TRAVERSE:
Sales Order RMAs

Sales Order RMAs

RMAs give you the ability to track customer products being returned. The items are tracked through the
whole process of the initial call stating the customer’s desire to return the items then receiving the items
at your door from the customer. Approving the items to be put into stock, or written off as being damaged.
Making the RMA into a credit memo and taking the balance off the customer’s open invoice balance due.

Business Rules

A% SM - Business Rules g@
=1 Application S :' A
Accourts Payable W ——
Accounts Feceivable | |B Miscellaneous :
Bil of MateriakKitting System Generated Transachion Nu_mbers _ Yes
Bank Feconciliation All.ow Cu_sh:-mer !_evel. Change Duning Tranzaction E Yes
CRM Print Online Picking Slips Yes
Direct Deposit Pr!nt u] nl!ne Packing Lists Tes
Distribution Planning F'nr.1t Online Aeknowleelgement Tes
Fised Assets F'Ia!n Paper Plcklr?g S|I.|JS Yes
Gereral Ladger F'Ia?n Paper Packing Lists Yes
Irventony Plain Paper Acknowledgement Yes
Fraiect Costing : D efau!t Seles Flelp |nfarmation Sold-To
MFG - Bils of Material locti ey e Vo No
MEG - MPS/MRF .&ehust Comm|s_S|en Hate. . Mo
MEG - Production Dlsplayltemmlsmen Basiz on Line ltems Mo
MFG - Routing & Fesources Allow Line Item Dizcounts Yes
Payrol Save Order Histary Yes
Purchase Order Audit Orders ’ fes
Paint-of-5ale Return Items Direct To Stock Mo
Service Director
System Manager
e e
' arehouse Management System Generated Transaction Numbess
+- Configuration Group |
Apply | ok | Cancel | 4

Select Yes in the Return ltems Direct to Stock field to allow the direct return of items through a credit
memao.

When you select yes credit memos will function the same as prior versions. Meaning
that items will be placed back into inventory quantities, and GL transactions will be
made when the credit memo is posted using the post transactions function.

When you select no, the returned items functions will be activated. ltems will not be
returned to inventory until a RMA has been entered, a quantity returned has been
entered and the returned quantity has been approved using the returned items
function. You must then make the RMA into a live credit memo and post returned
items. When the post returned items function has been run, the items will be placed
into inventory and GL transactions will be made to your journal.
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Reason Codes

Use the Reason Codes function to set up merchandise return reason codes for use with RMAs. Use the
reason codes to determine the reason items are being returned to you, and to help decide if they should
be put back into Inventory or written off when damaged or defective.

Reason codes are entered into the RMA transaction on the item detail tab and also for items in the
Returned ltems function.

To work with Reason Codes, follow these steps:

1. Select Reason Codes from the Setup and Maintenance menu.

Reason Codes Menu

£\ TRAVERSE =

Main Menu 1 Sales Order

Favarites o [ InoLiry

Accourts Payable = | | Transactions Codes
Accourts Receivable Transaction Journals Recurting Entries
Bank Reconciliation Productivity Reports Edlit Sales Crder Murnber
Bill of Material Periodic Processing

CRM Setup and Maintenance

Distribution Planning Pricing

Fixed Assets Master Lists

General Ledger

Inventory

Payraoll

Purchase Order

Sales Order

Swystern Manager
Project Costing
MFiS - Bills of Material

hAr Mem— =i —A

Zontinental Products Unlimited |sa Sys Date | 5/9fz007 Wiks Dake 5192007

2. The Reason Codes screen appears.
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Reason Codes Screen

ﬁ S0 - Reason Codes

BEX)

Reason Code

] '_Iic'uh:ur
'Dai‘nageuﬂ
Delea
MissParts
.Wru:u_nglt_em

ElE]E]E]E] ]

D ezcription

| 'wirong Color
| Damaged

| | Defective

| Mizzing Parts
| Wrong ltem

Continental Productz Unlimite) =a

Active [ |

L EEEEE

F2 Lookup v

Enter a Reason Code number or code.

Enter a reason code Description.

Check the Active box if the code is to be available for use in the RMA transaction function. If you
would like to make a reason code unavailable without deleting it, uncheck the Active box.

6. Close the window when complete.

Sales Order, Transactions, RMAs

The ability to enter Return of Merchandise Authorizations (RMA) gives you the ability to accept and credit
returned merchandise. An RMA precedes a Credit Memo like a Quote precedes a transaction. An RMA
number will be issued, and the transaction will be held until product is received against the RMA.

To work with the RMAs functions, follow these steps:

1. Select RMAs from the Transactions menu.
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RMAs Menu

£4 TRAVERSE

Main Menu

Favorites

Accounts Payable
Accounts Receivable
Bank Reconciliation
Bill of Material

CRIM

Distribution Planning
Fixed Assets
General Ledger
Inventory
Payrall

Purchase Order
5 der
Systern Manager
Project Costing
MFG - Bills of Material

RAC™ Mo o—dimae

Quotes
Orders

Transaction Journals
Productivity Reports
Periodic Processing
Setup and Maintenance
Pricing

Master Lists

Credit Mermos
Order Acknowledgements
Capy Recurting Entries
hange Batches

Price Calculator

Returned Items

Continental Products Unlimited |sa

Sys Date 572007 Whs Crate 572007

2. The RMAs screen appears with the header tab displayed.

RMAs Screen - Header Tab

ﬁ-go _RMAs L-JW
o Documents || Bill-To || Ship-To || Payments || Tax || Totals |
TransactionMo | [ Batch Code |Kent v [ Copy ]
Trans Date [12/5/2006 | Location 1D [MNOO0T v AR
: - RN GLPdrrear| 12//] 2008
Sold To [4008 Fieq Ship Date |12/5/2006 | s
Sl . T Curenyd Esch Rete [ 9]
umber | |
PO Date [12/5/2006
I Item 1D | Degcription | Oty Ordered | Gty Needed | Unit | Ext FPrice |
Line Tkems | Defaults I Discaunt | commission |
Itz 1D | [+] Location D [MNOOD | FeqShip Date | 12/5/2006)
Diescriptian | | Oty Ordered |_ ] Unit Price .
Additional Desc Gty Meeded [ Ext Price |
o Gty Shipped i
Oty Backordered | D_DDD Hew PO Req
Altos Servers Company E] Completed Online Werify Met Due |_ |
| Computer Products Unimited|sa |

July 2, 2007



TRAVERSE:
Sales Order RMAs

The Transactions screen appears, with the transaction type set to RMA.

To change the transaction type to a type other than the one you chose from the menu, select the
Transaction Type: New, Invoice, Price Quote, Credit Memo, or RMA. The transaction type
appears for existing transactions and cannot be changed.

If you are producing an RMA or credit memo, do not use negative numbers; the
system automatically assigns the credit memo value a negative sign.

5. Select the transaction number of a transaction to work with, or enter a new transaction number. If
you are entering a new transaction and you elected to use system-generated numbers in the
Business Rules function in System Manager, leave this field blank and the system will create the
transaction number for you.

The current workstation date appears in the Trans Date box. Edit it, if necessary.

Select the customer ID in the Sold To box. The customer name will appear under the box and also in
the box at the bottom of the screen. Click to view customer address information or to view a map of
the customer’s location.

8. Enter or edit the customer’s purchase order number in the PO Number box.
9. The current workstation date appears as the PO Date. Edit it if necessary.
10. If you use batch processing, select or edit the Batch Code for the transaction.

11. Enter or edit the Location ID from which you are selling the items, or accept the current value as set
up in System Manager. The ID you enter also appears on the ltem Detail tab.

12. The current date appears in the Req Ship Date box. Edit this requested ship date, if necessary.

13. Click Notes to enter or view any notes specific to this transaction.

Notes Screen

rﬁ S0 - Orders [:] B
Motes
| |
v?

14. The current period and year appear in the GL Pd/Year boxes. Edit these values, if necessary.

Note: If you change the GL period and year, the history information may not match
the GL period information.
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15. If you use multicurrency, the Currency ID you assigned to the customer’s record appears and cannot
be changed. If you want to enter transactions for this customer in a different currency, set up a
second customer record.

If the customer currency is not the same as the base currency, use the Base Cur-
rency check box to toggle currency amounts between the customer’s currency and the
base currency.

If you do not use multicurrency, this box does not appear.

16. If you use multicurrency, the most recent daily exchange rate from the System Manager Currency
Exchange Rates function appears in the Exch Rate box. You can enter a different rate (or press F6
to open the System Manager Currency Exchange Rates function).

If you do not use multicurrency, this box does not appear.

17. If you are entering a new transaction, the Copy button will be visible. Click the Copy button to copy
information from a previously posted Sales Order transaction for this customer.

Copy Transaction Dialog Box

4450 - Copy Transaction g@
Cust D | AltO08 Altos Servers Company
Transaction No (00000036 (] )
Selected  Recalc  Kit Component  ItemlD Description Loc D Req Ship Date Gty Ord  Urit Emars |
] 200 Heating/Coaling Package tM 0001 5!4!200?[:] 2.0000 |PEG '_v [T
» (l 300 Interior 0'oor HNO001 5!4!200?[:] 3.0000/EA e Il
[F] 350 Entry Doar rMO001 5!4!200?[:] 2.0000/|EA [+ [F]
200100 Fumnace MO0 5!4!200?[:] 2.0000/|EA [ ] |l
200300 Air Conditioner MNO00T 5!4!200?[:] 2.0000/EA [» |
200600 Humidifigr MNO00T 5!4!200?[:] 2.0000/[EA [ae |
Il
Recard: EE] 2 E]@ E] of & < Il >
-
Continental Products Unlimite| sa

¢ Click the Copy button on the Header tab of the Sales Order Transactions screen to copy the line
item information of a posted sales order transaction. This button is only available after you
choose a customer, but becomes unavailable once you begin entering line item information.

e The Copy Transaction dialog box opens.
e The Customer ID and customer name are displayed.
e Select the Transaction No you would like to copy.

e If you would like to see Sales orders and items on the purchase order click on the History detail
button ] to display the Customer Order History Inquiry screen.

e The dialog box displays the line items of the transaction you chose to copy. Uncheck the
Selected box next to any line item you do not wish to copy.
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e The Kit Component check box will appear checked for line items that are kit components.

¢ You can modify the Req Ship Date, Qty Ord, or Unit for each line item.

e The Error box will be checked if there is an error with the item that will prevent the item from
being copied to the new order.

Some of the errors are; Invalid ltem, Invalid Units and Zero Order Quantity.

¢ The Notification box will be checked for information that is not going to stop you from copying
the item to the new transaction.

Some of the notifications are;

One or more Invalid ltems have been deselected

One or more Invalid ltems have been deselected due to invalid units
One or more items have an order quantity of zero

One or more Invalid Locations have been reset to the Item Default

Invalid Location has been reset to the Iltem Default

e |f there are error or notification boxes checked you will get a report previewed to show you the
error and notification messages.

Transactions Screen - Customer Order History Inquiry

£ SO - Customer Order History Inquiry (S0 - Copy Transaction) g@
Cuzt D A0S Altos Servers Company
Tranzaction Mo | Tranz Date | PO Wumnber | Trans Total | kel
\00000036 : 4418/2007 5,742 58 '
0o0aao 9 41242007 5.808.90
Q0000023 41272007 1.672.88
Qo00aoz4 41242007 21065
Qooooozy 41242007 44,42
00000026 41272007 n.an
00000026 41242007 7E0.76
Qooooo s 441042007 1.818.28
00000015 4/9/2007 5.201.99 —
NONNnMm g 4/9/9007 2N7217 (i)
Item 1D J Description | Location 1D | Quantit}l| Lkt
200 Heating/Cooling Package MO0 20000 PKG
300 Interior Door MO0 3.0000 EA
350 Entry Door kMO001 20000 EA
200100 Furnace MMO001 20000 EA
200300 Air Conditioner MHO001 20000 EA
200600 Hurnidifier MHO001 20000 EA
£ [
Continental Products Unlimite 22

e The Customer ID and vendor name are displayed.
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e Select an Order Number to see details on the order.

e The Item IDs for the selected order are displayed in the bottom box of the screen. Click the Copy
button to fill your Sales Order transaction with the selected line item information. Click the Close
button to close the dialog box without copying any information.

18. If you are editing an existing transaction or have assigned a transaction number to your transaction,
the Copy button will change to the Update button. Click Update to edit existing transactions.

19. If you use multicurrency, select the Base Currency check box to view transaction amounts in your
company’s base currency (specified in the System Manager Company Information function). Clear
this box to view amounts in the customer’s currency. This field appears only if you use the
TRAVERSE multicurrency feature and you enter a transaction for a customer that uses a currency
other than the base currency.

If you use multicurrency, the most recent daily exchange rate from the System
Manager Currency Exchange Rates function appears in the Exch Rate box. You can
enter a different rate (or press F6 to open the System Manager Currency Exchange
Rates function).

If you do not use multicurrency, this box does not appear.

20. Enter the number of the invoice against which you want to apply the RMA and then the credit memo
in the Original Invoice field. This field appears only for RMAs and credit memos.
This field allows you to track the original invoice associated with the credit memo.
TRAVERSE maintains separate numbers for invoices.

Transactions Screen - RMAs - Documents Tab

Header Bill-To Ship-To Fayments Tax Totals

Fick Slip Mo Actual Ship Date Rba Mo RMA Date
PO Mumber | 7548765975 13 R/9/2007
PO Date |5/4/2007

Documents

1. Enter or edit the purchase order number in the PO Number field.
The current workstation date appears as the PO Date. Edit it if necessary.

After you print picking slips, the picking slip number assigned to the transaction appears in the Pick
Slip No field. Edit this value if necessary.

4. When you make the RMA into a live credit memo, the system enters the current date in the Actual
Ship Date field. Edit this date if necessary.

5. The system enters the RMA and credit memo numbers in the RMA No/Credit Memo No field when
you print forms using the Online button.

The current workstation date appears as the RMA/Credit Memo Date. Edit it, if necessary.

Click the Documents button on the Documents tab to attach any other documents to this RMA.
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Document Links Interface

£ SM - Documents (SO-Trans/History)

BEX

Dezcription
File: M ame

[voice

CADocuments and Settingstkenthe' My Documentssinvoiced_d.snp

Continental Products Unlimite za

Record: [E[I] ’72 E * | ED of 2

Expiration D ate

Caowee |

Wiew

l

8
8

e Click the Documents button on the Documents tab of the Sales Order Transactions screen to
attach the documents. On this screen, you can link order-specific documents to the order

transaction.

e C(Click Browse to locate the document you would like to link to the transaction. Enter a title name

or additional information in the Description field.

e C(Click View to open the linked document in the default viewer for that document type.

e You can also assign an expiration date to the document link. This will allow you to include or
exclude document links according to expiration date when using Comment List or Purge
Comments in the System Manager menu, or when performing Periodic Processing in the Sales

Order menu.

8. Below the Pick Slip No and Invoice Number/Quote Number/Credit Memo No are fields containing
processed pick slips or invoices associated with that order. Click on the blue highlighted fields for drill-

down information pertaining to those documents.

Transactions Screen - Bill-To Tab

ﬂeader Documents Ship-To Ea_!,lments Tax Totals
BillTaID .:_’-‘«ItDDE_ v ] Terms Code [Met30
Jon Dalmark, Distribution Code (D001
Altos Servers Company
345 Tuscon Drive =
ND._S Salez ReplD 1 |GIL [» Percent
Rolingstone MM 55363 Sales Rep 10 2 = Percant
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The Bill-To ID on this tab comes from the bill-to customer you set up in the customer setup on the
accounts receivable setup and maintenance menu. When adding a new transaction you may select
either the sold-to or bill-to customer ID. The bill-to ID will be the customer you set up as the bill-to in
the customer setup screen.

Select or edit the Customer Level. This box is available only if you chose to allow the customer level
to be changed in the Business Rules function. Use the Customer Levels function to define
customers or groups of customers.

When you select a customer ID, the sales rep ID and commission percentage, Terms Code,
Distribution Code, and Tax Group ID associated with that customer appear. Edit this information, if
necessary. Each sales representative can receive up to 100 percent of a sale.

If you use multicurrency, you can change the distribution code only if the Receivables account
associated with the new distribution code is in either the customer’s or the base currency. If any open
invoices or transactions exist for the customer, the new distribution code must also use the same
currency as those transactions.

Click Rem Credit to view the customer’s credit limit, open invoice balance, current transaction
balance, and remaining credit. The Credit dialog box appears.

Credit Dialog Box

b Credit
Credit Limit £0.000.00
Open Invoice Balance 14,274.48
Tranzaction Balance 27.530.48
Credit &vailable 18,195.04

e The Credit dialog box appears when you click the Rem Credit button on the Transactions screen
or when the Show Credit Warning option is selected in the Transaction Preferences dialog box
and a customer’s credit limit is exceeded.

e The customer’s credit limit, open invoice balance, transaction balance, and available credit
appear. Use the Accounts Receivable Customers function to set up credit limits for customers.

Transactions Screen - Ship-To Tab

1.

Header Daocuments Eill-Ta Payments Tax Totals
Ship-To ID |ARDOS ] Mame Altos Servers Company City | City
Ship Method fia W | Address 1 |Address 1 Region Region
Federal Exprass 2nd- Address 2 Address 2 Coauntry US;’-‘« B3
Ship Murmber Postal Code |12345-6783

If you set up a ship-to address for the customer in the Accounts Receivable Ship-To Addresses
function, select that ID in the Ship-To ID combo box. Only the ship-to ID for that customer appears in
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the list; addresses for other customers are not included. If you did not set up a ship-to address for the
customer, leave the field blank.

When you enter a ship-to ID, a message box appears so that you can choose to
assign the tax location from the ship-to address and recalculate sales tax.

Select the method you usually use to ship items to this ship-to address in the Ship Method/Via box.
A description appears. Use the Accounts Receivable Shipping Method Codes function to set up
these ship codes.

If you have not set up shipping codes, leave the Ship Method/Via box blank and enter
the shipping method in the box to its right.
Ship via information is saved with the transaction and prints on invoices.
Enter information—for example, a tracking number—in the Ship Number box. The ship number
prints on the invoice.

Note: You cannot use the Order Tracking function to track shipments until you set
up shipping method codes in Accounts Receivable and enter a tracking number in
this box.

Enter or edit the customer’s name.

Enter or edit the customer’s shipping address. Press Ctrl + Enter to start a new line in the Address 2
box.

Enter or edit the City.
Enter or edit the Region.
Select the Country.

Enter the Postal Code. Use the System Manager Country Codes function to set up the postal code
input mask.

. Click View Map to view a map of the address generated by the mapping program you chose within

System Manager. See the System Manager Guide for more information on defining mapping
programs.

Note: This button appears only if you selected the Allow Web Features option in the
System Manager Business Rules function.

Transactions Screen - Payments Tab

»

Header Daocuments Eill-Ta Ship-To Tax Totals
Deposit/Batch Code |Kent Method of Payment Vi.sa_ - jv
Payment Date | 12/6/2006 Card Mo 50247854562457
ArnaLint 0.00 Cardholder |Altos Servers Compary
Expiration D ate ! Autharization Mo

Record: [E] 1 [E] of 1

1.

Use this tab to enter prepayments. You can make multiple prepayments for a transaction.
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10.

11.

12.

13.

14.

You cannot issue a check to the customer to refund them the amount of their
return from the payments tab. You must set up the customer as a vendor in
Accounts Payable and issue a check from that application.

If you use batch processing, the batch code you selected on the Header tab appears in the view-only
Deposit/Batch Code box.

The current workstation date appears in the Payment Date box. Change it if necessary.

Enter the payment Amount.

If you use multicurrency, the customer’s currency appears in the Currency ID box for your reference
and cannot be changed.

If you do not use multicurrency, this box does not appear.

If you use multicurrency, the most current daily exchange rate appears in the Exch Rate box. You
can enter a different rate (or press F6 to open the System Manager Currency Exchange Rates
function).

If you do not use multicurrency, this box does not appear.

The payment method set up in the customer record in Accounts Receivable appears in the Method
of Payment box. Change this payment method if necessary.

If you use multicurrency, the currency for the bank account or GL account associated
with the payment method appears in the Currency ID box and cannot be changed. If
this currency is not the same as the customer’s currency or the base currency, a
warning message appears. You cannot enter payments in a currency other than the
customer’s currency or the base currency.

If the payment method is Cash, the customer’s bank account number appears in the Bank Account
ID box.

If the payment method is Check, the Bank Account ID and Check No boxes appear. Enter the
number of the check used for prepayment.

If the payment method is Coupon, enter a description in the Note box that appears.

If the payment method is a credit card, the customer’s credit card information appears in the Card
No, Cardholder, Expiration Date, and Authorization No boxes. Enter or edit the information, if
necessary. A warning appears if the card is expired.

If the payment method is a direct debit the account information appears in the Account No, Bank
Name and Routing Codes boxes. Enter or edit the information if necessary.

If the payment method is Write-Off, enter a description in the Note box that appears.

Transactions Screen - Tax Tab

Header Documents Bill-To Ship-To Payments Totals

Taw Group (D MM [ Tax Location Taw Amount  Ad
Tanable FM 3436 [¥
0aa Sales Tax 34.36 Tax Class
0oo Taw Adjustment 0000 |
0o Met Sales Tax 3436
0.00
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1. Use this tab to enter a tax adjustment for a tax location.

2. The customer’s sales tax amounts for each tax location appear. To enter a tax adjustment, perform
these steps:
The Tax Group ID associated with that customer appears. Edit this information, if necessary.

The Taxable box is selected if the customer is set up as a taxable customer in the Accounts
Receivable Customers function. Clear the box if the transaction is nontaxable.

Select the Adj box next to the tax location for which you want to enter an adjustment.

6. Enter an adjustment amount in the Tax Adjustment field if you want to adjust the resulting total
because of, for example, jurisdictional limits on the amount of tax assessed on an invoice. The tax
adjustment amount is posted separately from the tax amount.

7. Select the Tax Class for the adjustment.

The total sales tax amount appears in the Net Sales Tax box.

Transactions Screen - Totals Tab

Header Documents Bill-To Ship-To Payments Tax
Frepayment 0.00 Tauable 528.54
M ontasable 0.aa
Freight 000  TaxClass :D_ v Sales Tax 436
Mizc 000 TaxClass [0 [+ Irvoice Total RE2.90

1. The customer’s prepayment amount, taxable totals, nontaxable totals, and sales tax appear and are
automatically adjusted when a freight and/or miscellaneous charge is entered. To enter any additional
charges, perform these steps:

Enter or edit the shipping charges in the Freight box, if applicable.

Select the Tax Class to apply to the freight charge.

Enter or edit any miscellaneous charges in the Misc box, if applicable.

Select the Tax Class to apply to the miscellaneous charge.

S

If you use multicurrency, any amount you gained or lost due to exchange rate differences between
that noted on the Header tab and those noted on payments appears in the Gain/Loss box. If you do
not use multicurrency, this box does not appear. Select the Base Currency check box to view gain
and loss amounts.

Transactions Screen - Iltem Summary - RMAs and Credit Memos

| Item (D | Description | Gty Authorized | Gty Needed | Linit Ext Price
100 Electrical Package 1.0000 1.0000 PKG 43313
200100 Furnace 1.0000 1.0000 EA 232429
200200 ‘water Heater 1.0000 1.0000 EA 241.38

July 2, 2007 13



TRAVERSE:
Sales Order RMAs

1. The middle section of the screen contains a list of the order’s line items. The Item ID, Description,
Qty Authorized, Qty Needed, Unit and Ext Price are listed and cannot be edited.

2. You can use the arrow, page up, and page down keys to move the highlight to any line item with
which you want to work.

3. You can reorder your line items in a number of ways. You can click on an item and drag and drop it to
a different location in the order of items. You can click on any of the column headings and the items
will be sorted by the selected column, ascending clicking once and descending clicking twice.

4. When any of the forms are printed, the items will be printed in the order displayed in this area.

5. The item highlighted will have the details displayed on the following tabs. You can edit the highlighted
item using these tabs, or add new items.

Transactions Screen - RMAs and Credit Memo - Line Items Tab

Line Irems Defaults Discount Commission
Itern 10 (100 _'_v Location 1D kAR 0007 'v' Feq Ship Date B/442007 Open
Description |Electical Package Qty Suthorized 1.0000 PG | Unit Price 4331303
Additional Desc |Includes Electical Outlets and Qty Meeded 1.0000 Eut Price 43913
Oty Returmed 0000
Oty Backaordered Reason Code |Damaged [«

1. Use the Line Items tab to record information about the items in the sales order.
2. Enter or edit the Item ID. If you interface Sales Order with Inventory, you can select inventory items
and enter aliases for item IDs.
If the item is a kitted item, the Show Kit Detail button appears. Click it to view the kit's
components.
Edit the item Description, if necessary.

Enter or edit the additional description of the item in the Additional Desc field. This field is available
only if you elected to use additional descriptions in the Business Rules function of System Manager.

Available additional descriptions appear from System Manager and Inventory if you
elected to copy additional descriptions from SM/IN items in the Business Rules
function of System Manager.

5. Click the camera button _@ | (when available) to view pictures of inventory items. Set up item
pictures using the Inventory ltems and Pictures functions.

Picture Screen

July 2, 2007 14



Sales Order RMAs

RSE-

.
ﬁ Picture

Furnace

The Location ID entered on the Header tab appears. Change it, if necessary.

7. Enter the number of items returned in the Qty Authorized field. If you interface Sales Order with
Inventory, the quantity authorized is not updated in the committed in Inventory. If backordered
quantities exist after the transaction is posted, the box is updated with the backordered quantity.

When the RMA is made into a Credit Memo the quantity In Use for the item in
Inventory is updated with the quantity as a negative quantity.

8. Enter or edit the Unit of measure for the item, if necessary.

9. If you have the Warehouse Management application installed, click Detail to open the Extended
Quantity Entry dialog box where you can specify the bin and container where you want to return the
item when the RMA is made into a credit memo and returned to stock.

ﬁ Extended Quantity Entry
Item 1D |2 Total Oty “
Loc 1D Gty Remaining : =
Inquiry
i
Bin Container Aty Ordered [ty Filled
Plaio (el vl 1.0000
Comment el
Recard: E 4 1 [ﬁ[ﬁ][ﬁ]gﬂs of 1 =5
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You can click the Inquiry button on this dialog box to open the WM ltem Quantity
Inquiry function to locate a specific item ID and location.

A% WM - Item Quantity Inquiry
Loaok By Criteria Search Yalue
[Item 1D [s]= ‘v | /200100
Location 1D [~][= [+ | MHOOOT
lise iz
UOM [Default  [+] Find ” Reset ][ Defaul: ” Repart l Murber of Records 100
[termn (D | Loc 1D | Description | Bin Contaire
200100 MMOO01 Furnace
200100 MO0 Fumnace A10
20000 MMOO01 Fumnace B10
200100 MO0 Furnace ET
Continental Products Unlimite sa

Note: Enter bin and container information only if you use Warehouse Management
to ship the order. If you use the Sales Order commands to verify and ship the order,
do not enter information into this dialog box.

10. The quantity needed to fill the sales order is displayed in the Qty Needed field. This field is for display
purposes only and will be updated if the quantity ordered is edited. This quantity is here so we know
what quantity is remaining to fill if the order becomes a backorder. The quantity will remain until the
item has a completed status.

11. Enter the number of units returned to you in the Qty Returned field. If you are interfaced to Inventory
the quantity In Use will be updated with the quantity returned as a negative quantity when you fill in a
quantity returned.

When a quantity returned is filled in you will then see the item in the Returned ltems
function, if you selected No to the option to return items directly to Inventory in the
business rules function.

If you selected Yes to the option to return items directly to Inventory in the business
rules function this is the quantity that will be returned to Inventory when you post the
Credit Memo.

12. The number of units backordered appears in the Qty Backordered field. This field is updated when
you post transactions if the quantity ordered is greater than the quantity shipped. This field becomes
available after you verify and ship the order.

13. The current date appears in the Req Ship Date field. Edit this requested ship date, if necessary.
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14. The Unit Price, calculated from the pricing structure assigned to the item, appears. Accept the
current value or edit the unit price.

15. The extended price (unit price multiplied by quantity shipped) appears in the view-only Ext Price field.
If you edit the unit cost, the extended price is recalculated accordingly.

16. Select a Reason Code from the list of reason codes you have set up to indicate the reason the item
was returned to you.

17. The New PO Req button is disabled when you are working with RMAs and Credit Memos.
Transactions Screen - Defaults Tab

Line Ikems Discount Commission
Acct Code e
Inv Acct DEI-DEIEI.-1.230 _'v Sales Categary |F1
Sales Acct [00-000-4000 | Tax Class |3 v
COGS Acct [00-000-5000 v Price 0 [BUILD (]

1. Select the General Ledger account code to identify the General Ledger sales and COGS accounts in
the Acct Code field, or leave this field blank.

2. If you interface Sales Order with Inventory and you select an inventory item, the General Ledger
sales account, COGS account, and inventory account numbers corresponding to the account code
you set up for the item in the Inventory ltems and Account Codes functions appear in the Inv Acct,
Sales Acct, and COGS Acct fields.

If you do not interface Sales Order with Inventory, the account numbers you set up in
the System Manager Description Items function appear if you select a system
manager description item. If the item is not set up in either application, the account
numbers you set up in the Accounts Receivable, Business Rules function in System
Manager appear.

Edit the account numbers as necessary. See the System Manager User’s Guide and
Inventory User’s Guide for more information.
3. Edit the Sales Category and Tax Class assigned to the item, if necessary.

4. If you interface Sales Order with Inventory, the Price ID you set up for the item in the Inventory ltems
or ltem Locations and Price Structures functions appears. Edit this price ID, enter a new one, or
leave the field blank.

Transactions Screen - Discount Tab

e o
Line Items Defaults {..Dscount G| Commission
Uit Price (B aziz) 5285400 Dizcount Type Amaount [ Ext Price 528.54
Digcount &rnount .o
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1. The Discount tab allows you to manually add an additional discount amount to reduce the calculated
price for a line item in a transaction. When working with RMAs you would only use this tab if you
entered a discount amount into the original transaction the items are being returned from.

2. To do so, you must first grant access to the feature through the Allow Line Item Discounts rule
using the Business Rules function in System Manager.

3. To apply an additional discount, first highlight the line item you want to discount and select the
Discount tab.

4. Select the Discount Type you would like to apply to the line item. If you choose to discount the item
by amount, enter the Discount Amount. If you choose to discount the item by percentage, enter the
Discount Percent.

Enter positive numbers. The field is programmed to take the discount amount when
the amount is entered as a positive number.

5. The adjusted order price is displayed in the Ext Price field, and the new unit and extended price are
also displayed for the line item.

A discount amount entered here will be represented on the printed invoice by listing
the line item with the undiscounted price and extension on one line, and the discount
amount printed on a second line immediately below the first.

Note: The Commissions tab will only appear if the Business Rule to use Line ltem
Commission is set to Yes.

Transactions Screen - Commissions Tab

Ling Items Defaults Discount
Salez RepID 1 |GJL | Percent ] Fiate 9.00 Unit Cost
Salez RepID 2 [ine ] Percent .00 Rate .00 Eut Cost 0.00

Cammizzion B asiz Ruuals]

1. The Sales Rep ID and commission percentages associated with the customer appear. Edit this
information, if necessary. Each sales representative can receive up to 100 percent of a sale.

2. The Unit Cost of the item appears if you elected to display unit cost in the Accounts Receivable,
Business Rules function.

3. The extended cost (unit cost multiplied by quantity) appears in the view-only Ext Cost field. This field
appears only if you elected to display unit cost in the Accounts Receivable, Business Rules
function.

4. The setting and display of the Commission Basis value is based upon the Display Commission
Basis on Line Items business rule in System Manager. When the rule is disabled, the basis value
will remain in sync with the Unit Cost and will be updated to the current unit cost during the release
process. When the rule is enabled, the basis value will default to the current unit cost, and you may
edit the value which will be transferred directly into the SO Transaction during the release process.
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The commission basis numbers will only effect the commissions for sales reps that are
being paid commissions on the basis of Gross Profit.

A couple of examples of why you might want to change the commission basis would
be: If you purchased the item in a large quantity and got a discount on the cost of the
item and you do not want to pay your sales rep’s commissions based on this
discounted cost and selling at the regular price. Their gross profit will be inflated
because of this.

If you needed to purchase the item and have it rushed to you and you paid a higher

cost for the item because of this, you don’t want to penalize your sales rep’s
commission because the gross profit is lower.

Online List Dialog Box

=

4 Online List
Available | Onlire reports
nyvoice | Prirt Frevoice
Ackhowledge  Prnt Acknowledgement
Fick Print Picking Slip
FPack Frint Packing List
(uate Print Quote

e The Online List dialog box appears when you click the Online button on the Transactions screen
to print an online invoice, credit memo, order acknowledgement, picking slip, packing list, or price
quote. When you print an online RMA the box is skipped and you are taken directly to the Print
Online RMA screen.

e The online lists that are available to you appear in blue and depend on the transaction type,
status, and activity. For example, the packing list option is not available until after you have
verified the order for shipping. Click a blue entry in the Available column to open the selection
screen for that form.

Note: You can print online forms only when allowed by the selections in the

Business Rules function. If you elected not to allow printing of an online form, a
message appears when you select that form.

Lot/Ser No Entry Dialog Box

ﬂ Lot/Ser Mo Entry
ltem 1D Total Gty fia
Loc D [ty Remaining
[rit
P|  Serial Mo (050407000 [»] Unit Cost 100.0000
Lot No [Lot1111 [v] Oty Filled 1.0000  Ext Cost 100.0000
Comment it Price 250.0000) (]
Record: [E] 4 R CE j,i‘-m of 1 |
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Lot No Entry Dialog Box

ﬁ Lot Mo Entry
ltem 1D Total Oty |~
Loc D [ty Remaining
Irit

3 Lot No (042307001 ™ Uit Cost 1.7600

; Gty Filled 20,0000 Ext Cost 35,2000
Comment =

Record: [E [ 1 R of 1

Serial No Entry Dialog Box

ﬁ Ser Mo Entry
ltem 1D Total Oty |~
Loc D [ty Remaining
Imit

P|  SerialNo [LTOEIZ1084 v Unit Cast 239.6600

- Oty Filled 1.0000  Ext Cost 239.6600
Comment Linit Price 4233100 [,
Record: [E B ERE ;‘,f'“-a of 1 |

The Lot/Ser No Entry dialog box appears when enter a Qty Returned for the item being returned, if the
item is serialized/lotted, lotted or serialized, or when you click the Lot/Serial No Entry button for lotted or
serialized items on the ltem Detail tab. You must enter lot and serial information; if you do not, the
amount in the Qty Returned field on the Transactions screen’s ltem Detail tab will be adjusted to zero.

1. Select the item’s serial number, being returned, in the Serial No field. This field appears only if the
item is serialized. You may select serial numbers only for available items.
If you return an item in multiple quantities, each with its own serial number, enter each
serial number in a new record on the dialog box. Use the scroll bar to view records.
2. Select the item’s lot number, being returned, in the Lot No field. This field appears only if the item is
lotted or serialized and lotted.
Enter a Comment, if desired.

Click Close to save your changes and return to the Transactions screen. The amount in the Qty
Returned field on the Transactions screen’s Item Detail tab will be adjusted to match the total
number of serial numbers you entered or to the total of the lotted quantities you entered, if necessary.

Transaction Screen - Command Buttons

E][ Completed ][ Online ][ Freferences ][ Live ][ Mest Trans

1. Command buttons remain on the bottom of the screen throughout the transaction entry process.
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6.

Click Completed to display completed line items from partially returned orders. Completed lines are
flagged as such in the system, but are retained for proper audit trails.

Click Online to print an online invoice, order acknowledgement, picking slip, packing list, RMA, or
price quote.

The Online List dialog box appears and lists the forms you can print for that order. The
forms that are available depend on the transaction’s type, status, and current activity.
Click Preferences to view the Transaction Preferences dialog box.

Click the Live button to change the transaction’s status to Credit Memo for an RMA. This button only
appears for Price Quote and RMA type transactions.

Click Next Trans to enter a new transaction.

Print Online RMA Screen

A3 SO - Print Online RMA g@

Invoice Date | 5/9/2007}2]

teszage Far All Invoices ID_DE |

Print Additional Desciphions

Report Language Engllsh v

Print Federal Tax 1D []

Print Kit Detail

Besst || Fie | ' ik | Cose |

Continental Praducts Unlimite| za

The Print Online RMA screen appears when you click on the Online button. Use it to print price
quotes for your customers.

The current date appears as the invoice date. Edit this date, if necessary.

Select a message for the RMA. Messages are set up in the Accounts Receivable Invoice Messages
function.

Select the check box to print additional descriptions on the RMA; otherwise, clear the check box.
This option is available only if you elected to use additional descriptions in the Business Rules
function (page 3-5).
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5. Select the language for the RMA. This option is available only if you use the TRAVERSE multilingual
feature.

6. If you use multicurrency, select the check box to print the RMA in your base currency; otherwise,
clear the check box to print it in the customer’s currency. This option is available only if you use
multicurrency and the transaction is entered in a currency other than the base currency.

This check box is automatically selected if you selected the Base Currency check
box on the Transactions screen for transactions entered in a currency other than
the base currency.

7. Select the check box to print the federal tax ID for the current company; otherwise, clear the check
box.

8. Select the check box to print kit detail; otherwise, clear the check box.

This check box appears only if you have the Bill of Materials/Kitting application
installed. It is also automatically selected if you selected the Print Kit Detail on
Packing Lists option in the Bill of Materials/Kitting Business Rules function. See
the Bill of Materials/Kitting User’'s Guide for more information.

9. Select Reset, File, Preview, Print, or Close.

Command Buttons

Reset Set all fields to their defaults.
File Write the list to a file.

Preview Preview the list on your monitor.
Print Print the list.

Close Return to the Main menu.
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RMA

<< RMA >>
Continental Products Unlimied
TE26 Golden Triangle Drive
Eden Prairie, MN 55244-1203 FAGE
':[NI_IEEE_S;?T_EE ORIGINAL INVOICE
A INVCICE DATE E/S/Z00T
INVOICE NO 3
5 Amd47T & Altes Servers Company
0 Frank Mitchel H -fonDalmark
L Asynchronous Metworking Tech. | 545 Tuscon Drive
D 550 Parker Strest P No.3
Desrwood, MN 55444 Rollingstone, MN 55588
T T
0 (1]
TOTAL DUE 0.00
5L 5L52 DUE DATE DISC DUE DATE ORDER NC ORDER DATE SHIP DATE SHIP NO
GJL 00T 522007 00000043 B4 2007
TERMS DE SCRIPTICN CUSTOMER PO HUMBER SHIPVIA
0% Disc, M=t 20 TE4ETEESTE
ITEM ID TXCL UNIT AUTHOREED RETURNED UNIT PRICE EXTENSICN
31 PKG 1.0000 000D 438 1303 43913
0 EA 1.0000 000D 324 2883 12428
0 EA 1.0000 0000 241.3814 241.38
Water Hester
We appreciste your business.
TAXABLE NONTAXABLE FREIGHT SALES TAX MISC TOTAL
00480 0.00 0.00 11757 000 2237
TOTAL DUE 0.00
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Print Online Invoice (Credit Memo) Screen

ﬁ S0 - Print Online Invoice g@

Invoice Date | 1241 !2DDEE:

Mezzage For All Invoices |

Frint Additional Descriptions

Report Language __E ngllsh v

Print Federal Tax 1D []

Print Kit Detail [_]

Fezet ][ File

Computer Products Unlimited | za

The Print Online Invoice screen appears when you click on the Online button. Use this screen to print a
credit memo for a credit memo transaction.

1.

2.

Edit the invoice date, if necessary.

Select a message for the credit memo. Invoice messages are set up in the Accounts Receivable
Invoice Messages function.

Select the check box to print additional descriptions on the credit memo; otherwise, clear the check
box. This option is available only if you elected to use additional descriptions in the Accounts
Receivable, Business Rules function.

Select the language for the credit memo. This option is available only if you use the TRAVERSE
multilingual feature.

If you use multicurrency, select the check box to print the credit memo in the company’s base
currency; otherwise, clear the check box to print it in the customer’s currency. This option is available
only if you use multicurrency and the transaction is entered in a currency other than the base
currency.

Select the check box to print the federal tax ID for the current company; otherwise, clear the check
box.

Select the check box to print kit detail; otherwise, clear the check box. You can only see kit detail if
you have the Bill of Material application and you have kits set up there.
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This check box appears only if you have the Bill of Materials/Kitting application
installed. It is also automatically selected if you selected the Print Kit Detail on
Packing Lists option in the Bill of Materials/Kitting Business Rules function. See
the Bill of Materials/Kitting User’s Guide for more information.

8. Select Reset, File, Preview, Print, or Close.

Command Buttons

Reset Set all fields to their defaults.
File Write the list to a file.

Preview Preview the list on your monitor.
Print Print the list.

Close Return to the Main menu.

9. After the credit memo prints, the credit memo number appears in the Credit Memo Number field on
the Transactions screen’s Documents tab. This number is assigned based on the next available
invoice number from the last time you printed invoices in the Transaction Journals Print Invoices
function, or if you entered a credit memo number on the documents tab. If you manually entered a
credit memo number and printed the credit memo, the next available credit memo number is not
affected. If you are reprinting credit memos, the current credit memo number is retained.
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Credit Memo

<< CREDIT MEMO >>
PAGE
UNITED STATES ORIGINAL INVOICE
512} -BZ5-00
S INVOICE DATE 5i4/2007
INVOICE NC T
5 5 Alos Serers Company
o H JonD: rk
L I 545 Tuscon Drive
D P MNe. 2
Desrwood, Rollingstone, MM 555965
T T
(o] o]
TOTAL DUE
5L51 5L52 DUE DATE DISC DUE DATE ORDER NO ORDER DATE 5SHIF DATE SHIF NO
GIL TR T By 200 T [l &4/ B 00T
TERM 5 DE SCRIFTION CUSTOMER PO NUMBER SHIPVIA
o isc, Mat 20
ITEM 1D THCL UNT AUTHOREZED RETURMELD LINIT FRICE EXTENSICON
200100 0 EA 1.0000 1.0000 3563822 35628
Furnace
200200 0 EA 1.0000 257.6543
Water Heatar
We spprecists your business.
TAXABLE NONTAXABLE FREKGHT SALES TAX MIsSC TOTAL
13.02 0.00 0.00 0.00 T13.03
TOTAL DUE 0.00
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Task Summary

Before you change or delete transactions, print the Sales and Miscellaneous Credits Journals to verify the
transaction numbers. After you change or delete transactions, print the journals again so that the audit
trail is accurate.

Enter an RMA
To enter an RMA, follow these steps.

Select RMA from the Transactions menu.
Click the Header tab and enter the required information.

Click the Line Items tab below the list area.

w0~

Enter the item ID and the quantity authorized. The Serial/Lot Number Entry screen appears if you
interface Sales Order with Inventory and the item is lotted or serialized. You must enter the lotted and
serial information.

5. Enter a Reason Code for the merchandise return in the Line Items tab if desired.

Edit an RMA

To edit an RMA, follow these steps:

1. Select RMA from the Transactions menu.

2. Select an RMA transaction number. The RMA appears.
3. Click Update.

4. Edit the RMA.

Print an Online RMA

To print an online RMA, follow these steps.

1. Select RMA from the Transactions menu.

2. Enter a RMA, or select an RMA transaction number. If you select an existing RMA transaction, click
Update.

3. Click Online. The Online List screen appears.
4. Click Invoice. The Print Online Invoice screen appears.
5. Click Print.

Process an RMA to a Credit Memo

To process an RMA to a credit memo, follow these steps:

1. Select RMA from the Transactions menu.
2. Select the RMA transaction to be processed.
3. Click Update.
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4. Enter the Qty Returned.

5. When all items have been returned, click Live to change the RMA to a credit memo.

Enter a Credit Memo

To enter a credit memo, follow these steps:

Select Credit Memo from the Transactions menu.
Click the Header tab and enter the required information.

Click the Line Items tab below the list area.

P 0D~

Enter the item ID and the quantity ordered. The Serial/Lot Number Entry screen appears if you
interface Sales Order with Inventory and the item is lotted or serialized. You must enter the lotted and
serial information.

Edit a Credit Memo
To edit a credit memo, follow these steps:

1. Select Credit Memo from the Transactions menu.
2. Select a credit memo transaction number. The credit memo appears.
3. Click Update.

4. Edit the credit memo.

Print an Online Credit Memo
To print an online credit memo, follow these steps.

1. Select Credit Memo from the Transactions menu.

2. Enter a credit memo, or select a credit memo transaction number. If you select an existing credit
memo transaction, click Update.

Click Online. The Online List screen appears.
Click Invoice. The Print Online Invoice screen appears.
Click Print.

Returned ltems
Use the Returned Items function to determine whether a returned item should be returned to stock be
repackaged, repaired, or other.
This feature is only available if the Return Items Direct to Stock business rule is set to No.
Note: Items will appear in this function when you add an RMA transaction

and fill in an amount in the Returned field on the Line ltems tab of the
RMAs screen.
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Note: Use the interface to update the item status, reason code, quantity to
be returned, lot number, bin and container.

To use the Returned Items function, follow these steps:

1. Click on Returned Items in the Transaction menu to open the Returned ltems screen.

Returned ltems Menu

£ TRAVERSE =

ManMenu | SoesOrder  [NTRSRSGEGORSII

Favorites A Inguiry Lotes

Accounts Payable 3 Em Orders

Accounts Receivable Transaction Journals RMAS

Bank Reconciliation Productivity Reports Credit Mermos

Bill of Material Periodic Processing Order Acknowledgements
CRIM Setup and Maintenance Capy Recurring Entries
Distribution Planning Pricing Change Batches

Fixed fAszsats Master Lists Price Calculator
General Ledger EReturned Items
Inventory

Payrall

Purchase Order

Systern Manager
Project Costing
MFS - Bills of Material

RAC™  Fem—h =i e

Continental Products Unlimited |sa Sy Date | 5/7(2007 ‘eks Date 572007

2. The Returned Items screen appears.
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Returned Items Screen

8.

ﬁ S50 - Returned ltems g@
Status | Entry Date | BM& Mumber Reazon Code Description | Location |0 | [term 1L
iNew 441 2/2007 | 00000022 Defect Defective kM OO0T 20020
Mew 41242007 00000022 MizzParts Mizzing Partz MMO001 2003
Mew 572007 000000ST Defect Defective rAMO001 100
Mew 4182007 7 Damaged Damaged kMO0 20020
< ¥
Itemn [D 200200 Lozation 1D kMOOOT
Reazon Defective Fibdds Mumber 00000022
MHotes
Statuz Feazon Code Returned Gty Units Bin
Container
Mew  [w||Defect [w 1.0000] EA [ >~
v@
Continental Products Unlimite| sa

Click the line item containing the returned item you want to process or update.
Use the Status box to set the returned item status to New or Approved.

Only items with an Approved status will be added to the on hand quantity in
Inventory. The on hand is updated when you run the post returned items.

Use the Reason Code box to change the reason for the item’s return. To define reason codes, see.

Edit the Returned Quantity, if necessary. "Approved" items can be posted and removed from the
system without returning any quantities to stock.

The amount entered on the Returned Qty field will be added into the on hand
quantity in Inventory when the returned items are posted.

Edit the Bin and Container locations of the item, if necessary. The display and availability of the Bin
and Container values will be based upon the installed status of the Warehouse Management
application.

Close the screen to exit the function.

Returned Items Report

Use the Returned ltems Report to view all returned items that are currently unposted. ltems appearing
on this report have a quantity returned amount filled in on the Transactions screen.

This feature is only available if the Return Items Direct to Stock business rule is set to No.

To produce the Returned Items Report, follow these steps:
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1. Select Returned Items on the Transaction Journals menu to open the function.

Returned Items Report Menu

4 TRAVERSE

Main Menu I — Sales Order

Favorites | Inguiry Print Picking Slips

Accounts Payable =| | Transactions Print Packing Lists

Accounts Receivable Tr: ion Journals Print Invoices

Bank Reconciliation Productivity Reports Open Order Report

Bill of Material Periodic Processing Sales Journal

CRM Setup and Maintenance Miscelaneous Credits Journal
Distribution Planning Pricing Daily Sales Tax Journal

Fixed Assets Master Lists Gains and Losses Journal
General Ledger Backorder Allocation Report

Inventory Paost Transactions

Payrall EReturned Items Report

Purchase Order Returned Iterms Journal
er Post Returned Ttemns

Systern Manager
Project Costing
MFG - Bills of Material &

RAC™ Mo o—dimae

Continental Products Unlimited |sa Sys Date SI7I2007 ‘Whs Date 51712007

2. The Returned Items Report screen appears.
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Returned Items Report Screen

ﬁ S0 - Returned Items Report g@
Reazon Code  From v
Thiu _fv_
Item 1D From (e
Thru v
Location D' From | v
Thiu __f_v_
Sort By
(%) RMa Mumber
() Reason Code
() ltem ID
() Location 1D
() Status
Green Bar Format
Report Language '_Ehgiliéh _iv;
[ Reset ” File “ Frirt ” Cloge ]
Continental Praducts Unlimite |za

3. Select the range of Reason Codes, Item IDs, and Location IDs to include in the report.

4. Choose whether you want the report to be sorted by RMA Number, Reason Code, Item ID,
Location ID, or Status.

5. Check the Green Bar Format box to view the report in the green bar format.

6. Select the language for the report. This option is available only if you use the TRAVERSE
multilingual feature.

7. Select Reset, File, Preview, Print, or Close.
Command Buttons

Reset Return the value of all fields on the list or report screen to their
default values.

File Save the list or report to a file.
Preview Output the report to your screen.
Print Print the report.

Close Return to the main menu.
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Returned Items Report

572007 Continental Products Unlimited Page 1/1
9:28 AM Returned Items Report
Sorted By RMA Number
Status RMA Number Entry Date Item 1D LocID Serial Number Bin
Reason Code Description Description Unit Returned Qty Lot Number Container
MNew 572007 100 MMNOG01
Defect Defective Electrical Package FKG 1.0000
MNew 4122007 200200 MNO0O1
Defect Defective Water Heater EA 1.0000
MNew 41212007 200300 MNO001
WissP arts Missing Parts Air Conditioner EA 1.0000
MNew 7 AM8/2007 200200 MNO001
Damaged Damaged Water Heater EA 1.0000

** End of Report **
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Returned Items Journal

Use the Returned Items Journal function to view returned items identified with a status of "Approved"
that are ready to be posted.

This feature is only available if the Return Items Direct to Stock business rule is set to No.
To produce the Returned Items Journal, follow these steps:

1. Select Returned Items Journal on the Transaction Journals menu to open the function.

Returned ltems Journal Menu

Main Menu Sales Order

Favorites | Inguiry Print Picking Slips

Accounts Payable = | | Transactions Print Packing Lists
Accounts Receivable Transaction Journals Print Invoices

Bank Reconciliation Productivity Reports Open Order Report

Bill of Material Periodic Processing Sales Journal

CRM Setup and Maintenance Miscelaneous Credits Journal
Distribution Planning Pricing Daily Sales Tax Journal
Fixed Assets Master Lists Gains and Losses Journal
General Ledger Backorder Allocation Report
Inventory Past Transactions

Payrall Returned Items Report

EReturned Ttems Journal

Purchase Order
) Post Returned Ttemns

Sa Ircer
Systern Manager
Project Costing
MFG - Bills of Material Ir

RAC™ Mo o—dimae L

Continental Products Unlimited | sa SysDate | Gi7j2007 Whs Date | Gi7[2007

2. The Returned Items Journal screen appears.
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Returned Items Journal Screen

rﬁ S50 - Returned Items Journal g@1

Sart By
(=) RMA Mumber

) Item 1D
() Location ID

Green Bar Format

Fieport Language '_E ngllsh _’v.:'

[ Reset ” File “

Continental Praducts Unlimite |za

3. Choose whether you want the report sorted by RMA Number, Item ID, or Location ID.
4. Check the Green Bar Format box to view the report in the green bar format.

5. Select the language for the report. This option is available only if you use the TRAVERSE
multilingual feature.

6. Select Reset, File, Preview, Print, or Close.
Command Buttons

Reset Return the value of all fields on the list or report screen to their
default values.

File Save the list or report to a file.
Preview Output the report to your screen.
Print Print the report.

Close Return to the main menu.
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Returned ltems Journal

5712007 Continental Products Unlimited Page1/1
9:29 AM Returned Items Journal
Sorted By RMA Num ber
RMA Number Item 1D LocID Sera Number COG S Acct
Description Unit Returned Qty Lot Number Inventory Acct Ext Cost
Bin Container
100 MHO001 00-000-5000
Electrical P ackage PKG 1.0000 00-000-1230 34355
200200 MHO001 00-000-5000
Water Heater EA 1.0000 00-000-1230 227 .53
200300 MHO001 00-000-5000
Air Conditioner EA 1.0000 00-000-1230 859.90
7 200200 MHO001 00-000-5000
Water Heater EA 1.0000 000001230 227.53
Total
1,658.51

== End of Report ==
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Post Returned Items

Use the Post Returned Items function to complete the returned item processing. Any records with a
status of "Approved" can be processed and will be listed on the posting log.

Print the Returned Items Journal before posting returned items to serve as your audit trail.
This feature is only available if the Return ltems Direct to Stock business rule is set to No.

Posting returned items will update the Inventory and Warehouse Management history and create the
appropriate GL Journal entries.

The miscellaneous credits for each line item update these accounts:

Sales Sales Tax F reight hisc AR

e 0H ]| 0l CR

The sales account is assigned in the Transactions function. The account in the tax location record
determines the sales tax account. The Accounts Receivable Distribution Codes function determines the
other accounts.

The costs for each line item update these accounts:

| rvert oy CioOGs

DB CR

Inventory quantities will be updated with the returned quantity of the items being posted.
To Post Returned ltems, follow these steps:

1. Select Post Returned Items on the Transaction Journals menu to open the function.
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Post Returned Iltems Menu

Main Menu

Favorites e
Lccounts Payable =|
Accounts Receivable

Bank Reconciliation

Bill of Material

CRIM

Distribution Planning

Fixed Assets

General Ledger

Inventory

Payrall

Purchase Order

Sales Order

Systern Manager
Project Costing

MFG - Bills of Material Ir

RAC™ Mo o—dimae L

Inguiiry
Transactions

Productivity Reports
Periodic Processing
Setup and Maintenance
Pricing

Master Lists

Cantinental Producks Unlimited | sa

Print Picking Slips
Print Packing Lists
Frint Inwoices
Open Order Report
Sales Journal
Miscelaneous Credits Journal

Daily Sales Tax JoLr

Gains and Losses Journal
Backorder Allocation Report

Post Transactions

Returned Items Report
Returned Items Jourmal
EPost Returned [tems

SysDate | Gi7j2007 Whs Date

ial

| s7izoo07

2. The Post Returned Items screen appears.

Post Returned Items Screen

-
ﬂ S50 - Post Returned Items

==X

D the fallowing, then check the box.
Print Retumed ltems Journal

Comments

” Bepiint Log H Activity H LCloze

Cartinental Products Urlimite||sa

July 2, 2007
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3. Print the Returned Items Journal before checking the box at the top of the screen.
4. Enter Comments for the post. The comments you enter appear in the Activity Log.
5. Select a command:

e Click OK to begin processing. A confirmation message box appears when the post completes
successfully. After you close this message box, the Post Transactions Log dialog box appears.

Post Returned Items Print Log Screen

ﬁ S0 - Post Returned Items Log

Report Language Ehglish £

oo [P gwe ]

e Select the language for the log. This option is available only if you use the TRAVERSE
multilingual feature.

o Select Reset, File, Preview, Print, or Close.
Command Buttons

Reset Return the value of all fields on the list or report screen to their
default values.

File Save the list or report to a file.
Preview Not available for this function.
Print Print the report.

Close Return to the main menu.

e Click Reprint Log to reprint the last Post Transactions Log. The Post Transactions Log dialog
box appears where you can select how to output the log.

Click Activity to view the history of post actions. The Activity Log dialog box appears.
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Activity Log Dialog Box

e T
Seghum | Run I Description | Run Time User ID Cammerts
75 20070507093113 | 50 - Post Returned e 5702007 9:31:16 &M =8
B4 20070418152635 | SO - Post Returned tte 4/ 82007 3:26:39 PM =
‘51 2007041211740 | S0 - Post Returned e 441202007 11:17:44 A0 =5

Record: E 4 I 1 E]@ HK{B' of 3

e The Activity Log dialog box appears when you click Activity. The Activity Log dialog box tracks
all post activity for administrative purposes. The system assigns each post a run ID.

e Run ID - The system generated number used to identify the post appears.
e Description - The post description appears.

e Run Time - The date and time the post was made appear.

e User ID - The user who performed the post appears.

e Comments - Comments entered for the post appear.

e (Click Close to return to the main menu.
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Post Returned Items GL Log

S Continental Products Unlimited Page 1/1
532 AM Post Retumed Items - GL Entries 200T0E0TOERITR
Fosted To Fiscal Year 2007

Amount Posted to GL Period =

Reference Die seription GL Account DEBT CREDIT
Betlzd Q50T DO ZE § 2002 0D O0-00- 1230 22T 3

B etz D07 DOON0NEE § 2002 0D {0-De0- 500D 2753
Betlzd QE0T DO ZZ f 2003 0D O-0D- 1230 RS 50

BetdZl OE0T DODHIZE § I 0D {0-D0- 5000 BRGS0
Amnl4T T § 200200 O0-000- 1230 Z22T.53

Atnd 4T T J 200200 {D0-OR0- 500D ZZT A3
BetlZ3 0507 DODDMDET / 10D O-0D0- 1230 143 55

Betdz3 Q50T DODHDET / 100 D-DR0- 5000 343 55

Balance GL Period 3 BEEE1 1,658.51

Grand Total 658 51 1,868 51
== End of Report *= == Heprint *=
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572007 Continental Products Unlimited Page 1/1
932 AW Post Returned Items Log

RMA Number Item ID LocID COG S Acct
Description Unit Returned Qty Lot Number Inventory Acct Ext Cost

050700000022 200200 MMO001 00-000-5000
Water Heater EA 1.0000 00-000-1230 22753

050700000022 200300 MMOo01 00-000-5000
Air Condtioner EA 1.0000 00-000-1230 859.90

050700000051 100 MMOO01 00-000-5000
Electrical P ackage FKG 1.0000 00-000-1230 34355

7 200200 MMOO01 00-000-5000
Water Heater EA 1.0000 00-000-1230 22753
Total
1,658.51

**End of Report =+
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