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Intended Audience:  
 

All employees authorized to generate requisitions on behalf of the organization 

 

Background:  
 

When a return is created, it returns the quantities back to the purchase order (if applicable) and 

allows the goods to be received and invoiced again. If an invoice has already been paid, an 

invoice adjustment will be necessary after the return has been completed. 

 

Instructions:  
 

1. Access the Create Return task. 

2. Select the business document that includes the goods you are returning. You can filter by 

suppliers and resource providers using these prompts: 

● Purchase Order 

● Receipt 

● Supplier Contract    

(Note: Purchase orders or supplier contracts must have at least one (1) approved receipt 

before you can process a return.) 

3. Select the Return Reason and Return Date. 

4. For generated invoices, select the Supplier Invoice Reference. 

5. When suppliers require a return material authorization (RMA), enter the Supplier RMA. 

6. Specify the quantity to return in the To Return field for each document line with returned 

goods. 

7. Use the Attachments tab to upload or drag and drop files that support this return. 

8. Click Submit. 


