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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 

 

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

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. Items 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 Items function. 

To work with Reason Codes, follow these steps: 

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

Reason Codes Menu 

 

2. The Reason Codes screen appears. 
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Reason Codes Screen 

 

3. Enter a Reason Code number or code. 

4. Enter a reason code Description. 

5. 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 

 

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

RMAs Screen - Header Tab 
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3. The Transactions screen appears, with the transaction type set to RMA. 

4. 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. 

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

7. 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 Item 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 

 

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 

 

• 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.  

• The Copy Transaction dialog box opens. 

• The Customer ID and customer name are displayed. 

• Select the Transaction No you would like to copy.  

• 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. 

• 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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• 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. 

• 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 Item, 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 Items have been deselected 

One or more Invalid Items 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 Item Default 

• If 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 

 

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

• 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 

 

1. Enter or edit the purchase order number in the PO Number field. 

2. The current workstation date appears as the PO Date. Edit it if necessary. 

3. 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. 

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

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

 

• 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. 

• 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. 

• Click View to open the linked document in the default viewer for that document type. 

• 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 

 



Sales Order RMAs   

 

 

July 2, 2007 10 

1. 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. 

2. 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. 

3. 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. 

4. 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. 

5. 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 

 

• 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. 

• 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. 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. 

2. 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. 

3. 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. 

4. Enter or edit the customer’s name. 

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

6. Enter or edit the City. 

7. Enter or edit the Region. 

8. Select the Country. 

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

10. 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 

 

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

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

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

4. Enter the payment Amount. 

5. 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. 

6. 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). 

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

8. 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. 

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

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

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

12. 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. 

13. 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. 

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

Transactions Screen - Tax Tab 
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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: 

3. The Tax Group ID associated with that customer appears. Edit this information, if necessary.  

4. 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. 

5. 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 

 

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: 

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

3. Select the Tax Class to apply to the freight charge. 

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

5. Select the Tax Class to apply to the miscellaneous charge. 

6. 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 - Item Summary - RMAs and Credit Memos 
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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 

 

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. 

3. Edit the item Description, if necessary. 

4. 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 Items and Pictures functions. 

Picture Screen 
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6. 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. 
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You can click the Inquiry button on this dialog box to open the WM Item Quantity 
Inquiry function to locate a specific item ID and location. 

 

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 Items 
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 

 

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 Items 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 Items 
or Item Locations and Price Structures functions appears. Edit this price ID, enter a new one, or 
leave the field blank. 

Transactions Screen - Discount Tab 
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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 Item 
Commission is set to Yes. 

Transactions Screen - Commissions Tab 

 

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 

 

• 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. 

• 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 
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Lot No Entry Dialog Box 

 

Serial No Entry Dialog Box 

 

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 Item 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 Item 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. 

3. Enter a Comment, if desired. 

4. 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 

 

1. Command buttons remain on the bottom of the screen throughout the transaction entry process. 
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2. 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. 

3. 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. 

4. Click Preferences to view the Transaction Preferences dialog box. 

5. 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. 

6. Click Next Trans to enter a new transaction. 

Print Online RMA Screen 

 

1. The Print Online RMA screen appears when you click on the Online button. Use it to print price 

quotes for your customers. 

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

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

function. 

4. 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 
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Print Online Invoice (Credit Memo) Screen 

 

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. Edit the invoice date, if necessary. 

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

3. 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. 

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

5. 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. 

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

7. 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 
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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. 

1. Select RMA from the Transactions menu. 

2. Click the Header tab and enter the required information. 

3. Click the Line Items tab below the list area. 

4. 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: 

1. Select Credit Memo from the Transactions menu. 

2. Click the Header tab and enter the required information. 

3. Click the Line Items tab below the list area. 

4. 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. 

3. Click Online. The Online List screen appears. 

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

5. Click Print. 

Returned Items 

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 Items 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 Items screen. 

Returned Items Menu 

 

2. The Returned Items screen appears. 
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Returned Items Screen 

 

3. Click the line item containing the returned item you want to process or update. 

4. 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. 

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

6. 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. 

7. 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. 

8. Close the screen to exit the function. 

Returned Items Report 

Use the Returned Items Report to view all returned items that are currently unposted. Items 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 

 

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

 

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 
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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 Items Journal Menu 

 

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

 

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. 



Sales Order RMAs   

 

 

July 2, 2007 36 

Returned Items Journal 
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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 Items 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: 

 

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: 

 

Inventory quantities will be updated with the returned quantity of the items being posted.  

To Post Returned Items, follow these steps: 

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

 

2. The Post Returned Items screen appears. 

Post Returned Items Screen 
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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: 

• 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 

 

• Select the language for the log. This option is available only if you use the TRAVERSE 

multilingual feature. 

• 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. 

 

• 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 

 

• 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. 

• Run ID - The system generated number used to identify the post appears. 

• Description - The post description appears. 

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

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

• Comments - Comments entered for the post appear. 

• Click Close to return to the main menu. 
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Post Returned Items GL Log 
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Post Returned Items Summary Log 

 


