RA Numbers assigned to returns from the  
    Mobile Menu.  

 

 Key Print Quantity, [Print]. 

        Print any number of paper forms, as desired. 
 

The system prints the RA Workslips, and returns to the R/R Menu. 
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Note: Colored asterisks describe the paths for each field’s information. 

Layout for Return/Repair Authorization Form 
 

Header   (Upper Left: Printed Date) 

Title, with RA#***: The Paper slip and the system’s (Option  707) Return  

Authorization Number.  When this number is used as the R/R 
Number, the system more easily tracks stock through the 900 
Warehouse. 

Issue Date*:  RA# Assignment Date.  

Issued By*: User ID, or Name authorizing the return/resolution. 

Cust Acct. No.***: Company and Customer Account Numbers 

Return Reason /Code*: Return Reason from the RA Record (cannot be  

edited after RA Record is saved), but can be changed on the R/R 
Order resolution screen.  

Customer Name***: Customer Account Name. 

Orig. Invoice/Order No. *:  The RA Assignment will tie the original sales price  

to an eventual credit or refund.  If more than one sale is involved, 
the system will find the latest price paid. 

Customer Ref. No. **:  A Customer’s Reference Number in the RA record will  

print (in Remarks), on R/R and Shipping Order documents, and 
on Credit Memos. 

 
Stock Section 

 Qty**:  Authorized (or expected) Quantity being returned. 

 Stock Number**:  Authorized (or expected) Stock being returned. 

 
Bottom: 

Authorized Resolutions*: Any or all may be indicated. 

 Credit the Account:  

Credit, Less Restocking Fee  ____%  

Replace Stock  

             Full Refund 

Repair Stock  

Hold for ____________ :  The R/R Order can be placed on  

Hold status for a specified reason, or for action by a specified 
employee. 

Received By: User ID or Name, at R/R Order creation (at stock receipt). 

Auth. Signature:  Person approving the return order’s resolution. 

R/R Order #*: May be same or different from RA Number 

# of Boxes*: Cartons received when return arrives at warehouse. 
 

*: Needed for Return Authorization Record. 
 

*: Needed for Return/Repair Record. 
 

*: Needed for Customer Documents (Credit Memo, “Shipping Order” Invoice & History). 


